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RISK MANAGEMENT 

Emailing and texting patients: 
how to keep it legal and safe
By Avery Hurt
These days almost everyone uses email, and many people, especially 
younger people, are comfortable texting as well. According to a 
2015 report by the Pew Research Center, text messaging is the most 
widely used feature of smartphones. The convenience of electronic 
communications is undeniable. But is it a safe and legal way to 
communicate with patients?
State regulations vary—so be sure to check the laws in your state—but 
exchanging emails and texts with patients is allowed under HIPAA, as 
long as you take a few precautions. 

™

YOUR CAREER

Overloaded at work? 
Here’s what you should do
You have more work than you can handle—and no matter how hard you 
work, you can’t seem to get ahead. In fact, it’s gotten to the point that 
you’re exhausted. Most days you don’t even like your job anymore.
If this sounds like you, it’s time to make a change. And that change 
doesn’t have to involve a new place of employment.
Instead, it’s time to assess your situation and come up with a solution.
Now but not later
First, you must determine if the situation is temporary.
Temporary spikes in the workload are typically related to changes 
you can point to: a merger with another practice; a new practice 
offering that hasn’t yet been fully integrated; a major change related to 
technology, such as new software; or significant changes to staff, such 
as the loss of a key individual.
If the situation is temporary, you may still feel overloaded. However, under 
these circumstances, there will be relief in the near future. Nevertheless, 
it’s important to map out when your load will lighten and determine 
what steps you will take along the way to make sure that happens.

(continues on page 3)

(continues on page 7)
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medical office manager TM

How to stop being a ‘hit and run’ 
supervisor 
By Lynne Curry
How many times have you left the scene of a hit and run employee 
accident? Have you dented any employee fenders this month? 
What did it cost you?
When hit and run supervisors spot problem situations, they race 
to the scene, take fast action and speed away, not realizing they 
may have left one or more employee casualties in their wake. 
If you’re a hit and run supervisor, you’ve probably weathered 
multiple collisions—including some you afterwards regretted. 
Unfortunately, even if you later say, “I’m sorry, I shouldn’t have 
snapped like that,” your apologies rarely erase the dents creasing 
your employees’ fenders.
If you’d like to overhaul your hit and run approach, learn to slow 
yourself down by coupling your fast “in the moment” reactions with 
peripheral view decision-making. When you see a trouble situation, 
ask your employee to meet you in your office or another out-of-
earshot location. Then, before you reach a conclusion ask, “What’s 
going on here?” —and listen. If your employee tells you something 
you overlooked in your initial haste, you save yourself future grief.
When you do need to critique an employee, take your foot off the 
gas before you deliver your comments. Supervisors who take a 
few moments to think through how they can best deliver negative 
feedback and don’t leave the scene until their employees both 
understand and commit to improvement achieve lasting results. 
Supervisors who instead deliver verdicts and race off can’t count 
on what they’ll find when they return.
Hit and run supervisors often take good behavior for granted yet 
zero in on problems. If you excel at dishing out criticism but rarely 
dish out compliments, turn your employee encounters into races 
won by letting your hardest working employees know you value 
their consistent good work. Try a few, “Mike, you’ve really gotten 
the billing situation under control—and I know it wasn’t easy. 
Great job!”
If you want your problem employees to turn the corner, follow up 
any corrective feedback you give them with rear-view mirror work. 
Have any of the employees you criticized last month taken what you 
said to heart and improved? If so, follow up with “I’ve noticed your 
efforts in the last couple weeks. Keep up the good work.”  

(continues  on Page 9)

Insight

The Medical Office Manager column Insight can be found at our 
website, www.medicalofficemgr.com. Aimed at helping you manage 
your medical office, it features advice and, yes, insight from experts.
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“We have an older patient base, and it is rare for a 
patient to request email communication. When they do, 
we direct them to the portal.”

— Teri Tolbert
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“The patient has to be informed of the risks and 
give consent,” explains Steven Waldren, physician 
and director of the American Academy of Family 
Physician’s Alliance for eHealth Innovation. 
In addition, you need to make sure any devices you 
use to communicate with patients are encrypted. 
One of the most common sources of privacy 
breaches is stolen or lost devices (phones, tablets, 
laptops), says Waldren. If the data on the device 
is encrypted to HIPAA standards, a lost device is 
not a violation, so be sure yours are all adequately 
encrypted. It’s also important to have a policy on 
file for safe use of communications devices and 
how employees should report a lost device.
While texting with patients can be HIPAA 
compliant, it’s still a good idea to use some caution 
about what you put in those messages. “It’s 
probably not a problem with colds and that kind of 
thing,” says Waldren, “but I wouldn’t discuss STIs 
or mental illness, for example.” 

