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Policy
Family First Homecare is committed to upholding the rights of clients to access their records in accordance with privacy laws, such as the Health Insurance Portability and Accountability Act (HIPAA). This policy outlines the procedures for clients or their authorized representatives to request access to their records while ensuring confidentiality and compliance with applicable regulations.

Procedure
1. Purpose of Policy
· Client Rights: 
· Ensure clients can access their personal information upon request.
· Transparency: 
· Promote trust by providing a clear and straightforward process for accessing records.
· Compliance: 
· Meet regulatory requirements for handling requests for access to client records.

2. Scope
· This policy applies to all client records, including medical, service, and billing records.
· It covers requests from clients, legal guardians, or authorized representatives.

3. Request Process
A. Submitting a Request
· Clients or their authorized representatives must submit a written request using the Client Record Access Request Form provided by Family First Homecare.
· The request must include: 
· Client’s name and contact information.
· Description of the records being requested (e.g., specific dates or types of records).
· Name and relationship of the requesting party, if not the client.
B. Verification of Identity
· Verify the identity of the requester to ensure records are released only to authorized individuals.
· For legal representatives, require documentation of legal authority (e.g., power of attorney or guardianship papers).

4. Timeline for Responding to Requests
A. Standard Requests
· Family First Homecare will respond to requests within 30 days of receipt.
· If records cannot be provided within 30 days, notify the requester in writing, explaining the delay and providing a new completion date (not exceeding an additional 30 days).
B. Expedited Requests
· Requests deemed urgent (e.g., for immediate healthcare needs) will be processed as quickly as possible.

5. Access and Delivery of Records
A. Methods of Access
· Records may be: 
· Viewed in person at a designated secure location.
· Provided as printed copies.
· Delivered electronically through secure means.
B. Fees
· Reasonable fees may be charged for copying, mailing, or preparing records, as allowed by law.
· Provide a cost estimate to the requester before processing the request.

6. Denial of Access
A. Reasons for Denial
· Access may be denied if: 
· Disclosure could endanger the client or others.
· Records contain information protected by law or confidential third-party information.
· Clients must be informed in writing of the reason for denial and their right to appeal the decision.
B. Appeal Process
· Clients may submit a written appeal to the Privacy Officer within 30 days of receiving the denial.
· The appeal will be reviewed, and a decision provided within 30 days of receipt.

7. Documentation
A. Record of Requests
· Maintain a log of all record access requests, including: 
· Request date and details.
· Identity verification.
· Action taken (approved, denied, or appealed).
B. Retention of Requests
· Retain records of access requests and related documentation for a minimum of 6 years or as required by law.

8. Confidentiality and Security
· Ensure that records accessed or shared under this policy remain confidential and protected in compliance with Family First Homecare’s privacy policies.

9. Training and Compliance
· Employees handling record access requests will be trained on: 
· Procedures for processing and responding to requests.
· Confidentiality and legal requirements for record access.
· Supervisors will monitor compliance and address any issues that arise.

10. Policy Review
· This policy will be reviewed annually and updated as necessary to reflect changes in laws, regulations, or organizational practices.
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