
Basic Balance Policies 
  
1. Payment Policy: Basic Balance’s prefered method of payment is via Square invoice. Expect 
an invoice via email 1-3 days after your purchase/treatment. Invoices are due at the time of 
receipt. If you can not pay the invoice at this time, please notify Allison. Basic Balance also 
accepts cash, check, HSA (Health Savings Account), and Flex debit cards. Receipts can be 
provided via email or text at your request. A penalty will be due for fees incurred because of a 
bounced check. Upon the first incidence of a bounced check, future payments must be made in 
cash or via card unless other agreements are made. 
 
2. Inclement Weather Policy: Assume your appointment will be held as scheduled. If you do 
not feel comfortable driving in the weather, please do not risk it. These is no fee for missed 
appointments due to inclement weather. Notification of your absence in advance is greatly 
appreciated.  
 
3. Wait List Policy: If you would like to add your email address to a waiting list to be notified of 
cancellations throughout the week, please let Allison know. 

4. Cancellation Policy: Your appointment is reserved especially for you. Please understand 
that when you forget or cancel your appointment without giving enough notice, the opportunity is 
missed to fill that appointment time and other patients miss the opportunity to benefit from a 
treatment.  

● Reminders of your upcoming appointment will be sent via email 48 hours and 24 hours 
in advance. 

● To avoid a fee, cancellations must be made before 3pm the day before the appointment. 
If the appointment is on Monday, the cut-off time is 3pm on Friday.  

● If cancellation is made after 3pm the day before the appointment, there will be a $50 
charge.  

● If cancellation is made less than 4 hours before the appointment, you will be responsible 
for the full cost of the treatment.  

● If you miss 4 appointments, you may be referred to another practitioner.  

6. Late Policy: Your respect of other client’s time is appreciated and sessions will end as 
scheduled. Arrivals less than 15 minutes late are welcome, but are still responsible for the full 
fee of the session. If you arrive 15 minutes after the scheduled time, you may be asked to 
reschedule. 
 
8. Contact Policy: Email is the preferred method of contact; please allow up to 48 hours for a 
response to your email. If you need more immediate assistance, send a text message to (603) 
721-9388; alternatively, call and leave a voicemail. If sending a text message, please include 
your name.  
  
7. Cell Phone Policy: Please keep cell phones on silent at all times. If you need to make a 
quick phone call while waiting for your appointment to begin, please step into the hallway. 
  
I have read and understand the above policies: 
  
  
Name:_______________________ Signature:____________________ 
 
Note: These policies can be found online at www.basicbalancekeene.com Please let Allison, 
LAc know if you’d also like a hard copy of the policies. 