More than privacy
As important as it is to protect patient information, 
potential problems with texts and emails don’t stop 
with privacy. Advancing Care Information (ACI—
the new incarnation of Meaningful Use) requires 
continuity of care.
Every patient encounter, where real or virtual, must 
be documented in the patient’s record, explains 
Ron Sterling, president of Sterling Solutions, a 
health care information technology consulting firm 
in Silver Spring, MD. Even though we tend to think 
of emails and texts as a distressingly permanent 
record of our every conversation, it is not that 
easy to keep up with random communication in 
cyberspace.
A quick email from a patient asking for clarification 
about what time of day to take a medication might 
require only a quick answer to satisfy the patient’s 
concerns. Or a patient might text because he’s 
worried about a harmless symptom. In both of these 
cases, the doctor’s response is little more than a 
confirmation or reassurance that everything’s fine. 
Even so, the exchanges must be documented. If you 
keep a record of all emails and texts to and from 
patients, you may think you have that covered, but 
it is surprisingly easy for things to fall through the 
cracks. Even if the information exists somewhere, 
it is not a part of the patient’s record if you don’t 

put it there, and keeping track of all of these email 
and text threads and making sure they are part of 
the official documentation may be more than an 
average practice has time for. 
Beyond the ACI, Sterling points out, a patchwork 
quilt of messages that can be easily lost in a tangle 
of back-and-forth emails and texts can compromise 
patient care. It is probably safest to limit all 
electronic communications to the portal—that way 
everything is documented and encrypted. 

At least for now
If patients specifically ask for email and text, you 
can explain that in order to protect their privacy and 
to keep their health records secure, you prefer to 
communicate through your patient portal—at least 
for now. 
For some practices, whether and how to use 
texts and emails may not be an issue now—but it 
probably will be eventually. 
“We have an older patient base, and it is rare for a 
patient to request email communication. When they 
do, we direct them to the portal,” says Teri Tolbert, 
compliance and credentialing manager at Norwood 
Clinic in Birmingham, AL. 
This strategy works well for the large multi-
practice group. “Even though some older patients 
needed a little help getting started with the portal, 
more of them are using it than I expected. They are 
even requesting appointments through the portal,” 
Tolbert says. 
With older patients getting more tech savvy, 
and younger generations having never lived in 
a world that didn’t text and email, this kind of 
communication may be inevitable. As safety 
practices and protocols improve, and EHR software 
evolves to make it easier to incorporate external 
messages into the record, using texts and emails 
will likely become less fraught. But for now, it 
should be done with caution.
Avery Hurt is a freelance writer based in Birmingham, Ala. 
She often writes about medical economics and the intersection 
of medicine and social policy.  

(Emailing and texting patients continued from page 1)
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CYBERSECURITY
Are you still complacent about 
mobile security risks? 
Organizations continue to fall short when it comes to 
protecting corporate data on mobile apps and devices, 
according to the Mobile Security and Risk Review, 
recently released by MobileIron. Mobile threats are on 
the rise but only 8% of companies are enforcing OS 
updates and less than 5% are using App Reputation 
or Mobile Threat Detection software. 
The second edition of the Mobile Security and Risk 
Review—which is based on aggregate, anonymous 
usage data shared by customers and compiled from 
April 1, 2016 through June 30, 2016—updates Q4 
2015 data and discusses an emerging set of threats 
and risks, including enterprise compliance failures, 
compromised devices, and data loss risks. The 
review also identifies enterprise security trends on 
a geographic regional basis and for the government 
vertical.
“The velocity of mobile attacks is increasing but the 
latest data shows that enterprises are still not doing 
the things they could be to protect themselves,” 
said James Plouffe, Lead Architect, MobileIron. 
“This lack of security hygiene demonstrates that 
enterprises are alarmingly complacent, even when 
many solutions are readily available.”

Mobile attacks on the rise
The report outlines several new mobile attacks 
which have emerged that threaten companies. Most 
are simply re-using old tactics against mobile-
specific services, such as SideStepper’s use of 
Man-In-the-Middle (MITM) against MDM, rather 
than employing new techniques or exploiting new 
vulnerabilities. However, when attacks against 
users are successful, they can result in the loss of 
both personal and business data. 
The following mobile attacks either emerged or 
worsened in the last six months:

 k Android GMBot: This spyware remotely 
controls infected devices in order to trick 
victims into providing their bank credentials. 

 k AceDeceiver iOS malware: This malware is 
designed to steal a person’s Apple ID. 

 k SideStepper iOS “vulnerability”: This 
technique was discovered to intercept and 
manipulate traffic between an MDM server and 
a managed device. 

 k High-severity OpenSSL issues: These 
vulnerabilities can potentially impact large 
numbers of applications and services, which could 
ultimately jeopardize enterprise data-in-motion. 

 k Marcher Android malware: This malware 
has evolved to mimic bank web pages that 
trick users into entering their login information 
through e-commerce web sites.

