SOP Template: Coordination with Clinical Staff for
Appointment Approvals

This SOP details the process of coordination with clinical staff for appointment approvals, encompassing clear
communication protocols, verification of appointment requests, confirmation of clinical availability, and documentation of
approvals. It aims to streamline scheduling, ensure accuracy in patient appointments, and enhance collaboration between
administrative and clinical teams to improve overall patient care efficiency.

1. Purpose

To outline a standardized process for coordinating with clinical staff in obtaining appointment approvals, ensuring efficient
patient scheduling and improved communication between administrative and clinical personnel.

2. Scope

This SOP applies to all administrative and clinical staff involved in the patient appointment scheduling and approval
process.

3. Responsibilities

* Administrative Staff: Initiate appointment requests, communicate with clinical staff, record approvals/denials, and
update scheduling systems.

¢ Clinical Staff: Review appointment requests, confirm availability, and provide timely approvals or suggest
alternatives.

¢ Supervisors/Managers: Oversee adherence to this SOP and resolve any escalated conflicts or delays.

4. Procedure

1. Receive Appointment Request
o Administrative staff receive appointment request from patient or referring source.
o Check for completeness (patient details, preferred date/time, required clinician/service).
2. Verify Eligibility & Documentation
o Confirm patient eligibility for the requested appointment type.
o Ensure all required information and documentation are available.
3. Initiate Communication with Clinical Staff
o Forward complete appointment request to appropriate clinician or clinical team via designated communication
channel (e.g., EHR messaging, email, or scheduling system).
o Include all relevant information to facilitate quick decision-making.
4. Approval or Denial by Clinical Staff
o Clinical staff review request, confirm availability, and respond within 24-48 hours.
o If unavailable, propose alternative times or providers.
5. Record and Communicate Decision
o Administrative staff document approval/denial in scheduling system.
o Notify patient of decision and confirm or reschedule appointment as needed.
6. Documentation and Follow-Up
o Ensure all communications and decisions are logged in patient record/EHR.
o Follow up on outstanding requests after 48 hours if no response.

5. Communication Protocols

e Use secure, HIPAA-compliant communication channels.
¢ Document all appointment approval communications in the patient management system.
e Escalate unaddressed requests to supervisor after 48 hours.

6. Documentation

Ensure that all steps, approvals, denials, and correspondence are entered accurately in the scheduling and patient record
systems for traceability and auditing.



7. Quality Assurance

¢ Conduct periodic audits of the appointment approval process.
¢ Review turnaround times, communication effectiveness, and accuracy of documentation.

8. Revision History

Date Version Description of Change Author

2024-06-20 1.0 Initial SOP creation Admin Team
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