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PROCEDURE

Application

This procedure shall apply to Ionia County Community Mental Health (ICCMH) and all services operated by or under contract with it.  This procedure shall serve as a guide to assure compliance with Board policy regarding Recipient Rights.


1.0
General approval procedures:



1.1
Any Agency employee or other person specifically authorized by the CEO/designee who is seeking to remove a consumer record from the Agency premises using the Authorization for Removal of Case Records from Agency Premises Form shall:




1.1.1
File the written request using the authorization form; or




1.1.2
If the Chief Operating Officer is absent or not available, the employee shall file the written request with the CEO or the person specifically authorized by the CEO to act as his/her designee in the absence of the Chief Operating Officer.



1.2
The CEO/designee shall:




1.2.1
Either approve or deny the request;




1.2.2
Upon approval, facilitate the removal of the consumer record, and ensure completion of the Authorization for Removal of Consumer Record from Agency Premises Form; and




1.2.3
File the form with the Medical Records Coordinator.


1.3
An Agency employee or other person specifically authorized by the CEO/designee to remove the consumer record shall:




1.3.1
Lock the record in the vehicle during transport and when it is not being used for the purpose for which the record was removed;




1.3.2
Keep the record in visual distance when it is in use; and




1.3.3
Document the disclosure on the Disclosure form in the consumer record.


2.0
Original consumer record removal or portions thereof:



2.1
The Medical Records Coordinator shall:




2.1.1
Attach the Authorization Form to the out card;




2.1.2
File the Authorization Form in the consumer record upon return of the record; and




2.1.2
Inform the CEO/designee if the record is not returned at the designated time.



2.2
When the file has not been returned, the CEO/designee shall take immediate follow-up action to secure the file.


3.0
Copies of the original consumer record removed from the Agency (permanently):



3.1
The Medical Records Coordinator shall file the Approval Form in the consumer record.


4.0
Copies of the original consumer record removed from the Agency (temporarily):



4.1
The Medical Records Coordinator shall:




4.1.1
Attach the Approval Form to the out card;




4.1.2
File the Authorization Form in the consumer record upon return of the record; and




4.1.3
Shred the copy.



4.2
An Agency employee or other person specifically authorized by the CEO to remove the record copy shall notify the CEO/designee immediately of instances in which the record will not be returned as specified in the form.


5.0
Administrative monitoring procedure:



5.1
Designees who authorize removal of consumer case records shall:




5.1.1
Be responsible for keeping a record of the removals they have authorized and present them to the CEO, on minimally, a monthly basis; and




5.1.2
Review the Authorization for Removal of Case Records from Agency Premises Form(s) with the CEO or designee when records are not returned in a timely manner.
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