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[bookmark: X7f1da69b4179089e09decad3cbca8992751e624]Call & Meeting Recording Policy
[bookmark: employee-responsibilities][bookmark: call-and-meeting-recording-policy]
To support training, quality assurance, professional development, and customer service improvement, the Company may record business-related telephone calls, virtual meetings, and in-person meetings where permitted by law.

Recordings may include audio and/or video and may occur during internal meetings, external meetings with clients or vendors, customer service calls, or training sessions. Recordings are used for legitimate business purposes such as employee coaching, compliance, documentation, dispute resolution, and service improvement.

The Company complies with all applicable federal, state, and local laws regarding consent to record communications. Where required by law, participants will be notified that a call or meeting is being recorded and that continued participation constitutes consent.

Recordings are considered confidential business records and are stored securely. Access is limited to authorized personnel with a legitimate business need. Recordings will not be used for unlawful or retaliatory purposes.
ePractice Manager employees must:
· Conduct themselves professionally during any recorded communication 
· Provide notice when required before recording any call or meeting 
· Use recordings only for approved business purposes 
· Safeguard access to recordings in accordance with Company policies
Employees who host or initiate virtual meetings are responsible for providing an oral recording notice at the start of the meeting using the approved script below.
[bookmark: X92df53eed57661274eb5e2d5bc6c6ecf967c5ab][bookmark: required-recording-notice-scripts]Virtual Meeting Script (Required When Recording)
Employees should use the following script and provide verbal notice at the start of any virtual meeting that will be recorded:
“Just a heads up—this meeting is being recorded for training and documentation purposes. If you have any concerns, please let us know.”
[bookmark: calendar-invite-footer-language]Calendar Invite Footer Language
Employees are encouraged to include the following verbiage in calendar invitations for meetings that may be recorded:
Meetings may be recorded for training, development, and quality assurance purposes in accordance with applicable law.

[bookmark: X765b712f2fdce1d3a6c34c35a5201e18f12decd]Employees who have questions about this policy or applicable consent requirements should contact Human Resources.

Employee Acknowledgment & Consent
[bookmark: recording-acknowledgment-and-consent]I acknowledge that, as part of my employment with ePractice Manager, business-related calls, meetings, trainings, and communications may be recorded for purposes including training, quality assurance, professional development, compliance, and customer service.
I understand that recordings may include audio and/or video and may involve internal or external participants. I acknowledge that notice will be provided where required by law and that my participation constitutes consent, where legally permitted.
I understand that recordings are confidential and will be handled in accordance with Company policy and applicable law.
Employee Name: ____________________________
Signature: ________________________________
Date: ____________________________________
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