
Confirm the patientˇs identity before discussing appointment details. Avoid leaving detailed scheduling information in voicemails, and keep visit details minimal unless they have been verified.




HIPAA Reminder
Use RingRx Outreach to send appointment confirmations and reminders so fewer details are missed and no-shows decrease.




RingRx Tip Review Note
Review quarterly or when hours, provider schedules, or appointment types change.




Do
Offer two time options & let the patient choose

Repeat back the appointment details before you end the call


Ask for the best callback number in case you get disconnected


Offer a waitlist option when schedules are tight

Donˇt
Sound rushed or annoyed when patients need to change plans


Ask for extra personal details that arenˇt needed to schedule

Promise same-day or next-day availability unless itˇs truly open


Confirm an appointment without repeating the date & time

RingRx Communication Guides

Practical tips to help your healthcare team communicate with confidence.


Scheduling

Use This When
A new patient calls to book a first appointment

An existing patient wants to schedule a new appointment or follow-up


A patient requests a specific time that isnˇt available

Help your team schedule phone appointments in a way thatˇs clear, consistent, and patient-friendly.


What This Is For

Recommended Script

˝Thank you for calling (Practice Name). This is (First Name).
Are you a new or existing patient?
May I have your full name & date of birth?
What is the reason for the visit?
I have (Option 1) or (Option 2) available. Which works best?
Youˇre scheduled for (Day, Date) at (Time) with (Provider). If you need to update the day or time, please call our office.˛















Tone Tip
Be calm and flexible. Patients feel cared for when you sound unhurried & solution-focused.


Customization Guidance


Confirm new vs. existing patient early

Ask only what you need to schedule correctly (keep ˝reason for visit˛ brief)


Verify identity before referencing an existing appointment
 Repeat back the final details: date, time, provider, and location.



Offer two time options whenever possible
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