7@ Government of Western Australia
,}(’Z‘Bi WA Country Health Service WACHS GREAT SOUTHERN
A

Freedom / Release of Information Process Responsibilities Procedure

1.

Guiding Principles

This procedure identifies the key staff responsible, and the key process required for the release of health information requests. Al
flowcharts have been designed to ensure the WACHS Great Southern meets its obligations under the Freedom of Information Act 1992.

Procedure - Roles and Responsibilities

Appendix 1 - Freedom of Information Requests

Appendix 2 - Release of Information Requests

Appendix 3 - Release of Information - Coroner's Court Requests
Appendix 4 - Release of Information - Continuum of Care Requests
Appendix 5 - Release of Information - Police

Definitions / Acronyms

FOI Freedom of GP General Practitioner HIM Health Information Management
Information
ROl | Release of Information PSQU | Patient Safety & Quality CIMS | Clinical Incident Management System
Unit
Compliance

Failure to comply with this procedure may constitute a breach of the WA Health Code of Conduct (Code). The Code is part of the
Integrity Policy Framework issued pursuant to section 26 of the Health Services Act 2016 (WA) and is binding on all WACHS staff
which for this purpose includes trainees, students, volunteers, researchers, contractors for service (including all visiting health
professionals and agency staff) and persons delivering training or education within WACHS.

WACHS staff are reminded that compliance with all policies is mandatory.

Printed or saved electronic copies of this policy document are considered uncontrolled.
Always source the current version from WACHS HealthPoint Policies.
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https://healthpoint.hdwa.health.wa.gov.au/policies/Pages/WACHS-Policies-Landing.aspx
https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Integrity
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_13761_homepage.html
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5. Evaluation

This procedure is to be reviewed and updated every three years by the Director, Great Southern Business Services.

6. Standards
National Safety and Quality Healthcare Standards — 1.16

7. Legislation

Freedom of Information Act 1992

8. References

Great Southern Release of Information intranet site.

9. Related WA Health System Policies

MP 0010/16 Patient Confidentiality Policy
MP 0015/16 Information use and Disclosure Policy

10. Policy Framework

Information Management

This document can be made available in alternative formats on request for a person with a disability

Contact: | Regional Health Information Manager
Directorate: | Operations Great Southern EDRMS Record # | ED-CO-18-25629
Version: | 3.00 Date Published: | 20 May 2021

Printed or saved electronic copies of this policy document are considered uncontrolled.
Always source the current version from WACHS HealthPoint Policies.
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https://healthpoint.hdwa.health.wa.gov.au/policies/Pages/WACHS-Policies-Landing.aspx
https://www.safetyandquality.gov.au/wp-content/uploads/2017/11/National-Safety-and-Quality-Health-Service-Standards-second-edition.pdf
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a290.html
http://wachs.hdwa.health.wa.gov.au/index.php?id=11663
https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Legal/Mandatory-requirements/Patient-Confidentiality-Policy
https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Information-Management/Mandatory-requirements/Access-Use-and-Disclosure/Information-Access-Use-and-Disclosure-Policy
https://ww2.health.wa.gov.au/About-us/Policy-frameworks/Information-Management
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Copyright to this material is vested in the State of Western Australia unless otherwise indicated. Apart from any fair dealing for the purposes of private study,

research, criticism or review, as permitted under the provisions of the Copyright Act 1968, no part may be reproduced or re-used for any purposes whatsoever
without written permission of the State of Western Australia.

Printed or saved electronic copies of this policy document are considered uncontrolled.
Always source the current version from WACHS HealthPoint Policies.
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The Western Australian Freedom of Information Act 1992 enables access to:
¢ your medical record and personal information
e Other documents including records, policy statements, notices, standards, correspondence, communication etc.

Appendix 1 - Freedom of Information Requests

Stamp date, scan
Request application, forward
received Yes> securely to FOI Site scans
. Coordinator documents and
Unit or Health forwards
Service No securely to FOI
v Coordinator
Transfer call or send A

requestor's details to
FOI Coordinator

Are there third No 4
party reports within
documents?
Are there
any mental health
No notes?

Is requested
information contentious
and/or sensitive?

Yes

A 4

Search CIMS database
for entries related to
documentation requested

\ 4 A 4

. Notify Regional Review
ZZ\SZ:; » Director's Office application and
if required sign Notice of

Decision

NOTES

Personal Request

e.g. Parents and guardians
requesting on behalf of child,
lawyer on behalf of patient

Non-personal Request

e.g. Applicant requesting
information that isn't their own -
without consent

Discharge Summaries

Can be released
outside FOI

WorkCover Documents

Information can be
released outside FOI

Overseas Visitors

Information can be
released outside FOI

Postage

All documents to be sent using
Registered Mail. Exception is
overseas visitors

Reports

FOI Commissioner
WACHS Annual Reports
Central Office Reports
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Appendix 2 - Release of Information Requests

