TREATMENT COORDINATOR MANUAL [DATE]

ese poll IS to assist you in performing your job.

The policies and or may not conform with Federal, State and Local
laws, rules and

accountin rofessiongl advice for specific situations.

appropriate laws, rules, procedures or practices pertaining to
your healthcare discipline or business activities.
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TRAINING MANUAL INFORMATION

READ FIRST

The purpose for this General Policy Manual is to help you understand and use the
basic policies needed to be an effective part of our dental team.

Our reasons for giving you this training manual are threefol

that your complete review of this manual will help you
the general policies and communication vehicles of our office.
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HOW TO EDIT YOUR MANUALS

As you might imagine, creating these manuals was quite an undertaking. We knew
that no single manual would apply to every practice, since each doctor has a unique
personality and management style. Over the years, we updated the manuals with
both ideas from our clients and emerging techniques.

your dental office. You’ll also have written d
each situation, which will alleviate you from c

ctailed information in our manuals, we suggest you retain other
relevant handbooks and references that are essential to managing your practice
(e.g., equipment manuals, software guides, etc.). All manuals and guides should be
stored together in an easily accessible area of your office for quick reference.
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JOB RESPONSIBILITY

The responsibility of the Treatment Coordinator is to ensure everything possible is
done to get our patients to pay for and complete their individual treatment plans.

We have a wide range of options for our patients financially and scheduling-wise,
because we know the importance of removing barriers to patients ing their

Qv

dental treatment plans done.

8@
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TREATMENT COORDINATOR BASICS

As mentioned in the above policy, the responsibility of the treatment coordinator is
to help patients figure out how to complete their treatment plans. In other words,
you should constantly strive toward the goal of every single patient having a 100%
healthy mouth.

That won’t be the case 100% of the time, because you will constant

patients, and some of your patients have legitimate financial

ruth to a patient and assisting them through their
an’t do it” is a very rewarding experience.

pleased with tl&difference it has made for them!

Many dentists and dental staff forget about this positive aspect of dentistry. They
can get caught up in the “negative” part, because they’re reminded of it by many
patients. Don’t buy into that! You are doing patients a huge favor by getting them
through their treatment plan, not to mention the fact you’re saving them money in
the long run. You know that because, as a dental professional, you understand what
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happens when people put off needed treatment - it eventually requires more
treatment and more money from the patient.

Whenever you sit down in front of a patient to discuss money and treatment,
remember, you are doing them a favor and are here to HELP them. It can be a lot of
fun. Enjoy it!
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DAILY CHECKLIST

The following are duties to be done on a daily basis (not in exact order).

Participate in the Morning Huddle.

Enter new patient information into the computer from the medical history
and billing forms.

Handle all financial arrangements.

Ensure all new patients reschedule.

Follow up on all new patients to ensure they a dSbart tr ent as
scheduled.

Coordinate with the accounts manager and schgduling coordinator as needed.

12.

13.

14.

Present treatment plans and work out financial arrangements. Make notes on
all presented treatment plans in patient’s charts

Coordinate pre-determination with the insurance company.

Contact the patient with the pre-determination information, once it is
received from the insurance company.
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DEDUCTIBLES

Almost all benefit plans have a deductible. A deductible is a pre-agreed upon amount
that has to be met each year before the insurance company will start paying its
percentage.

All patients must pay 100% of their office visits until they meet their

When a patient comes to the front desk to check out, and their de
been met for the year, you must collect the full amount of t
the deductible is met.

It is important that you explain this to the patient. Sa
‘Hi, Mr. Jones! How did everything go? Fine? ; ! our charge

will be $40.00. You have a $200.00 deductibl 8 yet, so the entire
amount due is your part. Would you like to pay for that with a creédit card, cash or

check?”
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HOW TO CALCULATE INSURANCE
BENEFITS

As the Treatment Coordinator, it is beneficial to know how to figure out the estimated
patient portions.

