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POLICY:

It is the policy of the Cobb County Community Services Board and the Douglas County
Community Services Board that copies of documents from outside providers, i.e., lab work, third
party diagnosis and/or a history and physical examination, that will be used in the
medical/clinical record as required documentation, will be filed/scanned in the medical/clinical
record under the appropriate divider/placeholder and become a part of the agency’s client
medical/clinical record.

PROCEDURE:

1.

2.

Staff obtains information that the client was recently treated at another facility or seen by
another provider.

Staff requests client or parent/guardian sign an “Authorization for Release of
Information” (ROI) for this facility/provider.

Staff provides this ROI to the Medical Records Department who will forward the request
to the outside treatment facility or provider.

Staff reviews the information received from the outside facility/provider and, if the
document is to be used to fulfill a required documentation need in the client’s current
medical/clinical record, the staff will provide this document to the site’s Medical Records
staff and request the document be filed under the appropriate divider and in proper order
in the active paper chart or scanned under the appropriate placeholder in the Electronic
Clinical Record (ECR).

All records received that are not used as one of the required documents, i.e., a discharge
summary, will be filed under the divider “Other” in the active paper chart or scanned
under the “3rd Party General” placeholder in the ECR.

If an outside request for records is received that includes a document from another
facility that is considered a part of the client’s record at Cobb or Douglas CSB, i.e., lab
report, history and physical, third party diagnosis, (a required document) this/these
document(s) is/are copied and provided to the requestor as long as a proper authorization
has been received.




