[image: image1.png]"COBYS

FA




Health Insurance Portability and Accountability Act (HIPAA)

Notice of Privacy Practices (NPP)
This notice describes how medical information about you may be used and disclosed and how you can get access to this information.  Medical information for purposes of COBYS Family Services Foster Care and Adoption programs refers to any medical and/or mental health information which is collected for placement services.  Please review this policy carefully.  The privacy officer of COBYS Family Services may be contacted for clarification on any information regarding this NPP.  

Acronyms
HIPAA  
Health Insurance Portability and Accountability Act of 1996, effective 4/14/03

NPP

Notice of Privacy Practices

PHI

Protected Health Information

PO

Privacy Officer

TPO

Treatment, payment, or health care operations

BA

Business Associate

Notice of Privacy Practices
Privacy is very important for all those who come to our offices.  It also is complicated because of the many federal and state laws and codes of professional ethics COBYS Family Services must comply with.  If you have any questions after reading the NPP, the COBYS Privacy Officer will be available to help you understand COBYS procedures and your rights.  The name and address of the PO are at the end of this notice.  

The federal law under the HIPAA became effective on April 14, 2003.

A.  Introduction
This notice explains how COBYS Family Services handles your medical information.  It explains how COBYS uses this information, how and when the information is shared with other professionals and organizations, your rights in regard to releasing information, and how you can gain access to it.  COBYS wants you to have this information so that you can make the best decisions for yourself and your family.  

B.  What COBYS means by (your medical information(
When  you visit a COBYS office or any doctor(s office, hospital, clinic, or other health care provider, information is collected about you and your physical and mental health.  It may be information about your past, present, or future health or conditions, or services which you received from COBYS or others.  The information COBYS collects from you is called Protected Health Information.  This information goes into your record at the COBYS office.  In this office PHI may include this kind of information:

*Your history: as a child, in school and at work, marriage and personal history.

*Reasons you came to COBYS for services.

*Diagnoses.

*An Individual Service Plan (ISP).

*Log Notes: each time you have contact with someone from COBYS, COBYS staff      writes down something about that contact.  Additionally, any time a COBYS staff has        contact with you or one of your service providers, that staff will document the content of    the contact.

*Records which we may receive from others who are treating or have treated or     evaluated you.

*Psychological testing, school records, and reports from other providers.  

*Information about medications you used or are using.

*Legal matters.

Additional information also could be included in your file.  Other information which goes into your record is used for many purposes.  For example, COBYS may use it:

*To plan your ISP.

*To decide how well the services are working for you.

*When (with your permission) COBYS talks with other healthcare professionals who are    also treating you, such as your family doctor or any other professional.

*To show that you actually received services from COBYS.

*To improve the way COBYS does our job by measuring the results of our work.

When you understand what is in your record and what it is used for, you can make better decisions about with whom, when, and why information is shared.  Although your record is the physical property of COBYS Family Services, you have a right to know what the record contains.  You may read portions of it and obtain copies, but there will be a charge for the service.  In certain situations you cannot see all of what is in your record.  Your file requires interpretation and is accessed by making an appointment to review it with the Director of Foster Care and Adoption.  If you find anything in your record you think is incorrect or believe that something important is missing, you can ask COBYS to amend your record.  In certain situations COBYS does not have to comply with your request.  While you may access your personal file, you may not access a foster child(s file.  

C.  Privacy and the laws
COBYS is required to tell you about privacy because of the privacy regulations of a federal law, the Health Insurance Portability and Accountability Act of 1996 (HIPAA).  The HIPAA law requires COBYS to keep your Protected Healthcare Information (PHI) private and to give you this notice of COBYS legal duties and privacy practices which are called the Notice of Privacy Practices (NPP).  COBYS will obey the rules of this notice as long as it is in effect, but if it is changed the rules of the new NPP will apply to all the PHI COBYS keeps.  Changes to the NPP will be posted in COBYS offices for your review.  A copy may be obtained from the COBYS Privacy Officer at any time.  It is posted on COBYS website at www.cobys.org.  In all cases COBYS Family Services will follow the applicable state and federal laws.  

D.  How your protected health information can be used and shared
When your information is used by COBYS staff to make decisions about placement issues that is (use( under the law.  (Disclosure( refers to information shared or sent to others outside of the COBYS office.  When COBYS uses your PHI or discloses it to others, COBYS shares only the minimum PHI needed for other people to do their jobs.  The law gives you rights to know about how your PHI is used and to have a say in how it is disclosed.  COBYS will request you sign an authorization of release of information form prior to releasing any of your PHI to another professional.  However, the law provides for some use and disclosures without your permission.

