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Communication with Us 
Our phone calls are taken daily by the reception area.  If your phone call goes to 
voicemail, you can leave a message regarding any question or concern you may 
have. Messages are then retrieved and given to the appropriate person to handle. 
All urgent phone calls and messages retrieved will be given to the physician on 
call that day and handled appropriately.  Our office doesn’t accept email or fax 
communication. 
When our office is closed, there is a 24- hour answering service that will be 
available for emergencies only.  The answering service will not accept routine 
messages or any refill requests for safety reasons. Do not send any urgent 
messages through the web portal, we do not accept messages through the 
portal. The answering service is available 24/7 and the doctor is on call 24/7 for 
any of your urgent needs. 
Appointments 
Appointments are made during office hours. Upon arrival to the office, we ask 
that you sign in at the front desk and provide the receptionist with any changes 
to your personal information, including insurance. The receptionist will ask you to 
verify your personal demographic and insurance information each time you come 
in for your appointment. If you are a new patient, please plan to arrive at our 
office 30 minutes before your appointment. We will need you to fill out some 
forms that will enable us to better serve you. New patient: A verbal agreement 
over the phone when scheduling an appointment. Credit card information will be 
destroyed after patient comes in for appointment. If the patient does not come in 
for their appointment or does not call 24 hr in advance to cancel, $75 fee will be 
charged to the credit card given to office. 
It is very important that you ask your primary physician or the physician referring 
you for a copy of your most recent blood test or any imaging that may pertain to 
the reason for your visit. If you cannot obtain a copy of these reports, please 
contact the facility where the tests were performed and have them fax a copy to 
our office before your visit. We will take picture for the record.  
Established patients, please plan to arrive 20 minutes before your appointment 
to clarify any information that needs to be updated.  
All patients whether new or established, must bring a list of medications, 
prescriptions needed, driver’s license or ID and insurance card. If you are diabetic, 
please bring your blood sugar readings, your meter or your CGMS device 
Medical Educators 
Our physicians are educators as well. They are qualified in teaching residents and 
medical students and you may be asked if it is okay to be seen by them 
occasionally, before or with the physician. They are also speakers for different 
pharmaceutical companies and perform lectures on different products to other 
medical colleagues. 
Identity Theft Prevention 
Effective August 1, 2009, it is the policy of Diabetes, Osteoporosis, Obesity, Inc. to 
follow all federal, state and reporting requirements regarding identity theft.   
Patient Confidentiality 
We cannot discuss your case with anyone else without your written consent. A 
Notice of Privacy Practice Policy, also known as HIPAA is given out at your first 
appointment. You will be asked to fill out a form where you provide us with the 
names of the people whom you allow us to discuss any medical information with. 
You will be asked to fill out the form only once.  
Missed Appointments and Cancellations 
If you arrive 15 minutes or more after your appointment time you may not be 
seen by the physician.  We have to check with physician first depending on the 
day. 
Please notify our office staff at least 24 hours in advance if you need to cancel 
your appointment. We understand that emergencies arise occasionally, please let 
us know if this is the case. If you do not notify our staff 24 hours in advance, 
there will be a $40 fee charged to your account for established patients. This fee 
must be paid prior or upon arrival of your next appointment. We reserve the right 
to discharge a patient from the clinic if 2 or more appointments are missed, 
rescheduled, or no showed. 
Release of Records 
The completion of personal administration forms and copying of medical records 
is not a part of our daily routine. We reserve the right to appropriately charge for 
these extra services.  We ask that you allow at least 2 weeks depending on your 
request. Such requests need to be made in writing and/or by the requesting 
facility. Please be advised that no medical record will be released unless 
authorized by the patient or legal guardian. Payment for the records will be 

needed at the time of delivery to the patient. However, if a second party is 
requesting the records, payment will be requested prior to releasing records.  
Prescription Refills 
Prescription refills are filled during office hours. We ask that you notify your 
pharmacy of your request; in turn they will then call, fax or electronically send the 
request to our office. The office will not call a mail order pharmacy for a refill nor 
800, or 888’s for refills.  We understand occasionally you may forget to refill your 
medication during office hours, but the physician on call will not be able to fill 
your medication once the office is closed. For your own safety, we will not refill 
prescriptions after office hours because the covering doctor is not familiar with 
your condition, so please check your rx before the weekend and request it as 
indicated. 
In order for us to provide the proper prescription, please provide us with the 
name of the medication, strength and directions.  Lab and additional tests may be 
needed in order to continue to refill your medications. 
Medication prior approvals are done on a daily basis, however, prior approvals, 
also known as PA’s take up to 1 week to get approved. Not all medications will be 
submitted for PA, it is up to the physician to determine if a PA will be started for 
the medication that is not covered. If you have not been seen in 6 months, we 
may not refill prescription until you are seen and labs have been ordered. 
Medication Sample Policy 
Medication samples, when available may be given to patients only during their 
appointment with our physicians.  
Payments / Insurance  
Copayments and coinsurances are due at the time of service.  If you have an HMO 
plan, it is your responsibility to have a valid referral on file or upon your arrival to 
your appointment time. 
Safety 
The office is not an appropriate place for children under the age of 12. We are 
not responsible for children in the office. 
If you have not been seen within 6 months from your previous visit, you will be 
automatically discharged from our care, unless noted in the note. Only patient’s 
that are required to follow up every 6 months or yearly will be excluded from this 
situation.  
Not all of our physicians treat pregnant patients.  Please inform us immediately if 
you become pregnant.   
CT/MRI Requiring Prior Authorization  
If you require a prior authorization for CT or MRI, these requests must be made at 
least one week prior to your test date. 
Test Results 
After your visit with your physician you may be sent for additional testing.  
Patients will be contacted once the doctor has reviewed the results. Which may 
take up to two weeks. If you do not hear back from our office within two weeks 
of when the test was performed, please contact our office. Do not assume that 
the test is ok. We will be more than happy to find out where the delay occurred 
when we have all the labs together.  
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