St. Norbert College Health and Wellness Services
Policy on Amended Health Records 

SUBJECT:  Amending health records

POLICY:  The Health Wellness Services will have an established process for individuals who request to have their health record amended in accordance with the HIPAA Privacy 45 CFR § 164.250.

PROCEDURE:

1) Patients who request to have their health record amended will be required to complete the “Request for Amendment/Correction of Protected Health Information” form.

2) The Director of Health and Wellness Services will review the completed form and make a decision whether the record will be amended.

3) The individual will be notified regarding the amendment decision. If the request has been denied, the individual will receive, in writing, an explanation on the denial. Individuals will be directed to contact the Privacy Officer (vice president for Mission and Student Affairs), if further resolution is necessary.  If the request has been accepted, the amendment will be made and the information will be forwarded to any organizations indicated on the request form.

4) The amendment request will be filed electronically as a scanned document in the individual’s chart.  The amended note will be dated and written in the progress notes, denoting the amendment and an explanation of such; and signed/co-singed by the senior director for Health and Wellness Services.  
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