Participant Records
Purpose:
It is the policy of CDS to maintain participant records in a secure manner and in accordance with 65D-30, F.A.C., Chapter 394 and 397 and Federal Confidentiality Standards.

Policy:
Participant records shall be kept secure from unauthorized access and maintained in accordance with 42 Code of Federal Regulations, Part 2 and section 397.501 (7), F.S.  Participant record management procedures shall include requirements regarding content, organization, and use of records.  

Procedures and/or Process:

Staff shall comply with the following documentation requirements:

A. Record Management System procedures regarding organization and use of records:

1. A written record shall be maintained on all participants.

2. All record entries shall be legible.
3. All original participant records shall be signed in ink and by hand.  All signatures on all records shall be original.  

4. In those instances where records are maintained electronically, a staff identifier code will be accepted in lieu of a signature.  

5. Documentation shall not be deleted.  

6. Amendments or marked through changes shall be initialed and dated by the individual making such changes.

B. Record Retention and Disposition procedures:
Individual participant records shall be retained for a minimum of 7 years.  The disposition of participant records shall be carried out in accordance with Title 43 Code of Federal Regulations, Part 2, and ss. 397.501(7), F.S. and HIPAA requirements.  In addition, records shall be maintained in accordance with Children and Families Operating Procedures (CFOP) 15-4, Records Management, and Children and Family Services Pamphlet (CFP) 15-7, Records Retention Schedule used by Children and Family Services, incorporated herein by reference.  Copies of CFOP 15-4 and CFP 15-7.
C. Information Required in Participant Records

1. All participants are provided at intake the HIV/AIDS Information Fact Sheet Information Required in Participant Records.

2. “Participant Chart Order by Program” can be found on the CDS Intranet Forms Section.
3. Records for all Prevention Level I activity logs shall be maintained and include:
(a) A description of the characteristics of the target population;
(b) The risk and protective factors to be addressed;
(c) A description of the activities
(d) The duration of the activities;
(e) The number of participants
(f) The location of service delivery; and
(g) Tracking of individual participant attendance when a course or series of lessons are required by prevention curriculum or strategy.
4. The following applies to Prevention Level II service:

(a) Identification of target population, including target population demographics and identified risk and protective factors;

(b) Record of activities including description, date, duration, number of participants, purpose, evaluation of effectiveness, and location of service delivery;
(c) Tracking of individual participant attendance;

(d) Individual demographic identifying information;
(e) Informed consent for services;

(f) Prevention plan;
(g) Summary notes;

(h) Informed consent for release of information; and

(i) Complete a services summary for each participant involved and any follow up information.

PAGE  
Rev 9/04, 9/06, 11/08, 6/11, 12/11, 8/15
Page 1 of 2
P-1236

