Dan R. Baker, M.D.

New Patient Packet

Today’s Date _____/_____/______
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	Patient’s Name:    Last                          First                      Middle
	
[image: image2]  Male          
[image: image3]   Female
	Marital Status (Circle One)                  Single/Married/Divorced/Separated/Widowed 

	Driver License# & State
	Patient’s Date of Birth                            ___/___/_____
	Spouse/Parent Name
	Spouse/Parent Home & Work Phone #’s                (        )          -                                                            (        )          -
	Patient’s Current Age

	Street Address                                       City                            State      Zip Code
	Social Security #
	Home Phone #                                                     (         )              -

	Alternate Address:   P.O. Box #                         City                            State         Zip Code
	Work Phone #                                                   (         )              -

	Occupation
	Employer
	Cell Phone #                                                      (         )              -

	I chose Dr. Baker because/was referred by (Please check all that apply):    
[image: image4]   Dr. __________________       
[image: image5]  Insurance Plan       
[image: image6]  Hospital        
[image: image7]  Website          
[image: image8] Family Member        
[image: image9] Friend       
[image: image10]  Location          
[image: image11]  Other _____________________________________________________



[image: image12]


	Person Responsible for Bill (Guarantor):
	Guarantor’s Date of Birth                           ____/____/________
	Address (if different):
	Home/Cell Phone #s                 (       )        -                                (       )        -

	Is Guarantor a patient here?     
[image: image13]  Yes           
[image: image14]  No
	
	

	Occupation
	Employer
	Employer Address
	Work Phone #                               (       )        -

	Please list primary insurance company name: __________________________________________________________________________________________ 

	Subscriber’s Name
	Subscriber’s  S.S.#
	Subscriber’s Date of Birth        ____/____/________
	Policy/Member ID#
	Group #

	Insured’s Driver License # & State
	Patient’s Relationship to Subscriber                                                                                                                               
[image: image15]  Self        
[image: image16]  Spouse        
[image: image17]  Child         
[image: image18]  Other: _____________________________________________



[image: image19]
NAME




             RELATIONSHIP TO PATIENT


	
	
	Home/Cell Phone #s                 (       )        -                                
	Work Phone #                               (       )        -

	
	
	Home/Cell Phone #s                 (       )        -                                
	Work Phone #                               (       )        -


MEDICAL CARE:  I authorize Dan R. Baker, MD or designee to provide myself or my child with reasonable and proper medical care according to today’s standards.
MEDICAL INFORMATION:  I hereby authorize Dan R. Baker, MD to release any information they have acquired in the course of my or my child’s medical treatment to my insurance company or companies or any third party payor so that they may obtain payment for medical services rendered.,
INSURASNCE AUTHORIZATION: I hereby authorize Dan R. Baker, MD or staff of this office to furnish information to my insurance carriers concerning myself or my child’s illness and treatments. 

ASSIGNMENT OF BENEFITS: I authorize the insurance company or any third party payor to pay any benefits due, directly to this office should they accept assignment on my claim.  I ALSO AGREE THAT I AM FINANCIALLY RESPONSIBLE FOR THE ACCOUNT EVEN THOUGH MY INSURANCE MAY BE PENDING ON ALL OR A PORTION OF THE CHARGES.
X _________________________________________________________________________________________________________

       PATIENT/GUARDIAN SIGNATURE                            




DATE























Welcome to our office.  We are dedicated to providing you the best possible care and service.  Your complete understanding of our office and financial policies is an essential element of your care.  The following information 

is being provided to you in an effort to reduce confusion and misunderstanding regarding services provided by our 

office.  In order to ensure that all our patients understand our policies, please read the following and initial where indicated.  We encourage you to ask questions about any of these policies.  Please request a copy if needed for 

future reference.  Thank you.

APPOINTMENT TIME LENGTHS

When you call for an appointment our scheduling staff will ask you questions in order to determine the appropriate length appointment slot.  At the time of the visit, if you have additional concerns you wish to discuss with the provider you will be asked to schedule an additional visit to thoroughly address your needs.  If you call for an urgent or same day appointment we will try to accommodate your request even if we work you in to an already full schedule.    Please remember, this type of visit will be brief and only the urgent concern will be addressed.  Again, any additional concerns will require a subsequent appointment.                                                                                                      __________(initial)

PHYSICAL APPOINTMENTS

Physicals will only be given to established patients.  New patients should schedule a “get acquainted” appointment prior to scheduling a physical.  Our physicals comprise two appointments approximately two weeks apart.  The first appointment consists of reviewing your history, the physical exam, blood draw if lab testing is needed, and scheduling of any medically necessary diagnostic testing.  At the second appointment, test results are discussed and plans are made for any further testing or need for future medical care.  Scheduling physicals in this manner will allow the patient and the provider to discuss the results face-to-face.  If your insurance company requires a co-pay for office visits, payment is expected for both visits.  Occasionally a patient may be called and informed of normal test results over the phone if the provider determines a second appointment is not necessary.  At the time of the phone call with the nurse the second appointment may be cancelled if not needed.                                                                                            __________(initial)

