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Make Schedule Changes an 
Integral Part of Reopening
Dr. Elizabeth Muckley and Dr. Carrie Alfieri 
share their top strategies.

AN INITIATIVE OF

Collect and input information on behalf of your patients   
When the patient calls from your parking lot to let you know they 
arrived, have staff take the chief complaint, HPI, medication updates, 
allergies, and family history over the phone and enter it into the record 
from the car. This keeps rooms available for testing and helps move 
patients through quicker.

Off-set the schedule among your doctors 
If you have multiple doctors in your practice, off-set the scheduling 
of patients. For example, Doctor A sees patients every 20 minutes at 
8:00am, 8:20am and 8:40am while Doctor B sees patients every 20 
minutes at 7:50am, 8:10am and 8:30am. This staggers the patients for 
social distancing and supports room turnover.

Extend your day 
Add 2 additional appointment times at the beginning and end of the 
day to help maintain volume. If you see patients at 8:00am - 4:30pm, 
then start at 7:40am and end your last patient at 4:30pm. Take only a 
20-minute lunch and see someone over that time as well. You’ll slightly 
increase your workday and can stagger staff so as not to incur overtime.

Over communicate with both staff and patients 
Ensure both staff and patients know what your protocols are for 
sanitizing and what your requirements are for patients to be seen. It 
saves time and potential missed appointment slots if you ensure your 
patient knows they are supposed to wear a mask prior to arrival and  
who you will allow/not allow to accompany them to their appointment.
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