Mobile security practices largely 
unchanged in the face of new threats
Security incidents are often the precursor to a breach 
because they leave a device or app vulnerable and 
that can put corporate data at risk. This quarter saw a 
number of trends in employee compliance incidents 
and corporate security practices, including:

 k Missing devices: 40 percent of companies had 
missing devices, up from 33 percent in Q4 2015. 

 k Out-of-date policies: 27 percent of companies 
had out-of-date policies, up from 20 percent in 
Q4 2015. 

 k Not enforcing OS updates: 8 percent of 
companies were enforcing OS updates, which 
was comparable to Q4 2015. 

 k Not using app reputation software: Less than 
5 percent of companies deployed app reputation 
software, which was comparable to Q4 2015.

Evernote and Line among most 
blacklisted consumer apps
“When an unmanaged app that can potentially 
access corporate data or bypass corporate security 
measures achieves broad consumer adoption, 
IT departments look to blacklist it because they 

http://www.mobileiron.com/securityandriskreview
http://www.mobileiron.com/securityandriskreview
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can’t protect corporate data in an app they don’t 
manage,” said Plouffe. 
New to the list of top 10 consumer unmanaged apps 
most often blacklisted by organizations include 
Line and Evernote.
The top 10 consumer unmanaged apps most often 
blacklisted in Q2 2016 include:
1. Dropbox
2. Facebook
3. Angry Birds
4. Skype
5. Line

6. Box
7. OneDrive
8. Google Drive
9. Twitter

10. Evernote

Government organizations struggle to 
keep pace 
Government organizations are known for having 
some of the most stringent security requirements. 
Paradoxically, extensive approval processes make 

it difficult for these organizations to keep pace with 
change, which can make them more vulnerable.
Globally, government organizations are less 
prepared to deal with security incidents than the 
global average.

 k 61% of government organizations have at least 
one non-compliant device, compared with the 
global average of 53%. 

 k 48% of government organizations have missing 
devices, compared to the global average of 40%. 

 k 34% of government organizations had devices 
operating under outdated policies, compared to 
the global average of 27%.

iOS remains dominant in the enterprise 
The share of iOS devices grew from 78% in 
Q4 2015 to 81% in Q2 2016. The share of 
Android devices remained flat at 18% during this 
timeframe.  

PRODUCTIVITY
Survey: 1 in 4 U.S. employees negatively affected by political 
talk at work this election season
This year’s extraordinary presidential campaign is 
taking a toll on American workers, some of whom 
report feeling stressed, argumentative and less 
productive because of political discussions on the 
job, according to a survey released today by the 
American Psychological Association.
More than 1 in 4 younger employees reported 
feeling stressed out because of political discussions 
at work, and more than twice as many men as 
women said political talk is making them less 
productive, according to the survey from APA’s 
Center for Organizational Excellence. The “Politics 
in the Workplace: 2016 Election Season” survey 
was conducted online on APA’s behalf by Harris 
Poll from Aug. 10-12, 2016, among 927 U.S. adults 
who are employed full or part time.
Men were more likely than women, and younger 
workers (ages 18-34) were more likely than 
older generations, to have experienced negative 
consequences of political discussions at work this 
election season, the survey found. This includes 
having difficulty getting work done, producing 
lower-quality work and being less productive 
overall. Similarly, these groups were more likely 

to have said that because of political discussions at 
work, they feel more isolated from their colleagues, 
have a more negative view of them and have 
experienced an increase in workplace hostility. 
Compared to women, men were more than four 
times as likely to report having argued about 
politics with a coworker (18 percent vs. 4 percent).
Among all workers surveyed, nearly half (47 
percent) said people are more likely to discuss 
politics in the workplace this election season 
than in the past. Although a majority of working 
Americans (60 percent) indicated that people at 
work are generally respectful toward others with 
differing political views, more than a quarter 
(26 percent) have witnessed or overheard their 
coworkers arguing about politics, and about 1 
in 10 (11 percent) have gotten into an argument 
themselves. Overall, more than a quarter of 
working Americans (27 percent) reported at least 
one negative outcome as a result of political 
discussions at work during this election season. 
“The workplace brings people together from 
different backgrounds who might not ordinarily 
interact with each other. When you add politics to 

http://www.apaexcellence.org/assets/general/2016-politics-workplace-survey-results.pdf
http://www.apaexcellence.org/assets/general/2016-politics-workplace-survey-results.pdf


“Regardless of political identification, the heated 
discussions and divisive rhetoric this election season 
have the potential to take a toll on people’s well-being 
and even affect their job performance.”

