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I. PURPOSE:
A.
 To define for all staff HIPPA policy guidelines re patient confidentiality 
B.
 To ensure patient confidentiality during all areas of analysis

C.
 To ensure patient confidentiality during all transmission of patient information on 

  electronic devices

II. POLICY:
All laboratory staff is required by HIPPA Compliance policy guidelines to maintain, protect and preserve patient confidentiality in all aspects of laboratory analysis and disposal of any materials containing patient identifying information. In addition any messages left or forwarded by electronic methods must not contain patient identifying information or analysis results.

III. PROCEDURE:

A.
Answering machines:

1.
Call designated caregiver


2.
Message left should state “this is (your name) in laboratory medicine, I 


need to speak with (person you’re calling) regarding patient results or 


specimen. Please call me back at (leave lab phone number)”


3.
DO not under any circumstances leave patient name or results on 



answering machine

B.
Faxing:

1.
Verify with caller who is to receive information (it must be patient 



caregiver) and that the fax is in a secure location


2.
Verify fax number 


3.
Prepare department fax coversheet


4.
Fax requested information 


5.
Verify fax received


6.
Discard patient information sheets in shred bin

C.
Received incorrect faxes:

1.
Notify sender you have received a fax in error


2.
Request from sender if material should be returned or discarded in shred 


bin


3.
Notify supervisor (who will notify hospital HIPPA compliance and log 


information)

IV.
HISTORY:
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