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CHAPTER 37 

Release of Health Information:  Obtaining Previous 
Health Records 
 

 

I. POLICY 
Health Record Services (HRS) staff shall ensure that requests for patient health information 
from outside physicians or health care facilities are accompanied by an "Authorization for 
Release of Health Care Record” form.  This form shall be obtained from the patient prior to 
requesting the release of health information.  This form shall be used unless the release is 
specifically permitted by law. 
 

HRS staff shall process all requests for information from external sources, and shall monitor 
the receipt of the requested information.  All received health information shall be 
immediately incorporated into the appropriate patient unit health record (UHR), with 
simultaneous notification to the requesting health care personnel.  

 

II. PROCEDURE 
A. Health Care Staff shall ensure that the written authorization contains the following basic 

information: 
1. Name, date of birth, and CDC number of the patient. 
2. Name and address of the provider that is to release the information. 
3. Name of the health care provider to receive the information. 
4. Specific information to be released.  Make sure the patient strikes out the words HIV 

status, mental health, and/or substance abuse if this information is not to be released. 
5. Purpose for which it is to be released and any limitation on the use of the information. 
6. Any limitations on the types of information to be released.  Make sure the patient 

strikes out the words HIV status, mental health, and/or substance abuse if this 
information is not to be released. 

7. Date on which the authorization expires. 
8. Signature of the patient, or the patient's legal representative, as appropriate. 
9. Date the authorization is executed. 
 

B. If the requested information is permitted by law, but specifically relates to the patient's 
participation in outpatient treatment with a psychotherapist, Health Records Staff shall 
include a written request which includes the following elements: 

1. The specific information relating to a patient's participation in outpatient 
treatment with a psychotherapist being requested and its specific intended 
use or uses.  
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2. The length of time during which the information will be kept before being 
destroyed or disposed of. A person or entity may extend that timeframe, 
provided that the person or entity notifies the provider, plan, or contractor 
of the extension. Any notification of an extension shall include the 
specific reason for the extension, the intended use or uses of the 
information during the extended time, and the expected date of the 
destruction of the information.  

 
3. A statement that the information will not be used for any purpose other 

than its intended use.  
 

4. A statement that the person or entity requesting the information will 
destroy the information and all copies in the person's or entity's possession 
or control, will cause it to be destroyed, or will return the information and 
all copies of it before or immediately after the length of time specified in 
(2) above has expired. 

 
C. Health Records Staff shall perform the following: 

1. Verify that the form contains the items listed under Section A or B above. 
2. Mail the request, and note the date the request is sent. 
3. Maintain a “tickler” file of requests not yet received. 
4. Upon receipt of records, notify the requesting health care provider that the 

information has been received. 
5. Incorporate the received copies, and a copy of the request into the appropriate 

patient UHR. 
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