GOODWILL COLUMBUS

ONSITE RESIDENCE DEPARTMENT

CONFIDENTIALITY/ACCESS AND DISCLOSURE 

OF CASE RECORD INFORMATION

PURPOSE:

To ensure the confidentiality of individual records.

POLICY:

Each individual's record is the property of Goodwill Columbus and will be maintained to serve the interests of the individual in accordance with regulatory requirements.  The individual is entitled to secure storage of private information contained in official records.

PROCEDURES:

1. Goodwill Columbus' Onsite Residence Department will protect individual records from loss, damage, tampering, or use by unauthorized individuals through the following procedures and guidelines.

2. Individual records (case files, medical and programmatic) for the current calendar year and previous 12 months shall be maintained at the residence in locked areas.  This will include but not be limited to all medical and dental records and program records.

3. Onsite Residence staff and consultants will have access to individual records. Program staff and consultants who have access to individual records accept the responsibility to maintain the confidentiality of that material regardless of whether is was read, heard, or discussed in a meeting.  Under no circumstances is material in the record to be duplicated, disseminated, or given verbally to unauthorized persons.  Access to records is accomplished only for the purpose of implementing and maintaining an individual's developmental program and general treatment.

4. Onsite residence staff who receive and release information via facsimile will make every attempt to ensure that the fax is secured in room 304 B. Staff who are using e-mail to release information will ensure that their email is pass word protected and only available to the intended receiver.

5. An individual and/or legal guardian can make a request to access their records through their Qualified Developmental Disable Professional (QDDP) or the Program Director (PD). All forms regarding confidentiality, the access of records and the release of information can be obtained through the PD.

6. An individual and/or legal guardian will be allowed access to records in the company of the QDDP or PD. Once the records are reviewed the QDDP or PD will secure them.

 Continuation of Confidentiality/Access and Disclosure

7. Individuals and/or legal guardian may request an accounting of disclosures. These requests must be made on the Request for an Accounting of Disclosure (Form P/S-7) and submitted to the PD. The PD will forward the request to the Privacy Officer. The accounting of disclosures will be returned as soon as possible but no later than 90 days from the date of the request.

8. The individual and/or legal guardian may request a restriction to the use or disclosure of information on the Request to Restrict Use or Disclosure of Case Record (Form P/S-5) and submit it to the PD who will forward the request to the Privacy Officer. Goodwill Columbus may not be required to grant restriction on the Request for Use and Restriction, based on allowable disclosures, Releasing Information Requesting Participants outlined in the company policy.  

9. Individuals and/or legal guardians have the right to request an amendment to their records if they believe information in their case records is incomplete or inaccurate. This request must be made in writing to the PD who will forward this request to the Privacy Officer. Goodwill Columbus will make amendments that are reasonable and factually justified. Goodwill Columbus’ Privacy Officer may deny this request for the following reasons including, but not limited to:

· The entry is accurate and complete

· The entry was not created by Goodwill Columbus staff

· The entry is not available for inspection under federal law

· The request for the amendment is not complete

· The request for the amendment is not understandable

· The request was not submitted by a individual and/or legal guardian and legal authority could not be established

10. If the request for an amendment is granted, the PD will insert the amendment, or provide a link to the amendment at the site of the information that is subject to the request for an amendment. The Privacy Officer will inform the individual that the amendment has been accepted and made.

11. Any denials of the request for an amendment will be completed on the Denial of Request to Amend Case Record (From P/S-4). A copy of this will be maintained in the individual’s file. If the request is denied it will include 

· The basis for denial

· The individual’s right to submit a written statement to Goodwill Columbus’ Privacy Officer disagreeing with the denial

· The individual’s right to have the Request to Amend Case Record and the Denial of Request to Amend Case Record provided with any future disclosures of the contested entry

· How to contact Goodwill Columbus’ Privacy Officer and how to obtain information on filling complaints with U.S. Department of Health and Human Services.

Continuation of Confidentiality/Access and Disclosure
12. Individual records will not be removed from Goodwill Columbus Onsite Residence Department.  

13. Records over seven (7) years old will be shredded or chemically destroyed.

14. A request for the Consent of Release of Information must include the following information:

· Full Name of the Individual

· Social Security number (if required)

· Date of Birth

· Reason for Release of, or request to receive information;

· Full name, title, and address of the person or entity information is released to or requested from;

· The form it will be released in, such as verbal, written, and/or electronically;

· The individual or legal guardians’ signature

· The witness’ signature and date

The request and release are submitted to the QMRP that instructs the departmental secretary to copy and forward the needed information.  Staff will only release or request information that is necessary for services and treatment within the program. Only the minimum necessary information will be requested, released or obtained. A copy of the signed releases for information is located in each individual's file.

15. Individuals who participate in Community Relations activities must sign the

Community Relations Consent for Release of Information. (Form P/S-2a), prior to release of information regarding a individual.

16. The Care Tracker system is considered protected and follows HIPAA regulations.  Reports can only be accessed by Onsite Residence management team or designee.
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