
 
                                                                                                  Dedri Ivory, MD 

River City Medical and Arthritis Center 

3510 Pemberton Square Blvd  

Vicksburg, MS 39180 
Phone: 601-501-6991 

                                                                       Fax: 601-501-6987(EHR)  

                  M-Thur 7:30am -4:00pm 

 Friday 8:00am-12pm  

 

Office Policies, Procedures, Rules and Etiquette 

THE FOLLOWING OFFICE POLICIES, PROCEDURES, RULES AND ETIQUETTE CONSTITUTE “STANDARD 

OPERATING PROCEDURES” FOR: DEDRI IVORY, M.D. 

RIVER CITY MEDICAL AND ARTHRITIS CENTER 

OUR OFFICE IS PLEASED TO HAVE THE OPPORTUNITY TO SERVE YOU  

OUR PRIMARY MISSION IS TO PROVIDE YOU WITH  

QUALITY RHEUMATOLOGY CARE 

 

Clearly stating these policies is the best way to avoid misunderstandings and potential conflict. We ask 

that you take the time to read and review this document. This copy is for your personal reference. You 

will be asked to sign a form acknowledging your understanding of our policies. 

Appointments 

1. We do not accept walk-ins at this time. Office hours are by appointment only. 

 

2. Appointments must be made by speaking to a staff member.  Request by email, phone message, notes slipped 

under the door, or patient portal messaging amongst other request are not actual appointments until confirmed by a 

staff member and Dr. Ivory. 

 

3. To cancel an appointment you must speak directly with a staff member by office phone, use the automated phone 

call reminder or use the patient portal to notify us. Thus, cancellations must be made during regular business hours. 

 

4. You must cancel your appointment no less than 24 hours before your appointment time. The exception is 

canceling a Monday appointment. Monday appointments must be canceled by 4:45 PM on the preceding Friday. 

Should a holiday or office vacation interfere with our being notified, the benefit of the doubt will go to the patient. 

 

5. Due to the increased number of patient no shows and/or last minute cancellations, effective January 1st 2018: If 

you fail to give our office notice of your appointment cancellation i.e. a “no-show”, we assess without exception a 

$30.00 “no-show” fee. This fee is an out-of-pocket cost to the patient and is not billable to or covered by insurance. 

We issue each “no-show” a strike. After 2 strikes, the third “no-show” fee increases to $60.00 per “no-show” and 

continues for all future “no-shows” should the patient be allowed to remain in the practice. In general, if a patient 

“no-shows” 3 times in a row, Dr. Ivory schedules the patient an appointment 4 months from the 3rd “no-show.” If the 

appointment is not kept a certified dismissal letter from the practice is sent to the patient’s home. Please consider 

that a missed appointment is valuable time that could have been utilized for other patient care needs. 

 

6. We run on time for appointments barring the rarest of emergencies. We are not like other offices. If you’re late 

for your appointment you will be asked to reschedule as this delay not only affects Dr. Ivory, but also other patients 
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that are scheduled after you.  If you are late twice to your appointment you will be rescheduled and assessed a 

“no-show” fee and a strike. I will see patients who come on time to their appointments first.  No, I will not 

“squeeze” you in to someone else’s appointment slot. If your appointment is at 2 PM, Dr. Ivory tries her best to be 

walking into the exam room to see you at 2 PM. In order for this to occur you should already be done with the 

receptionist and nurse intake. So please give yourself ample time to arrive early to complete your reception check-in, 

nurse intake and to see the financial counselor if need be. New patients are instructed to be present 30mins before 

their scheduled appointment and Return Patient’s should also be present 15mins prior to their appointments.  

 

7.  Dismissal: If you are “dismissed” from the practice it means you can no longer schedule appointments, get  

medication refills or consider Dr. Ivory as your doctor. You have to find a doctor in another practice.  

 Common Reasons for Dismissal:  Failure to keep appointments, frequent no-shows, Noncompliance, which means 

you won’t follow physician instructions about an important health issue and treatment plan, Threatening, 

demanding or abusive behavior to Dr. Ivory or her staff and failure to pay your bill. We will send a letter to your 

last known address, via certified mail, notifying you that you are being dismissed. If you have a medical emergency 

within 30 days of the date on this letter, we will see you. After that, you must find another doctor. We will forward a 

copy of your medical record to your new doctor after you let us know who it is and sign a release form. 

