
5YLVANIA TOWNSHIP FIRE DEPARTMENT
6633 MONROE STREET

SYLVANIA, OHTO 43560

Policy on Potient Access, Amendment ond Restriction on

Use of Protected Heolth Informotion

PURPO5E

Under the Heolth Insuronce Portobility ond Accountobility Act of 1996 (HIPAA) Privocy Rule, individuols hove the
right to occess ond to request omendment or restriction on the usa of their protected heolth informotion (PHI)

ond resfrictions on its use thot is mointoined in "designoted record sets" (DRS). (See Policy on Designated Record

Sets).

This policy olso estoblishes the procedure by which potients or appropriote reguestors nloy occess PHI, request
omendment to PHI ond request o restriction on the use of PHf.

SCOPE

This policy opplies to oll Sylvonio Township Fire Deportment stoff members who hondle reguests from Potients for
occess, omendment ond requests for restriction on the use of PHI.

PROCEDURE

Only informotion contoined in the DRS outlined in this policy is to be Provided to Potients who reguest occess,

amendment ond restriction on the use of their PHI in occordonce with the Privacy Rule ond the Privocy Proctices of

Sylvonio Township Fire Deportment.

Potient Access:

1. Upon presentotion to the business office, the potient or oppropriote rePresentotive will complete o

Request for Access Form.

2. The Compony stoff member must verify the patient's idantity, ond if the requestor is not the Potient,
the nome of the individuol ond reoson thot the reguest is being mode by this individual. The use of o

driver's license, sociol security cord, or other form of government-issued identificotion is occeptoble

for this purpose.

3. The cornpleted form will be presented to the Privocy Officer for oction.

4. The Privocy Officer will oct upon the reguest within 30 doys, preferobly sooner. Generolly, the

Compony must respond to requests for occess to PHI within 3O doys of receipt of the occess request,

unl"ss ih" designoted record set is not mointoined on site, in which cose the response period moy be

extended to 60 doys.
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To ensure thot Sylvonio Township Fire Deportment only releoses the PHI thot is covered under the Privocy Rule,

this policy outlines procedures for reguests for potient occess, amendment, ond restriction on the use of PHI.



5. If the Compony is unoble to respond to the request within these time fromes, the reguestor must be
given o written notice no loter thon the initiol due dote for the response, exploining why the Compony

could not respond within the time frome, and in thot cose, the Compony moy extend the response time
by on odditional 30 doys.

6. Upon approvol of occess, the potient will hove the right to occess the PHf contoined in the DRS outlined
below ond moy moke o copy of the PHf contoined in the DRS upon verbol or written request.

7. The business oflice will estoblish o reosonable chorge for copying PHI for the potient or appropriote
representotive.

8. Potient occess moy be denied for the raosons listed below, and in some coses the denial of occess moy
be oppeoled to the Cornpony for review.

9. The following reosons to deny occess to PHf ore not subject to review ond ore finol ond moy not be
oppealed by tha potient;

ff the information the patient reguested wos compiled in reosonoble onticipotion of, or use in, o
civil, criminol or administrotive oction or proceeding:

b. If the informotion the potient requested wos obtoined from someone other thon o health core
provider under o promise of confidentiolity ond the occess requested would be reosonobly likely
to reveol the source of the informotion.

10 The following reosons to deny occess to PHf ore subject to review ond the potient moy oppeol the
deniol:

rf o licensed heolth core professionol hos determined, in the zxercise of professionol judgment,
thot the occess requested is reosonobly likely to endonger the life or physical solety of the
individuol or onother person;

b. ff the protected health informotion mokes relerencz to onother person (other thon o heolth
core provid'er) ond o licensed haolth professionol hos determined, in the exercise ot
professionol judgment, thot the occess reguested is reosonobly likely to couse substontiol horm
to thot person;

o

CI

c Tf the request for occess is mode by o reguestor os o personol teptesentotive of the individuol
obout whom the reguestor is reguesting the informotion ond o licensed heolth professionol hos
determined, in the exercise of professionol judgment, thot occess by you is reosonobly likely to
couse harm to the individuol or onother person.

rf the deniol of the reguest for occess to pHr is for reosons o, b, or c, then the potient moy
request o review of the deniol of occess by sending o written reguest to lhe privacy officer.

The Compony will designote o licensed heolth professionol, who wos not directly involved in the
denial, to review the decision to deny the potient occess. The compony will promptly refer lhe
request to this designoted review official. The review officiol will determine within o
reosonoble period of time whether the deniol is oppropriote. The compony will provide the
potient with written notice of the determinotion of the designoted reviewing official.

d

e.
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f. The potient moy olso file o comploint in accordonce with the Procedure for Filing Comploints
About Privocy Proctices if the patient is not sotisfied with the Compony's determinotion.

11. Access to the actuol files or computers that contoin the DRS thot moy be occessed by the potient or
reguestor should not be permitted. Rother, copies of the records should be provided for the potient or
requestor to view in o confidentiol area under the direct supervision of o designoted Compony stoff
hember. UNDER NO CtRCUrl sTANcEs SHOULD oRI6INALS OF PHI LEAVE THE PREMISES.

