SECTION 7:

PERMANENT RECORDS

POLICY #1:

PERMANENT RECORD ACCESS FORM

Effective Date:
4/92

Revisions:

8/92

RATIONALE:

In order to maintain an accurate record of persons reviewing resident information or records, the Record Access Form will be placed at the front of the following records:

Permanent Record

Medical Permanent Record

Financial Record

PROCEDURE:

NERS staff will complete an initial and an ongoing records review of the residents they are employed to serve.  Residential Directors and Instructors will sign in upon completion of the initial review (to signify they are familiar with the contents of the file{s}).Thereafter, records do not have to be initialed upon access as frequent use of these records is assumed in the routine practice of each job.

The Health Services Director will not sign in to the Medical Permanent Record for this same reason.  Substitute staff will review records as assigned by the residential director of each house in which they work.

All other NERS, Inc. staff or persons external to this agency must sign the Record Access Form when accessing/utilizing any of the above records.

NOTE:  It is the responsibility of the Residential Director or staff  on duty to assure that this record access form is utilized by all persons external to the agency.

