Virginia Diagnostic and Natural Medicine Clinic, P.C.
Dr. Robert A. Duca, Jr. 

Chiropractic Physician
Office: (703) 641-4966

Fax: (703) 560-0345
OFFICE POLICY

We welcome you as a patient and appreciate the opportunity to provide you with our nutritional, functional, and natural medicine services. The information that follows is designed to answer many questions our patients have.  Should you have any additional questions please ask our office manager.  

PRACTICE HOURS:
The office is open for normal business operations and nutritional medicine prescription refills Monday through Friday from 9:00am until 4:00pm. Patient appointments for physical examinations, diagnostic testing, and nutritional consultations are available on the following schedule:
Monday
9:00am-4:00pm 
Tuesday
9:00am-4:00pm 
Wednesday
9:00am-4:00pm 
Thursday
9:00am-4:00pm      

Friday
9:00am-4:00pm
APPOINTMENTS:
We see all patients on an appointment basis only. We make every effort to make all time commitments and request that you extend the same courtesy to us.  In the event you are unable to make a scheduled appointment please call and notify our office as soon as possible.  Failure to notify our office will result in a fifty ($50) dollar service charge being imposed on your account.  On occasion, emergencies can cause schedule changes and, whenever possible, you will be fully informed if there will be any delays.

EMERGENCY CARE:

We recognize that you can have an emergency situation arise after normal office hours.  In the event of a medical emergency, please go to your local hospital emergency room or immediate care clinic. Should you wish to speak with the doctor, after normal business hours, please call (703) 477-0044.  Please leave a message indicating your full name, date, time, and the phone number to which you would like your phone call to be returned. We will do our best to respond to your call promptly.

TELEPHONE CALLS:
All patients are encouraged to call with brief questions they have concerning their testing, therapy, and the appropriate usage of nutritional medicines. Our medical assistants have been trained to answer many of your questions.  Inquiries of a complex nature will be relayed to the doctor and your call will be returned or otherwise answered at the earliest opportunity. 

If you wish to schedule an appointment, please call our office. We request that you telephone our office to notify us that you will be returning a lab specimen for analysis or that you intend to purchase nutritional medicines. These inquiries and tasks are of an important nature and must be conducted by phone. Please do not e-mail any request of an important nature. 

Many of our patients have complicated medical conditions which require periodic phone consultations. Patients that live outside of our geographic area are also required to conduct periodic phone consultations. Phone consultations are scheduled at a dedicated time and a fee is assessed to a credit card on account. 

Phone consultations are considered appointments, and require the doctor’s time to review and prepare for your consultation just as an in-office visit.  As such, you are expected to call the office at your appointed time; if you are more than 5 minutes late the consultation will need to be rescheduled for a later time in order not to infringe upon another patient’s scheduled appointment. 

NUTRITIONAL MEDICINES AND SUPPLEMENTS:
The dispensary located in our office is open Monday through Friday from 9 am until 4:00 pm. We request you telephone our office in advance to notify us that you intend to purchase nutritional medicines. Please call-in advance with a list of which nutritional medicines, for which patient (if ordering for more than one), and the quantity needed so that we may have sufficient time to pull and prepare labels for them before your arrival.  This will allow us to process your order with minimal delay to you and to other patients in the office once you arrive. For particularly large orders, please call at least one day ahead before you plan to visit the office.

Nutritional medicines and supplements can also be mailed domestically and internationally. Standard postage and handling charges pre-paid by credit card will apply. All phone-in mail orders for nutritional medicines and supplements will take a minimum of 7 to 10 business days from the date of order until delivery. Please call our office a minimum of two weeks in advance of exhausting supplies so that we may fill your order in a timely manner. 

MEDICAL RECORDS,  MEDICAL LEGAL DOCUMENTS,  AND FINANCIAL STATEMENTS:
All patients are entitled to one complete paper copy of their ongoing medical record and one paper copy of their ongoing financial statements. These documents will not be provided to you in an e-mail format.  There is a nominal fee for additional requests for medical records or financial statements. Patients are responsible for any cost associated with providing duplicate medical records to any physician, hospital, agency, or employer. A signed authorization will be required in order for our office to send those records. 

 A fee of $50 will be assessed for the preparation and or/completion of any medical legal document such as a disability report, medical legal narrative, extended medical leave report, or attorney request of statement of condition.


                                                                                                        PAYMENTS AND INSURANCE:
                                                 
                                                                                                                                                                                                                                        FULL PAYMENT is requested of patients on their initial office visit.  We accept cash, checks, debit cards, Visa, Discover, American Express, and Master Card.  Payments for follow-up office visits are required when services are rendered. Our office participates with Blue Cross Blue Shield and Anthem.  Patients with other insurance carriers will verify and file their own insurance.  
Our office does not participate with Medicare and is not a Medicare provider. Medicare does not cover physical examinations and nutritional services provided by this office. All laboratory testing, diagnostic imaging, and/or other diagnostic testing that is requested by our doctors must be ordered and authorized by a Medicare participating provider.  
EACH PATIENT WILL BE RESPONSIBLE FOR PAYING HIS OR HER OWN BILL, NOT YOUR INSURANCE COMPANY.  ALL PATIENTS WILL BE HELD FULLY RESPONSIBLE FOR ANY UNPAID BILL WHICH EXCEEDS 30 DAYS, REGARDLESS OF CIRCUMSTANCES.  IN THE EVENT LEGAL ACTION IS TAKEN ON A DELINQUENT ACCOUNT, THE PATIENT WILL INCUR ADDITIONAL INDEBTEDNESS IN THE FORM OF LEGAL FEES. 

Please discuss personal injury cases, worker’s compensation cases, and other special circumstances with our office manager.  

 A FINAL WORD:



                                                                                                                                          No smoking please.  Exposure to tobacco products is hazardous to your health and we ask that you refrain from smoking while in this office.    
I HAVE READ THIS POLICY, I UNDERSTAND IT COMPLETELY, AND I AGREE TO ABIDE BY IT.                                                                                                
                                                                                                                                               
Name [print] ------------------------------------------------------ Date------------------------  
Signature--------------------------------------------------------- Witness----------------------
