            Temecula Valley Neurosurgery, Inc.
                                    25150 Hancock Ave Suite 210 
Murrieta, CA 92562
                          (951) 587-3739
OUR POLICIES AND PROCEDURES
OFFICE TELEPHONE HOURS ARE MONDAY,TUESDAY, WEDNESDAY AND THURSDAY FROM 8:00 A.M. – 4:00 P.M.,FRIDAYS FROM 8:00 A.M. – 12:00 PM.  PLEASE BE ADVISED THAT OUR PHONES ARE TURNED OVER TO VOICEMAIL FROM THE HOURS OF 12:00 P.M. - 2:00 P.M. AND AFTER 4:00 P.M. MONDAY, TUESDAY, WEDNESDAY AND THURSDAY. HOWEVER WE ARE FREQUENTLY SEEING PATIENTS DURING THESE TIMES. 
PLEASE BE AWARE THAT OUR PHYSICIANS DO TAKE TRAUMA CALL AND CAN BE CALLED OUT TO AN EMERGENCY AT ANY GIVEN TIME. IF YOUR APPOINTMENT IS RESCHEDULED DUE TO THE PHYSICIANS TRAUMA CALL WE WILL MAKE EVERY EFFORT TO ACCOMMODATE YOU ON OUR SCHEDULE.

 DUE TO THE COMPLEX NATURE OF MANY OF OUR PATIENT’S MEDICAL PROBLEMS WAIT TIMES CAN EXCEED UP TO 1 HOUR OR MORE OF YOUR SCHEDULED APPOINTMENT. WE APPRECIATE YOUR PATIENCE AND UNDERSTANDING IN THIS MATTER. 
APPOINTMENTS: IF YOU ARE MORE THAN 15 MINUTES LATE TO YOUR APPOINTMENT WE WILL HAVE TO RESCHEDULE YOUR APPONTMENT FOR THE NEXT AVAILABLE DATE. IF YOU MISS TWO OR MORE APPOINTMENTS, WE WILL ASSUME ANOTHER PHYSICIAN IS TREATING YOU AND YOU WILL BE DISCHARGED FROM OUR CARE. IF YOU HAVE HAD ANY XRAYS TAKEN, (MRI, CT SCAN, PLAIN X-RAYS, etc…),.PLEASE MAKE SURE THAT YOU BRING EITHER YOUR ACTUAL FILMS OR A CD OF THEM WITH YOU TO YOUR APPOINTMENT. IF YOU DO NOT BRING YOUR FILMS OR A CD THEN UNFORTUNATELY WE WILL NEED TO RESCHEDULE YOU FOR THE NEXT AVAILABLE APPOINTMENT DATE. PLEASE BE ADVISED THAT ALL IMAGING STUDIES NEED TO BE NO MORE THAN 1 YEAR OLD. NEW PATIENTS MUST ALSO COMPLETE A NEW PATIENT PACKET, THAT CAN BE PRINTED FROM OUR WEBSITE WWW.TVNEUROSURGERY.COM AND EITHER MAIL OR FAX TO OUR OFFICE PRIOR TO THEIR SCHEDULED APPOINTMENT. IF YOU HAVE NOT MAILED OR FAXED YOUR NEW PATIENT PACKET PRIOR TO YOUR APPOINTMENT, PLEASE COME IN 30 MINUTES EARLIER THAN YOUR SCHEDULED TIME TO COMPLETE THE NECESSARY PAPERWORK. 
HANDICAPPED PATIENTS:  THERE IS ELEVATOR ACCESS IN THE BUILDING FOR OUR PATIENTS AS OUR OFFICE IS LOCATED ON THE SECOND FLOOR.
REFERRALS: IF YOUR INSURANCE REQUIRES A REFERRAL OR PRIOR AUTHORIZATION, PLEASE BE SURE ONE HAS BEEN OBTAINED PRIOR TO SCHEDULING YOUR APPOINTMENT. WE WILL BE UNABLE TO SCHEDULE AN APPOINTMENT WITHOUT AN AUTHORIZATION. PLEASE HAND CARRY A COPY OF YOUR AUTHORIZATION TO YOUR APPOINTMENT OR MAKE ARRANGEMENTS TO HAVE YOUR REFERRING PHYSICIAN FAX A COPY TO OUR OFFICE WITH ANY MEDICAL RECORDS PERTAINING TO THE REASON FOR YOUR VISIT.  
WORKMAN’S COMPENSATION:  IF YOU ARE UNDER WORKMAN’S COMPENSATION IT IS NECESSARY FOR YOUR ADJUSTER TO FAX AN AUTHORIZATION AND ANY MEDICAL RECORDS IN ADVANCE PRIOR TO SCHEDULING YOUR APPOINTMENT. PLEASE BE AWARE THAT IT IS THE RESPONSIBILITY OF THE PATIENT TO COORDINATE THE AUTHORIZATION PROCESS WITH THEIR ADJUSTER. 

