
Central Coast Psychiatric Consultants
Policies and Procedures

EMERGENCIES:  If you have an emergency outside the regular office hours, you may request assistance through our
answering service.  Either your treating doctor or a covering doctor will be contacted and you will receive a response as
soon as possible.  You should also consider whether going to the Emergency Department at a local hospital would be
appropriate.

PRESCRIPTION REFILLS:  Prescriptions will be refilled only during regular office hours, Monday through Friday
from 10:00 AM to 3:00 PM.  Please anticipate your prescription needs so that you can request refills several days before
running out of medication.  When you need a refill, call the pharmacy first; the pharmacist will then contact us for
approval of the refill.

TELEPHONE CALLS:  Routine telephone calls are generally returned within 24 hours.  Emergency or crisis calls
beyond five minutes  duration will  be charged at  the usual  psychotherapy rate.   Telephone  sessions are not
covered by insurance; these fees are your personal responsibility.

INDEPENDENT PRACTITIONERS:  The clinicians in the office are independent mental health professionals with
separate practices.  Treatment with an individual clinician does not signify that the other practitioner is responsible for
your care.

CONFIDENTIALITY:  Confidentiality of medical records is strictly protected.  Information will be released to other
persons  or  agencies  only  with  your  written  consent  with  the  exception  of  certain  situations  in  which  mandatory
reporting is required by law.  Suspected child or elder abuse, danger to self or others, inability to care for oneself, the
presence  of  dementia  or  lapses  of  consciousness,  and  certain  court  orders  may  require  disclosure  of  medical
information.

INSURANCE BILLING:  Payment is required at the time of service.  When possible, we will bill your insurance as a
courtesy to you; however we cannot guarantee that your insurance benefits will cover your treatment.  We are not
Medicare providers, thus we are unable to bill Medicare for any services.  We do not bill secondary insurance plans.  If
you would like to bill your secondary insurance, we can provide you with a copy of your bill at the time of service to
submit to your insurance company.

CONSENT:  Your signature below indicates that you have read and understand these policies and procedures, that you
authorize treatment, and that you agree to pay all fees and charges.  Your signature also authorizes release of any
medical and psychiatric information necessary to process insurance claims.

                                                                                                                                                                    
Patient Signature Date

                                                                                                                                                                    
Responsible Party/Relationship to Patient Date

CANCELLATION POLICY:  Full fees are charged for appointments not canceled at least two full business
days in advance.    Unlike primary care or some other specialty offices, we do not overbook appointments; your
scheduled appointment  time  is  reserved  for  you.  We try to  make  reminder  calls  the  business  day before  your
scheduled appointment, but  reminder calls are a courtesy and not guaranteed.   Please be aware that missed
appointments are not covered by insurance.  We understand that special circumstances may arise that prevents two-
business days advance notice; these situations can be discussed with your doctor at the next visit.


