BANNOCKBURN OFFICE POLICIES

[image: image1.wmf]
Our space is professionally managed and we hope you will enjoy our landlord’s attention

to and care of the property. Along with this, there are strict rules and responsibilities for  tenants. 




.             








1. We intend to be consistent in style and appearance with an office complex; 

2. It is imperative that children be escorted by an adult to and from the car.  Conversation between therapist and parent ends when a child begins to exit the room; this applies as well to siblings.

3. Our treatment hour consists of 45-50 minutes of intensive treatment, and 10-15 minutes of patient/parent coordination. If you leave the clinic, we ask that you return 5-10 minutes before the end of the session. This is necessary so that we may start the next session on time. 

4. If your child may become highly disregulated, need medical assistance, or need assistance in toileting, we ask that you remain on the premises. Also diapers should be removed from the premises and placed in an external dumpster. 

5. Equipment and gyms are strictly off-limits at all time. 

6. We try to provide a waiting room stocked with games, toys, and art materials. Ask about our homework supply center and the make-n-take room.  We ask that you do not enter the treatment areas to borrow any other materials/toys/supplies.

7. We prefer that children finish their snacks prior to the start of treatment sessions. No food/drink (other than water) is permitted in the treatment rooms.

8. If you must bring a snack into the waiting area, please use a wet paper towel, etc. to remove crumbs and residue. Cups should be emptied of liquid and ice before discarding. We ask that you scrupulously attend to removal of food items, wrappers, and drinks.

9. Unless you have an alternate arrangement, payment is required at the time of service. Accounts that are billed weekly or monthly must be paid within 30 days of the invoice, or we will need to suspend this courtesy.

10. Our illness policy applies to everyone, including siblings. Please cancel therapy if your child has had any of the following symptoms within the past 24 hours: fever, vomiting, and diarrhea.

These rules and courtesies contribute to a pleasant, clean, effective, and safe                                                                    
 waiting experience for all of our families.
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