Protocol for Addressing Clients who Drift 
1) Canned Response Title: Associate Drifter 1-2 Visits 
If a client has only been seen 1-2x by an Associate and does not respond to the first outreach attempt, reception should send the following e-mail and use subject line: Checking in - hope everything is okay! 
Hi ________, 
I hope this note finds you well! I am writing because I noticed we have not heard from you since your first visit and you have not scheduled a follow-up appointment. 
I realize you may be very busy, but I wanted to check in just to make sure that everything is okay. I also wanted to remind you that, if you have any concerns about your therapy or the practice, you are welcome to schedule a complimentary 15-minute phone call with Dr. Chloe to discuss. Please know that Dr. Chloe will be happy to speak with you if you have questions about the process, or about working with another associate at the practice- it is very important to get the right "fit" with your therapist, so we are happy to re-match you and/or adjust the approach if needed. If you're happy with your therapist but just very busy, or have changed your mind about sessions right now, that's fine of course as well-- we just wanted to make sure everything's okay! We are here if you would like to discuss any other questions or concerns. 
Please do not hesitate to reach out to our office at 212-729-3922 or at reception@drchloe.com to get something scheduled. 
Thank you and take care. 
Best, 2) Canned Response Title: Associate Drifter 3+ Visits 
If an established client (i.e., seen for 3+ visits by an Associate) does not respond to 2 consecutive outreach attempts, reception should send the following email and use subject line: Checking in - hope everything is okay! 
Hi _______, 
I hope this note finds you well! I am writing because I noticed you haven’t been in for a visit in awhile and we haven’t heard from you since your last appointment. 
I realize you may be very busy, but I wanted to check in just to make sure that everything is okay. I also wanted to remind you that, if you have any concerns about your therapy or the practice, you are welcome to schedule a complimentary 15-minute phone call with Dr. Chloe to discuss. Please know that Dr. Chloe will be happy to speak with you if you have questions about the process, or about working with another 
associate at the practice- it is very important to get the right "fit" with your therapist, so we are happy to re-match you and/or adjust the approach if needed. If you're happy with your therapist but just very busy, or have changed your mind about sessions right now, that's fine of course as well-- we just wanted to make sure everything's okay! We are here if you would like to discuss any other questions or concerns. 
Please do not hesitate to reach out to our office at 212-729-3922 or at reception@drchloe.com to get something scheduled. 
Thank you and take care. 
Best, 
