
 

 

Patient Guidelines 

 

Please review the following guidelines.  These guidelines are followed and used to help provide you with the highest quality of care. 

 Hours of operation 

Office Hours:  Monday/Thursday 9am to 1pm and Wednesday/Friday   9am – 5pm 

Dr. Kelly sees patients on Wednesday and Friday 9am – 5pm 

Offices is CLOSED on TUESDAYS  

 Appointments 

Payment or payment arrangements must be made at the time of service, including co-pay, co-insurance and deductibles.  If 

you are self pay patient, payment is required at the time of visit and only CASH or CREDIT CARD payments  are 

accepted.  NO CHECKS. Checks are not accepted for payment for office visits, procedures or surgery payments. 

Arrive for appointment on time and prepared.   

Be sure to bring medication lists or update medications at every appointment  

Be sure to have completed all required laboratory tests or imaging studies.  Bring copies of films and reports to your 

appointment.     

Bring a driver a days when a procedure has been scheduled and you are planning on getting sedation. 

Follow all procedure instructions and sign all consents to ensure that you have a procedure as scheduled. 

Keep all scheduled appointments to ensure the refill of your medications. 

You are required to give a 24 hour notice for cancellations and to reschedule. A $25 fee will be charged for all no show 

appointments & cancellations without a 24 hour notice. Repeated no show & cancellations may result in your dismissal 

from the practice  

 Medications 

You are required to sign a medication agreement when prescribed narcotic medications (nurse will review) 

Take medications as directed, fill prescriptions on due dates, use only the pharmacy listed on med-agreement, Dr. Kelly is 

the only one that can prescribe your narcotics, and do not self medicate.  Breaking your contract will result in your 

dismissal from the practice. 

Request medication refills during your office visits.  Running out of medications is not considered an emergency.  

Prescription refills need to be called in 5-7 business days before they are due to be refilled. 

Prescriptions are called in and prepared on Wednesdays and Fridays. 

Lost or stolen prescriptions are NOT replaced for any reason. 

 Billing and Payments 

Insurance cards and a photo id are required to bill your insurance company. 

Copayments and co-insurance is due at the time of your appointment by cash, or credit card. 

Payment arrangements for self-pay patents are required before services are rendered.  All office visits must be paid in cash 

or credit card only.  Checks are not accepted for payment for self pay patients. 

You must sign legal assignment of benefits 

 Demographic Changes 

Notify our office as soon as possible if any of the following information changes: 

Home/Cell/Work Phone           Insurance carriers       Address          Emergency contact  

Consent for release            Work status                 Primary care  

 Dr. Kelly reserves the right to dismiss patient’s for the following reasons 

Abuse of medications, using multiple pharmacies and physicians, failure to follow treatment plans, missing more than 3 

appointments and failure to pay for medical services. 

 

I have read and understand the information in this document and agree to adhere to the guidelines at Community Pain 

Consultant’s. 

 

 

Patient Signature: __________________________________________________________Date: __________________ 

 

Relieving pain, improving life!  

James M. Kelly M.D. 

555 West Court Street, Suite 100 

Kankakee, IL 60901 

Ph: 815-929-1520 

Fax: 815-614-3029 


