DISTRICT 19 COMMUNITY SERVICES BOARD

ADMINISTRATIVE POLICIES AND PROCEDURES

SUBJECT:

Medical Record Reviews
NUMBER:

QI 001

POLICY:
It is the policy of D19 CSB to routinely conduct medical record reviews to assure all required documentation is complete, current and correct, as well as to monitor the quality and utilization of services.

PROCEDURES:

1. Quality Improvement staff reviews records in each program regularly.  These reviews are conducted as follows:

· A sample of records will be reviewed in each program.  The sample will be selected at random by the reviewer.

· Reviews are conducted on site at each of the locations that house medical records.  At least one record from each provider from that site will be reviewed.

· Records of both active and discharged consumers are reviewed.  The reviewer will review the records using established tools which capture agency requirements as well as licensure, human rights and third party requirements.

2. In addition to reviews that are routine in nature, reviews may also be conducted at established intervals and/or with a specific focus.  Examples of focused reviews include reviews prior to consumers being discharged from a program/service, when a consumer changes programs, eligibility for program, prior to staff leaving agency, etc.
3. Reports from these scheduled and unscheduled reviews are forwarded to Program Managers, Division Directors, and the Quality Improvement Director.  These reports are utilized by management staff for supervision and management purposes.  Reports are also reviewed in a systemic vein to determine whether any program- or agency-wide issues need to be addressed.  

4. QI staff conducts follow-up reviews to ensure that corrections have been made, where appropriate.

5. In addition to reviews conducted by QI staff, program supervisors review consumer records for many of the same elements.  In some programs, peer reviews are conducted as well.
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