NURSE VISITS

Nurse visits are scheduled at specific times during the week and must be arranged in advance.  These times are for blood pressure checks, injections ordered by our providers, or other arranged services.  Please do not drop in for a nurse visit.  Calling in advance will help prevent your having to wait for a nurse who may be assisting other patients.  If your insurance plan requires a co-pay for nurse visits, you will be expected to pay this at the time of service. _________(initial)

LAB WORK

Patients who are in the office for appointments with our providers may have their blood drawn at the time of their 

visit.  For subsequent lab tests ordered by our office, please call us to make a lab appointment.  If your insurance 

plan requires a co-pay for lab visits, you will be expected to pay this at the time of service.   We do not draw blood or order labs for other doctors.  They should direct you to the appropriate lab draw station in Round Rock or Austin to 

have blood drawn.                                                                                                                                      __________(initial)

MINOR SURGICAL PROCEDURES

Both of our providers perform minor surgical procedures in the office.  If you are scheduling for an in-office procedure our staff will contact your insurance company in advance to verify your benefits and any deductibles or co-pays.  Your insurance company will not guarantee that they will pay for the procedure(s) in advance.  Insurance companies determine payment information when they receive the medical claim.  Therefore, you may be responsible for the full amount charged for a procedure not covered by your insurance plan.  If you have a deductible that has not been met you will be asked to pay for any procedure(s) at the time of service.                                                                           __________(initial) 

NO SHOW/LATE CANCELLATION FEE

If you do not show for an appointment or fail to cancel an appointment at least 24 hours in advance, you may be charged a fee of $50.00.  No shows for physical appointments will automatically be charged the $50.00 fee.  With three no shows you may be terminated from the practice.    Many of our patients wish to schedule back-to-back appointments with other family members.  As our schedules permit we will try to accommodate this request.  However, for families that abuse this request by not showing up for their appointments, or who cancel at the last minute, back-to-back appointments will not be available.                                                                                                                                  __________(initial)

REFILL POLICY

For all refills please contact your pharmacy who in turn will contact us.  Please remember that we are not here on weekends, major holidays, or after 5:00 pm.   Routine refills will be called back to your pharmacy within two business days.   Part of good medical care is ensuring that you have had the appropriate lab and follow-up for your condition.  In order for this to occur, the provider must review your chart before refilling the medication.  Make sure you give plenty of time to get your refill BEFORE you run out of medication.  If you are requesting a 90-day prescription for mail order and are due for a follow-up examination, we will arrange for a 30-day prescription at a local pharmacy until the time of your appointment.                                                                                                                                     __________(initial)

TRIPLICATE PRESCRIPTION REFILL POLICY

Please contact our office five business days prior to needing a refill for a medication requiring a triplicate prescription.  These prescriptions may be picked up at our office after our staff notifies you it is ready. There is a $5.00 charge to replace prescriptions that are not picked up before the expiration date (7 days).                                     __________(initial)

NURSE CALL BACKS

Each nurse at the office has voice mail.  When you call to speak with a nurse you may be asked to leave a message

on voice mail.  The voice mail is checked periodically and calls returned by the following business day.  If your 

concern is urgent and cannot wait until then, you may speak with the operator.  If the nurse is not available, a

message will be taken and delivered to the nurse.  Our nurses are sometimes not available to speak directly to 

patients when they call because they are taking care of patients in the office.  They do, however, set aside time 

each day to return phone calls.                                                                                                                   __________(initial)

REFERRAL POLICY

Most insurance company prior authorizations (referrals) can be obtained for you at the time of an office visit. However, some insurance companies require up to one week to obtain authorization.  A copy of the authorization will be mailed to your home.  It is your responsibility to take this paper to the specialist’s office for your appointment.    If you need an extension of time or visits added to the authorization it is your responsibility to contact our office at least one week in advance of when you need the authorization.  Please do not wait and call the same day you need the authorization as you may need to reschedule your visit with the specialist.  We are unable to backdate referrals except for true medical emergencies. 


