· A Warm Welcome
Welcome to our office.  We are grateful that you have selected Mark M. Williams, MD, FACS and his orthopaedic Sports Medicine “team” to provide you and your family with orthopaedic medical service.  We have provided this brochure to better serve you.  It answers questions that many patients have about our office and our office policies.  It explains what we do, how to reach us, what to expect from us and what we expect from you.  If you have other questions, we will be pleased to discuss them with you.  We value you, our patient, and wish you the best professional care.

· Our mission statement:
“The Orthopaedic Surgery office of Mark M. Williams, MD, PA strives to achieve maximum quality of life regardless of age or athletic interest through excellence in specialist care for injuries and diseases of the musculoskeletal system – the bones, joints, ligaments, muscles, and related structures of the human body.”  
· Sports Medicine
Sports Medicine is of special interest to us.  You will see our office décor reflects this.  In 1998, the United States Olympic Committee honored Dr. Williams by selecting him as a team physician for the US Olympic Team.  Dr.  Williams has volunteered at the Olympic Training Center in Colorado Springs as the US Olympic Team Physician.  Dr. Mark Williams’ Sports Medicine education and experience allows state of the art principles of Sports Medicine to be used for all patients whether or not they play sports.  We work closely with parents, trainers, and coaches to provide safe, rewarding experiences for athletes.  Our Sports Medicine experience is applied to all age groups, including our injured workers.  We understand our patient’s desires to return to the athletic field, the workplace, or their usual activities as soon as possible.  
· Dr. Mark Williams: Education and Experience

· Florida native born in Tampa
· Bachelor of Arts – University of California, Berkeley, 1983
· Medical Degree – University of Southern California, 1987   
· Surgical Specialty Training:

· Internship: General Surgery- University of Miami 

· Residency: Orthopaedic Surgery and Rehabilitation – University of Miami, 1992
· Fellowship: Sports Medicine and Arthroscopy – Southern California Orthopaedic Institute, Van Nuys, CA, 1993
· Certification: 
· American Board of Orthopaedic Surgeons

· Expert Medical Advisor (EMA), State of Florida, Division of  Workers’ Compensation
· Fellow: 
· American College of Surgeons
· American Academy of Orthopaedic Surgeons

· Active Member:
· American Foot and Ankle Society

· American Medical Association

· Arthroscopy Association of North America
· Bays Medical Society

· Orthopaedic Trauma Association

· Southern Orthopaedic Association

· U.S. Olympic Sports Medicine Society
· Sports Medicine Experience: 
· United States Olympic Team Physician 


· Team Physician for local high schools (including Bay, Mosley, and Rutherford) and Gulf Coast Community College.
· Sports Medicine Fellowship-trained Specialist practice in Panama City since 1993.  
· International Lecturer, Author, & Instructor: 
· Presenter of talks and papers throughout the world, including Asia and Europe. 
· Author of numerous surgery textbook chapters and scientific journal articles, and award winning surgery instructional videotape. 
· Instructor of current arthroscopic & Sports Medicine techniques to practicing orthopaedic surgeons from around the world through the Arthroscopy Association of North America, since 1992 (only orthopaedic surgeon in the Florida panhandle to do so).      
· Medical Missionary: 
· In 1998, Dr. Mark Williams volunteered with an Orthopaedic team from Harvard Medical School on a medical mission to Vietnam.  
· Taught Vietnamese surgeons new surgical techniques and
· Lectured on shoulder anatomy at Vietnam Medical School in Hue, Vietnam.
· Office Hours / Appointments
The office is open Monday through Friday from 8 AM to 5 PM.  Dr. Williams sees patients in the clinic on Monday, Wednesday, and Thursday by appointment only.  Please call in advance so that we may reserve a time for you.  We do our best to see you promptly, however, the practice of orthopaedic surgery does have many emergencies and appointments may be delayed.  Please understand that this is unavoidable and that the “emergency work-in” may be you or your loved one.  
To serve you best and reduce “no shows”, we require 24 hour notice to cancel appointments; otherwise this is considered a “late cancellation”.  We will be happy to reschedule your appointment as needed.  Any appointment not cancelled with 24 hour notice will be subject to a $10 “late cancellation” fee.  Any appointment not kept will be subject to a $25 “no show” fee.  Our goal is for you to keep your appointment or cancel with 24 hours notice in order to allow for the occasional “emergency work-in” patient.  Two unexcused “no shows” will constitute grounds for dismissal from the practice.       
· Malpractice
The term means “bad practice”.  We never engage in such activity.  However, like all people, we occasionally make mistakes.  If a mistake is made, you can be certain that we will attempt to correct it at the earliest possible moment.  If you are the kind of person who wants to be richly rewarded for any errors that are made, we suggest that you find another physician.
· Telephone
Patients sometimes become frustrated and/or upset when they call the clinic and cannot get through to the surgeon.  Our secretaries handle all incoming calls.  They will then relay your message to the clinical staff.  This allows Dr. Williams to attend to patients who are in surgery or the clinic with a minimum of interruptions.  While we will make every effort to return your call immediately, this is sometimes impossible. Please be assured that we will do our best to respond to your needs promptly.
· Prescriptions / Test Results / Emergencies
Please have your pharmacy telephone number available when you call.  These calls to the office should be made during regular office hours only as prescriptions will not be telephoned in after hours.  This is because Dr. Williams must review your chart prior to prescribing any medication refills.  Please calculate in advance when you may need a refill on medicines prescribed by us.   Dr. Williams may be unable to respond to your request until the next day because he spends anywhere from half his day to all day in the operating room and/or at the hospital and does not have access to your office chart there.  In some cases, the prescription that is called in may be different than what you were initially prescribed.  Also, after a certain period of treatment, you may need to be referred to pain management, in lieu of further medication, if our treatment and/or surgery do not adequately relieve your symptoms.  Test results, like prescriptions, also require Dr. Williams to review your chart in order to authorize release of information.  Please allow 24 hours when calling for prescriptions or test results. 
The practice of orthopaedic surgery and Sports Medicine does have many emergencies.  Emergency calls related to currently treated problems will be handled promptly and may be referred to the on-call orthopaedic surgeon after hours through our telephone answering service.  If you have an unrelated problem, we will do our best to see you in our clinic as a “work-in” patient or refer you to the appropriate facility.  If you must go to a hospital, the hospital emergency department has an on-call schedule for orthopaedic surgical emergencies.  Local orthopaedic surgeons, including Dr. Williams, share this duty and the emergency department may refer you to their listed surgeon, especially if you require emergency surgery.  If emergency surgery is not required then Dr. Williams may be able to take care of your new problem as an outpatient in the clinic, on a case by case basis, if you can be seen within 7 days of injury.  Once again, please understand the unpredictable nature of an orthopaedic surgical practice if our clinic runs behind schedule due to unforeseen emergencies.

