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OFFICE POLICIES & PROCEDURES FOR OUR PATIENTS

Thank you for choosing Western New York Breast Health for your breast health care.
We realize that you have a choice in medical providers and are pleased that you have chosen to seek care with us. The staff at WNY Breast Health strives to exceed expectations in care and service in order to make your experience with us as comfortable and stress‐free as possible. Please feel free to contact our office if you have any questions concerning our policies.

OFFICE HOURS

Our office staff is available Monday‐Friday, 8:00am to 4:00pm*, and may be reached at (716) 632‐7465. An answering service is available to assist you before and after these scheduled office hours if necessary. 
*Office hours listed are with the exception of holiday office closures.

APPOINTMENTS

WNY Breast Health is committed to providing quality care to our patients. To ensure timely continued care, we encourage patients to schedule appointments well in advance of follow‐up due dates, as office days can book quickly. When calling for an appointment, please provide our patient coordinators your name, telephone number, chief complaint/reason for visit, as well as any updated contact or insurance information.
While we strive to schedule appointments appropriately, emergencies can and do occur in specialty medicine, and Dr. Lindfield will always give her patients the time they require. For this reason, we kindly request your patience and understanding should a delay or rescheduling be necessary on your appointment date. To ensure quality care, Dr. Lindfield does not treat patients she has not seen (i.e., we will not call in prescriptions or offer medical advice for patients prior to their initial office visit, or for whom we do not regularly see). Follow- up visits are scheduled after all testing/labs have been completed, so that results may be reviewed together, and an effective and appropriate plan for your healthcare can be determined. Please note that test results will not be given over the phone.
Licensed Physician Assistant’s practicing under the supervision of Dr. Vivian L. Lindfield: 
Sara K. Fritsch, RPA-C

Mallorie L. Keicher, MPAS, RPA-C
Because office days are often fully booked weeks in advance with wait lists as well, it is the policy of this office that cancellations must be made within 24 hours of scheduled appointments - during “office hours”. Please let us know in a timely manner if you are unable to make your appointment, and we will be happy to reschedule it for you at your convenience. If appointments are not cancelled within 24 hours of scheduled times, a no show fee will be added to your account.
No Show and/or Cancellation Fees without 24 hrs. Notice:
· $50 for new patient & follow-up appointments. 

· $100 for Ultrasound and/or Stereotactic Core Biopsies. 

· $250 If Translator and/or Interpreter Scheduled and not provided with 24 hr. notification.

Cancel and/or Reschedule Surgery Fees:
· $50 once a date has been arranged.

· $100 once a date has been arranged with two Surgeons.

Failure to Show Up for Surgery or Cancel Surgery in less than 10 working days:
· $250 for one Surgeon

· $500 for two Surgeons
**Please be advised that these charges are the patients’ responsibility and will not be billed to your insurance company.

INSURANCE

As a courtesy to our patients, WNY Breast Health is happy to file insurance claims on your behalf.  If you do not have insurance, please contact our billing department (716) 632-7465 to discuss alternative options, discounts, and/or payment plans as appropriate.

It is patient responsibility to inform our office of any changes in insurance coverage. Failure to do so could cause delay or denial of insurance payment.

Patients are responsible for co‐pays at time of service ($10.00 fee to mail a copay bill). If applicable, you will be billed for any deductible or co‐insurance amounts, and/or fees for services not covered by your insurance (as stated in your insurance contract) by our billing department. If we are unable to verify insurance coverage prior to scheduled appointments, patients will be responsible for fees associated with office visits at time of service. 
However, WNY Breast Health will return patient payments made for this reason should insurance later make payment on the claim (within 90 days).
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Important:
If you participate in a high deductible health plan (HDHP) pre-payment for service(s) is due at time of office visit, any overpayment will be credited to your account and/or a refund will be issued. Please speak to one of our PSR’s (Professional Service Representatives) to obtain additional information and fee schedules.
PAYMENTS

WNY Breast Health accepts cash, personal checks, MasterCard, Visa, Discover, and American Express. Please inquire about other credit cards and/or options.
Payments can be made to:  Western New York Breast Health, 3915 Sheridan Drive, Amherst, NY 14226.
It is the policy of WNY Breast Health to make all reasonable attempts to collect outstanding patient balances’ should they accrue. Following these attempts, accounts in poor standing will be outsourced to a third party for the purposes of collection.
FORMS/LETTERS

We understand that at times, various forms or letters may be required to assist you with your healthcare needs. The staff at WNY Breast Health will be happy to complete forms and write medical letters as necessary upon your request. However, because this can be time-consuming fees for this service may apply. While these charges may vary, it is typically $10 per form. Costs will be discussed ahead of time, and prepayment is required. Please allow 10‐14 business days for completion of requested forms/letters.

MEDICAL RECORDS

Per HIPAA guidelines, copies of medical records must be requested in writing. To ensure your privacy, a form for release of medical information must be completed prior to receipt of these materials. All patients can request a copy of their medical record one time, free of charge. Additional copies may be requested for $1.00 per page for the first 25 pages, and $0.25 for each additional page.  Payment is required at time of pick‐up/delivery. Legally, medical offices have up to 30 days to complete requests for records. However, our patient coordinators put forth every effort to respond to these requests within days of receipt.

PRESCRIPTION REFILLS & PHARMACY INFORMATION

WNY Breast Health strongly recommends using only one pharmacy for all of your prescription needs. Please be sure pharmacists are aware of any possible drug allergies you may have.
Please note that narcotic medications cannot be refilled over the phone. These orders require an office visit and a paper prescription signed by an authorized provider of WNY Breast Health. Early refills will not be given. Changes and/or new prescriptions can only be completed by an authorized provider of WNY Breast Health. Please do not ask staff to alter your medication(s) or dosing.
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RECEIPT ACKNOWLEDGMENT FORM

By signing below, I acknowledge that I have received, reviewed, understand, and will comply with the policies and procedures explained in the WNY Breast Health OFFICE POLICIES & PROCEDURES FOR PATIENTS form.

______________________________________

PRINTED NAME

_____________________________________                                                           ______________________

SIGNED NAME                                                                                                                  DATE

Thank you!
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