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CONFIDENTIALITY OF RECORDS

To state the Revenue Management Department’s position on confidentiality of
records.

To ensure effective confidentiality of records including patient records, employee
personnel records, business records including patient billing, and miscellaneous
records regarding hospital activities.

REVENUE MANAGEMENT

ALL SUPERVISORS:

1.

Instruct unit / section members about confidentiality of records.

A.  All records shall comply with Federal and State laws regarding
Confidentiality.

B. Inno event will confidential records be released without patient or
other appropriate authorization.

Take no action on furnishing records or information from records
without prior authorization from Hospital Administration.

Instruct unit / section members to refer calls regarding furnishing records or
information from records to Hospital Administration.

Instruct unit / section members to refer calls regarding personnel
inquiries to Human Relations Department at extension 73313.

Ensure unit / section members observe regulations governing confidentiality
or records.

Sign confidentiality policy statement, (see attached).
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ALL EMPLOYEES:

1. Receive instructions from supervisor regarding confidentiality of records.

2. Refer calls regarding furnishing records or information from records to
Hospital Administration at extension 73001.

3. Refer calls regarding personnel inquiries to Human Relations Department at
extension 73313.

4. Do not release any confidential information without authorization from
management.

5. Sign confidentiality policy statement. (See attachment)
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