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PURPOSE
Provide clear guidelines to staff for patients that arrive late for their scheduled appointment. 
· Improve the process for which late patients should be seen or rescheduled.  
· Limit interruption of provider's schedule due to late patients. 
NOTE: This policy is intended for new and established patients seen within the Family Medicine Center (FMC). 
Departments: FMC and Specialty Clinics
Definitions: Medical Assistant (MA), Advanced Practice Provider (APP) is a Nurse Practitioner (NP, FNP, DNP) or Physician Assistant (PA-C).   
Guidelines for Late Patients

· Established patients that arrive between 1 and 10 minutes late when checking into the kiosk for their appointment.

i. The patient will be checked in without Dr./APP/Preceptor's approval for the originally scheduled appointment time.
ii. The patient will be promptly checked in, and the MA/LPN will be notified. 

· Established patients, Regardless of Age, who arrive more than 10 minutes late when checking into the kiosk for their appointment may be rescheduled. 
i. The patient will be moved to an available appointment later in the same Dr./App's schedule.
ii. The patient may be scheduled with another Dr./APP with the same available appointment type in their schedule on the same day. 
iii. If no appointments are available for the same day, the front-desk staff may contact the preceptor if the patient is scheduled to be seen by a resident. The preceptor will determine if the patient needs to be seen that day or rescheduled for another day. 
iv. If no appointments are available for the same day, the front-desk staff may contact the attending physician or APP with which the patient is already scheduled with to see if they can be seen late or rescheduled. 
v. Schedule an appointment for another date.
· New patients are instructed to arrive 15 minutes early for their appointment. If the patient does not arrive in time to complete the necessary paperwork, there is a possibility they may have to reschedule.
· New patients who arrive late (1 minute or later) will be rescheduled for another date.
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