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Important Information  

for Our Patients and Their Families 

  



  

Dear Patients and Family Members, 

 

Below you will find important information about your treatment at our practice. Please keep this information sheet for future 

reference. 

All information, current announcements and further details are also available on our website:  

www.praxis-am-volkspark-berlin.de 

 

Praxis am Volkspark 
Bundesallee 55, 10715 Berlin 

E-Mail: info@praxis-am-volkspark-berlin.de  

Telephone: 030 – 84 72 35 35 (please use the answering machine!) 

1. How to Contact Us 

You can contact us during our consultation hours by email, telephone or in person at the practice. Email is the best and 

most reliable way to reach us. As we are often unable to answer the telephone personally during practice hours, please 

leave a message on the answering machine. 

Please allow up to 3 working days for us to process non-urgent enquiries. During this time, please refrain from repeated 

follow-up enquiries and, if possible, do not contact us through several different channels regarding the same matter. 

Urgent medical concerns will, of course, be dealt with as quickly as possible. In a medical emergency, always call 112. 

2. Acute Medical Problems and Emergencies 

Acute medical emergency 

In an acute emergency, e.g. sudden severe pain, shortness of breath, chest pain or impaired consciousness, please call 

the emergency medical services immediately on 112. 

Acute problems during practice consultation hours 

Please contact us preferably by email, or alternatively by telephone (please use the answering machine!).  

Please do not come to our practice without an appointment if you have acute symptoms. As a specialist practice operating 

by appointment, we do not provide a walk-in emergency clinic and are generally unable to offer appointments at short 

notice without prior contact. Once you have contacted us, we will arrange prompt assessment appropriate to the medical 

urgency – on the same day if necessary. 

Acute and severe problems outside consultation hours 

Patients receiving anticancer drug treatment at our practice have been given an emergency telephone number. In the 

evenings and at weekends, this number connects you with one of our doctors for acute and severe symptoms that cannot 

wait until the next morning or until Monday morning. Please do not use the emergency number for non-acute problems, 

general questions, arrangements, appointment cancellations or appointment changes. 

You can also contact the out-of-hours on-call medical service by calling 116 117. 

3. Rescheduling or Cancelling an Appointment (Treatment, Laboratory or Doctor) 

Please discuss any appointment changes or cancellations with us as early as possible – in person, by email or by 

telephone. 

Cancellation for medical reasons 

If you need to cancel for acute medical reasons (e.g. an acute infection or hospital admission), we will make every effort 

to offer you a replacement appointment as soon as possible. Please always cancel your appointment with us yourself and 

without delay. Do not rely on the hospital or other doctors to inform us. 

http://www.praxis-am-volkspark-berlin.de/


 

Cancellation for non-medical reasons 

As a general rule, appointments cannot be rescheduled or cancelled for non-medical reasons less than 3 working days 

before the appointment. Appointments that become available at short notice can usually not be reassigned, while our 

capacity to offer prompt replacement appointments is limited. 

For infusion, injection or transfusion treatments, a cancellation at short notice or failure to attend may mean that treatment 

already prepared for you has to be discarded. This can result in costs of several thousand euros. If these costs are not 

covered by your health insurance provider, you may in certain circumstances be charged for them. 

4. Test Results and Copies of Reports 

All laboratory, CT, MRI and other reports received by our practice are reviewed promptly by our medical team. If immediate 

action is required, we will of course contact you. 

We will discuss your results with you at your next medical consultation. If possible, please wait until this appointment, when 

we can also answer your questions directly. If you urgently need a copy of a report beforehand, please email: 

befunde@praxis-am-volkspark-berlin.de. You will usually receive the requested reports within two working days of receipt 

of your request.  

5. Referral Forms and Hospital Admission Forms 

Referral forms and hospital admission forms are generally provided by our reception staff after your consultation. 

If an external facility requires an additional referral or hospital admission form, please contact us in advance, preferably by 

email. We will let you know as soon as the document is ready. If you arrive without prior notice, immediate processing at 

the practice is generally not possible and the document will need to be collected at a later time. Please therefore contact 

us beforehand. 

As a specialist haematology and oncology practice, we are permitted to issue referral and hospital admission forms for 

patients with statutory health insurance only in connection with their haematological or oncological treatment. 

6. Prescriptions, Medication, Remedies and Medical Aids 

Prescriptions are generally issued as electronic prescriptions. Prescriptions for items such as medical aids or therapeutic 

services are usually provided by our reception staff after your consultation with your doctor. You are also welcome to let 

us know what you need when attending our practice for laboratory tests or treatment. 

If you require a prescription independently of an appointment with us, please contact us preferably by email or alternatively 

by telephone. If you arrive at the practice without prior notice, immediate processing is generally not possible. 

We are accredited by the Berlin Association of Statutory Health Insurance Physicians as specialists in Internal Medicine, 

Haematology and Oncology. For patients with statutory health insurance, we can therefore generally prescribe only 

medication, therapeutic services and medical aids that are directly related to the haematological or oncological condition 

and its treatment. For other medication and prescriptions, please contact your general practitioner or the relevant specialist 

practice. If these doctors are on holiday, please contact their designated cover or an out-of-hours medical service for 

patients with statutory health insurance. 

7. Laboratory Tests 

The necessary laboratory monitoring is tailored individually by your treating doctor to your diagnosis, condition and, where 

applicable, current treatment. In doing so, we must always comply with the applicable requirement for cost-effective care. 

If you would like additional laboratory tests, please discuss this at your next consultation. Unfortunately, we cannot process 

advance requests (e.g. by email) to add tests to laboratory investigations that have already been scheduled. 

If other doctors require specific laboratory tests, we ask the treating colleagues to contact us directly. 

For patients with statutory health insurance, we may not charge laboratory tests to statutory health insurance if they are 

not directly related to your haematological or oncological condition or are not recognised as covered services (except in 

specific circumstances). Examples include HbA1c ('long-term blood glucose'), blood lipids, zinc, selenium and numerous 

vitamins. If required, these tests must be performed by your general practitioner or the relevant specialist practice, or as 

self-pay services. 



  

Different rules regarding billing and authorisation apply to patients with private health insurance. 

8. CT and MRI Examinations 

Making an appointment 

With our referral, you will generally arrange your CT or MRI appointment yourself with a radiology practice. If you have 

received an appointment referral code, you can use the central telephone number 116 117 to arrange an appointment. 

Blood tests before contrast-enhanced CT 

Current kidney and thyroid blood test results are usually required (generally no more than 4 weeks old). Blood can be 

taken at our practice. Please take the results with you to the examination. 

Bring previous imaging 

For follow-up examinations, the radiology practice requires the images from previous examinations, particularly the most 

recent CT/MRI scans, not just the written reports. Please obtain these in good time on CD/DVD or via an online access 

link/code and make them available to the radiology practice. Please note that online access may only be valid for a limited 

period. 

If the examination is performed at the same radiology practice, the previous images are usually already available there. 

We are generally unable to forward previous images because we often do not have them ourselves. Specialist comparison 

of the images is performed by the radiologists, not by us. 

 
 
We want you to feel that you receive the best possible medical care and information from us. If you have any 
suggestions or criticism, please speak to us – your feedback helps us to continue improving our practice. 
 
 
Kind regards, 
 
Dr. med. C.-O. Schulz  
Dr. med. M. Kollendt  
Dr. med. J.-P. Habbel  
Dr. med. J. H. Schefe 

on behalf of the entire team at Praxis am Volkspark 

 
 
 

 


