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Office Communication Policy
At our office, we prioritize timely, efficient, and safe communication to best serve our patients. Please review the following guidelines to help us meet your needs effectively.
1. Communication Methods
Patient Portal
· The patient portal is our preferred method for brief, non‑urgent communication, and for sending lab results.
· Non‑urgent messages are reviewed within 72 business hours.
· The portal is not appropriate for urgent issues, new symptoms, or medication adjustments.
Phone Calls
· Phone hours: Mon–Thu 8:00 AM–2:30 PM and Fri 8:00 AM–11:30 AM.
· Calls received outside these hours will be returned on the next business day.
· Our physician sees patients five days a week; scheduled appointments must be prioritized.
2. Prescription Refill Requests
· Submit refill requests through the patient portal or your pharmacy.
· Please allow up to 72 business hours for processing.
· Request refills one week before running out of medication.
· If you have not been seen in over 11 months, prescriptions cannot be renewed.
 Please schedule a follow‑up to avoid gaps in care. If an appointment is not scheduled, you may need to contact your Primary Care Provider (PCP) for medication continuity.
3. Scheduling Appointments
· Any concern beyond simple questions — including new symptoms, medication changes, or evaluation of outside records — requires a scheduled visit (in‑person or telemedicine).
· Routine follow‑ups for chronic conditions should be completed as recommended to ensure safe and effective care.
4. Follow‑Up Appointments
· Patients are responsible for completing recommended follow‑ups in a timely manner.
· Repeated delays or failure to follow medical advice may limit our ability to provide ongoing management until an appropriate visit is completed.
5. Non‑Endocrine Issues
· Our office manages endocrine‑related conditions only.
· For concerns outside of endocrinology, please contact your Primary Care Provider (PCP).
6. Behavior & Communication Expectations
· Respectful and professional communication is required for all interactions.
· Aggressive, threatening, or excessive communication may require a scheduled visit to address concerns.
· Continued disruptive behavior after a warning may result in discharge from the practice.
7. Emergency Situations
· For emergencies, call 911 or go to the nearest emergency room.
· Our office cannot provide urgent or emergency care through the phone or patient portal.
We appreciate your cooperation and understanding. Our goal is to provide the highest quality endocrine care in a timely, safe, and effective manner.
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