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[bookmark: _GoBack]Purpose: This guide will help you use the PHI Log / Template.
Goal: Provide a way to document that Protected Health Information was given to a patient or patient representative.
I. Using the Template
This template should be used to document any PHI request and that PHI was given to the patient or patient representative.
Once it is determined that this truly is a PHI request and that it can be distributed ;
A. Open the Patient’s chart.
B. Click on the History [image: ] button on the EHR toolbar.
C. Click on the New button to create an encounter.
[image: ]
D. Create Remark
1. Right-click on the encounter and select Encounter Description/Remark
[image: ]
2. Depending on the type of contact, enter one of the following codes:
	Type of Contact
	Code
	Explanation

	Communication
	COM
	Any type of communication (telephone call, email, etc).

	Condom Distribution
	CDM
	Condoms given without appointment.

	Lab Result
	RST
	Lab results given over the phone or in person without an appointment/counsel.

	Medication Refill
	MED
	Request for medication refill without an appointment.

	PHI Authorizations
	PHI
	Request for PHI Authorization for Release

	Referral
	REF
	Referral received for student to the SBC.  Student given info/registration forms and encouraged to make an appointment.




Open the SBC Communication & Pickup Template
3. Click on the Template [image: ] button either at the bottom of the Patient History window or on the EHR toolbar.
4. Choose SBC Communication & Pickup from the Select Template window
E. Click on Forms/Records
[image: ]
F. Click on Release of Info Log (PHI)
[image: ]

G. PHI Log
Right click in the grid and choose Add New
[image: ]





H. Complete the following data elements:
Date requested
Electronic or Paper
Who Requested
Description of PHI disclosed
Date Processed
If it was for transition of care
Who PHI was disclosed to
How records were provided
If provider approved

[image: ]
I. Click Save when closed

[image: ]
J. Click on the Save button on the EHR toolbar.
K. Click on File and select Close Patient
Congrats!  You are now done with this How-to Quickie!


	www.minneapolismn.gov/sbc  www.facebook.com/mplssbc 
	Version: 08/13
	Page 1 of 3
	QKE



image2.emf

image3.emf

image4.emf

image5.png
>HPRA

Communication:
@ Medication Management

@ Medical Question

Communications:

@ Test Result Request
@ Referral Request

I Send letter to patient dus to inability to contact

@ ForpRecords
@ BilingQuestion

@ Other @ Charges
@ Outgoing Call

Display:





image6.png
atient | [ Lol I ] o]
@ Summary Care Other: _[this call only) Email;
 HIPas o0 - [ )

= Preferred contact

Actions:
Details

Date needed: Delivery method
i T I Requestadknowledgedt [
™ Records sent: ,—
I Form compieted | ————
T Patent nformed ———
[ Parentyguardion informea: [ |
(CAdmin Action )~ (Release of nfo Log (PHI)

N &

Chronic robiers)  (Manage My Phrases) (y Phiases )





image7.png
(Right clik in the orid to add new Relesse of Information record,)

% [Gate Requested [Who Requested[Address I [Stte [z 7o Wnom Discosea[Adaress
GG patent et —
G
Oelz
(e
= smsma% —
cancel





image8.png
‘M potientnome: [Tt [PotientTwo ddress: [250 5 ath Street f
1

Date requeste Requested rcords o be provded Who requested Nome of ndiduat
. | [oanemis] © Electronically @ Paper [eatent I

Purpose of discosure Adaress ary states

I I -

ul Description of PHI disclosed: Most recent:

P ttire medicl record o I specttcaate of semices |77

I istoryand physical [ 77 [ xay I specttcaate onges [ 77— w0 [ 77

I immunizations I offce vist Others [
| 7 postoperstve notes 77 oter: [

Date processed: ™ Transition of care: To whom PHIwas disclosed: Name of individusl

[Gemsors I e I

Processed By: I Summaty care record sent address ity State: 7.

Pl e — T T [

Records provided;
© lectronically @ Paper € Verbal

' othen
_ Physican approved disclasurer @ Yes C No € ya

Physician name; @ approved by [Krstie Anderson FP

e ] [ © Denieat





image9.png
0

Save.

Close




image1.emf

image10.jpeg
MINNEAPOLIS
SCHOOL BASED

CLINICS &




