HEALTH INFORMATION MANAGEMENT – RESIDENT CLINICAL RECORDS RETENTION AND STORAGE

Effective Date:
March 2014
Policy:


To assure that resident clinical records are stored in a manner free 



from damage by environmental elements (i.e. water, fire, insects) 




and are protected from loss, unauthorized alteration, unintentional



change, and accidental destruction.

Policy Specifications:

1. Discharge resident clinical records will be preserved for a period of seven (7) years.  In the case of a minor, the clinical record will be preserved for three (3) years subsequent to the resident attainment of majority.

2. Discharge resident records may be retained for a period of time beyond the seven (7) year minimum if, in the decision of the qualified health information management practitioner, medical and administrative factors dictate a lengthened schedule within the limitations of space and cost.

3. Discharge resident records are stored in a manner to provide for prompt retrieval of resident information; a discharge index will be maintained by the facility to locate discharge records, including resident name, date of discharge and disposition.

4. Various forms in current use may be maintained separate from the resident clinical record, if such maintenance procedures facilitate internal administrative operations in the interest of resident care.

5. At the time of resident discharge, any components of the resident’s clinical record will be removed from the direct care area and be placed in the Health Information Management Services Department, where records are secured by a locked door/cabinet.  Removal of records from this area will only be permitted upon completion of appropriate sign-out procedures.
6. Destruction of resident clinical records will be accomplished by incineration or shredding, assuring confidentiality of content.  A record destruction log will be retained, as developed by the qualified health information management practitioner.
7. In the event of facility operational discontinuation, the governing body will make appropriate arrangements for preserving all resident clinical health records for the required period of time in accordance with applicable laws and regulations.
