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	A.       GENERAL STATEMENT OF POLICY:
            Statement of Purpose:  It is the policy of Texas Tech University Health Science Center Department of 

            Psychiatry Clinic to assist with appointment compliance.
B.         SCOPE:  This policy covers Psychiatry
C.         ADMINISTRATION & PROCEDURE:
            Clinic policies will be revised as needed or annually whichever occurs first. Clinic policies will be approved by 
            the Chair of the Department.

D.        PROCEDURE: 

            The Patient Services Specialist (PSS) or delegate will enter the “No Show” in the Power Chart EHR clinic communications template.  The information will be entered in the template and “yes” will be marked for “no show letter has been printed and mailed”.  The PSS or delegate will prepare and mail the no-show letter to the patient to complete this process.  The electronic message will then be sent to the clinician with whom the appointment was scheduled to make a determination if further attention is needed. Excessive cancellations and rescheduling will negatively affect therapeutic relationship and ability of our department to assist the patient in care. After three “No Show” appointments, or a combination of No-show appointments, cancellations or reschedules within a 12-month period, a letter will be sent to the patient warning them of potential dismissal from the clinic if they continue to miss or cancel their appointments. PSS will notify Department Administrator of the status of 3 missed appointments. PSS or delegate will contact patient or patient guardian to discuss policy and importance of appointment attendance. Department Administrator will involve clinician as appropriate. Upon the fourth consecutive “No Show” or cancellation, the patient will be dismissed from the clinic unless the treating clinician determines that there are extenuating circumstances that can be mitigated and the patient is likely to be able to engage in treatment. Please note that patients can be terminated at any time if the clinican feel there is not a therapeutic relationship. 
E.        DISTRIBUTION:  This policy shall be distributed to Psychiatry. 


