
HIPPA TRAINING JULY

“Patient Privacy Compliant / 
Visitor Log / Temp/Float Log”



Patient Complaint Form: PF-9000

This page is to be filled 
out by the patient or 

the patient’s 
representative

This page is to be filled 
out by the Privacy 

Officer assisted by the 
doctor or supervisor

*Use these documents with pg. 1 of PF-
8000 HIPAA Incident Report Form*



Non-Patient Visitor Log for Front 
Desk: SF-1010

Keep the log for six 
years from last 
date on form!

• Have all non-patient 
visitors sign in and sign 
out

• Escort all visitors while 
they are in the facility

• Monitor areas with 
patient information 
(front desk computers, 
offices that may have 
doors open, etc.)



Float/Temp Log: Form SF-1080



Float/Temp Log: Steps

Contact the HelpDesk and ask for a Temporary Log In for the Float/Temp

LPCJane1234
Inform the HelpDesk what access the Temp will need (i.e.: Demos, Medical 
Records) – no MD financial information

You assign the Log In and Password, always using the same format

1

2

3
Office Name

Temp/Float’s 
First Name

Last 4 of their 
SSN4

Keep a log of your temps/floats so that if a privacy or security 
breach is discovered, we will be able to trace it back to the 
employee if applicable

5 When the temp/float has completed their assignment in your office, 
notify the HelpDesk to terminate their access
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