
PORTA VERUM PSYCHOTHERAPY SERVICES

Attendance Policy

Paula Kettula Licensed Clinical Social Worker Inc.

DBA Porta Verum Psychotherapy Services

Cancellation of an Appointment:

We understand that there are times when you must miss an appointment due to emergencies or obligation for
work or family; however, when you do cancel an appointment, you may be preventing another client from
getting much needed care. We require that you call at least 24 hours in advance to cancel the scheduled
appointment. We ask that you use your client portal to manage your schedule by going to
https://portaverum.clientsecure.me.

Late Cancellation Policy:

If you cancel your session in less than 24 hours in advance, please be advised that the credit card we have on
file will be charged for a $120 fee. This fee is NONREFUNDABLE AND WILL NOT BE COVERED BY
YOUR INSURANCE COMPANY .

No-Show Policy:

A 'no-show' means that you miss your appointment without canceling it in an adequate manner. A failure to
present at the time of a scheduled appointment will be recorded in your chart as a "no-show", and the credit
card we have on file will be charged for a $120 fee. This fee is NONREFUNDABLE AND WILL NOT BE
COVERED BY YOUR INSURANCE COMPANY.

Exceptions:

If you are SEVERELY ILL or have a family EMERGENCY, we can waive the $120 fee ONLY IF YOU
STILL NOTIFY US PRIOR TO YOUR SESSION. If you let us know that you missed your session because of
being ill AFTER your session has passed, you will still incur the $120 fee.

BY SIGNING BELOW, I AGREE THAT I HAVE READ, UNDERSTOOD, AND AGREE TO THE ITEMS
CONTAINED IN THIS DOCUMENT.
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