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Records Retention

Purpose

This P&P assures that the Division complies with the Privacy Rule of the HIPAA.

Policy

All of the Division’s records that concern provision of treatment, payment for services or internal operations related to provision of treatment or payment for treatment contain protected health information.  These records will be retained for at least 6 years.

Procedure

The Division’s Record Retention Officer will review the Division’s Record Retention Schedule to assure that all written and electronic documents required to be retained by HIPAA Privacy Rule are retained for at least six years.  

The Privacy Rule of HIPAA requires that written or electronic versions of the following all be kept for at least 6 years:
 

Policies and Procedures

Notice of Privacy Practices

Acknowledgement of receipt of Notice or "good faith efforts" to get acknowledgements

Authorizations

Amendment requests, denials, disagreements and rebuttals

Accounting Forms

business associate contracts

verification documents (e.g., personal representatives)

designated record sets that are subject to access by individuals (see Designated Record Set P&P)

Titles of persons responsible for receiving and processing requests for access and amendment by individuals

Complaints and their disposition

Any communication required by the Privacy Rule to be in writing.

Records involved in any open investigation, audit or litigation should not be destroyed/disposed of.  If notification is received that any of the above situations have occurred or there is the potential for such, the record retention schedule shall be suspended for these records until such time as the situation has been resolved.  If the records have been requested in the course of a judicial or administrative hearing, a qualified protective order will be obtained to ensure that the records are returned to the organization or properly destroyed/disposed of by the requesting party.
References:

DHSS P&P (not yet drafted)

45 CFR 164.530 (j)

 

