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This handout is an outline of office policies and conditions of Minding Your Health, LLC. Please read it carefully and feel free to ask for clarification.  

Hours and Appointments
· Office hours are by appointment only.
· It is assumed you are here for evaluation and treatment related to specific problem areas in your life. We will work with you to assist you in making positive changes and, like all health practitioners, cannot guarantee results. You will benefit the most from treatment if you are committed to the process and attend appointments regularly.
· We make every effort to be on time. If we run over with a previous client, it is related to an emergent situation. Please be patient and we will do our best to make up the time to you.
· Initial evaluations last 60-90 minutes. You may be asked to fill out various questionnaires, which will aid your provider in assessment and treatment.  
· Medication follow-up appointments are generally 15-20 minutes with the availability for additional time as needed and decided upon by you and your provider. 
· Please make every effort to schedule future appointments at the beginning or end of a treatment session.
· If you need to schedule or change an appointment time, please call our office.
· Please arrive for appointments on time, if you are more than 10 minutes late for an appointment, it will be our discretion if we will need to reschedule.  Your appointment time is reserved exclusively for you. It is necessary for you to cancel any appointment you cannot keep. There will be no charge for appointments cancelled 24 hours or more in advance. If you do not attend a scheduled appointment or fail to cancel prior to the 24-hour time frame you will be charged $50 (first time only may be waived). 
· [bookmark: _GoBack]The office, building and restrooms are smoke free.  There is smoking allowed outside of the building with receptacles available.  

Fees
· If acceptable insurance coverage is carried, our office will be happy to bill your insurance as a courtesy to you.
· Regardless of insurance coverage, full payment for appointments is your responsibility.
· If you are not covered by insurance or choose to pay cash the full fee will be required at the beginning of each appointment.
· If a payment is not made at the time of visit, or you have an unpaid balance on your account, another appointment will not be scheduled until the payment is made.
· If you have special circumstances and need to make payment arrangements, please work this out with our office prior to treatment. Our work together can best proceed when financial issues are worked out ahead of time.
· Additional policies regarding fees:
· Please know that there is a $25 charge for any returned checks.
· Unpaid accounts will be turned over to a collections agency after 90 days if there is no payment plan is in place and no payment is received.
· Coordination of care that takes place outside of office at your request (including but not limited to educational meetings or court appearances) are billed at a rate of $50 per hour for travel time and $150 per hour for time out of office.  These fees are subject to the policies above, including $25 charge for returned check and unpaid balances will go to collections in 90 days if there is no payment plan and no payment is received.    

Mandated Reporting Per Connecticut State Law
Under Connecticut law, the mental health professionals are “mandated reporters” and are therefore required to report known or suspected incidents of abuse or neglect of any child under age 18 and any child under age 21 if the child is a DCF client.  Mandated reporters are required to report or cause a report to be made when, in the ordinary course of their employment or profession, they have reasonable cause to suspect or believe that a child under the age of 18 and any child under the age of 21 if the child is a DCF client, has been abused, neglected or is placed in imminent risk of serious harm.
Child abuse occurs when a child has had physical injury inflicted upon him other than by accidental means, has injuries at variance with history given of them, or is in a condition resulting in maltreatment, such as, but not limited to, malnutrition, sexual molestation or exploitation, deprivation of necessities, emotional maltreatment or cruel punishment.
Child neglect occurs when a child has been abandoned, is being denied proper care and attention physically, emotionally, or morally, or is being permitted to live under conditions, circumstances or associations injurious to his well-being.

Disability Paperwork
The request for disability paperwork will only be considered after 3-6 months of continuous treatment.  For a disability determination to be made, there must be time for adequate assessment and evaluation of functioning. 

FMLA Paperwork
The request for FMLA paperwork will be decided on an individual basis at the discretion of your provider.  

 
Messages and Emergencies
If you have a medical or psychiatric emergency, please call 911 or go to your nearest Emergency Rroom.
Business Days: We are available to assist you by phone on business days between the hours of 9AM – 4PM. You can reach the office by calling 860-262-3747.  Non-emergent calls will be returned within 1-2 business days.  Texting is acceptable for questions.

Supervision and Collaboration
For professional growth and monitoring, we obtain professional consultation and supervision from our peers in the mental health field. In that context we may discuss your diagnosis and treatment plan but will not disclose your name or other identifying information.  

Medical Records
If you wish to review your medical records, make an appointment specifying your request and we will go over them together. Copies from your file are $0.25 per page.
Copies of records will be faxed to another provider if a release of information signed by you is received.  

Hospitalization
This practice does not provide in-patient hospital care. Should you need hospitalization, the provider assuming care at the facility may contact the office to coordinate care and assist us with being able to resume care when you are discharged. If you are hospitalized, please sign a release of information and ask them to reach out to the office. The release will also allow them to send us your discharge information. 

Prescription Refills
· Make sure you have an appointment with your prescriber BEFORE you run out of medication. 
· Medications will be managed and refilled during your appointments – PLEASE PLAN AHEAD. This will help in the following ways: 
· We can confirm your medications, dosages, check for side effects.  
· You will be prescribed enough medication to last until it is necessary to see you again.
· You will have an opportunity to discuss any medication concerns you have directly with your prescriber.
· You can request information about your prescribed medications or diagnoses

Laboratory Policy
· It may be medically necessary to request laboratory or diagnostic testing in order to provide the best treatment possible.  It is your responsibility to obtain these tests or examinations.  We will assist you with finding a center for testing.  If tests are not completed, we reserve the right to refuse to refill or prescribe further medication until they are complete.  Urine drug screens are requested when necessary, all patients prescribed control substances consent to random urine drug screens, cost of these drug screens are the responsibility of the patient if not covered by insurance.  
Dismissal From Practice
· If you are dismissed from the practice it means you can no longer schedule appointments, get refills or consider us your provider.  Common reasons for dismissal are failure to keep appointments, frequent no-shows, non-compliance with treatment (failure to follow recommendations about important health/safety issue).  In addition, any abusive behavior towards staff (verbal or physical) will result in dismissal.  A letter will be sent to the most current address on file, you will be given a 14- or 30-day supply of medication, and if requested we will help you with care options.  

CONTROLLED SUBSTANCES 
Controlled substance medication (benzodiazepines, opiates) are very useful in treatment, but have a high potential for misuse.  Long term use of these medications are not effective, safe or indicated.  They will not be prescribed or continued for extended periods of time.  A safe taper plan will be developed with you and your provider and alternative pharmacological and psychosocial options will be offered.  These medications are closely monitored by local, state and federal governments due to the potential for misuse/abuse.  

As a patient of Minding Your Health, LLC you agree to the following.  
· You are responsible for controlled substances prescribed to you.  Medication will not be replaced regardless of the circumstances (lost, stolen, mis-placed, run out early).
· Refills will only be made during regular business hours.
· You will comply with urine drug screening or pill counts if requested.  
· You agree to not obtain these prescribed medications or illicit drugs from another individual.
· You agree not to sell, share or give your medication to another person, this violation will result in dismissal from practice.  
· You agree to inform Minding Your Health, LLC of any medication prescribed by another physician.
· You agree to take medication as prescribed and not alter without first consulting with provider. 
· You agree to abstain from illicit substance use.
· You agree to fill all prescriptions within the state of Connecticut. 
· You understand the State of Connecticut utilizes the Prescription Monitoring System and providers are required to monitor this site for your prescription history. 

Signature of patient or guardian: _____________________________ Date: ____________

Relation to patient: ________________________________________
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