Dismissing a Patient from

Your Practice

This is completed by the Office Manager
Upon the rare occasion that arises needing to dismiss a patient from the practice, the following must be done.

· Send the patient a certified letter dismissing him/her from your practice with a return receipt requested.

· Keep a copy of the letter in the patient’s chart

· Use General and Professional reasons for the dismissal (failure to pay/inability to keep multiple appointments)

· Offer to provide emergency care for 30 days from the letter’s receipt

· Offer to transfer records, once any balances are satisfied, to their new dental office.

All dismissals are to be discussed with the doctors in the practice and the letter is to be approved prior to sending.  

Any treatment course that has been started must be completed or at least attempted to do so.  Example:  Must finish a Root Canal, but do not have to start P&C and PBM.  Otherwise, neglect becomes an issue.

Following is an example of a dismissal letter.  The particular situation with the patient (i.e. failure to pay, failure to keep appointments, or difference in philosophy of care- patch and fill vs. lifetime (preventive care) will dictate which one should be used.

January 8, 2001

Mr. Any Patient

444 South Brook St.

Anywhere, US 99999

Dear Mr. Patient:

(Opening Paragraph For Failure to Pay):

Our records indicate that, after numerous contacts with you, we have been unable to reach an agreement regarding your outstanding balance.  Your balance has been sent to our collection law firm, Kramer & Frank.  They should be contacting you shortly regarding this balance.  Unfortunately, we will no longer be able to schedule you for any future appointments in our office.

(Opening Paragraph for Consistent Appointment Failure):
Our records indicate that it has been consistently difficult for you to keep scheduled appointments, as well as, give at least 24 hours notice prior to cancellation/rescheduling.  Canceling an appointment at the last minute prohibits other patients from using that time for needed dental care.  Regretfully, we will no longer be able to schedule future appointments for you within our office.

(Opening Paragraph for Philosophy of Care):
After our recent discussion (phone conversation/appointment, etc.) regarding your treatment, it has become apparent that there is a significant difference in philosophy in regards to dental care.  Our office tries to avoid patching and filling problems as they arise, which we consider “crisis management”.  This type of dental care, in which treatment is delayed, is more costly for the patient, long term, as your condition may become even more serious.  Due to the significant difference in dental care philosophy and after careful consideration, I have made the decision that it would be best to end our professional relationship.

(The following paragraphs can be used with all of the above openings)

I would be more than happy to recommend another dentist to help with your continuing dental care, who may be able to meet your needs.  Our team will be able to meet your emergency dental needs for the next 30 days.  However, I urge you to place yourself into the care of another dental office without delay, as a patient’s oral health plays a very important role in their overall physical well being.

Upon your request, our team would be more than happy to transfer your existing records, once any balances have been satisfied, to your new dental office.  Please contact our office with any questions regarding this process.  

Again, I wish you the best in your continued dental health and if there are any questions, please feel free to contact our office at (555)558-0099


Sincerely,

Dr. Dan Marut, DMD
