Women’s Care of Somerset

Office Policies and Procedures


Prescriptions

Please discuss with your provider during your scheduled visit. If you call regarding refills, please allow up to 48 hours and check with your pharmacy. We will call you if there are any questions or concerns. There will be a $10 charge for calling in NEW prescriptions without an appointment. You will be responsible for payment. There will be no charge for refills of medications currently prescribed to you by our office. Please be aware that refills will not be called in after hours, you will need to call the office during regular office hours to ask for refills. 
Phone Messages

Please allow 24 hours for a return call. Messages may not be returned until the end of the day after the last patient in the office has been seen. Multiple phone calls regarding the same issue will only delay the process. 

Results of Test

We will call you with your lab results within 2 weeks. There is no need to call the office regarding your results; this will only delay the process. Pap results are sent by mail and may take up to a month to receive a letter. If it has been greater than the time frame above, you are welcome to call the office to check on these results. 
Appointment Cancellation

Please give at least 24-hour notice of cancellation. This will allow time for us to offer that appointment to another patient. A fee of $20 may be charged for repetitive cancellation or missing of appointment.  

Late Arrivals

Please call us as soon as you know you may be late. Depending on how late you arrive, you may be worked in or asked to reschedule your appointment. 

Referrals

Please allow 4-5 business days for scheduling referral appointments and outpatient procedures. Urgent appointments will be scheduled as soon as possible. This amount of time is required to verify insurance and meet prior authorization requirements. If you need to change the appointment, you may contact the referral office to reschedule. 

Medical Records

You are entitled to one free copy of your medical records. Once a valid release is on file, please allow 30 days for the request to be processed. After the free copy, a charge of $1 per page applies.

Billing

Please remember that your insurance policy is a contract between you and the insurance company. You may need to contact your insurance company to resolve payment disputes. Payment for services is your responsibility and will be expected from you if insurance denies payment for services. 

Documentation Requests

There is a $10 fee for the majority of documentation services. Such services include completing FMLA forms, life insurance forms, disability forms, homebound papers, and letter written on behalf of the patient. Payment must be made before documentation will be completed. This fee will be waived for surgery patients. 

Patient Balances

Co-payments are required the day of service. If you have an outstanding balance, you will be expected to pay the balance plus your co-pay or current visit charges prior to seeing the provider. Other payment arrangements may be made prior to the visit in some circumstances. Outstanding accounts may be turned over to a collection agency. We accept credit/debit cards; however, we prefer cash or check if possible. There will be a $25 charge for returned checks.  

I have read and understand the above policies and any questions I have were answered by the office staff of Women’s Care of Somerset. I understand that these policies are being implemented effective March 1, 2015 and I am responsible for any fees that I may accrue that are not billable to my insurance company. 

Patient Signature: ___________________________________   Date: _____________________      

_______________________________ (Witness)