— David W. Ballard, PsyD, MBA
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the mix—a deeply personal and emotional topic for 
many—there is potential for tension, conflict and 
problems for both employees and the organization,” 
said David W. Ballard, PsyD, MBA, director of 
APA’s Center for Organizational Excellence. 
Other key findings from the survey:

 k More than half of American workers (54 
percent) said they avoid discussing politics with 
colleagues, and 1 in 5 (20 percent) reported 
avoiding some coworkers because of their 
political views. 

 k Although some workers have bonded with 
their colleagues over political discussions this 
election season, with almost a quarter reporting 
they feel more connected to coworkers (24 
percent) and have a more positive view of them 
(23 percent), a small but significant number 
of employees reported a more negative view 
of coworkers, and said they feel more isolated 
from them, perceive more workplace hostility 
and that team cohesiveness has suffered (13 
percent each). 

 k As a result of political discussions at work 
this election season, at least 1 in 10 working 
Americans said they have felt tense or stressed 
out (17 percent), have been more cynical and 
negative at work (15 percent), have had more 
difficulty getting work done (10 percent), 
have been less productive at work (13 percent) 
and that their work quality has suffered (10 
percent). 

 k Men were more than twice as likely as women 
to have said they regularly discuss politics 
with coworkers (28 percent vs. 13 percent). 
Similarly, almost twice as many men reported 
feeling isolated from their coworkers because of 
political discussions (16 percent vs. 9 percent) 
and 18 percent said workplace hostility has 
increased (vs. 8 percent of women). 

 k Compared to women, more than twice as many 
men reported that they have had more difficulty 
getting work done (13 percent vs. 6 percent), 
that their work quality had suffered (14 percent 
vs. 5 percent) and that they had been less 
productive at work (18 percent vs. 7 percent) 
as a result of political discussions at work this 
election season. 

 k For younger workers (ages 18-34), 28 percent 
said political discussions at work have made 

them feel stressed out; 23 percent reported 
feeling more isolated from their coworkers; 
and 25 percent said workplace hostility has 
increased. Almost 1 in 5 younger workers (18 
percent) reported having an argument with a 
coworker about politics. 

 k More than 1 in 4 younger employees (ages 
18-34) said they have a more negative view of 
coworkers as a result of political discussions 
at work (26 percent), and that they avoid some 
coworkers because of their political views (28 
percent). 

 k Compared to older generations, younger 
workers (ages 18-34) were more likely to 
have reported that political talk has negatively 
affected their work performance, with almost a 
quarter saying they have been less productive 
(24 percent), 21 percent citing a decline in 
work quality and 19 percent reporting having 
difficulty getting their work done.

Despite the differences in the way political 
discussions are affecting certain categories 
of employees, there are some groups that are 
surprisingly similar. Republican or Democrat, 
liberal or conservative, the survey found few 
differences across political party or philosophy 
when it comes to how the 2016 election is affecting 
American workers. 
“Regardless of political identification, the heated 
discussions and divisive rhetoric this election 
season have the potential to take a toll on people’s 
well-being and even affect their job performance,” 
Ballard said. “While employers may not be able 
to limit political discussions in the workplace, 
they can take steps to ensure those conversations 
take place in a civil, respectful environment. A 
psychologically healthy workplace is particularly 
critical during challenging and polarizing times, 
and these survey results highlight the fact that 
despite conventional wisdom, people are often 
more alike than they are different.”  
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For example, a temporary situation may require 
additional work hours for you and your staff. It may 
also require short-term assistance, such as temporary 
workers or help from an outside consultant.
Ideally, staffing needs should be addressed prior 
to a major change like a merger or a system 
conversion. But sometimes you can’t foresee the 
implications of change; until you’re immersed in 
a new situation, you don’t know what assistance 
you’ll require. 
It’s not too late. You can and should ask for help now. 
Make a case for the financial resources to get past 
whatever transitional phase your practice is going 
through. Ask for overtime pay for employees, 
approval to hire temporary staff or permission to 
contract with a consultant. Explain that the workload 
has increased beyond what was expected during this 
transition period and that assistance is essential in 
order to keep the practice running smoothly.
Don’t be afraid to own the responsibility for not 
anticipating the workload sooner, but don’t take 
full ownership. Say, “I don’t think any of us fully 
realized how much would be involved with this 
merger (or whatever the situation is).” Also offer 
specifics. “If the office staff works an additional 
five hours each week for the next three weeks, we’ll 
be in good shape.”

Now and later
What if the workload isn’t related to a temporary 
situation? What if this is business as usual, every 
single day?
Again, you should assess the situation. 
First, take a look at why the workload 
has increased. Have you been given more 
responsibility? Has the practice grown without 
adding to staff? Have there been job cuts? 
Answers to these questions will be useful if you 
have to speak with your boss. But before you 
schedule that conversation make sure you explore 
other solutions. These include opportunities to 
delegate, automate, and outsource.
Delegate. Managers are sometimes reluctant to 
delegate, for various reasons. Some believe only 
they have the knowledge and skills to perform 
certain tasks, while others worry about dumping 
on their staff. Like so much about managing, the 
answer usually lies somewhere in the middle.

