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Welcome.  On-going communication is a crucial component of a therapeutic relationship.  I hope that 

you will find this brief overview of important information helpful.  Please feel free to ask any questions that you 

may have. 

Appointments  When you arrive for your appointment, please press the doorbell on the counter. 

Please remember that your appointment time is reserved for you.  An appointment missed by you 

cannot be given to another client without notification in advance.  It is respectfully requested that you give at 

least 24 hours’ notice if you need to cancel an appointment.  Cancellations may be called into the office at any 

time- either with the receptionist or left on my voice mail.  This will allow me to contact clients on the waiting 

list and to offer them the appointment time.  At some point, you may be the beneficiary of such a fill-in 

appointment. 

 It is important that there is a clear understanding regarding a missed appointment.  If there is not 24-

hour notification, the full fee will be billed to you.  All missed session fees are your personal responsibility; 

they are not reimbursed by any insurance company.  Payment for missed appointments is due on or before 

your next scheduled appointment. 

 As a courtesy, the office staff will try and call you one or two days before your next appointment time 

to remind you of the appointment.  However, this is a courtesy call only.  You are still responsible for attending 

the appointment time that was scheduled.  Not receiving this call does not relieve you of the obligation to pay 

for a missed appointment.  

Phone Calls Due to the nature of clinical practice it is often difficult for me to answer telephone 

calls.  When I receive a message that you called, I will try to return the call as soon as possible.  If a telephone 

contact takes an extended period of time, or if I am asked to consult with others, such as the school or another 

health care provider, a fee may be charged. 

Emergencies The best way to reach me is by calling the office phone number.  During regular 

business hours, either my assistant will pick up the phone, or if she is not present, please leave a message for 

me and I will call you back as soon as possible.  In the evenings and on weekends, please call the office number 

and leave a message- the message will be forwarded to my cell phone and I will also call you back as soon as 

possible.  In any event, if you are concerned for a life-threatening emergency, please go to the nearest 

emergency room or call the police, if necessary. 

 Thank you for your attention to these matters.  I look forward to working with you. 
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 I have received the practice information in regard to appointments, missed appointment fees, 
phone calls and emergencies. 
 

 _______________________   _____________________ 

          Client Signature       Jeffrey S. Katz, Ph.D. 
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