TELEPHONE POLICY

After Hours EMERGENCY Calls

	Call 303-988-5252 or 303-996-0730.  Our answering service will pass your message to either to one of our on call physicians prior to 10pm or to the Children’s Hospital Nurse Line after 10pm until we open the next day.  Please limit your phone calls to true urgent issues and not routine medical, scheduling or billing issues.

	Patients who need medical attention prior to or after regular office hours may be directed to one of the after hours facilities in our community.  If your insurance carrier requires that they be informed as to any after hours visits, this will be the responsibility of  the insurance holder.

	We do not charge families for after hours calls.

Calls During Office Hours

	Office Hours:
	Lakewood/Littleton Office
		Monday – Friday		8:00 am – 12:30 pm
						1:30 pm – 5:00 pm
		Saturday			9:00 am – 12:00 pm
		Sunday			closed

	Highlands Ranch Office
		Mon, Tues, Wed, Fri		8:00 am – 12:30 pm
						1:30 pm – 5:00 pm
		Thursday			9:00 am – 12:30 pm
						1:30 pm – 6:00pm
		Saturday and Sunday		closed

	During office hours please call 303-988-5252 (Lakewood/Littleton Medical and Business Office) or 303-996-0730 (Highlands Ranch Medical Office).  Your call will be received by one or our receptionists.  You may either make an appointment to have your child seen or leave your name and phone number for a call to be returned by a member of our clinical staff.  You may request to speak with the business office for insurance or financial matters.

	During the lunch hour (12:30 – 1:30) our answering service will take messages.  Except in emergent situations, your phone call will be returned after 1:30 pm when we resume office hours.

	Prescription refills should be requested during regular office hours.  Please have your pharmacy telephone number handy if your refill is able to be phoned-in.  Please have all information ready if you refill is one which needs to be picked up.  Please allow 48-72 hours for all refill requests to be processed.