12. If the Potient or reguestor would like to retoin copies of the DRS provided, then the Compony moy
charge o reosonoble lee for lhe cost of reproduction.

L3. Whenever o Potient or reguestor occesses o DR5, o note should be maintoined in o log book indicoting
the time ond the dote ol the reguest, the dote occess wos provided, whot specific records were
provided for review , ond whot copies were left with the patient or requestor.

14. Following o request for occess to PHI, a potient or requestor may reguest on omendment to his or her
PHI ond request restriction on its use in some circumstances.

Reouests for A mendment to PHf

15. The potient or oppropriote reguestor moy only reguest omendment to PHI contoined in the DR5. The
"Request for Amendment of PHI" form must be occompanied with ony request for omendment.

16. The Compony must oct upon o Reguest for Amendment within 60 doys of the reguest. Tf the Compony is
unoble to oct uPon the request within 60 days, it must provide tha tequestot with o written stotement
of the reasons for the delay, ond in thot case moy extend thz time period in which to comply by on
odditionol 30 doys.

17. All requests f or omendment must be f orworded immediotely to the Privocy Oflicer f or review

18. If the Privacy officer grants the reguest for omendment, then the reguestor will receive a lelter
indicoting thot the opproPriote omendment to the PHI, or record thot wos the subject of the request,
hos been mode.

!9. Ihere must be written permission providad by the potient so thot the Compony moy notify the persons
with which the omendments nzed to be shored. The Company rnust provide the omended informotion to
those individuols identified by hoving received the PHI thot has been omended os well os those persons
or business ossociotes thot hove such informotion ond who moy have relied on or could be reosonably
expected to rely on the omended PHI.

20. The potient must identify individuols who moy need the omended PHI ond sign the stotehent in the
Reguest for Amandment form giving the Compony permission to provide them with the updoted PHL

21. The Compony will odd the request for omendment, the denial or gronting of the reguest, os well os any
stotement of disogreement by the patient and ony rebuttol stotement by the Compony, to the
designoted record set.
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6rontinq Reguests for Amendmant



Deniol of Requests for Amendment

2?.Ihe Compony moy deny o reguest lo omend PHI for the following reosons; 1) If the Compony did not
creote the PHI at issue; 2) if the informotion is not port of the DR5; or 3) the informotion is occurote
ond complete.

23. The Compony must provide o written deniol ond the deniql must be written in ploin longuoge ond stote
the reoson for the deniol; the individuol's right to submit o stotemant disogreeing with the deniol ond

how the individuol may file such o stotement: o statement that, if the individual does not submit o

sfoternent of disogreement, the individual tnoy reguest thot the provider provide the requesl fot
omendment ond the deniol with ony future disclosures of the PHI; ond a description of how the
individuol moy file o comploint with the covzred entity, including the nome ond telephone number of on

oppropriote contoct person, or to the Secretory of Heolth and Humon Services.

24. Tf the individuol submits o "stotement of disogreemant", the provider moy prePore o written rebuttol
stotement to the pdtient's stotemenf ol disagteement. The stotement of disogreemenf will be

oppended to the PHI, or at the Compony's option, o summory of the disogreement will be oppended,

olong with the rebuttol stotement of tha Compony.

?5.|f the Company receives o notice from onother covered entity, such os o hospital, thot it hos omended

its own PHI in relotion to o porticulor potient, the ombulance service must amend its own PHf ihat moy

be oflected by the omendments.

Requests f or Restriction

?6. Ihe potiznt rnoy reguest o reslriction on the use ond disclosure of their PHI

?7. The Company is not reguired to agrez to ony restriction ond given the zmetgent noture of our operation

we generally will not ogree to o restriction.

?9. Tf the Compony agtees to o restriction we tnoy not use or disclose PHI in violotion of the ogreed upon

restriction, except thot if the individuol who raguasted the restriction is in need ol emergency service

ond the restricted PHI is need,ed to provide lhe emergency servtce, the Compony moy use the
restricted PHf or moy disclose such PHf to onother heolth core provider to provide treotment to the
individuol.
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28. ALL REQUESTS FOR RE5TRTCTTON ON UsE AND DTSCLOSURE OF PHr MUST BE sUBl rrrED
IN WRTTING ON THE APPROVED COAAPANY FOR,IA. ALL REQUEST5 WILL BE REVIEWED AND

DENIED OR APPROVED BY THE PRIVACY OFFICER.

30. The agreement to restrict PHI will be documented to ensure thot the restriction is followed.

31. A restriction moy be terminoted if the individuol agrees to or reguests the terminotion. Oral

ogreehents to terminote restrictions must be documented. A current restriction may olso be

terminoted by the Compony os long os the Compony notifies the potient thot PHf creoted or received
ofter the restriction is removed ond is no longer restricted. PHI that wos restricted prior to the
Compony voiding the restriction must continue to be treoted os restricted PHf.