Staff must be trained to successfully perform 
new tasks, and their current workload must 
be considered. However, research shows that 
employees want to acquire new skills and take on 
new responsibilities. It allows them to learn and 
grow, and it makes them feel valued.
With this in mind, review your job responsibilities 
and determine which tasks you can delegate.
Automate. Despite widespread use of technology, 
many offices are still bogged down in manual, 
time-consuming processes. 
Take a close look at the tasks you and your staff 
perform regularly, with attention to ways these 
tasks can be simplified by using technology or 
improved through better utilization of technology. 
When doing this, don’t underestimate small changes 
that add up. Thirty minutes saved each day equates 
to 1.5 hours per week and 6.45 hours per month—
which is almost another full day of work per month.
Outsource. Look at the tasks you regularly 
perform, as well as those projects that occur 
frequently and seem to throw off your schedule 
because they take up so much time. 
Accounting, payroll, employee handbook creation 
and updating, and employee benefits management 
are among the areas to consider outsourcing. 
If you currently spend a significant amount of time 
devoted to a particular area, the expense associated 
with outsourcing may be easily justified. As 
important, a professional who is a true expert will 
bring a level of competence that will likely benefit 
the practice in other ways. 
After you’ve delegated and automated, you may 
have lightened your load enough so that you don’t 
need to outsource. Nevertheless, outsourcing is still 
worth considering because of the “expert” factor, as 
well as the ongoing reduction in your workload. A 
lighter workload will allow you to better manage—
and lead—your staff.
What if you’ve delegated, automated, and 
outsourced, and still can’t get out from under? 
It’s time to talk to your boss. Make sure he or she 
knows about the steps you’ve already taken to try to 
resolve the matter. This will demonstrate the serious, 
ongoing nature of the situation, and show that you’re 
not reacting to a bad week. Then, ask for assistance. 
It’s helpful, although not essential, to know what 
you’re seeking; for example, an addition to staff. 

(Overloaded at work? , continued from page 1)
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Your relationship with your boss will dictate 
whether you suggest a solution. Remember, it’s 
perfectly acceptable to simply ask for help and let 
your boss come up with an answer. However, don’t 
be surprised if he or she asks what you recommend, 
which is why it’s good to have a solution in mind.

Regardless of the direction the conversation takes, 
make sure you have the conversation. Once you’ve 
tried everything else, you owe it to yourself, 
your staff, and the practice to address this critical 
situation. There’s no reason to shoulder your 
burden alone.  

EMPLOYEE BENEFITS
American workers struggling 
to make ends meet
Three-quarters of Americans (75 percent) are 
living paycheck to paycheck to make ends meet, 
according to a survey from CareerBuilder, a global 
leader in human capital solutions. Thirty-eight 
percent of employees say they sometimes live 
paycheck to paycheck, 15 percent say they usually 
do, and 23 percent say they always do. While 
making ends meet is a struggle for many post-
recession, those with minimum wage jobs continue 
to be hit the hardest. Of workers who currently 
have a minimum wage job or have held one in the 
past, 66 percent say they can’t make ends meet and 
50 percent say they have to work more than one job 
to make it work. 
More than 3,200 full-time workers and more 
than 2,100 full-time hiring and human resource 
managers in the private sector across industries 
participated in the nationwide survey, conducted 
online by Harris Poll on behalf of CareerBuilder.
It’s not only minimum wage workers who are 
struggling, however. Nineteen percent of workers 
at all salary levels were not able to make ends meet 
every month during the past year, and while the 
likelihood of living paycheck to paycheck naturally 
decreases for workers with higher salaries, it’s 
affecting all salary ranges. Nine percent of workers 
making $100,000 or more say they usually or 
always live paycheck to paycheck. Twenty-three 
percent of workers making $50,000-$99,999 and 
51 percent of those making less than $50,000 say 
they usually or always live paycheck to paycheck 
to make ends meet.
Further, 68 percent of all workers say they’re in 
debt, and while 46 percent say it’s manageable, it 
should be noted that 16 percent of all workers have 
reduced their 401(k) contributions and/or personal 
savings in the last year, more than a third (36 

percent) do not participate in a 401(k) plan, IRA or 
comparable retirement plan, and 25 percent have not 
set aside any savings each month in the last year.
While the majority of employees (66 percent) 
say they feel more fiscally responsible since the 
recession, many still feel defeated. Of employees in 
debt, the majority (55 percent) feel they will always 
be in debt and cite these debts: 

 k Credit card: 64 percent
 k Auto loan: 47 percent
 k Mortgage: 45 percent
 k Student loan: 31 percent
 k Loans from friends or family: 10 percent
 k Tax debt: 8 percent
 k Other: 14 percent

