CHRISTIAN COUNSELING CENTERS OF INDIANA
OFFICE POLICIES & INFORMATION

PAYMENT: Payment is due at each session unless other arrangements are made. Please notify us if any problem arises during the course of your therapy regarding your ability to make timely payments.  If we need to send out an invoice for payment, a $10 fee will be added.   No credit or debit cards are accepted. 

There will be a $20.00 charge for checks returned for insufficient funds.  

INSURANCE: Clients who carry insurance should remember that professional services are rendered and charged to the client and not to the insurance company.  We will provide you with an insurance copy of your receipt, which you can submit to your insurance company for reimbursement.

APPOINTMENTS: The standard practice is for your next appointment to be set up at the close of your session.  If you are going to be continuing it is best to set up a regular and ongoing appointment time. Marlene will be happy to assist you with any scheduling problems that may come up between appointments.  She can handle all scheduling appointments and cancellation requests.

CANCELLATION: The scheduling of an appointment involves the reservation of time specifically for us. To avoid being charged for a missed session, please inform us of your cancellation at least by 9:00 a.m. on the day of your scheduled appointment or before.  Cancellations after 9:00 a.m. and no shows will be billed at your customary rate.  We will close our office if IPFW closes for weather.

CONFIDENTIALITY: What you say in a counseling relationship is protected by law. We will work hard to protect your confidentiality and your legal rights to privacy under the law. Disclosure may be required in the following circumstances:

1. Where there is information of child abuse or abuse to a dependent or elder adult.
2. When the client communicates a threat of bodily injury to others.
3. When the client is suicidal.
4. Physical injury due to violence.
5. When disclosure is required pursuant to a legal proceeding.
EMERGENGY PROCEDURES:  If you need to contact us between sessions, please leave a message with Marlene or on our voice mail, your call will be returned as soon as possible.  If your call is an emergency and no one answers, please call 911 or go to the hospital emergency room. 
