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	Office Policies

	Welcome to the practice!  We are honored to provide your child’s healthcare.  We have a few rules that you should be aware of:

	1
	It is the parent’s/guardian’s responsibility to notify the office of any address, phone, or insurance changes.  The parent/guardian will be responsible for any service rendered where they have failed to provide current and correct insurance information prior to being seen.  Please have your insurance card with you at every visit.

	2
	Payment is required at the time services are rendered.  Insurance co-payments are due at each and every visit.  We are required by the insurance company to collect them.  If your insurance does not pay for services provided then the parent/guardian is responsible for those charges.

	3
	If your insurance plan has a deductible and it has not been met for the year, you will be required to pay for the visit in full.

	4
	Your insurance will be verified prior to the patient being seen.  If the insurance cannot be verified you will have the option to reschedule or pay for the visit.

	5
	We see patients by appointment only.  If you are more than 15 minutes late for your appointment you will be asked to reschedule.

	6
	As a courtesy, we will attempt to contact you 1-3 business days before your appointment as a reminder.  If for any reason we are unable to contact you, you are still responsible for keeping your appointment.

	7
	If you cannot keep an appointment, be sure and call at least 24 hours in advance.  A broken appointment is a loss to everyone.  If you no-show for an appointment, there may be a service charge.  Multiple no-shows may result in dismissal from the practice.

	8
	Appointments must be made for each child examined.  If you ask the doctor to examine another child at the time of your appointment you will be charged an additional co-pay for each child seen.  This is required by the insurance company.

	9
	If you have scheduled a well appointment for your child and they are sick at the time of the appointment, they will be seen as a sick visit and the well visit will be rescheduled.  This applies to any condition (i.e., ADHD) that requires more than a reasonable amount of time for the physician to effectively manage the condition.  The insurance company requires us to do this.

	10
	There is a $30 fee for returned checks.

	11
	There will be a $25 charge per child for copies of medical records.  Please allow 2 business days for copies to be prepared.

	12
	You may request a physician’s note for excused absences for school or work when your child is seen in our office.  However, excuses requested over the phone will be denied.  Your child must be seen in our office.

	13
	Antibiotics will not be prescribed over the phone.  If you feel your child might need an antibiotic then they will need to be seen by a physician.

	14
	If your child is an established patient and has a chronic but stable medical condition requiring ongoing medication (i.e., asthma, allergies, eczema) you may request refills over the phone if they have been seen for the condition in the last 6 months.  This does not uniformly apply to ADHD refills.  The physician will advise you when the next visit will be required.

	15
	Refills for ADHD medications must be requested in person by a parent/guardian.  No exceptions.

	16
	If we refer you to a specialist and your insurance requires a referral, we must have 7-10 days advance notice of the appointment date to secure your referral.  We must follow insurance company rules to refer to specialists.  It is the parent’s/guardian’s responsibility to make sure we have all the necessary information to make the referral.  Of course there are always special circumstances and we will always do our best to accommodate you in these situations.

	17
	If you call requesting a referral for a specialist we may require you to come in for a visit before that referral is made.  Keep in mind there are many things that your physician can treat without going to a specialist.

	18
	After-hours coverage is intended for urgent medical problems only.  For questions about appointments, billing, referrals, or other issues of a non-urgent nature please wait until the next business day.  There may be a service fee for after-hours advice.

	19
	If there is an emergency, call 911 or take your child to the nearest hospital emergency room.  Some local area hospitals include

	
	a) Medical Central of McKinney, 4500 Medical Center Dr, McKinney, TX 75069, 972-547-8000

b) Presbyterian Hospital of Allen, 1105 Central Expressway, Allen, TX 75013, 972-747-1000
c) Children’s Medical Center of Dallas, 1935 Motor St, Dallas, TX 75235, 214-456-7000

	20
	Violation of office policies may result in dismissal from the practice.

	By signing below you indicated that you have read and understand the office policies.

	Signed:
	
	Date:
	June 2, 2006

	
	Patient or person legally authorized to consent on patient's behalf
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