Employer solutions
CareerBuilder finds that an overwhelming majority of 
employers, 95 percent, believe the federal minimum 
wage should be raised. Employers disagree on what 
constitutes a fair minimum wage, but 67 percent 
of employers indicate that, at a minimum, workers 
should earn $10 or more per hour. 
Nevertheless, among employers hiring minimum 
wage workers this year, almost half (48 percent) 
say they’re going to pay less than $10 per hour.
Meanwhile, the CareerBuilder survey shows that 
workers require financial solutions.
And wages are only part of the problem. Debt is 
clearly a factor—and it’s an ongoing source of 
employee stress. Employee assistance programs 
(EAPs) that include debt counseling are often helpful, 
as are seminars focused on savings, investing, and 
debt reduction. Financial services professionals 
frequently offer such seminars at no charge.
Although your practice may not have the resources 
to lessen the financial burdens staff carry, it should 
recognize the issue and do what it can to provide 
support.
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Finally, learn to use your side-view mirrors. Hit and 
run supervisors believe they are right because they 
say so. They make up their minds based on what 
they see and rarely ask for or hang around to hear 
opposing views. If you find this fits you, the next 
time you catch yourself cutting a conversation short 
because you don’t want to hear the employee’s 
view, stop yourself, not your employee, short.
Are you tired of collision management? The next time 
you find yourself racing toward a problem, ease off the 
gas and ask yourself, “Am I jumping to conclusions? 
Let me hear what the employee has to say first.” 
If you want the best results when you correct 
employees, take the time you need to word your 

comments so your employees understand what 
they need to do differently and commit to the 
improvements. Widen your peripheral vision until 
you give as much attention to your great employees 
as you give problematic behavior. 
And, finally, use both your side-view and rear-view 
mirrors—because you can’t hit and run when you 
see the whole picture.
Lynne Curry, PhD, author of “Beating the Workplace Bully,” 
AMACOM 2016, and “Solutions” regularly presents to the 
Medical Group Management Association, Alaska Chapter and 
provides services to multiple medical practices and hospitals. 
You can contact Curry @ www.thegrowthcompany.com.
The above information is shared by a guest contributor and does not 
necessarily reflect the views of Medical Office Manager.  

YOUR CAREER
What to wear to a business 
conference
The event looks interesting. There are many great 
sessions from which to choose. And the location is 
ideal; in fact, it takes place in a city you’ve always 
wanted to visit. The biggest dilemma is what to wear.
Are you nodding “yes”?
Take comfort in knowing you’re not alone. What 
to wear to a business conference is confusing, even 
when guidelines are posted at event websites.

Seeking assistance
One of the problems is that these guidelines are 
often vague. They use terms like “business casual” 
or “comfortable, professional clothing.” Perhaps 
the most ambiguous description is “appropriate 
conference attire.”
Hello? What does that mean?
Most attendees are left to interpret these 
“guidelines” on their own. Few get it right. 
If you’ve attended conferences, you’ll likely agree. 
Yet, the guy with the stained T-shirt, sport coat, 
and boat shoes thinks he is wearing “comfortable, 
professional clothing.” The woman with the leggings 
and low-cut top also feels she looks “appropriate.”
Why is it so difficult to get this right? In addition 
to vague guidelines, another problem is that 
business leaders in certain industries now wear 
casual clothing all the time. In the tech industry, for 

example, it’s not uncommon for male executives to 
wear jeans. And start-up companies in a variety of 
industries are often led by people who disrupt the 
norm, including workplace dress codes.
If you’ve ever watched a TED Talk, you’ve 
probably seen a presenter who has bent, if not 
broken, the rules with regard to professional 
business attire. So, you may ask, why can’t you?
In short, because you’re not the CEO of Apple.

Adhering to standards
Even in today’s admittedly more casual business 
environment, there are still standards of business 
dress—and these standards apply to casual clothing 
worn at work-related events. For women, here are a 
few acceptable options:

 k Dress pants with a jacket or cardigan
 k A skirt with a blouse and sweater
 k A dress with a sweater
 k Comfortable dress shoes in good repair; flats 
are acceptable

You can’t go wrong with solid, neutral colors. But 
this doesn’t mean you can’t include some color. You 
might wear black dress pants with a black knit jacket 
and a complementary print blouse, for example.
While these outfits may seem dull, they can still be 
fashion forward. For example, the dress pants might 
be ankle length, the jacket cropped with a longer 
blouse beneath it, and the shoes might include some 
unusual details. Visit the websites of career clothing 
retailers for fashion ideas. 

