
DTC Family Health Office and Financial Policies 
 

Thank you for choosing DTC Family Health as your health care provider.  We are committed to providing you with quality, affordable 
healthcare, and building a successful physician-patient relationship with you and your family.  

 
 

Office Policies 
Emergencies:  Our Practice has full-time coverage for patient emergencies; if a problem arises during a time when the office is 
closed, call the office 303-771-3939 and the answering service will contact the provider on-call.  Your call will be returned in a timely 
manner.  Please note that prescription refills and referrals are not considered emergencies and will not be done after hours.  Our 
office may charge for after-hours consultations initiated by the patient or patient’s guardian.   
Prescriptions:  All prescription refill requests should be called into your pharmacy or processed on our “Patient Portal”.  Your 
pharmacy will call the office if authorization is needed.  Your refill requests will be handled within 48 hours after your request is 
received.   
Referrals and Pre-Certification:  Patients are required to notify us at least 72 hours in advance of an appointment requiring a 
referral/pre-certification. 
Patient Portal:  A patient portal is a secure online website that gives patients convenient 24-hour access to personal health 
information from anywhere in the U.S. with an internet connection.  Using a secure username and password, patients can view 
health information such as recent provider visits, medications and immunization.  You can also exchange secure portal messages 
with your provider, request refills, schedule non-urgent appointments, update contact information, make payments, download 
patient forms and view educational material. 
Test Results:  If you have any laboratory work or other diagnostic testing done through our Practice, you will be notified of the 
results as soon as they are available (usually within 5 working days from the test date).  All results will be available on the patient 
portal as soon as they are reviewed by the ordering provider.  If you request a phone call or copy via mail, these may take longer.  

 
 

Financial Policies 
As a service to you, we will submit your claims to your insurance company.  You are responsible for any deductible amount, co-
insurance, co-payment, or any non-covered services not paid by your insurance company.  In order to control billing costs and 
comply with our insurance contracts, your portion of charges must be paid at the time of service.  Medical services are provided to a 
person, not an insurance company thus, the insurance company is responsible to the patient, and the patient is responsible to DTC 
Family Health.  Your insurance coverage is a contract between you and your insurance company.  Therefore, knowing your insurance 
benefits is your responsibility.  In order to properly bill your insurance, you must present a current insurance care at each visit and 
verify that all contact and billing information is up to date.  If you have a dispute with your insurance company about their payment 
on your claim, it is your responsibility to negotiate with them for payment or reprocessing.   
Co-Payments/Account Balances:  Copayments and services not covered by your insurance company are due at the time of service.  
If you have a balance due on your account and our billing department does not receive payment within 90 days, from the date the 
first statement was sent, your account will be sent to an outside collection agency.  If our account is sent to the collection agency, 
you will not be able to schedule appointments or receive prescription refills and you are at risk of being dismissed from our Practice. 
Uninsured Patients (Self-Pay):  If you do not have health insurance, payment in full is expected at the time of service.  You will be 
required to pay $100.00 deposit prior to being seen for your appointment.  If there are additional charges for your visit, the balance 
due will need to be paid before you leave the office.  Any charges not available, at the time you check out, will be billed to you later.  
You will be reimbursed if your appointment did not require the full $100.00 charge.  
Service Charges:  $20.00 will be charged for checks returned from the bank for NSF (nonsufficient funds), closed account, etc.  If a 
check is returned from the bank, we will no longer be able to accept checks for payment; you will need to pay with cash or credit 
card. 
Cancellation/Missed Appointment (No Show):  We require 24 hours-notice if you need to cancel and/or reschedule your 
appointment; for a same day appointment we require 4 hours-notice.  Failure to provide such notice will result in a $45.00 charge.  
This fee also applies if you miss a scheduled appointment (No Show) or arrive too late to be seen for your appointment.  Patients 
have a 10-minute window to arrive for their scheduled appointment.  Patients will be permanently dismissed from our practice after 
3 no shows in a three-year period.  The following protocols will be followed: 

• New Patient No Show:  If you fail to arrive for your first appointment, you will not be able to reschedule with our office. 

• 1st and 2nd No Show:  A $45 charged will be assessed. 

• 3rd No Show:  A $45 fee will be assessed, and you will be dismissed from the Practice. 
 
 

Thank you for your cooperation! 
 


