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Recare Policy

Having a system for handling recare calls is necessary in order to keep 
patients on a regular recare cycle and keep the hygiene schedule full. 
Review your office policy and check the box for each of the items 
required to make it an effective policy. If anything is missing, add to 
your existing policy or write a new policy to capture all of the necessary 
details.

Recare Policy Checklist  

1. All patients book their next recare appointment while they are in the office.

2. If a patient DOES NOT schedule or cancels appointment, they require a follow up 
phone call.

3. All appointments are to be scheduled at least 6 months and 1 week apart, so not to 
have any problems getting insurance claims paid.

4. Recare calls should be made at least once per month.

5. Double check that the patient does not already have an appointment before calling 
to schedule. 

6. Once confirmed that they do not have an appointment scheduled, check chart for 
notes etc to see if there is a particular reason they did not schedule.  When calling, 
introduce yourself and explain reason for call.  If you leave a message, do not leave too 
much information to avoid breach of privacy.

7. Schedule appointment OR leave a message

8. Make sure call is noted in patient chart.

9. Everyone on the recare list should be called once a month.

10. List should be turned in to Office Manager when completed and new list can be 
started.

Role Play 
Role play with team

1. “I can’t leave work just for a cleaning”

2. “I don’t know my schedule that far in advance”

3. “I  told the girl I would call when I was ready to come in!”


