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Office Policy 
 

We welcome you to our office and appreciate the fact that you have chosen to be treated here.  We will do 
our best to help you in every possible way.  Please, take a moment to become familiar with our office policy.  
These guidelines improve the efficiency with which we can bring you the best medical care you need.  Since 
different offices may have different policies on certain common issues, please be sure to familiarize yourself 
with our policies.  Please do not hesitate to ask about any issues not mentioned below.  Once again, thank 
you for placing your confidence in our services. 
 
Appointments 
 
Please plan your appointment well ahead of time for elective or follow up visits.  If you know that a visit will be 
required to have your medications continued, please plan accordingly so that you do not run out of your 
medications.  If a follow up appointment was advised by your provider, please schedule this prior to leaving the 
office so that you will have more choices of times and days. 
 
Demographic Information 
 
Our receptionists must re-verify your address, phone number, and emergency contact information at every visit.  
Please notify them of any changes immediately.    
 
Insurance plan participation 
 
It is the patient’s responsibility to be aware of their insurance coverage, policy provisions and authorization 
requirements.  Not all providers participate with all insurances; please verify whether your provider accepts your 
insurance coverage when scheduling an appointment.    
 
Insurance Information 
 
Please have your insurance card available at every visit, it contains up-to-date information about your copays, 
coverage etc.  If you have any changes to your insurance plan or coverage please contact our office as soon as 
possible to advise.  Please tell our receptionists about any changes in your insurance coverage at the time of 
scheduling your appointments. 
 
 
 
 



Workers Compensation / No Fault 
 
At this time Parkview Primary does not accept new workers compensation cases.  Please contact your carrier for 
a listing of providers who take workers compensation cases. 
 
Patients are responsible for providing our office with complete correct no fault information at the time of their 
visits.  Presenting for your visit with incomplete information will result in your visit being rescheduled.  Examples 
of complete correct information include:  Carrier name, carrier billing address, phone number, examiners name, 
policy number, and claim number.  Deductibles are patient responsibility as mandated by your carrier.   
 
Co-pays  
 
Co-payments required by your insurance apply to every visit to our office and are collected before the visit.  Our 
office does not routinely bill for co-payments.  There will be a $5.00 service fee for any billed copays.  We accept 
cash, check, MasterCard, Visa, and Discover.   
 
 
Bounced Checks 
 
There is a fee of $30.00 for all personal checks returned to us.  This must be paid prior to scheduling any further 
appointments.  After a personal check is returned, this practice will not extend the courtesy of personal checks 
to the patient for a period of 6 months.  Second occurrences will render the patient unable to pay with a 
personal check. 
 
High Deductible Plans     
 
If you have a high deductible insurance plan, and you have not met your deductible, you are required to pay a 
$75.00 deposit at the time of service.  This deposit will be applied to your total cost and you will be billed for the 
balance owed or issued a refund for any overpayment.  All remaining balances must be paid within 30 days from 
the date of service.  If you are unable to make payment in full please contact our billing office to make payment 
arrangements. 
 
No Shows / Cancellations 
 
Patients who are unable to keep their scheduled appointments are expected to give notice of cancellation at 
least 24 hours prior to their appointment.  Time freed up by appropriately cancelling appointments can be used 
to see other patients who otherwise may not be able to see a provider without a wait.   Patients who fail to 
cancel their office visits or follow up appointments will be charged our customary missed appointment fee of 
$50.00.  Patients who fail to cancel their annual wellness visits or yearly physicals will be charged our 
customary missed appointment fee of $100.00.  Patients who are more than 10 minutes late for their 
appointment will be considered a no show and will need to reschedule their appointment. 
 
Forms  
 
A fee of $20.00 per form is required for all forms that need to be completed.  This includes life insurance, FMLA 
and disability forms.  The charge is payable prior to the forms being completed.  The physicians are unable to 
complete forms during office hours, therefore please allow 7 to 10 days for completion.  Please plan for your 
forms accordingly. 



