
OFFICE POLICIES

Thank you for choosing our office for your medical care. 
We have written this document to keep you informed of our current office policies. 


Office Hours: Our office is open Monday 9am-12pm & 1pm-6pm, Tuesday 9am-12pm & 1pm- 7pm, Wednesday 9am-12pm & 1pm-6pm, Thursday 9am-12pm and 1pm-6pm, Friday 9am to 1pm. Please refer to our Facebook page for special closures and emergencies.

Shot Hours: Monday, Wednesday & Thursday: 9am-11:30am & 1pm-5:30pm. Tuesday: 9am- 11:30am & 1pm-6:30pm. Closed on Friday.

Appointments: We see patients by appointment only. Please arrive at least 15 minutes prior to your scheduled appointment to allow adequate time for check-in and to perform any tests that may be needed prior to seeing the clinician. If you have any changes in your demographic information, we can assist you during this time.

After Hours Emergencies and Holidays: In case of a life-threatening emergency, call 911 immediately. We have an after-hours messaging system for all our OIT patients, oral challenge patients and complex immunology cases only. Non-urgent messages can be sent through the portal. Please allow 24hrs for our staff to return your messages during our business hours.

Cancellation and Rescheduling: Appointments are in high demand. If you cannot keep an appointment, we require that you cancel no later than 48 hours prior to your scheduled appointment. If notice is not received within 48 hours, we will charge $200 for procedure appointments, such as skin testing, patch testing and oral challenges. $100 will be charged for all other types of appointments.

Running on Time: Our clinicians make every effort to stay on schedule. If you have been waiting more than 20 minutes and have not been advised of a delay, please talk to the front desk. Patients are seen in a scheduled order. If you arrive more than 15 minutes after your appointment, you will be asked to reschedule. This also applies to virtual patient visits.

Test Results: Lab results take 10 to 14 days to reach our office and may take an additional week to be reviewed and posted to the portal. You will be notified via phone or a portal message. A recheck visit may be required to discuss complex labs, to answer questions and develop a plan.

Prescription Refills: The best time to obtain medication refills is at your appointment. If you need refills at other times, please use the patient portal and allow 3 business days for processing. You can also leave after-hours requests on the phone.

Patient Dismissal: While we make every effort to work with you, sometimes it may be best for both parties to part ways. Common reasons for dismissal include: missed appointments, non-compliance with a treatment plan, abusive behavior towards staff, failure to pay patient balance. We allow 30 days for emergency treatment in our office.

Financial Policies

Private Pay: If you do not have insurance, payment is due at the time of service. A payment plan is an option for high-cost procedures, with a credit card on file. 

Insurance: While we are contracted with several insurance companies, it is your responsibility to ensure our practice participates in your specific plan. We verify benefits as a courtesy to all patients. You are required to pay all co-pays, coinsurance, deductibles, and uncovered services at the time of service. Fees cannot be waived by our office, as it is a requirement placed by your insurance carrier. Failure to pay your portion can result in a discharge from the practice.

Billing: If you receive an invoice for a balance due, it is because your insurance policy requires you to pay it. Balances should match the patient's responsibility portion on your EOB (explanation of benefits). If there is a discrepancy, please call our billing office. Invoices not paid within 120 days are subject to a patient dismissal.

Credit Card on File: Our office requires a payment method on file. You must complete a credit card on file authorization form annually. You may specify a maximum dollar amount we can charge each month. Non-covered services such as missed appointments and returned check fees ($35) will be charged to this account if you are not present. Late fees of $10 will be charged to accounts that have a balance over 30 days, for each month that balance is not paid in full. A receipt will be posted to the patient's portal.

I have read, understood, and agreed to the rules and regulations detailed within this document. I authorize the release of any information my insurance carrier may need to process my claim and authorize my insurance carrier to issue payment directly to the Woodlands Allergy, Asthma & Immunology Center. In the event I have personal balances owing, I allow my credit card on file to be utilized. Failure to comply may result in my account being sent to collections. I agree to pay any accounting service charges assessed on past-due balances.

Name: ____________________________________________
  
Relationship to Patient:  ______________________________

Signature:  _________________________________________

Date: __________________

Received by:  ____________________      Date: ____________
