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The providers at The Holloway Group would like to thank you for choosing this office.  

OFFICE POLICIES

It is important that you keep all your scheduled appointments. If you are unable to keep your appointment we ask that you notify us at least 24 hours prior to the appointment.  Missing an appointment without this notification may result in a $40 no show fee. Due to increasing patient volume it may take several weeks to get another appointment. If there is a pattern of missing appointments without proper notification you may not be rescheduled in this office. 

There are times when you may receive a courtesy call to confirm your appointments. 

These calls are made as a courtesy only and there are days when unforeseen circumstances may not allow for the calls to be made. The lack of a courtesy call is not a valid reason for missing an appointment so please be sure to keep a record of your next scheduled appointment. 

To make an appointment or change appointments by phone, please allow the staff member who answers the phone to assist you. 
In order to ensure that you are seen in a timely manner, please arrive for your appointment on time. If you arrive more than 10 minutes after your appointment is scheduled to begin you may be asked to reschedule the appointment.

At the same time we ask for your patience with us. There are days when an emergency case may be worked into the day causing a delay in services. We make every effort to ensure the delay is minimal and appreciate your understanding during this crisis situation. 

FINANCIAL POLICIES
Payment/Co-Payment is due when services are rendered by cash, money order, check or credit card. All checks that are returned for Non-payment will be forwarded to CheckCare for collections. A $30.00 service fee and processing fee will be charged by CheckCare.

It is your responsibility to notify the office of any change to your insurance policy or any change in your insurance holder. Please notify the business office immediately when you become aware of any changes. Not all providers are on all insurance policies. Although, we do attempt to verify all insurance eligibility prior to your appointment we do not always receive the results of these checks in enough time to notify you of any problems prior to your arrival at your appointment. Waiting until your appointment to notify the office of any changes may result in your being unable to be seen that day and being asked to reschedule or being referred to another provider. The patient is ultimately responsible for the payment of services.

NURSE & MEDICATION

This provider receives up to 50 phone calls per day and has very limited time between patients to return these calls. Your phone call will be returned in order of priority with emergency calls being returned first. Please be patient that all voice mailboxes are checked frequently during the day.  

Please review our medication refill policy statement for all procedures regarding refills. If you have not received a copy of this policy please notify your provider at the next appointment or review the display copy in the lobby. 

MEDICAL RECORDS AND PAPERWORK

We understand that a copy of your medical records is often needed for various reasons. In order to release these records a Release of Information form will be need to be completed. Medical records will not be released to the patient, so please be sure you have the address of the agency requiring your records. There will be a charge of twenty-five cents per page for any medical records released. As this is time consuming process, please allow at least 5 business days for your request to be processed.

Any paper work requiring the provider’s attention will require at least two business days to be processed. If the paperwork is lengthy there may be a fee for the completion of the paperwork. You will be notified of any fee prior to the paperwork being completed.

These policies are being put into place in order to allow us to meet your needs with the highest quality of service. It is our goal to provide outstanding medical care to all of our patients. We appreciate your understanding and cooperation with these policies. If you have any questions or need any clarification of these policies please so not hesitate to ask one of the staff members. 

We look forward to serving you all in the coming year and again appreciate your choosing The Holloway Group..

NOTICE: During the course of your treatment, should you have an emergency situation please observe the following instructions:

1. Should your emergency require immediate medical care, please go to the nearest hospital emergency room; their staff can contact your physician.

2. For the other urgent (emergency) situations, please call (405) 603-8450. This line is answered 24 hours a day and urgent messages are paged:

· State your name and your physician’s name.
· Request that your physician be paged and briefly state the nature of your urgent situation.
· Leave a number where you can be contacted for the next 15-20 minutes.
The Holloway Group, Inc.
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