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Communication Policy

The following Telephone, Email and Internet Communication Policy provides guidelines to follow when contacting our office.  By adhering to these simple suggestions, you will help us to provide the most effective and efficient care possible.

· In many cases we receive two phone calls about one issue, one call from each partner.  Please discuss your issues and call plans with your spouse/partner before calling to avoid duplicate calls.  

· Please do not wait until you have run out of medication to call our office for a refill.  Ideally, we ask that patients plan ahead so that all prescription refills can be provided during your office visit when possible.  Prescription refill requests can be made during weekday office hours and require notification of at least 48-72 hours in advance to minimize the risk of running out of medications.  Please give us an alternate pharmacy number to call, if possible, as not all pharmacies stock fertility medications.  

· Oftentimes, our nurses are with patients or on another line when you call.  We do realize that your call is important and, for that reason, we recommend that you leave a message rather than continuing to call back in hopes that someone will pick up.  Please leave a clear message on the nursing voice mail (ext. 180) with your name, phone number, a time when you will be available to speak with us and the reason for your call.  This will enable the nurse to review your chart and gather all the needed information before returning your call.  It is our policy to provide sensitive information directly to you; however, in some cases we are unable to reach you and are connected to an answering machine.  Please advise us if you do NOT want us to leave a message on your machine.

· Phone calls are the most effective method for getting an answer to a quick question or notifying the nurse of medical complications.  When you want to discuss other health issues or have lengthy questions, scheduling a short office visit will provide the best opportunity for us to address your needs.

· Due to HIPAA restrictions, we are no longer able to communicate with you via unsecured e-mail or instant messaging.  However, you may initiate your question via e-mail and we will respond to your message via telephone. 

We appreciate your assistance in our quest to provide the most patient-focused, effective healthcare available.  If you have any questions or concerns about the Communications Policy, please do not hesitate to let us know!
Thank you,

Susan C. Conway, MD       
Carolyn R. Kaplan, MD    

Mark Perloe, MD
Stephanie D. Singleton, MD              

_1082372440.bin