 

Registration 

1. When you arrive to the office kindly sign in, register and take a seat. Our 1st priority is to discharge the prior 

patient. We will call you when we are ready to start your intake. If for some reason 5 minutes has passed since 

you have signed in and registered, please kindly remind the receptionist that you are here. We are on an 

electronic medical system, often time the receptionist may forget to notify us that you are here. 

 

2. If you have any symptoms of a respiratory infection such as a cough, cold, congestion, runny nose, sore 

scratchy throat, we will ask you to put on a mask and alcohol/sanitize your hands. Please do so promptly. We 

practice rigorous infectious control. Dr. Ivory treats many immunocompromised (Autoimmune diseases) patients 

and she would like to avoid the spread of infection to other patients. 

 

3. Our paperwork is very thorough and patients are often overwhelmed. It’s actually much simpler than it appears. 

The largest document is the standard privacy policy that all offices distribute. The crucial documents you need to 

really read front to back are our registration form and billing policy. The registration form gives us the crucial 

identification and contact information to run your case. Fill out as much information as you can. It could save your 

life. The billing policy governs how your account would be settled and you will be held to the terms of that 

agreement with River City Medical and Arthritis Center and Dr. Ivory. 

 

Payment 

1. Uninsured self-pay patients are required to pay prior to intake. This also includes any request for pain shots or 

steroid injections. 

 

2. Insured patients are held to the terms of the billing policy. We will bill your insurance as a courtesy. This is a 

form of credit we extend to you. If you have been delinquent on payments in the past, you will be asked to pay your 

coinsurance up front. 

 

3. All insured patients with a co-pay must pay your co-pay prior to intake. Waiver of co-pay is illegal. The 

government views waiver of co-pay as a fraud, since it results in a "misstatement" of the Practice’s normal fee. 

 

4. We accept the usual credit cards, cash, checks, money orders, cashier checks. Checks must meet our criteria for 

acceptance and the front desk assistant and financial counselor will provide those details. Any patient who writes an 

insufficient funds check to us regardless of explanation will no longer be able to pay via check. 

 



  Page 3 of 5 
 
5. All patients may be required to meet with the financial counselor to bring their accounts up to date. 

 

Waiting room 

1. Our office has a zero-tolerance policy for patients who conduct themselves inappropriately. Our staff will not 

tolerate verbal or physical threats, bullying, profanity, discriminatory comments, extortion, blackmail or just plain 

meanness or rudeness. Behaving in any of these manners or any other intuitively inappropriate manner is the single 

fastest way to be suddenly looking for a New Rheumatology Medical Office to serve you. We respond very well to 

kindness. Please embrace this. 

 

2. Our office is a safe zone from domestic violence, sexual abuse, discrimination and bullying. 

 

3. No weapons, smoking or pets are permitted in our office at any time.  

 

Intake 

1. You will be called and led into the exam room area by the physician or nursing staff. 

 

2. We take routine vital signs on all patients including their weight. Should you wish to refuse any or all of them say 

so and we will honor your refusal and chart this as so. 

 

3. We expect you to know what medications you are on and your dosages. Please have this information. The chances 

of a bad outcome increase exponentially.  

 

4. We expect you to know what medications you are allergic to. Please be very specific. 

 

Exam room 

1. No cell phone conversations are permitted in our office. If you need to conduct your personal affairs, please 

kindly step outside in to the waiting area or outside the building to do so. While in our office we expect all electronic 

devices including cell phones to be silenced. A ringing cell phone in the middle of an office visit in which 

complex information is being discussed can be disruptive and distracting, potentially causing errors to be 

made or important issues missed. This requirement is for your benefit. 
 

2. No photographs, recording or transcription is permitted in our office. We do not in any way consent to these. To 

ensure confidentiality and privacy, any type of electronic recording is strictly prohibited at any location within this 

office. Thank you for your understanding and compliance. 

 

3. No one is allowed to touch the laptop computers that the doctor and nurse maintain in the exam room. If a person 

is found touching the computer they will be terminated as a patient. 

