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POLICY TITLE:
Using, Disclosing and Requesting Patient Information for Baptist Health Treatment Purposes

SUMMARY & PURPOSE:
Using, Disclosing and Requesting Patient Information for Baptist Health Treatment Purposes

POLICY:

It is the policy of Baptist Health South Florida, Inc. (“BHSF” or “Baptist Health”) to comply with
applicable state and federal laws, including those protecting the confidentiality of patient healih
information and establishing certain individual privacy rights. It is our policy to implement these
laws In a way that supports our primary mission to the community regarding the delivery of quality
health care in an efficient manner. This policy governs the use and disclosure of patient
information for treatment, payment, and health care operations.

SCOPE/APPLICABILITY:

These procedures apply to Baptist Health and their employees, volunteers, workforce members,
licensed health care professionals and medical staff members that use, disclose or request
patient information in treating and providing health care services to patients at a Baptist Health
facility.

All references to Policies must go to the BHSF Master Copy on the BHSF Intranet; do not rely on other versions / copies of the
Policy.
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POLICY NO.: BHSF-301.00

PROCEDURES TO ENSURE COMPLIANCE:

1.

General Rule: Quality Treatment is the Primary Objective. Anyone covered by this
procedure may use, disclose and request whatever information about a patient is necessary
to treat or provide health care services to the patient, or arrange for treatment.

a. Ethical and professional standards assuring the provision of quality health care and the
immediate physical, social and psychological needs of a patient are the primary concern
in deciding how to use or disclose patient information.

b. Subject to this primary concern, every individual covered by this procedure must make
reasonable efforts to limit the patient information used to the minimum amount necessary
to accomplish the intended purpose.

c. It is never reasonable to limit information when doing so might influence an action or
decision that could adversely affect the patient’s health care or well-being.

Using Patient Information for Treatment: Licensed Health Care Professionals. At all times, to

ensure quality care, licensed health care professionals and medical staff members that

provide treatment to Baptist Health patients shall have access to the entire paper and
electronic medical record of a patient to whom they currently are rendering treatment or for
whom they are providing a consultation or second opinion.

a. Where alternative arrangements have been made by the Baptist Health Privacy Officer
regarding enhanced privacy for a specific patient, the Baptist Health Privacy Officer
should be contacted for assistance.

b. Physicians who did not participate in the care of the patient for a particular
admission/registration and are currently treating the patient, or physicians treating a
patient admitted/registered to one of the system’s hospitals, and requesting copies to the
patient's prior admission/registration to one of the other system'’s hospitals are entitled to
copies of requested health information by providing patient authorization, completing a
staff physician request form, or providing a written request stating they are currently
treating the patient on their letterhead.

Using Patient Information for Treatment: Other Workforce Members. Workforce members
involved in treatment that are not licensed health care professionals include (among others)
and food workers, personal health aides, transport workers, and volunteers.

a. Electronic Access. The supervisor of each Baptist Health employee or volunteer shall,
based on the individual's job-related responsibilities, select the level of access
appropriate for each person they supervise when authorizing credentials for accessing
electronic patient records, as provided in the HIPAA Privacy Policies.

b. Paper Charts. Except where alternative arrangements have been made by the Baptist
Health Privacy Officer, any non-licensed employee or volunteer covered by this portion of
the procedure that is wearing appropriate identification credentials shall have access to
the current paper chart of a patient for whom they have been assigned patient care
responsibilities. These individuals shall review and use only the information for which
they have been approved access by their supervisor.

c. Badges. The supervisor of each non-licensed Baptist Health employee, workforce
members, or volunteers shall, based on the individual’s job-related responsibilities, select
the level of access for each person they supervise when requesting identification
credentials for the individual.

d. Workforce members may not access, use or disclose BHSF patient information, either
paper or electronic for a patient for whom they have not been assigned patient care
responsibilities.

Non Staff Licensed Health Care Professionals Non staff licensed health care professionals
requiring the paper medical record of a patient they are treating may obtain the records from
the Medical Records department. Such access will be granted upon receipt of:

All references to Policies must go to the BHSF Master Copy on the BHSF Intranet; do not rely on other versions / copies of the
Policy.
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5.

6.

POLICY NO.: BHSF-301.00

a. a patient authorization;
b. a staff physician request form; and/or
c. A written request stating they are currently treating the patient on their letterhead.

Minimize incidental disclosures.

a. Anyone covered by this procedure shall be mindful of the identification credentials of
persons who are present in the immediate setting where a patient's care is discussed and
information disclosed in providing and arranging for treatment.

b. Anyone covered by this procedure shall take reasonable steps to assure that incidental
disclosures to bystanders (including clergy, vendors, visitors and any unidentified
persons who may be present) are consistent with professional ethical standards for
balancing the patient’s health care and privacy interests.

Requests for patient information. Individuals who are covered by this procedure and whose
duties require them to request patient information from other healih care providers or health
plans for treatment purposes may request such information for the treatment of a Baptist
Health patient.

Disclosures of patient information. Anyone covered by this procedure may disclose patient
information to another health care provider (or the staff of another health care provider) for
purposes of Baptist Health’s treatment activities and for treatment in a physician office setting
including, but not limited to, for consultation with the health care provider or for discharge
planning.

SUPPORTING/REFERENCE DOCUMENTATION:

¢ Health Insurance Portability and Accountability Act of 1996 (“HIPAA”)
e Applicable Florida State Laws

RELATED POLICIES, PROCEDURES AND ASSOCIATED FORMS:
BHSF Administrative Corporate Privacy Office Policies

ENFORCEMENT & SANCTIONS:

1.

2.

Reference: Corporate HIPAA Privacy Policy 605.20 — Sanctions.

Violations of this policy will be determined by the Chief Privacy Officer in consultation with the
appropriate levels of department leadership and appropriate Human Resources management
level. Reference: HR policies 5250 and 5300.

Violations of this policy may lead to disciplinary action up to and including termination.

Enforcement of this policy will be performed by Baptist Health South Florida’s Privacy Office
in conjunction with Human Resources, as circumstances may dictate.

All references to Policies must go to the BHSF Master Copy on the BHSF Intranet; do not rely on other versions / copies of the
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