
OFFICE POLICY CONCERNING
CANCELLATIONS/FAILED APPOINTMENTS

My staff and I would like to welcome you to our office.  Our goal is to help you attain the best 
dental health in an easygoing and relaxed atmosphere.  We are happy that we can offer both early 
morning and weekend hours to meet the needs of our patients.  I have been practicing in Elk 
Grove since 1992 and I have been fortunate to see a tremendous growth in the practice.  Such 
growth has often made me wish that there were more time in the day to meet the needs of my 
patients.  

One solution that we have implemented this past year is to limit the amount of new patients that is 
seen by our office.  In this way, I hope to maintain a high level of care for our new and existing 
patients.  In addition, this should enable my staff to schedule an appointment for you in a timely 
manner. 

More importantly, you can help us by simply keeping your appointment.  Failure to keep your 
scheduled appointment means time that another patient could have used and time that will have to 
be used to reschedule a future appointment.  If you need to cancel an appointment we ask that you 
give us at least 24 hours notice.  As a courtesy, we also call you 1 to 2 days in advance or your 
appointment to remind you of your planned treatment at our office.  But ultimately the 
responsibility is yours and failure to properly notify us will result in a $50 failed appointment fee 
(for each hour) assessed to your account.

We understand that changes and emergencies will come up that are beyond your control.   In such 
cases, effectively communicating with the receptionist your situation will give us more latitude in 
deciding to waive this fee.  I do ask that our receptionists record any failed appointments in the 
patient records.  A chronic history of failed appointments will result in the dismissal of the patient 
from our practice.

POLICY INSUFFICIENT FUNDS/RETURN CHECK

There is a $25 charge for any check that is returned due to insufficient funds.

I have read and understand the two office policies contained above.