· What if the Surgeon is away?

The best way for a Physician and Surgeon to remain well informed about the most recent and effective methods of diagnosis and treatment are for him to attend national meetings of certain specialty societies.  If the Surgeon is out of town, your call will be referred to another competent and well qualified specialist in the area.
· Forms
We request that you complete and sign the entire “Registration Form” on the front and read and sign our office’s “Financial Policy” on the back.  The “New Patient Medical History Form” also needs to be completed on the front and back.  This may seem like quite a bit of “paperwork” but it provides valuable data enabling us to better serve you.  All information you provide us is kept strictly confidential.
· Fees
In general, fees charged in this office are comparable to those charged by other similarly trained and experienced, fellowship trained, Board Certified Orthopaedic Surgeons in the South.  X-rays, casts, splints and other services are provided for our patient’s convenience and require an additional charge depending on the cost to the practice and on the time and skill required.  Forms that are brought to the office for completion by Dr. Williams require a prepaid $25 “form fee”, per form.   A type written letter from the doctor is done for a fee on a case by case basis.  A work status form is completed at no charge if requested at the time of visit.  We are unable to address work status prior to your visit.
Payment is requested for office services at the time rendered.  Itemized receipts will be supplied.  In most cases, we will help with processing your insurance claim if we are a provider as described below under “INSURANCE”.  An estimate of the charge for any surgery will be provided upon request.  It is impossible to quote an exact figure because every surgical procedure is unique and has its own unforeseen set of complications that may arise.  Payment responsibility for any fees charged by this office is the direct obligation of the patient and is not the insurance company’s.  For patients with insurance, a 20% deposit is required for surgical procedures.  For those without insurance, procedures are to be paid for in advance of the surgery.  
· Insurance
Dr. Williams is a provider for many insurance companies.  Please contact your insurance company for verification of participation as their “current” provider list may have changed.  In general, we do not file third party insurance.   We will consider automobile insurance and claims in litigation on a case-by-case basis.  In certain cases, we may ask you to sign a “Letter of Protection” to help us receive reimbursement for our services.    
You are ultimately responsible for your bill and not your insurance carrier.  Your insurance is a method for us to receive payment for services rendered.  Insurance is not a substitute for payment.  It is your responsibility to pay any deductible, co-payment, co-insurance and any other balance not paid by your insurance.  Although we may elect to help you file your insurance (we often use our insurance expertise to file your claim on your behalf), it is still your responsibility to call your insurance company and confirm that proper receipt and payment of your claim occurs within 30 days from the date of service.  If an account balance is not paid by your insurance company within 60 days from the date of service, then all fees become the patient’s responsibility.  We may assist you until then, but you are ultimately responsible for your bill and not your insurance company.

· Medical Records Policy
Please call our office 48 hours prior to your need for medical records (including X-ray reports see below for X-ray films).  This period is required to ensure your privacy and protection.  Records may be released to patients, guardians and others with a signed authorization form from our office.  No exceptions.  

· X-ray Records Policy
Please understand that X-rays (radiographs) taken in our clinic are the property of Mark M. Williams, MD, PA.  The X-ray fee is for the interpretation or “reading” of the X-rays only which is represented by an X-ray report in your medical record (chart).  We are sorry that we are unable to loan your films to local physicians.  However, if you should need a copy of the actual X-ray films for any reason, there is a duplication fee of $12 per sheet, payable in advance.  We must send this to an outside facility to do this and requires 15 working days.  This is required in order to process your request, retrieve and review the record which may be stored off-site, send the films out for duplication and receive them back from the outside vendor.

· Past Due Accounts
All unpaid insurance balances are due within 30 days, unless special arrangements have been made with our insurance department.  If your account becomes past due appropriate action will be taken to recover the amount due when there is not a valid reason for your payment delay.   If there are legitimate problems, please discuss them with us so that we can help you find a solution.  Past due accounts (over 60 days) are subject to a finance charge.  Patients are also responsible for costs of collection and/or attorney fees if turned over to an agency and/or attorney.  (The minimum collection fee is 100% of outstanding balance.)
· Additional Help
Please remember that our “team” is here to help you and that we all want to help maximize your return to activity.  If you have any questions, please call our office at (850) 769-2757.  Also visit us at http://orthodoc.aaos.org/ShoulderAndKnee.
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