Suburban Psychiatric Associates, v.r

OFFICE POLICIES

Peasefamiliarizeyoursdf with our officepolicies. If you haveany questionspleasecall during normal officehours
which are Monday through Friday from 8:00 am. until 5:00 p.m. Our officeisopen on Saturday from 8:00 a.m.
until 2:00 p.m. but the office phoneisnot on. Officevisitsare by appointment only and vary according to each
practitioner’ sschedule.

CANCELLATION POLICY

Becausethe appointment time hasbeen reserved for you, you will be char ged for cancellationswith
lessthan 24-hoursnotice, or for ano show A fee of $150.00 will be charged for a new patient missed
appointment, or appointment cancelled with lessthan 24 hour s notice will be charged the full cost
of the session. These charges are not covered by your insurance and are due and payable prior to any
further appointments. In the event you must cancel and cannot reach the office personnel, pleaseleave a
message on the office voice mail system. Our answering machine will date and time your call. You will
also receive an automated call reminding you of your appointment and you may cancel your appoi ntment
using this automated system. No fee will be charged if your call isreceived within the above time frame.

PATIENT RECORD FEES

Thereisafee of $10.00 for NY S disability forms, aswell asfor other disability formsthat are 1 page or

less. More complex formswill be charged up to $25.00, depending on the length and time involved to
complete the form.

Your records, if copied, will cost $0.75 per copied page. Records requested by other physicians or
health professionals rendering active treatment are free of charge.

Dictated reports by your clinician will incur a charge based on the amount of time spent on producing
the document.

Court appearances are charged by the half day and will differ from clinician to clinician.

| have read and under stood the above policies.

Patient name:

Signature:
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Suburban Psychiatric Associates, c.»

EMERGENCY CALLS

For calsthat arean emergency during officehours, please ask to speak tothenuraing saff. For emergency callsafter business
hours, please pageyour doctor. For calsinwhichyou have questionsfor thedoctor that isnon- emergent please ask to spesk
toour nursing staff, whowill takeamessage and notify thedoctor of your cal. Remember whenthedoctorsarein sessonwith
apatient, they cannot bedisturbed. Doctorswill betold of your phonecal in-between patientsand calswill bereturned either &
theend of businessday or in-between patientsif timealows. If youcadl thedoctor after officehoursandyour telephoneCaller I D
doesnat accept “ Privateor Blocked Cdlls’ thedoctor may not beableto return your phonecal. Thedoctor may becalingfrom
homeor fromacdl phoneand WILL NOT alow thenumber tobeshown. PleeaseUNBL OCK your Caller I D priortoplacing

your cal tothedoctor.

PRESCRIPTION POLICY

WE REQUIRE 5SBUSINESSDAYSTO PROCESSYOUR PRESCRIPTION REQUEST.

WE DO NOT ACCEPT PRESCRIPTION RENEWAL REQUESTSFROM PHARMACIES.

ALL PRESCIPTIONSMUST BE ELECTRONICALLY PRESCRIBED PER NYSL AW.

When cadling for aprescriptionrefill, or any questionsrelating to your prescriptions, your call will dwaysgoto
voicemail. You can call for aprescription refill request 24 hoursaday 7 daysaweek.

If you have been given aprescription for amedication that isregulated by our state government (controlled
medi cations) please be awarethat we arerequired to review your prescribing history viatheNY SPhysician
Monitoring Program prior torefilling your medication. Pleasebeawarethat thisprocessmay delay your refill.

Takeal medicationsas prescribed. Aswithall medications, these have been prescribed for you exclusively,
based on knowledge of your personal needsand medica background. Sharingthese medicationsisboth
medically contraindicated andisillegal. Your cooperation isappreciated.

INSURANCE POLICY

CO-PAYS ARE TO BE PAID AT THE TIME OF YOUR APPOINTMENT,
PER YOUR INSURANCE CONTRACT.

Co-paysfor mentd hedth coveragedo vary from onecarrier to another, review theback of your insurancecard. If you have
any questionsregarding your co-paysor authorizations, cal your insurancecarier.
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