(Insight, continued from page 2)

http://www.thegrowthcompany.com
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You might also want to check out Pinterest. 
However, be forewarned that these are boards with 
other people’s interpretations of business casual 
and appropriate conference wear. Remember the 
woman mentioned earlier, with the leggings and 
low-cut top? Don’t follow her recommendations.
For men, here are a few acceptable options:

 k Dress pants with a button-down shirt
 k Chinos with a button-down shirt
 k Sport coat
 k Comfortable shoes in good repair; no sneakers

Low-key, neutral clothing is best. Leave the bright 
green pants at home. Ditto on the white shoes.
Even though you may not plan to wear a sport coat, 
bring one anyway. If an opportunity to meet with 
a potential boss presents itself, you can look more 
professional by simply donning the jacket.
While following these basic guidelines, you’ll also 
want to consider location. At a conference in New 
York City, Washington, D.C., Boston or Chicago, 
attendees are likely to dress more professionally, 
where in Las Vegas, San Diego, and Tampa, attire 
will be more casual. Likewise, you’ll want to dress 
for the weather.

Further tips
In addition, make sure you have clothing suitable 
for various activities that you’ll attend as part of 
the conference. Is there a picnic? A formal dinner? 
A baseball game? A rock concert? If attending any 
or all of these (lucky you), you’ll still want to dress 
professionally but appropriately. Ask yourself, 
“What would my boss think if s/he saw me in this 
outfit?” Or, better yet, “What would a future boss 
think of me if s/he saw me in this outfit?”
Finally, you may have some downtime during 
the event. Many conferences are held at hotels or 
resorts, and most of these locations have a pool; 
some have a beach. This means you have an 
opportunity to be seen by your boss and colleagues 
in a bathing suit. Regardless of how fabulous you 
look, leave the string bikini at home and opt for a 
modest one-piece or tankini. If you’re a guy, the 
same goes for the Speedo. Pack some swim trunks.
Don’t kid yourself: appearance matters. That’s why 
it’s always best to err on the side of conservative 
when it comes to conference clothing. If you do, 
the worst that can happen is someone will think 
you are one of the conference speakers. And who 
knows, if you look the part, you might get invited 
to present at next year’s event.  

Don’t be Stumped by Financial Data – Take Control TODAY
When it comes to your job, is there anything worse than feeling “less than confident” in what you’re doing? And if 
you’re uncomfortable with Financial Statement Interpretation, Financial Data Translation, Double Entry Accounting, 
and how it all works together – you are not alone. Struggling with Financial Data is more common than you may 
think. As a matter of fact … most office managers find managing and reporting on financial data to be the most 
daunting of their responsibilities … but don’t despair … we’re going to make your job easier.

This session will help anyone – at any level! In this 60-minute webinar you will learn and discuss:

   Double Entry Accounting: the fix that will 
bring balance to your world

   Income Statements and Balance Sheets, 
and how they interrelate

   Presenting Results More Effectively: gaining 
confidence through deeper understanding

   Impacting Decision Making: leveraging 
financial information for improved strategies

   And much, much more!

WEBINAr ANNouNCEMENt

To register, go to www.medicalofficemgr.com or call 1-888-729-2315

When: Thursday October 20, 2016 
12:00 PM Eastern (9:00 AM Pacific)

Duration: 60 minutes

Presenter:

URGENT Financial Data techniques and tips to Make Your Job Easier: 
The Office Manager’s Guide to Understanding Financial Data

Brenda M. Clarke
CPA/ABV/CFF, CVA, 
Partner, Seigneur Gustafson, LLP

$197 for 
Limited Access

FREE 
for Medical Office 

Manager premium 
members

Make no mistake – your organization is 
relying on your knowledge and accuracy. 

The tips and techniques provided by 
industry guru Brenda M. Clarke in this 

valuable 60-minute webinar can make all 
the difference in enhancing your career. 

So don’t delay! Register NOW!

http://www.medicalofficemgr.com/category/topics/upcoming-webinars/
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HIRING
Why the new Massachusetts 
law matters, regardless of 
where your practice is located
Massachusetts recently signed into law An Act to 
Establish Pay Equity, S.2119, which takes effect 
on July 1, 2018. The new law prevents wage 
discrimination based on gender.
The law includes several noteworthy changes 
related to the employment process, but perhaps the 
most significant is that it prohibits employers from 
requiring applicants to provide their salary history 
before receiving a formal job offer.
The intention is to close the salary gap. Women 
have historically been paid less than men, and 
once a salary gap is established, typically early in a 
woman’s career, it’s difficult to close that gap. 
Although the law only applies to Massachusetts 
employers and employees, it is expected to have 
far-reaching implications. As with other changes 
related to hiring, large companies will likely amend 
their policies to ensure they do not inadvertently 
violate the law. In addition, given the national 
attention this law has garnered, these companies 
will want to be viewed as non-discriminatory—or 
better yet, pro-equality. 
Because large companies will adopt new policies 
and procedures, job candidates will expect small 
and midsize employers to follow suit. Like other 
human resource trends, the changes as a result of 
this law, and other state and federal legislation that 
may follow, will eventually impact your practice. 
It is therefore prudent to familiarize yourself with 
what is happening in Massachusetts, and even get 
ahead of the curve and make necessary adjustments 
to your hiring processes.
Here is a summary of the new Massachusetts law, 
courtesy of the Equal Pay Coalition.
S.2119, An Act to Establish Pay Equity
Section 1: Removes a dated definition of “woman” 
from chapter 149
Section 2(a): “comparable work” is defined as 
solely meaning work that is substantially similar 
in content and requiring substantially similar skill, 
effort and responsibility and performed under 
similar working conditions
Section 2(b):

 k Prohibits discrimination on the basis of gender 
in the payment of wages for comparable work 
unless the variation is based upon