HOSPITALS:  OUR PHYSICIANS PERFORM SURGERY AT INLAND VALLEY MEDICAL CENTER, LOMA LINDA-MURRIETA AND TEMECULA VALLEY HOSPITAL
X-RAYS/RECORDS:. MEDICAL RECORDS WILL BE KEPT FOR 7 YEARS. COPIES OF MEDICAL RECORDS CAN BE FAXED TO OTHER PHYSICIANS UPON RECEIPT OF A SIGNED MEDICAL RECORDS RELEASE FORM FROM THE PATIENT AT NO CHARGE. IF THE PATIENT WOULD LIKE A COPY OF THEIR OWN MEDICAL RECORDS, A RECORD RELEASE FORM WILL NEED TO BE SIGNED STATING WHAT SPECIFIC PART OF THE CHART THE PATIENT WOULD LIKE COPIES OF.  PLEASE NOTE, THERE IS A $0.25 FEE FOR EACH PAGE REQUESTED. WE REQUIRE A 3 DAY NOTICE FOR COPYING OF MEDICAL RECORDS OR PICK UP OF X-RAYS THAT HAVE BEEN LEFT IN OUR OFFICE.

BILLING/INSURANCE: CO-PAYS ARE DUE AT THE TIME OF SERVICE, WE WILL ONLY ACCEPT CASH OR CREDIT/DEBIT CARDS. WE MUST EMPHASIZE THAT AS MEDICAL CARE PROVIDERS, OUR RELATIONSHIP IS WITH YOU, NOT YOUR INSURANCE COMPANY. PLEASE MAKE SURE TO BRING YOUR INSURANCE CARD(S) AND PICTURE IDENTIFICATION WITH YOU TO YOUR APPOINTMENT SO THAT WE MAY MAKE COPIES. THE FILING OF INSURANCE CLAIMS IS A COURTESY THAT WE EXTEND TO OUR PATIENTS; ALL CHARGES ARE THE PATIENTS RESPONSIBILITY FROM THE DATE SERVICES ARE RENDERED. WE REALIZE THAT TEMPORARY FINANCIAL PROBLEMS MAY AFFECT TIMELY PAYMENT OF YOUR ACCOUNT, IF SUCH A PROBLEM SHOULD ARISE WE ASK YOU TO CONTACT CRISTY IN OUR BILLING OFFICE AT (951)587-3739.
MEDICATIONS: OUR PHYSICIANS DO NOT PRESCRIBE NARCOTIC MEDICATIONS FOR PATIENTS THAT THEY HAVE NOT PERFORMED SURGERY ON. YOU WILL NEED TO CONTACT YOUR PRIMARY CARE PHYSICIAN FOR THIS.
MEDICATION REFILLS WILL BE CONSIDERED DURING OFFICE HOURS ONLY. PATIENTS NEED TO CONTACT THEIR PHARMACY 3 DAYS PRIOR TO NEEDING A REFILL. 

NOTE: NO REFILLS WILL BE GRANTED TO ANY PATIENT WHO HAS NOT BEEN SEEN IN THIS OFFICE FOR 6 MONTHS OR MORE. NO MEDICATIONS WILL BE REFILLED AFTER 4PM FRIDAY UNTIL 8AM MONDAY. 

I HAVE READ THE ABOVE POLICIES & PROCEDURES AND I UNDERSTAND THAT IF FOR ANY REASON I DISAGREE WITH THE ABOVE, I DO HAVE THE RIGHT TO CANCEL MY APPOINTMENT AND SEEK TREATMENT ELSEWHERE
X______________________________________________      DATE:_________
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