 
Medications 
 
If you are on multiple medications and are seeing other physicians in addition to your primary care physician, we 
recommend that you bring all your medications with you in a bag to each office to review and update our 
records.  
 
Prescription Refills  
 
We aim to provide enough prescription refills to last until your next visit. If you are running low it may be time to 
call for an appointment. If you should run out, please have your pharmacy call or electronically contact our 
office with the name of the medication needed. When calling our office for prescription refills, please call during 
your physician’s office hours. WE WILL NEED AT LEAST 24 – 48 HRS NOTICE.  WALK IN REQUESTS WILL NOT BE 
HONORED AT THE TIME.  
 
Telephone Calls to the office  
 
While we are happy to assist you in answering important questions about your treatment, medications etc. 
please note that our staff is typically very busy in helping patients in the office. Any detailed medical questions 
should be addressed directly to the doctor during your next visit. Similarly, if concerned family members would 
like to speak to the doctor about your condition, they should accompany you to your next visit to the office.  
 
Billing Questions  
 
Please direct all billing questions to our billing department at extension 419. The hours of the billing department 
are Monday – Friday 8 a.m. – 4 p.m.    
 
HIPPA / Medical Record confidentiality  
 
Your medical records are kept in strict confidentiality and are not discussed even with closest family members 
without your explicit written authorization. We cannot discuss any aspect of your treatment with your spouse, 
parents or children unless you first give us your written permission to do so.  
 
Multiple Problems  
 
While we always try to help you in any way we can, it is often impossible to address all of a patient’s problems 
during a single visit if multiple issues are present. You should not expect to have all problems handled in one 
visit. Each problem requires adequate time for correct diagnosis, evaluation and treatment. In addition, many 
insurance companies cover only a limited number of services and only certain kinds of services in a single visit, 
even if adequate time is available. Office visits will be limited to three problems.  
 
Self-pay accounts  
 
Self-pay accounts shall exist if a patient has no insurance coverage.  Payment in full is expected at the time of 
service, unless prior arrangements are made with the billing office.     
 
 
 



Record release  
 
If you need to have a copy of your records transferred, you may request that by signing a release form. The fee 
for copying and mailing your records is $.75 cents per page. Please note that considering the cost, it is rarely 
essential for a new physician to require a complete copy of your old records. A release of records can be 
accomplished much faster and at a lesser cost to you if your new physician specifically requests which 
information is required. A record release can be signed in our office or by downloading the form at: 
https://www.health.ny.gov/forms/doh-5032.pdf 
 
Referrals  
 
With many HMO’s a valid referral from a primary physician is required for your visit to a specialist to be covered. 
The specialist generally cannot see you without a referral with these insurance policies. While we manage many 
conditions here in the office, in some situations your primary care physician may decide to refer you see a 
specialist. In order for us to issue a referral to another physician, HMO’s require that we provide a referring 
diagnosis. This means that we must be familiar with the problems for which you are receiving the referral for, 
and will generally mean that you will need to be evaluated by your primary care physician in this office. We do 
require at least one week's notice to obtain the referral from your insurance provider once it has been approved 
by your primary care physician. 
 
Non payment 
 
If your account becomes delinquent, you agree to pay any charges to collect your unpaid bills including but not 
limited to late fees, collection agency fees, and reasonable court costs.  After you have received two statements, 
your account is considered past due.  At 90 days past due you will receive a letter stating you now have 14 days 
to pay your account in full or a late fee of $25.00 will be assessed.  Payment plans may not exceed 6 months 
unless otherwise negotiated.  You must contact us for a reasonable payment arrangement of risk collection 
action.  Please be aware that if your balance remains unpaid, we may refer your account to a collection agency 
and you may be discharged from the practice.  If this is to occur, your will be notified by mail that you have 30 
days to find alternative medical care.  During that 30-day period, our physician will only be able to treat you on 
an emergency basis.  Unpaid balances will be reported on your credit report. 


