POLICY TITLE: Cancellation Policy 

POLICY STATEMENT: When patients call in to cancel an appointment, the appointment needs to be cancelled in the computer, on the patient schedule and the practitioner needs to be made aware that the patient has cancelled their appointment. 

PROCEDURE: 

A. Cancellations can be handled one of two ways depending on the situation. 

1. If a patient calls in to cancel their appointment, reception will receive a call from Medical Records to cancel the patient. The following should then be done. 

a) Reception will pull superbill/registration form 

b) Mark cancel (C.X) on superbill and give to the cashier 

c) Mark cancel (C.X) on the schedule (regular or add-on schedule) 

d) Put a post-it note on registration form indicating that the patient has cancelled (C.X) their appointment. (Also indicate rescheduled (R/S) date of appointment if any or indicate no reschedule (no R/S). 

e) Put registration form in appropriate practitioner's box. 

f) Give cashier the cancelled superbill 

g) (NOTE: No computer entry is necessary by reception. Medical Records will enter the cancellations into the computer.) 

2. If a patient comes to the front desk to cancel a same day appointment, reception will cancel the appointment. 

a) Reception will cancel the appointment in the computer. 

b) Then reception will notify the practitioner that the patient has cancelled by putting a post-it note on the patient registration form indicating that the patient has cancelled their appointment. (Also indicate rescheduled ~ date of appointment if any or indicate no reschedule 

c) Put registration form in appropriate practitioner's box. 

d) Give cashier the cancelled superbill. 
e) Call Medical Records to notify them of same day (CX) cancellation. 

3. To cancel a future appointment the following should be done: 

a) Reception will cancel (CX) the appointment in the computer. 

b) Follow computer appointment (CX) cancellation procedure. (No other steps are needed.) 