 � Seniority
 � A bona fide merit system
 � A bona fide system which measures earnings 

by quantity or quality of production or sales
 � Geographic location; or
 � Education, training, or experience to the 

extent such factors are reasonably related to 
the particular job in question and consistent 
with business necessity

 k Damages for violating this section shall be the 
amount of unpaid wages plus an equal amount 
in liquidated damages as well as attorney’s fees

 k The statute of limitations shall be 3 years and 
each discriminatory paycheck shall be deemed 
a violation

Section 2(c): prohibits an employer from:
 k Banning employees from talking about their 
salaries

 k Screening job applicants based on their wages 
or salary histories, including requiring or 
requesting that an applicant disclose prior 
wages or salary history as a condition of being 
interviewed or otherwise considered for a 
position

 k Seeking the salary history of a prospective 
employee from any current or former employer, 
except after a formal offer of employment 
and with written consent of the prospective 
employee

 k Retaliating against an employee
Section 2(d): Creates an affirmative defense for 
any employer who, within the previous 3 years, 
completes a self-evaluation of its pay practices, 
in good faith, and can demonstrate reasonable 
progress has been made to eliminate gender passed 
pay differentials for comparable work. An employer 
may design their own review, provided that it is 
reasonable, or may conform to templates, forms, 
and guidance that the attorney general will provide
Section 3: increases the fine for a violation of these 
provisions from $100 to $1000
Section 4 and 5: Requires that employers post a 
notice about an employee’s rights under section 
105A of chapter 149 in the workplace.  
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MANAGING THE OFFICE 
Is good leadership nature or 
nurture?
A new report and leader model from 
ManpowerGroup’s Right Management, experts in 
talent management, identifies leadership traits and 
provides practical solutions to predict, develop, and 
measure leadership effectiveness. 
The report, “Most Likely to Lead,” comes at a 
critical time for employers: 87 percent do not 
believe they have the future leaders needed to 
fill critical roles. Existing methods of identifying 
and developing leaders are failing, creating 
a gap between traditional ideas of leadership 
effectiveness and what it actually takes to drive 
sustained business performance. 
Right Management’s P3 Leader Model (People: 
Purpose: Performance) has been specifically 
designed to respond to today’s uncertain and 
dynamic world of work. 
“In many organizations we still see future leaders 
selected on gut-feel, contacts, time in the job or 
simply right-place, right-time. It’s clear this model 
isn’t working,” says Mara Swan, ManpowerGroup 
executive vice president, Global Strategy and 
Talent & Global Brand lead for Right Management.
It’s not all nature, though. The report identifies a set of 
highly focused, coachable leadership capabilities that 
will improve an organization’s ability to compete and 
win. These include the ability to manage, develop, 
and inspire talent; to accelerate performance 
by building winning teams and a flexible 
infrastructure; and daring to lead so that leaders 
challenge the status quo and seize opportunity. 
The report also redefines leadership, measuring a 
leader’s impact on talent-focused outcomes as well 
as traditional business performance metrics.
“Our P3 Leader Model focuses on assessing and 
turbo-charging inherent leadership enablers, those 
traits that either you have or you don’t,” Swan says. 
“It puts the individual’s leadership DNA under the 
microscope to find out how they are hot-wired, so 
we can develop capabilities aligned to specific and 
measureable business-driven outcomes.”
Drawing on extensive research, the P3 Leader 
Model assesses for the following enablers:
1. Brightness – intellectual curiosity and a strong 

appetite for learning 

2. Drive – the hunger, energy or desire to achieve 
high performance 

3. Adaptability – being comfortable with 
ambiguity, complexity, and uncertainty 

4. Endurance – a high degree of stamina and the 
ability to remain steadfast

The P3 Leader Model is launched at a time when 
Right Management research shows that 40 percent 
of company leaders are unprepared to meet the 
business issues they will face over the next three 
to five years, and only 20 percent of managers 
identified as high performers successfully advance 
to higher levels of leadership. Right Management’s 
leader model offers the practical coaching and 
recommendations needed to develop leadership 
skills and realize maximum business impact with a 
realistic investment of resources.
To view the complete report, visit www.right.com/
P3LeaderModel.  
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