HEALTH SERVICES QUALITY ASSURANCE IMPLEMENTATION GUIDE
EXERCISE 35


SUBJECT:  HEALTH RECORD CUSTODY

PURPOSE:  The purpose of this exercise is to assist clinics in complying with the guidelines for custody of Health Records as    outlined in Chapter 4-A-5 of the Medical Manual (COMDTINST M6000.1B).

BACKGROUND:  Health records are the property of the Federal Government and must be handled in accordance with the provisions of the Privacy Act of 1974 and the Freedom of Information Act.  Guidance in this area is contained in the Privacy and Freedom of Information Acts Manual, COMDTINST M5260.2 (series).

1.  Since health records contain personal information of an extremely critical or sensitive nature, they are considered class III records requiring high security (locked cabinets or area).

2.  The information contained in health records shall not be disclosed by any means of communication to any person or agency unless requested in writing by or with the prior consent of the individual to whom the record pertains.  It is the requestor's responsibility to obtain the consent.

DISCUSSION: 

1.  At Coast Guard units with clinics, health records shall be retained in the custody of the Chief, Health Services Division.

2.  At units where there is no medical officer assigned, health record custody is the responsibility of the executive officer, in accordance with Coast Guard Regulations (COMDTINST M5000.3 (series)), who may delegate custody to the senior health services department representative.

3.  At units without a health services technician, the custody of health records is the responsibility of the executive officer.  Maintenance of these health records may be delegated to health services personnel of another unit (i.e. Groups, Support Centers, etc.).

4.  At no time shall individual members keep or maintain their own health record.  If there is a need to check out a health record for an appointment at another health care facility, the health record custodian (or designee) shall:

a.  have the member complete and sign the health record receipt form (NAVMED 6150/7);

b.  place the record into an envelope, seal it, and hand it to the member;

c.  tell the member to return the record immediately after the appointment;

d.  include a printed request reminding the outside provider to treat the contents of the envelope as confidential;

e.  request the outside provider to include copies of consultations or case notes for placement in the health record, and seal them in another envelope (provided with the health record).

5.  Individuals may examine their own health record in the presence of a health services department representative, providing:

a.  such examination does not interrupt the unit's scheduled mission; and

b.  there is no information contained in the record that would be detrimental to the individual's mental well-being as determined by the patient's attending physician.

This review shall be documented (print or stamp "Record reviewed by patient") in the record on the SF 600 (SF 603/603-A for dental records) and signed by both the patient and the health services department representative.

6.  Health records are subject to inspection at any time by:

a.  the unit Commanding Officer;

b.  the unit Executive Officer;

    c.  duly appointed counsel in the case of a formal hearing; 
        and

    d.  duly appointed Coast Guard officials who are conducting 
        authorized investigations.

Such inspections will be conducted in the presence of a health services representative to aid in the interpretation of information contained in the health record.


7.  When personnel are transferred, the medical officer or health services department representative shall make the necessary entries in the health record and ensure that the current Health Record, Dental Record (SF-603) and Certificate of Vaccination (PHS-731), are properly completed.  The health record shall then be transmitted in accordance with paragraph 4-A-5.(b) or 4-D-7.(c) of COMDTINST M6000.1B (series), Medical Manual.

ACTION:  Quality Assurance Coordinators (QACs) shall schedule a division all-hands training program to ensure annual training regarding health record custody requirements.
