PRIVACY NOTICE

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE USED
AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS INFORMATION. PLEASE
REVIEW IT CAREFULLY.
State and Federal laws require us to maintain the privacy of your health information and to
inform you about our privacy practices by providing you with this Notice. We must follow the
privacy practices as described below. This Notice will take effect on 10/01/2012 and will remain
in effect until it is amended or replaced by us.
It is our right to change our privacy practices provided law permits the changes. Before we
make a significant change, this Notice will be amended to reflect the changes and we will make
the new Notice available upon request. We reserve the right to make any changes in our privacy
practices and the new terms of our Notice effective for all health information maintained,
created and/or received by us before the date changes were made.
You may request a copy of our Privacy Notice at any time by contacting our Privacy Officer, Dr.
Irelia Machado.
Your protected health information (i.e., individually identifiable information such as
names, dates, phone/fax numbers, email addresses, home addresses, social security
numbers, and demographic data) may be used or disclosed by us in one or more of the
following respects:
• We may disclose and/or share protected health information (PHI) including electronic disclosure with
other health care professionals who provide treatment and/or service to you (i.e., your general dentist,
oral surgeon, etc.,) in connection with our rendering orthodontic treatment to you (i.e., to determine the
results of cleanings, surgery, etc.); These professionals will have a privacy and confidentiality policy
like this one.
• To third party payers or spouses (i.e., insurance companies, employers with direct reimbursement,
administrators of flexible spending accounts, etc.) in order to obtain payment of your account (i.e., to
determine benefits, dates of payment, etc.);
• To certifying, licensing, and accrediting bodies (i.e., the American Board of Orthodontics, state dental
boards, etc.) in connection with obtaining certification, licensure, or accreditation;
• Internally, to all staff members who have any role in your treatment;
• To other patients and third parties who may see or hear incidental disclosures about your treatment
scheduling, etc.);
• To your family and close friends involved in your treatment;

• We may contact you to provide appointment reminders or information about your treatment
alternatives or other health-related benefits and services that may be of interest to you. The reminders
include texts, voicemail messages, postcards or letters.
• We may use or disclose your health information to notify, or assist in the notification of a family
member or anyone responsible for your care, in case of any emergency involving your care, your
location, your general condition or death. If at all possible we will provide you with an opportunity to
object to this use or disclosure. Under emergency conditions or if you are incapacitated we will use our
professional judgment to disclose only that information directly relevant to your care. We will also use
our professional judgment to make reasonable inferences of your best interest by allowing someone
to pick up filled prescriptions, x-rays or other similar forms of health information and/or supplies unless
you have advised us otherwise.
• We may use or disclose your health information when we are required to do so by law. (Court or
administrative orders, subpoena, discovery request or other lawful process) We will use and disclose
your information when requested by national security, intelligence and other State and Federal officials
and/or if you are an inmate or otherwise under the custody of law enforcement.
• We may disclose your health information to appropriate authorities if we reasonably believe that you
are a possible victim of abuse, neglect, or domestic violence or the possible victim of other crimes.
This information will be disclosed only to the extent necessary to prevent a serious threat to your
health or safety or that of others.
• We will disclose your health care information to report problems with products, reactions to
medications, product recalls, disease/infection exposure and to prevent and control disease, injury
and/or disability.
• We will not use your health information for marketing purposes unless we have your written
authorization to do so.
• The health information of Armed Forces personnel may be disclosed to military authorities under
certain circumstances. If the information is required for lawful intelligence, counterintelligence or other
national security activities, we may disclose it to authorized federal officials.

Any other uses or disclosures of your protected health information will be made only after
obtaining your written authorization, which you have the right to revoke.
Under the new privacy rules, you have the right to:
• Request restrictions on the use and disclosure of your protected health information;
• Request confidential communication of your protected health information;
• Inspect and obtain copies of your protected health information through asking us. If you wish to
examine your health information, you will need to complete and submit an appropriate request form.
Contact our Privacy Officer for a copy of the Request Form. You may also request access by sending
us a letter to the address at the end of this Notice. Once approved, an appointment can be made to
review your records. Copies, if requested, will be $25.00 for the first 20 pages, then $0.15 each
additional page. If you want the copies mailed to you, postage will also be charged. If you prefer a
summary or an explanation of your health information, we will provide it for a fee. Please contact our
Privacy Officer for a fee and/or for an explanation of our fee structure.
• Amend or modify your protected health information in certain circumstances; You have the right to
amend your healthcare information, if you feel it is inaccurate or incomplete. Your request must be in
writing and must include an explanation of why the information should be amended.
• Receive an accounting of certain disclosures made by us of your protected health information; and;

• You may, without risk of retaliation, file a complaint as to any violation by us of your privacy rights with
us (by submitting inquires to our Privacy Contact Person at our office address or the United States
Secretary of Health and Human Services) which must be filed within 180 days of the violation.

