

THIS IS A SAMPLE ONLY TO GIVE YOU IDEAS ON FORMING A POLICY –YOU CAN CUSTOMIZE TO MEET YOUR NEEDS


Patient Information Policy - [PPC2A,C,D]
POLICY  STATEMENT:  To ensure the accuracy of reporting, patient data must be sufficient, consistent and well maintained.  It is the practice of {INSERT PRACTICE NAME HERE} to systematically manage patient information and use that information for population management to support patient care.
POLICY #:_________________________________________
EFFECTIVE DATE:__________________________________________
APPLIES TO:___________________________________________________________________________________________________________
Implemented By:



Signature:
PROCEDURE: 
1. Demographic Information: The following demographic information is routinely collected by {insert name/ title/process here} and verified at each visit:  (adjust as necessary for your practice, minimum 12 for 100%)  Name, Date of birth, Gender, Marital status, Language preference, Voluntarily self-identified race/ethnicity, Address, Telephone (primary contact number), E-mail address (or "none" for patients), Internal ID, External ID, Emergency contact information, Current and past diagnoses, Dates of previous clinical visits, Billing codes for services, Legal guardian, Health insurance coverage, Patient/family preferred method of communication.
2. Clinical Information: The following clinical information is collected by {insert name/ title/process here} and used to manage the care of patients collected:  (adjust as necessary for your practice, minimum 9 for 100%)  Status of age-appropriate preventive services (immunizations, screenings, counseling), Allergies and adverse reactions, Blood pressure, Height, Weight, Body mass index (BMI) calculated, Laboratory test results, Presence of imaging results, Presence of pathology reports, Presence of advance directives, and Head circumference for patients 2 years or younger.
3. Electronic Charting Tools: The practice clinical staff {or other: insert name/title/process here} uses electronic charting tools consistently to organize and document clinical information in the medical record: (adjust as necessary for your practice, minimum 3 tools for 75% of Population)
a) Problem lists

b) Lists of over-the-counter medications, supplements and alternative therapies

c) Lists of prescribed medications including both chronic and short-term

d) Structured template for age-appropriate risk factors (at least 3)

e) Structured templates for narrative progress notes

f) Age appropriate standardized screening tool for developmental testing

g) Growth charts plotting height, weight, head circumference and BMI, if less than 18 years.

Reference:  Patient Information Policy - PPC2 A, C, D 

