DISTRICT 19 COMMUNITY SERVICES BOARD

ADMINISTRATIVE POLICIES AND PROCEDURES
SUBJECT:

Medical Records - Closed Record Retention and Disposition


NUMBER:

RM 009

POLICY:
Closed medical records will be retained for the required length of time and then destroyed in accordance with current State Library regulations and D19CSB policy.
PROCEDURES:

1. All closed medical records shall be retained in their entirety for at least ten (10) years following the date of last consumer treatment or contact (whichever comes later).

2. Exceptions:  The medical records of all minors (under age eighteen) and all persons under a disability (defined as declared incompetent by a court) shall be retained for a minimum of five (5) years following the attainment of majority (18 years old) or the removal of the disability, or for ten (10) years following the last date of consumer treatment or contact, whichever comes later.  If it is not known whether competency has been restored, the medical record must be retained for 10 years following the last date of treatment or contact.   The medical records of deceased persons shall be retained for a minimum of five (5) years following the date of death.

3. The Program Manager or designee is responsible for the review, retention and management of medical records in his/her program.

4. Closed medical records should be reviewed at least annually to identify records that qualify for processing in anticipation of future destruction.  (See Policy RM 007 “Medical Records – Active and Closed Record Storage and Transport” for additional instructions.)  Closed records will be stored on site for 5 years, then will be transferred to Petersburg for the next 5 years of required retention, and eventually destroyed.

5. All closed records must be processed at the D19CSB Petersburg location prior to destruction.  The D19 QI Technician will calculate the volume of records that are eligible to be destroyed, complete Library of Virginia (LVA) Form RM-3 (attached), secure a signature from the D19 Director of Quality Improvement or designee and send the completed form to the Library of Virginia.  Following LVA notification, the QI Tech will retain a copy of LVA Form RM-3 and arrange for records destruction.

6. The QI Technician will review the records to be destroyed to ensure the following information has been recorded for permanent retention:

a. Name

b. Case number (social security number, or case number for old records)

c. Date of birth

d. Date of admission

e. Date of last treatment or contact, whichever is later

f. Name and address of legal guardian, if any

g. Diagnosis

7. While awaiting destruction, closed medical records should be properly and securely stored according to D19 Policy RM-007.

8. Miscellaneous consumer identifying information (e.g. financial records, court ordered forensic evaluations, etc.), that is not part of medical records, is also subject to LVA Records Retention Schedules 2, 18, 19 and/or 20 or other relevant schedules.  This will be retained according to the applicable LVA Schedule and subsequently destroyed by shredding or burning.  

9. When records are destroyed by an outside contractor, that person or company should provide a written certification on D19CSB Form RM 009-01 “Certificate Of Records Destruction” verifying that the information has been handled in a way to prevent unauthorized access and destroyed in a way that obliterates consumer identification.

10. The QI Technician will record the destruction year for files that are disposed and retain copies of D19CSB Form RM 009-01 completed by the shredding contractor.

11. In the event that D19CSB or any of its programs ceases operation, the D19 CSB Records Manager (Quality Improvement Director) will send the remaining consumer medical records, including original records, records stored on microfilm, compact disc or in any other form, with completed copies of LVA Form RM-3 to the Virginia State Library and Archives for storage and disposition, according to the current Virginia Public Records Act retention and disposition schedules.

12. Substance abuse records (drug and alcohol abuse assessment, diagnosis and/or treatment) will be identified and confidentially handled in accordance with State and Federal Substance Abuse regulations to protect them from unauthorized access.  They will be retained and destroyed on the same LVA schedule as other medical records.
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