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PRINTING AND COPYING PROTECTED HEALTH INFORMATION

PROCEDURE:  Bluebonnet Trails Community Services (BTCS) workforce has a responsibility to ensure printed versions of protected health information are not printed or copied indiscriminately or left unattended and open to compromise.

Safeguarding Printed Protected Health Information.  Printers and copiers used for printing protected health information are located in secured areas.  If the equipment is in an unsecured location open to public traffic, the information being printed or copied will be strictly monitored.  Any protected health information printed to a shared printer will be promptly removed by the staff member printing the information or by the designated staff member whose role at BTCS specifies the responsibility for accessing and monitoring the protected health information.

Disposing of Printed Protected Health Information.  Protected health information in hard copy format will be disposed of in accordance with BTCS’s Records Retention Schedules and Policy 31, Disposal of Protected Health Information.

Definitions:

Consumer:  A person who, voluntarily or involuntarily, is seeking, receiving, or has sought or received services or treatment from BTCS.

Protected Health Information (PHI):  Any information that BTCS creates or receives that relates to the past, present or future physical or mental health condition of a consumer; or payment for services provided to the consumer; and which identifies or can be used to identify the consumer.

Role Based Access:  The level of access the member of the BTCS’ workforce has to protected health information based on his/her role or job duties.

Workforce:  Employees, volunteers, trainees and other persons whose conduct, in the performance of work for BTCS, is under the direct control or supervision of BTCS whether or not they are paid by BTCS. 

