Patient Calls Clinic Script
Do not let phone ring more than 3 times

“[Organization Name], this is _____________, how may I help you?

Patient request to speak with provider:

“I’m sorry Dr.__________ is currently with a patient. Can I take a message and have she/he call you back as soon as possible?”

Get ready a phone message form. Get the patient data screen up (Press F5 key)
“May I have your last name?”
Type last name in HealthPro.

“And your first name...”       
Type first name in HealthPro

“What’s your date of birth?”
Check you have the right patient 

“What’s the phone number where we can return your call?”
    
Write number on form

“Who is your doctor/provider?”
Write name on form

“What is your message?”
If patient states: “just tell him/her to call me.”

“I’m sorry; the doctor/provider has requested to get as much information as possible, so when he/she calls you back he’ll be able to help you out.”

Central elements of the message:

1. Name

2. Phone number

3. Medical record number

4. Message itself

5. Time and date

“Is there anything else I can help you with?”

 “Thank you and have a good day.”
