[image: ]		AbleNet Policies:  Provision of Services

PS 6 Client Medical Records

Effective Date: October 17, 2013
Last Date Revised: October 17, 2013

Policy

AbleNet maintains complete, accurate, readily accessible, and systematically organized records for each patient/client. AbleNet has implemented safeguards to prevent loss, tampering, alteration, destruction, and unauthorized use or inadvertent disclosure of information including any protected health information in client/patient records, as well as falsification of data and information.

The organization maintains the confidentiality and integrity of the medical records of all clients. Only designated staff members have access to client medical records. Staff members are oriented and educated about the importance of maintaining the medical records confidentiality and the safeguards employed by the organization. All staff having access to medical records is trained in privacy and confidentiality practices and the collection and use of patient/client Protected Health Information (PHI).

AbleNet maintains adequate storage space on site to accommodate all current and active patient records.




P S 6 Record Composition

Effective Date: October 17, 2013
Last Date Revised: October 17, 2013

Policy

AbleNet retains a record of all client services. At a minimum, patient/client records include detailed descriptions of the specific products used; pertinent medical history; relevant financial records; services provided (including any follow-up); and evidence of patient/client education and training regarding the durable medical equipment, prosthetics, orthotics, and supplies provided, as well as any other items and services as needed. All records are kept in a uniform manner and maintained in a secure manner with safeguards in place to prevent loss or destruction.

All staff having access to medical records are trained in privacy and confidentiality practices and access to records will be limited to members who have received this training and who are required to access these records due to employment responsibilities (as evidenced by job title). Protected Health Information is used as indicated and required by law and not further released without patient approval. Patients and clients who have personally identifiable health data and information that has been collected or maintained by the organization are informed of what uses and disclosures of the information will be made by the organization. 

Procedures
The patient/client record includes, but is not limited to, the following (when applicable):
· Complete patient/client information (full name, address, telephone number, social security number, third party payer ID number, date of birth)
· Name and title of the person making the referral, and date of the referral/order
· Client diagnosis and pertinent medical history
· Name and telephone number of emergency contact person (family member or significant other)
· Patient/client referral or intake form/Client Information Form
· [bookmark: _GoBack]Physician’s prescription and current plan of care or service (i.e., equipment and service orders)
· Client assessment and/or evaluation on admission to services (when applicable)
· Relevant clinical data, including laboratory data, test results, patient/client history, transfer forms (if applicable)
· Signed document verifying receipt of delivery of equipment/device/service items.
· Signed authorization to treat form
· Signed authorization for payment, assignment of benefits or similar document
· Information about financial responsibility
· Signed HIPAA Notification and confidentiality statement authorizing release of records
· Certificate of Medical Necessity or other required billing documents 
· Equipment/device/service serial/lot number 
· Documentation of verification that the equipment/device was functional at the time of the delivery 
· Documentation that the client/caregiver was educated on proper equipment/device use, safety and client’s responsibility for use and maintenance 
· Documentation of client/caregiver’s understanding of teaching or need for additional teaching 
· Verification of receipt by the patient or caregiver of all paperwork, educational materials, payment information, warranties, safety assessments, instructions, privacy policy, etc that the organization provides to the patient at the start of services 


Client Charts are audited on a quarterly basis using the following checklist from Policy BC 1 – 3:

AbleNet Medical Record Audit Tool

Patient Name:							Date of Review: 			


Item/Service		Date of Service		Complete Del Ticket	        Complete Order
								⁫				⁫
								⁫				⁫
								⁫				⁫
								⁫				⁫
					
	
Evidence that file contains the following:		⁫				⁫

	Client Name
	
	Client Address
	

	POS
	
	Education Materials
	

	DOB
	
	Pymt Information (all)
	

	Diagnosis
	
	Warranties
	

	Signed Rx/CMN
	
	Safety Tips
	

	User/Caregiver Education
	
	Privacy Policy
	

	Proof of functionality
	
	HIPPA notice
	

	Speech Evaluation
	
	Rights and Responsibilities
	

	Delivery Verification
	
	EOB’s /Credits
	

	Equip Serial number
	
	ROI’s/AOB/Pymt Agrmt
	



Other items as required:
⁫							⁫					
⁫							⁫					
⁫							⁫					


Audit Completed By		
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