
Practice Policies

TELEPHONE ACCESS 
You can contact me between sessions by leaving a message on my voicemail. I am often not immediately available, 
however, I will attempt to return your call within 24 hours. If a true emergency situation arises, please call 774-HELP,  
911 or go to your local emergency room. You may also  

ELECTRONIC COMMUNICATION 
I am happy to communicate via email or text regarding scheduling or cancellations. However, as electronic media is 
not fully confidential please do not discuss therapeutic content or request assistance for emergencies. Please consider 
using PINGMD, a free APP that allows safe and secure communication between clients and healthcare professionals. 
It can be downloaded from the Apple Store or Goggle.   

APPOINTMENTS  
Sessions generally last 50 minutes. The last 10 minutes are used for billing, notes, returning phone calls and collateral 
contact. I welcome your help in keeping sessions timely so no one is kept waiting. The thing that makes me good at 
my good, paying deep attention to you and your situation is also the thing that can make time keeping challenging. If 
you have an appointment and are waiting for more than 5 minutes please knock on my door. If you are in an ap-
pointment with me and we have been working for more than 50 minutes please let me know. If you are family mem-
ber who has information you would like to convey please either use PINGMD or let me know at the sessions start so I 
can plan our time accordingly. 

ONLINE SCHEDULING 
You can schedule appointments on-line through docmein.com. You can access the link on my website steffaniea-
lexander.com (top right corner). Docmein.com and is designed for healthcare providers and their clients and is fully 
confidential. It sends out appointment reminders and allows you to select  your preference for text or email remin-
ders. 

PAYMENT 
Co-payments and outstanding balances can be resolved at the beginning or end of sessions. I accept credit cards, 
checks and cash. I offer the option of keeping a credit card on file, as it allows us more time to focus on your 
concerns rather than payments and paperwork. If you are interested please ask me or download the automated pay-
ment form. 

INSURANCE BILLING 
I am a provider for many of the insurance companies in our area. Angela Griffiths processes our claims and sends out 
monthly bills for any outstanding balances. If you have questions regarding insurance payments please call Angela at 
(207) 799- 0794.   

CANCELLATIONS 
Please provide at least 24 hours notice when canceling. Insurance companies don't reimburse for missed appoint-
ments or late cancellations. I have held the time for you and it is difficult to fill a slot with less than 24 hour notice. 
There is a $50 fee for the first late cancellation/missed appointment and a $75 fee for all other missed appointments.  

ADDITIONAL FEES 
Service beyond our 50 minute session (phone contact, reports, research, worksheets,etc) are billed at $2 per minute 
($120 per hour) and are not covered by Insurance. 

SNOW-INCLEMENT WEATHER 
In case of snow, assume that I will be here and your appointment will be held. Road conditions vary greatly so please 
assess your travel safety. If you feel road conditions are unsafe in your area, please call to cancel as soon as possible.  
Please note I do not charge for reasonable snow cancellations. 

____________________________________________________ 
sign and date to indicate your agreement
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