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Mobile phone policy

» Mobile phone use among employees is prohibited for sending or receiving personal calls,
emails, or texts while on duty unless the communication is strictly related to the dental practice.

* We understand that family emergencies can happen. We ask that staff provide their family
members and other loved ones with the office phone number so they may be reached during
business hours on the office phone in the event of an emergency.

« If there is a need for an employee to call into the office to report that he or she will not be into
work that day due to illness or another reason, we ask that this communication be made via a
phone call and not by text message. Text messages are not always received 100% of the time.

* Employees should never text or share patient information via their mobile phones. This
includes office staff and outside parties. If sharing patient information is necessary, such as
transferring records, employees must use encrypted email or a HIPAA-approved mobile app.

» Employees should never use mobile phones to record audio, take photos, or film videos in the
office.

If at any time someone violates this office policy, the person will be terminated from
employment with  NAME OF OFFICE HERE
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