Most insurance companies work on a percentage basis, and they gener according

plan.

To calculate the insurance benefit, you take the 1C8 y the % the
insurance company will pay. The total gives y i

multiply it by the %.

0.00 Crown
0.00 Deductible

EXAMPLE:

left. Multiplied by 50% (paid by ins. co.)
=$425.00 paid by insurance
425.00 Patient Portion

lated in this manner. The patient portion for treatment is collected
ejunless the accounts manager has made other arrangements.

Most Ins@ance is

at the tilge
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VERIFYING BENEFITS

When a new patient calls and has insurance, the receptionist will fill out the "New
Patient Call-In Form" (see the following page for a sample). She will put this form in
your communication box, so you can call the insurance company to verify that the
patient is covered and the level of coverage. This process is done immediately,
because it is important to have the insurance information prior to t jent coming

into the office.

If the patient is not sure of his insurance company or the ph
find the information and call us back. Or, at the very le
information to the office at the first appointment. If
insurance information and/or cannot provide th

they can submit to the
criber social security

on the day® ppointment, rather than give the information over the phone.
The day before, go through the New Patient slips to check which patients will be

bringing in this information.
For insurance information received prior to the patient's arrival:

1. Verify and complete the Insurance Information form by calling the insurance
company.
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2. Put the patient’s insurance information into the computer.

3. File New Patient slips and the Insurance Information form in file at front desk.

4. The day before, when checking the schedule, make sure all information is
complete.

5. File New Patient slips in the file folder at the front desk.

get the information, insurance card, etc. Then, verif
have benefit information when the exam is being pe
being written.

Discuss any important information at the morning hudglle (balance due, contracts

that need signing, etc.). Q
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NEW PATIENT CALL-IN FORM

DATE CALLED APPT. DATE & TIME

PATIENT NAME

IF PATIENT IS A CHILD, PARENT’S NAME

HOME PHONE WORK PHONE

HOW DID YOU HEAR ABOUT OUR OFFICE?

WHEN WAS THE LAST TIME YOU SAW A DENTIST?

ARE YOU HAVING ANY PROBLEMS WITH YOU

DO YOU HAVE DENTAL INSURAN

Name of the insured Relationship to NP

Employer of the Emp. Phone #

SS# of the insure SS# of the patient

Name offfnsurancé Ins. Co. Phone #

RO R R R Rk S Rk S R Ok S R R SR R R S R R S R R S R R S R O o

ACCOU AGEFR: Verifies benefits and fills out before NP arrives.

Name of Insurance Company Rep.

Effective Date: Max. benefits/year

Deductible Amount Has ded. Been met?

Does deductible apply toward preventative?
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Percentage covered after deductible for-

Preventative Basic Major

Endodontics Periodontics

Frequency of Cleanings: (check one)

Two cleanings/year

Once every six months

Two cleanings within 12 consecutive months

Date of last cleaning Date of last Full M@guth X-Ray
Do you replace teeth missing prior to effectiv f cOMerage:
Benefits left for the year? \

Other comments:

\
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INSURANCE COMPANY INFORMATION

We do not participate with any managed care or welfare type plans. Some of these
plans are the following:

e Dental Plus

e Medplus
e Best
e (Gateway

In all of these cases, the patient has picked a doctor f d ca go to
that particular doctor. Their insurance will n ny“the reCeived by any
other dentist.

Blue Shield has a number of differ under diffe mes, such as:

(Insert local plan names here

ver, they must pay in full at the time
urance submissions for the patient. Whatever the
ent directly to the patient.

. The patient still may have portions for
as deductibles, co-payments (different types of

amounts (deductibles, co-insurance and non-covered services) are due at time of

service.

Regarding student/faculty courtesies, insured patients are eligible to receive these
courtesies the same as non-insured patients can. The only requirement is that they
pay us in full at the time of service (with courtesy). We will submit insurance for
them, and they will be paid directly by the insurance company.
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