Funtastic Gymnastic LLC.
POLICIES AND PROCEDURES FOR HIPAA COMPLIANCE

Funtastic Gymnastic LLC. will use and disclose your protected health information to provide, coordinate, or manage your health care and any related services.  Funtastic Gymnastic LLC. will also use and disclosure your protected health information, as needed, to obtain payment for the health care services provided.  Funtastic Gymnastic LLC. may use or disclosure your protected health care information, as needed, to function and to provide quality care to all patients.  For example, protected health information may be used:  1.to review, evaluate, and improve treatment and services; 
2. to train students, trainees or practitioners under supervision; 3. during accreditation, certification, licensing or credentialing activities; 4. during compliance reviews and audits, medical reviews, and legal services; and 5. business management and general administrative activities.  Your information may also be used to contact you, remind you of appointments, and inform you of treatment of treatment alternatives.  

To receive a full list of ways in which the practice may use and disclose your protected health information, or if you have any questions or require additional information, please contact Sharon, Funtastic Gymnastic LLC. privacy officer at (847) 507-5960.

· Confidentiality at collection   

· Funtastic Gymnastic LLC. will obtain information and/or consent forms prior to the start of services.  Funtastic Gymnastic LLC. will also secure newly-received new patient information, or updated information, within its safeguards (see below.)

· Confidentiality during storage

· Funtastic Gymnastic LLC. has administrative, physical, and technical safeguards in place that focus on protecting your privacy.  Safeguards prevent unintended uses and disclosures.  These safeguards include locking the clinic door when no sessions are taking place; locking the office door, which requires a separate key, when the office is left unattended; and patient file protection from non-authorized persons including employee passwords.  
POLICIES AND PROCEDURES FOR HIPAA COMPLIANCE
(continued)

· Confidentiality during disclosure

· You have the right to request how the practice communicates with you to preserve your privacy.  The practice will accommodate reasonable requests for alternative means of communication with the condition that payment will be handled according to the financial policy guidelines.

· You have the right to request a restriction or limitation of how the practice uses or discloses your medical information for treatment, payment, or health care operations.  The practice may deny your request if, in the practice’s professional judgment it is in your best interest for the practice to use or disclose that information.

· Funtastic Gymnastic LLC. will make reasonable efforts to use, disclose, and request only the minimum amount of protected health information needed to accomplish the intended purpose of the use, disclosure, or request.

· Confidentiality during destruction

· Funtastic Gymnastic LLC. will retain patient information for no less than six (6) years.  After six (6) years patient information will be destroyed via shredding documents.

· Access to your Protected Health Information

· You have the right to inspect and copy the protected health information that the practice maintains about you in its designated record set for as long as the practice maintains the information.  A designated record set contains billing records, clinical records, and other records that are maintained to make decisions about your care.  If you are interested in inspecting or copying your medical information you must submit your request in writing to the practice’s privacy officer.  The practice may charge a fee for the costs of copying, mailing, or other costs that result in complying with your request.  A “personal representative” can also make a request to access personal records.

· You have the right to request that the practice amends your medical information if you feel that it is incomplete or inaccurate.

· How to file a complaint

· You have the right to file a complaint to the Secretary of the Federal Department of Health and Human Services (DHHS) and to the practice if you believe your privacy rights have been violated.  Complaints to the practice must be in writing and must be filed within 180 days of the time the patient becomes aware or should become aware of the violation.  You will not be retaliated against for filing a complaint.
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