We have the following duties under the privacy rules:
• By law, to maintain the privacy of protected health information and to provide you with this notice
setting forth our legal duties and privacy practices with respect to such information;
• To abide by the terms of our legal duties and privacy practices with respect to such information;
• To abide by the terms of our Privacy Notice that is currently in effect;
• To advise you of our right to change the terms of this Privacy Notice and to make the new notice
provisions effective for all protected health information maintained by us, and that if we do so, we will
provide you with a copy of the revised Privacy Notice.
• Breach Notification Requirements: Beginning September 23, 2009, in the event unsecured protected
information about you is ‘breached” and the use of the information poses a significant risk of financial,
reputable or other harm to you, we will notify you of the situation and any steps you should take to
protect yourself against harm due to the breach. We will inform HHS and take any other steps
required by law.

Please note that we are not obligated to:
• Honor any request by you to restrict the use or disclosure of your protected health information;
• Amend your protected health information if, for example, it is accurate and complete; Or
• Provide an atmosphere that is totally free of the possibility that your protected health information may
be incidentally overheard by other patients and third parties.

This privacy notice is effective as of the date of your signature. If you have any questions about
the information in this notice, please ask for our Privacy Contact person or direct your questions
to this person at our office address.
Thank you.

PATIENT ACKNOWLEDGEMENT

I hereby acknowledge that I have received and reviewed a copy of this Privacy Notice.

Patient / Parent / Guardian Signature

Date

PRIVACY CONSENT

This form is optional under the new patient privacy regulations recently issued by the United
States Department of Health and Human Services. We have elected to use this form. Prior to
commencing your orthodontic treatment, you should review, sign, and date this form.
Your protected health information (i.e., individually identifiable information such as names, date,
phone/fax numbers, email addresses, home addresses, social security numbers, and demographic data) may be used in connection with your treatment, payment of your account, or
health care operations (i.e., performance reviews, certification, accreditation, and licensure).
You have the right to review our office’s privacy notice prior to signing this consent, a copy of
which can be given to you with this consent.
You have the right to request restrictions on the use of you protected health information. However, we are not required to, and may not, honor your request.
We may amend the privacy notice at any time. If we do, we will provide you with a copy of the
changes, and the changes may not be implemented prior to the effective date of the revised
notice.
You may revoke this consent at any time in writing. However, such revocation will not be effective to the extent that any action has been taken in reliance on this consent.
Thank you for your cooperation. Please let us know if you have any questions.

Patient / Parent / Guardian Signature

Date

FOR PATIENTS WITH INSURANCE COVERAGE

We file insurance as a courtesy to our patients. If you would like our office to submit your dental
insurance for you, we ask that you read and agree to the following:
The portion of the fee not paid by insurance is the responsibility of the patient. We ask that you
pay your estimated portion. We do our best to figure each patient’s out of pocket expense.
However, the amount we give each patient is JUST AN ESTIMATE, and is based on information
we have received from your insurance company. Not all information is available to us, and
therefore, the amount we estimate is not a guarantee of further financial responsibility for each
patient.

Signature

Date

I authorize release of any information relation to this claim. I understand that I am responsible
for all costs of orthodontic treatment.

Signature

Date

I hereby authorize payment of the orthodontic benefits otherwise payable to me directly to
Smiles for Life Orthodontics.

Signature

Date

I understand the anticipated orthodontic benefit is a good faith estimate based on verbal or written verification of benefits from my insurance company. The orthodontic benefit is usually not
paid lump sum, but rather spread out in monthly, quarterly, semi-annual, or annual payments.
While we have done our best to estimate the benefit amount, the amount paid can vary due to
waiting periods, deductibles, sliding fee scales, fee schedule payments, or cancellation of the
insurance policy. The policyholder is responsible for advising the orthodontic office of any
changes in insurance coverage. Any amount unpaid by insurance FOR ANY REASON,
becomes the responsibility of the patient/responsible party.

