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Designation of Record Sets

Purpose 

Under HIPAA, DHSS must provide access to individuals’ protected health information, allow them to receive copies of it, and to request that certain information be amended.  This applies ONLY to information that is stored in designated record sets.  Designated record sets are records that contain protected health information (PHI) and that are used to make decisions about individuals’ treatment or payment for treatment.  This P&P designates DBH’s record sets.

Policy
 DBH will identify those record sets used in making decisions about treatment of individuals’ health and mental health problems and payment for treatment so that individuals can be notified about the contents of these record sets and the process for accessing and amending those records.

Procedure

Designation:

The Privacy Officer is responsible for the designation of record sets.  These sets are:

· AYI Case files: paper: complete billing record, application form, eligibility determination, CANS forms, quarterly reports to the Interdisciplinary Team, pending and discharge forms. Electronic: application form, eligibility determination, CANS forms, quarterly reports to the Interdisciplinary Team, and pending and discharge Forms; complete billing record.

· DD Waivers: paper: complete medical record and billing record. Electronic: partial client information; partial billing record (MMIS and Payer Path). DD Eligibility Applications are at Regional Offices only.

· DD Case files for grant funded and core services.

· DD Fair Hearing Files: complete medical record and billing record.

· DET Case Files: paper: hospitalization medical, transportation, physician records and billing record. Electronic: Partial client record; billing record.

· Prior Authorization for Community Mental Health Services Case Files: paper: partial medical record and Medicaid authorization record. Electronic: client information and service codes.

· [SED Individualized Services Case files]—under development

Location:

Designation of record sets includes identification of the one or more locations at which the paper records are stored and any differences between those record sets.  

· DD Waiver and case  files are at Central Office and Regional Offices: same client files may vary in contents

· AYI Case files are at Regional Offices where service is provided. Billing record is at Central Office.

· DD Fair Hearing files are at Central Office and Regional Offices

· Prior Authorization for Community Mental Health Services are at Central Office

· DET Case Files are at Regional Offices where services are provided: file contents vary depending on nature of case

· [SED Individualized Service Case files will be maintained the same as AYI files.]

Note: Any  Amendment Request and action taken on it is always part of the record set.See P&P Request for Amendment

In providing access to designated record sets, individuals will be informed of all locations where files are found.

Response Timeframe:

The Privacy Officer will determine whether records requested by an individual are “on-site” (30 days to comply with request) or “off-site” (60 days to comply with request).

See also P&P on Access and Accounting: Designated Record Sets are what individuals have access to.

Additional Designations:

The Privacy Officer may designate additional record sets based on the following criteria:

1. The record set contains individuals’ PHI

2. The record set is used by DBH to make decisions about the individual’s treatment or payment for treatment.

Record Retention

The above designated record sets will be maintained by DBH for at least 6 years.

References:

DHSS P&P (to be developed)

45 CFR 164.524 (a)