 

4. Freedom of speech is constitutionally protected in our exam rooms. You may speak freely in our exam room 

about what concerns you. However, please remember that we are required to report domestic violence, child abuse, 

elder abuse and certain medical conditions that are a public health concern. We take our mandated reporting 

requirements very seriously and you cannot negotiate our silence once these issues have been mentioned. 

 

5. At times our physician may use personal anecdotes to make a point. It is also possible that you may glean 

information about Dr. Ivory in the course of a routine office visit that concerns her personal life. Our physician does 

not consent to the use of her personal information outside office. Just as your personal information is protected, so is 

hers. 

 

6. You have the right to stop an interview or exam at any time as do we. 
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7.  Dr. Ivory spends 30mins with new patients. Our main goal at this visit is to carry out an in dept review of your 

history and medical record, perform a physical exam and formulate a plan for investigation and treatment tailored to 

your needs, thus enabling her to construct a comprehensive picture on how best treat you. The first follow up visit 

is typically 4-5 weeks after the initial visit to allow time for lab and x-ray testing to be performed and 

received. This timeframe also enables the patient to undergo some initial treatment and allow the patient to report 

back their effects in the first follow up office visit. 

 

 

Coordination of care 
 

1. We make every effort to fill prescriptions within 72 hours of a request with the exception of planned office 

closures. Plan accordingly; Dr. Ivory reserves the right to require an office visit for refills. If you need a refill for a 

prescription medication, please contact your pharmacy and have them fax or call the request to our office.  

Phone messages are returned between 11:30am -1:15pm and 4:00-5:00pm.  Every phone call is important to us and 

we try our best to respond to your messages as soon as possible. Often time the nurse is helping Dr. Ivory and we try 

to return calls the same day if possible. However, please be aware that messages may take up to 24 HOURS to 

process and respond.  More often than not, if your questions require extensive attention, Dr. Ivory may elect to have 

you make an appointment and come for further evaluation. IN A LIFE-THREATENING SITUATION, PLEASE 

CALL 911 IMMEDIATELY. 

 

2. All controlled substances require an office visit.  Dr. Ivory will not prescribe more than 90 days. An office 

visit and re-evaluation will be required after 90 days. 

 

3. All patients are required to read the drug inserts of all prescribed medications and ask questions they have to the 

pharmacist or physician. 

 

4. Our patient portal is an important tool in coordinating care. Patients can gain access to their chart including lab 

and x-ray results, send Dr. Ivory messages and get replies to your messages, update insurance information and 

contact phone number, at any time. Lab and x-ray results are posted to the patient portal as they become available 

with messages from Dr. Ivory. In order to scale down on phone call requesting lab/x-ray results please sign up for 

the patient portal. Otherwise lab and x-ray results will be discussed when you return for your office visit. If 

there is an urgent lab or x-ray result the nurse will contact your regarding further coordination of care. Any problems 

accessing the patient portal should be addressed with our front office staff.  

 

5. Disease modifying anti-rheumatic drugs (DMARDs): Methotrexate, Leflunomide (Arava), Imuran, Cellcept, 

Sulfasalazine, Cyclosporine, Actemra, Enbrel, Humira, Kineret, Orencia, Remicade, Rituxan, Cimzia, 

Simponi, Xeljanz ect require labs every 3-4 months. If your labs are overdue and you request a refill only a 30-

day supply will be given and you will need to be seen for an office visit and/or produce labs from your primary care 

office or other source. 

 

6. If we refer you to consultants, we will make the initial referral. It is then the patient’s responsibility to be sure that 

consult is executed. If for some reason the patient wishes to have a different referral once scheduled, we will expect 

the patient to arrange that, execute the consult and forward us the clinical notes. 

 

7. Dr. Ivory makes every attempt to notify patients at least a month in advance of an office closure in order to 

reschedule your appointment. ***Excluding Dr. Ivory’s personal emergencies*** In the event of bad weather, 

someone from our office will contact you the day before or the morning of your appointment to let you know of our 

office closure. 
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Acknowledgement 

 

I acknowledge that I have received and read a copy of the OFFICE POLICIES, PROCEDURES, 

RULES AND ETIQUETTE for the River City Medical and Arthritis Clinic.  

 

 

 

 

 

 

Signature/Patient or Guardian                                                                                                                 Date 