                                                                                                           __________(initial)

FORM COMPLETION

A fee will be charged prior to completion of paperwork not directly related to medical insurance reimbursement of charges incurred at our office.  Fee is variable depending on the length and complexity of the form in question.   This includes but is not limited to “Disability Forms” and “FMLA” paperwork.  Please allow three business days for the completion of these forms.                                                                                                                       __________(initial)

RELEASE OF INFORMATION

Information regarding our patients is confidential.  Therefore, no information will be released to anyone except the 

patient without the patient’s written authorization.  This includes spouses and parents of patients 18 years or older. Exceptions are made only in the case of an emergency or for specialty care.  If a patient changes physicians, after receiving written authorization, records will be forwarded to the new physician at no charge.  For records to be

released to an insurance company, attorney, or to the patient, a minimum charge of $25 must be paid prior to release of the records.   Records are formatted on HIPAA compliant CD’s.                                                                                                                                                __________(initial)

FINANCIAL POLICIES

· We have contracted with many insurance companies to accept assignment of benefits.  We will bill those plans with which we have an agreement and will only require you to pay the co-pay at the time of your appointment.  If you are not prepared to make your co-payment at the time of your visit you may be asked to reschedule your appointment.

· If your health plan requires you to have a Primary Care Physician (PCP), it is your responsibility to assure that Dr. Baker is on file with your health plan prior to your appointment.  Otherwise, the incurred charges will not be paid by your health plan and therefore, will be your responsibility.

· If insurance eligibility cannot be verified at the time of an appointment, payment will be expected in full.  If we are able to receive payment from your insurance plan you will be refunded.

· All health plans are not the same and do not cover the same services.  We will make every effort to verify benefits and inform you if a service may not be covered by Medicare, Medicaid or other insurance, but it is ultimately your responsibility to know your benefits and to verify coverage.  In the event your health plan determines a service to be “not covered” you will be responsible for the complete charge.  Payment is due upon receipt of a statement from our office.

· Our office does not bill third-party payers, such as an automobile insurance company.  If you wish to receive compensation from a third-party payer, services at our office must be paid in full at the time of service.  We will provide you with the documentation needed for you to pursue your claim for reimbursement.

· Patients who do not have insurance are required to pay in full at the time of service.  For your convenience we accept VISA and MasterCard.  As special circumstances indicate, we will consider requests for planned payment schedules.  Please discuss this with office staff prior to scheduling your appointment.

· For all services rendered to minor patients, the adult accompanying the patient at the time of the visit is responsible for payment.

· There will be a $25.00 service charge on all returned checks.  Persons not responding to our request for payment within a reasonable period of time will be referred to the Office of the County Attorney.         __________(initial)

I have read and have received answers to any questions regarding the office and financial policies initialed above.

____________________________________       __________________________________        ____________________

	Printed Name
	Signature
	Date


Circle relationship to patient:

Self           Parent           Guardian             Family Member          Other__________________________________________

Acknowledgement of Review of 

Notice of Privacy Practices

I have been given the opportunity to review this office’s Notice of Privacy Practices, which explains how my medical information will be used and disclosed.  I understand that I am entitled to receive a copy of this document.

_________________________________________
Signature of Patient or Personal Representative 

_______________________________
Date 

_________________________________________
Name of Patient or Personal Representative 

_________________________________________
Description of Personal Representative’s Authority

IN REGARD TO YOUR CONFIDENTIALITY

Patient Name:______________________________________________       D.O.B:_______________________________

IF THE OFFICE NEEDS TO REACH YOU
May our provider or office staff leave a message for you to contact our                   (  ) Yes    (  ) No
         office with someone at your home/cell telephone number?

May our provider or office staff leave a message for you to contact our                   (  ) Yes    (  ) No
         office on your home/cell telephone messaging system?

**if messaging system does not identify the patient by name, we will only leave a call back message**
May our provider or office staff leave a message for you to contact our                   (  ) Yes    (  ) No
         office with someone at your work phone number? 

May our provider or office staff share private health information                              (  ) Yes    (  ) No                               

         with family member or significant other?

May our provider or office staff inform any family members or                                  (  ) Yes    (  ) No       

         significant other of your referral information?

If yes, please list the names of those we have your permission to inform

_____________________________________________________________________________________

Please list the names of family members or a significant other you give permission to obtain access to your private health information documents or medications. Example: prescriptions/samples & any type of medical records

**A VALID ID WILL BE REQUIRED EVERYTIME**

_____________________________________________________________________________________
Cellular Telephones

Please be aware that occasionally our providers are forced to conduct some office business, including patient

management, over a cellular telephone. In some instances, there exists a risk that others may overhear these 

conversations. Our provider tries to limit the use of cellular telephones to answering pages which in general are 

emergencies. 

 ____________________________________                                                       __________________

Patient Signature                                                                                                        Date 
PATIENT INFORMATION





INSURANCE INFORMATION                                                        (PLEASE PRESENT YOUR INSURANCE CARD TO THE RECEPTIONIST)





IN CASE OF EMERGENCY	
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