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Fax Transmission 

Policy: 
 
Purpose: This document contains the Department of Health & Disability Services' current Fax 
Transmission Policy. 
 
Facsimile (fax) transmission is a convenient and efficient method for communicating information between 
healthcare providers. Protection of client confidentiality is the most significant risk in fax transmission and 
special precautions are required when using this form of technology. 

Guidelines for protecting client confidentiality when using fax technology to transmit client information 
are as follows: 

-locate fax machines in secured areas away from public access. 

-check that the fax numbers and/or fax “distribution lists” stored in the machine of the sender are 
correct prior to dialing. 

-carefully check activity reports to confirm successful transmission. 

-include cover sheet warnings indicating the information being transmitted is confidential; also 
request verification that, in the event of a misdirected fax, it will be confidentially and immediately 
destroyed without being read. 

-make a reasonable effort to ensure that the fax will be retrieved immediately by the intended 
recipient, or will be stored in a secure area until collected; shred any discarded faxed information 
containing client identification; and advocate for secure and confidential fax transmittal systems 
and protocols. 

-Client information received or sent by fax is a form of client documentation and is stored 
electronically or printed in hard copy and placed in the client’s health record. As the fax is an exact 
copy of original documentation, additional notations may be made on the faxed copy as long as 
these meet the agency standards for documentation and are appropriately dated and signed. Faxes 
are part of the client’s permanent record and, if relevant, can be subject to disclosure in legal 
proceedings. Faxed information is written with this in mind. 



-If a physician’s order is received by fax, nurses use whatever means necessary to confirm the 
authenticity of the order. 

 

 