1.  Uses and disclosures of PHI in healthcare with your consent
After you have read this notice you will be asked to sign a separate Consent Form to allow COBYS to use and share your PHI.  In almost all cases COBYS intends to use your PHI here or share it with other people or organizations to provide services to you, or some other business functions called health care operations.  These routine purposes are called TPO and the Consent Form allows COBYS to use and disclose your PHI for TPO.  

  a. For treatment, payment, or health care operations
COBYS needs information about you to provide services.  You must agree to let us collect the information and to use it and share it to care for you and your children properly.  Therefore, you must sign the Consent for Services Form before services begin.  Several COBYS staff may collect information about you that may go into your record.  Generally, COBYS may use or disclose your PHI for three purposes: services, obtaining payment, and healthcare operations.  

Services
We may share or disclose your PHI to others who provide treatment to you and/or to staff who are employed by COBYS.  We may need to share your information with your personal physician.  The other professionals treating you may also enter their findings, the actions they took, and their plans into your medical record so that treatment decisions can be made.  COBYS may refer you to other professionals or consultants for services COBYS cannot provide.  When this occurs these providers need to receive information about you and your services at COBYS.  COBYS may also receive their findings and opinions and those, too, go into your records.  If you receive treatment in the future from other professionals COBYS also can share your PHI with them, with your permission.  

Payment
COBYS may use your information to bill another payer.  Your insurance company may need to know your diagnosis, procedure codes, treatment you received, dates of treatment, and/or your progress.  

Health care operations
Your PHI may be used in maintaining your record, for administrative functions, and for collecting statistics for analysis of COBYS operations.  No names are included in statistical reports.  

  b.  Other uses in healthcare
Appointment Reminders
If you should have any special requests as to how we contact you for scheduling, follow up, or sending correspondence, please inform the caseworker or casework supervisor regarding these requests as soon as possible.  

Business Associates
There are some service providers COBYS hires to render services for COBYS.  Under HIPAA such people are called Business Associates (BA).  A service provider who is contracted as a BA meets all the qualifications of the standards of care required by COBYS Family Services.  A BA is required to observe all the policies set forth in this document.  

2.  Uses and disclosures that require your authorization
If COBYS wants to use your information for purpose other than those described above, your permission on an Authorization to Release Information form is needed.  You can revoke (cancel) that permission any time by giving COBYS your request in writing.  

3.  Uses and disclosures of PHI that do not require Consent or Authorization
In some cases the law allows the disclosure of your PHI without consent or authorization.  Here are some examples of those cases:

*Reporting suspected child abuse.

*Legal proceedings in which COBYS receives a subpoena, discovery request, or other    lawful process. COBYS will do so only after trying to tell you about the request,    consulting your lawyer, or trying to get a court order to protect the information     requested. 

*To government agencies which perform audits of compliance with privacy laws.

*To law enforcement officials investigating a crime.  

*For eligibility and enrollment in governmental benefits programs. 

*To prevent a serious threat to the health or safety of you or others.

4. Uses and disclosures where you have an opportunity to object

COBYS will ask your permission to share some information about you with your family or close others.  COBYS will share information only with those involved in your care and any other person you name as close friends or clergy.  You can tell COBYS what you want, and COBYS will honor your wishes if they do not violate the law.

In an emergency COBYS may release information if COBYS believes that it is in your best interest.  COBYS will notify you as soon as possible regarding this action.  COBYS will comply with your wishes after making contact with you.  

5.  An accounting of disclosures
When COBYS discloses your PHI COBYS keeps records as to whom, when, and what was sent.  You can get an accounting (a list) of many of these disclosures.

E.  If you have questions or problems
If you need more information or have questions about the privacy practices described above, please speak to the Privacy Officer, whose name and telephone number are listed below.  If you have a problem with how your PHI has been handled or if you believe your privacy rights have been violated, contact the Privacy Officer.  You have the right to file a complaint with COBYS and the Secretary of the Federal Department of Health and Human Services.  COBYS will not in any way limit your care or take any actions against you if you have a complaint.

If  you have any questions regarding this Notice of COBYS Health Information Privacy Policies, please contact the COBYS Privacy Officer by mail, phone, or email.

Henry L. Renn

Supervisor of Counseling Services

COBYS Family Services

1417 Oregon Road

Leola, PA 17540

Phone:   717-656-6580

E-mail:  counseling@cobys.org
You have the right to a copy of this notice upon request.  If COBYS changes this NPP, COBYS will post the new version in the waiting area.  

The effective date of this notice is December 1, 2007

