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Policy: 

Destruction of protected health information maintained by [Organization] shall be carried out in accordance with federal and state law and pursuant to the organizations record retention policy.  Records involved in any open investigation, audit, or litigation should not be destroyed.

Records will be destroyed so there is no possibility of reconstruction of information and a record of the destruction will be maintained pursuant to the organizations record retention policy

If a disposal service is contracted the vendor will be required to sign a contract that:

· assures that the business associate will appropriately safeguard the information as required by the Health Insurance Portability and Accountability Act of 1996 (45 CFR §§164.502(e), 164.504(e)), 

· specifies the method of destruction.

· specifies the time that will elapse between acquisition and destruction of data

· reassess the method of destruction annually, based on current technology, accepted practices, and availability of timely and cost-effective destruction services.

Procedures

Methods of destruction

· Appropriate methods for destroying paper records include burning, shredding, pulping, and pulverizing.

· Methods for destroying microfilm or microfiche include recycling and pulverizing.

Documentation of the destruction or transfer to the contracted vendor providing the service must include:

· date and method of destruction

· description of the disposed records 

· inclusive dates covered

· a statement that the records were destroyed in the normal course of business

· the signatures of the individuals supervising and witnessing the destruction

[Organization] employees destroying records should complete a “Certificate of Destruction” form, attached hereto.
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Certificate of Destruction

[Organization]

The information described below was destroyed in the normal course of business pursuant to a proper retention schedule and destruction policies and procedures.

Date of destruction:_______________________________________________________

Description of records or record series disposed of: ______________________________

________________________________________________________________________

________________________________________________________________________

Inclusive dates covered:____________________________________________________

Method of destruction:

( ) Burning
( ) Shredding         ( ) Pulping

( ) Demagnetizing
( ) Overwriting       ( ) Pulverizing

( ) Other:_______________________________________________________________

Records destroyed by:_____________________________________________________

Witness signature:________________________________________________________

Department manager:_______________________________________________

