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POLICY:  All staff of the _____ County Health Department shall provide services to clients in a private setting, always with personal dignity and privacy protected.  Staff will follow clinical procedures concerning privacy and confidentiality at all times.  

Client health information shall be protected at all times from inappropriate use and/or disclosure.  Policies and procedures shall be subject to change as necessary and appropriate to comply with HIPAA and state privacy laws. 
PURPOSE:  The _____ County Health Department shall provide services in a manner which maintains the dignity and privacy of individuals.
It is the responsibility of all employees working for the _____ County Health Department to adhere to this policy; as well as outside partners, students, work experience personnel and volunteers.  
PROCEDURES:  The staff of the _____ County Health Department will strive to ensure the dignity and privacy of individuals they serve by the following:

1. Check-in Procedure:  Conduct all interviews with clients in areas designated for that purpose (e.g. eligibility interview area in front offices, individual offices and clinic rooms).  Doors shall be closed as appropriate.
1. Clients are greeted at the front admissions desk by a member of the clerical staff, who assesses which clinic service best suits the patient’s needs or what service the patient has a scheduled appointment for. 
1) Conversation is conducted in a quiet tone to ensure as much privacy as possible. The Health Department entrance is immediately in front of the front desk, which is continually staffed by clerical personnel during office hours. The front desk has a sliding glass window which remains closed, except during conversation with a client. 
2) The hallway to the billing and clinic areas has a lockable door, which remains shut and locked at all times, to ensure privacy. The individual offices within the front office are separate and private.
3) The file room is out of patient flow areas, and has lockable cabinets. 
4) Computers face into the clerical area, and the screen cannot be seen by clients standing at the front admissions window. All computer screens are angled so as not to be seen by anyone not on staff. 
5) A sign-in sheet is maintained at the front window on clinic days, and the only information on that list is the date and the patient’s name.
2. If there is a question of more than one client having the same name, the clerical staff must verify the correct patient by asking for their date of birth.
3. Charts are prepared for the clinic service by the clerical staff, and are placed in the appointed door slot facing backward with no information showing. If a member of the nursing staff is not in the clinic area, they will be summoned via phone by the clerical staff to come to the clinic area to serve the client.
2. Clinic Patient Procedure:  Client’s charts are in possession of a staff member at all times if possible. If a chart needs to be placed somewhere temporarily for a staff member to attend to another duty, it is placed in the door slot, facing backwards. A list of clinic patients is kept in a folder in the front office and clinic area so that no names can be seen by clients or other Health Department staff. 
a. The nurse or CHA will begin the process of conducting the patient through the clinic service area. Patients will be called into the clinic area by their first and/or last name. Clients will be weighed and measured individually, with no one else in the room except staff. 
b. Clients will be conducted down the hall to the lab area by the staff member working with them. If the hall is congested with other patients exiting the area, the staff member exiting the exam room or lab will wait in that room until the other clients have left, to avoid having clients see or hear each other.
c. The door to the patient lab collection area should be closed while room is in use; this is to provide extra privacy for specimen collect, injections, and/or to discuss lab findings.
1) Lab specimens that need to be processed in the lab testing area are taken to this area with the patient’s lab form. Blood specimen request forms waiting to be centrifuged are turned face side down, so that no identifying information can be seen. As soon as lab specimens have been centrifuged, they are placed in the appropriate lab refrigerator. Specimens not needing to be refrigerated are kept in a tray with the labels turned to the inside, and the lab request form placed face side down, waiting for the lab courier to pick them up.
d. After obtaining lab specimens, the patient is escorted by a staff member to a private room for the medical history to be obtained behind closed doors. 
1) The client is the only person allowed in the room, unless the client requests that a companion be present. In some instances an interpreter is needed to conduct the medical interview and/or exam. If an interpreter is not available in person, the nurse can take the patient to a private office and use the Health Department’s contracted telephone translation service.
e. After the medical history is obtained the client is escorted to a private exam room for their physical. The exam table is placed behind the door to the room or with the end of the table facing away from the door, so that the patient is not visible if the door is opened. Only staff necessary for the exam and obtainment of specimens, and interpreter (when indicated) is in the exam room.
1) The patient is given a disposable gown and drape to change into for their exam.  The curtain is pulled between the door and the patient to give privacy while patient is changing.
2) The patient’s chart is placed in the door slot facing backwards, so that no identifying information can be seen in the hallway. 
3) As soon as specimens are obtained, the assistant leaves the room. Specimens are labeled in the exam room, and carried to the lab for packaging and shipment. 
f. After the patient has had their exam and received any needed prescriptions, they are given the encounter form to take to the front office billing clerk, exiting the clinic area the same way they entered. 
1) If the client needs to avoid being seen by anyone in the lobby, they are escorted through another exit from the clinic area to the outside of the building, avoiding the lobby area. 
2) If a client needs a referral to another office or clinician for tests we are unable to do at the Health Dept., the clinician brings the patient to an available staff nurse working the clinic, who takes the client to a private office to make the requested referral appointments.
g. After the clinician has finished charting, the charts are taken by a staff member to the front office billing clerk.
1) The billing clerk processes the charts, and distributes the charts to the appropriate clinic coordinator’s chart bin in the file room. The charts remain in the file room until the clinic coordinators take them to their private offices to review and make appropriate referrals, follow-up, etc. 
h. After the clinic coordinators have processed the patient’s charts, the charts are taken back to the file room to be re-filed by the clerical staff.  Charts are never to be out of the file room overnight, if the coordinator is not finished with the chart, return it to file room at the end of the day and inform the clerical staff that the chart is not complete and that you will need it back on the next work day to complete.
3. WIC Client Procedure (Certifications/Recertification)
a. Participants check in at the front desk and let them know they are here for a WIC appointment.  Front desk clerical staff directs them to have a seat in the main waiting area.

b. The WIC assistant will collect their WIC folder from the secure chart room and call them into an interview room to collect income and eligibility information, behind closed doors.  The assistant also begins filling out the necessary paper work.  The client signs release information forms as applicable and designate whether or not to receive mail.  
c. The client is then asked to either return to waiting room and be shortly called into the clinic area to be weighed and measured or taken immediately to have this done.  If lab work is to be done they either progress directly to the lab or wait in the clinic hallway until the lab is available.

d. The clinic assistant then places the clients chart backwards in the nutritionist’s door or on the nutritionist’s desk if she is not with a client and instructs clients to wait in the WIC seating area.  

e. The nutritionist reviews the chart and gets it ready for the nutrition assessment. Next she calls the client by first name into the nutrition office and closes the door.

f. Upon completion of the nutrition assessment the nutritionist leads the client to the adjacent WIC assistant’s office where they can be seated and the nutritionist hands the client’s chart to the WIC assistant and asks if they would like the door to be closed.  

g. The WIC assistant issues vouchers and sets up the next appointment.  The client then exits back into the main waiting room where they can leave the building.  The WIC assistant organizes their chart and then returns it to the secure chart room.

4. _____ County Health Department staff is to adhere to the following protocol:

a. Avoid loud voices when interviewing.
b. Avoid discussions about clients in hallways, break rooms, outside of Health Department buildings.  
c. Secure all client records in locked file room or locked file cabinets when not in use.
d. Supervise all client records when in use.

Failure to follow these guidelines to maintain dignity and privacy of the individuals served by the _____ County Health Department shall warrant disciplinary action.

REFERENCE PLANS AND POLICIES

· _____ County Health Department Confidentiality Policy

· _____ County Health Department HIPAA Policies 

APPLICABLE LAWS, RULES AND REFERENCES:   HIPAA Privacy Law

