This sample form can assist you in creating a unique form that addresses the specific circumstances of your practice. 


SAMPLE Checklist for Recording Conversations in the Office
Implement a practice policy by:
(  Checking with corporate counsel regarding state-specific tape recording laws and if admissible in court.

(  Determining the practice’s position on patients and/or families recording office visits.

(  Developing a policy to reflect the practice’s position on recording conversations. 


(  Determining the practice’s procedure should the practice learn that a patient or visitor has inadvertently recorded another patient, including how the practice will notify the recorded patient.

(  Deciding how the practice will maintain recordings or copies of recordings within the medical record and release copies of recordings upon receipt of the patient’s or personal representative’s authorization.
(  Determining whether to include information about this policy on the patient-intake form.

Prior to recording:
(  Advise the patient or requestor of the practice’s policy.
(  Evaluate the status of the physician-patient relationship.
(  Let patients and personal representatives know they are welcome to take notes during the appointment.

   (  Consider possible reasons for or uses of a recording of an office visit.
   (  Consider that recording may inhibit the patient’s sharing of pertinent information.
(  Recordings may be shared with the family and/or caregiver.    

(  Assess the patient’s individual needs including disabilities, healthcare literacy, and English proficiency.





(  Verify the patient understands the policy by asking them to repeat it back.

(  Develop an authorization form for the patient or patient’s healthcare surrogate to sign (along with the physician/provider) allowing the recording. Include in the authorization form language releasing the practice from liability associated with the patient’s or family’s subsequent use of the recording.  

(  Maintain the authorization form in the patient’s medical record. 
(  Purchase a recording device or mechanism for the practice so that the practice and the patient (and/or family) has access to the same information via the patient’s medical record.  
With a decision to allow recording:
(  Follow the practice’s policy with minimal variations. 
(  Explain that the recording will become part of the medical record.

(  Provide information relevant to the patient’s medical care. 
(  Upon consent of both parties and written authorization, create a recording for the practice and maintain it as part of the medical record.  

   (  Add medical record documentation that the patient may record the visit according to practice policy.   
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Sample Checklist for Recording Conversations in the Office, continued
With a decision to disallow recording:
(  Discuss decision with the patient and/or family and explain the practice’s policy does not allow recording of an office visit.
(  If an EMR is used, offer the patient and/or family a print-out of information related to the visit.

(  If paper records are used, provide a written summary of the visit, including any education, medication instructions, treatment plan(s), and necessary follow-up.
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