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POLICY

It is the policy of McIntosh Trail CSB to secure and maintain organized clinical 
records, whether written or computerized, in a systematic manner as directed in the 
Core Requirements for All Providers.

PROCEDURE

All written and computerized clinical records, active and inactive, will be stored 
in a secured area, and access limited to authorized staff only.  The written records 
will be stored in a lockable file cabinet or room designated for clinical records.  
A fire extinguisher will be placed in the area where clinical records are stored and 
staff will be trained on the use of the fire extinguisher.  All staff will ensure 
the protection of their computer password and to be aware of who may have access to 
view the computer screen when performing clinical documentation.  Each site will 
designate in writing a Medical Records Clerk to assume responsibility for the 
enforcement and adherence to this policy and other associated policies pertaining to 
protected health information (PHI).

All clinical records will be returned to the clinical records storage area at the 
end of each day.
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