Request type /
Responsible Dept.
: : : Complete Form 6 . Site scans Create
Site receives Confirm subpoena has . Deposit . Compose
Subpoena . Forward to FOI . Acknowledgement of Service required volume and . Post to
subpoena in post or > . > been served before 'last > > conduct > —» accompanying —> .
(FOI) Coordinator Y and return to lawyer / documents to label as appropriate court
served on manager date of service . money : . letters
representative secure folder copy
. Site locates :
Chlld. Section 23 request. If not provided, patient records. . . . . . F_ax Lle e
Protection No patient » advise apolicant —» Recall from L, Site scans information Forward information office or arrange for
and Famil b : g 5¢ app. : relevant to request to FOI Coordinator collection, or post
y consent required ID is required off-site storage if 100 large
Support (FOI) if necessary 9
Cr!ml_nal S ) Site locates patient records. . . . Forward . .
Injuries request. » Recall from off-site storage _| Site scans information > information to Print and send using
Compensation No patient ; relevant to request . Registered Post
(FOI) consent required if necessary FOI Coordinator
AHPRA S. 125 request for Forward to Executive Services and/or No further action required
(FOI) medical records Medical Services or Nursing for actioning from FOI Coordinator
S. 34 request for Aged Care Scan an .
Assessmeqnt and/or agssessment ROGUEEL GOy ol assessmentsyfrom SO COEMIIELS e
. . »  documents from : »  cover letter and send
that examines the capacity to progress notes in
State relevant area

Administrative
Tribunal (FOI)

make reasonable judgements

medical record

using Registered Mail

S 34 order for health
professional to complete

a Service Provider Report

Forward to named
professional

Clinician completes
» the report and returns
to FOI Coordinator

\ 4

Compose cover letter

and send using
Registered Mail

Registry of
Births, Deaths
and Marriages

and identity of accoucheur

Letter requesting confirmation of birth

Compose letter confirming birth and naming health professional

>

Send using Registered Mail

Letter requesting date of death

» Compose letter confirming date of death

Send using Registered Mail

(FOI)
Letter requesting postal address of parents Check webPAS for parent's Compose letter with Send using Reaistered Mail
as not provided on Birth Registration form details using child-mother link postal addresses g Reg
Birth
Registration Parent of guardian requesting Refer to Maternity Ward
(Manager they register birth of a child of appropriate hospital
Maternity)
WA Cancer
Registry Letter requesting - Forward letter to - Coi(:]erfofl?égﬂe;ﬁvaeﬁ]: séend
(Clinical confirmation of malignancy g Clinical Coders g pC t keot pe-
Coding) Opby not kept.
NOTES Filing of Requests

Requests are not filed within the medical record. The exception to this is requests from WA Cancer Registry, State Administrative Tribunal and Registry of Births, Deaths and Marriages.

Date of Last Review: May 2021

Page 5 of 8

Date Next Review: May 2026




WACHS Great Southern Freedom / Release of Information Process Responsibilities Procedure

Appendix 3 - Release of Information - Coroner's Court Requests

Request type /
Responsible Dept.

Send In-hospital notification to
FOI Coordinator of death that
will likely be a Coroner's Case

Site scans current episode of

care to secure folder

Print copy of episode of care

and send to morgue to
leave with patient

Transfer active medical volumes
to lockable Coroner's cabinet

Medical
Records
Site scans required volumes to FOI Coordinator prints cooy of
Receipt of request for medical Forward request to N secure folder. If applicable, send printed copy record or burnspto cD a‘%
records by Coroner / Police FOI Coordinator Transfer records to to morgue to leave with patient .
Coroner's cabinet. posts, or arranges for collection
Receipt of request Site scans request and relevant Medical Services contact
for mgdical rg ort sections of medical record if |—> Forward to FOI Coordinator Handover——>  treating doctor to arrange
P service does not have a copy review of record
Medical
Report
. . . Medical Services composes Receipt of completed medical DS ar S mgd|ca|
Send using Registered Mail record report and signs
cover letter report and statement . .
statement with witness
NOTES Requests from Police or Coroner's Court from different state

Send to Coordinator of Executive Services for legal advice on ability to comply.
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Appendix 4 - Release of Information - Continuum of Care Requests (to be managed by original site)

. Site receives Site locates Considers Large requests Compose confidential
Prison request by fax for | | medical records/ | _ ; _| Contacts medical fax cover or letter | Lodge request
Medical clinical notes on " reviews, electronic| pcelel "| centre to consider for Registered Mail " on ROI database
Centres prisoner pathology [Sauest request size and sends
Requests patient's records Fax relevant
in writing with consent from _ information or send .| Record information

GP / Specialist

patient or patient's parents

» . .
via secure internal

rier if local

on ROI database

Patient requests
results or medical
record to be
provided to GP,
specialist or
hospital (excluding
radiology)

or legal guardian cou
Patient provides Confirm the
request in writing with specialist,

DOB and address +>» doctor, clinic or >

providing specialist's
information

hospital details

with the patient

Send by secure messaging
to GP, specialist or hospital
e.g. fax with confidential
coversheet or Registered Mail

Record
—» information on
ROI database

Treating doctor requests
copy of his notes.

Dr can only request their
own notes. All other
information on the page
cannot be provided.

Patient Requests
radiology results
to specialist
(includes dentist,
chiropractor,

Patient completes Consent for
Release of Information to Third
Party and details of practice,
and names the specialist

Radiology sends
report electronically
to specialist service

—p-

Record information
on ROI database

specialist)
Finance Finance requires missing Site organises for form to be Record information
Department Private Patient form " signed and sent to Finance on ROI database

NOTES

- Requests received from authorised third parties relating to the ongoing care of a patient
are considered a legitimate use of clinical resources and in most cases, can be met.

- Requests should be in writing with appropriate consent, specify the exact information
required and advise the purpose of intent.

- Duty of confidentiality continues beyond the death of a patient.

- Consent for release to external parties must be current (within the last 12 months) and in
writing.

- In the interest of continuum of care, when a patient is transferred or discharged to another
health service or medical practitioner, information on the patient may be released on
request, unless the patient specifically requests that the information is not to be forwarded.

e urgency

In deciding whether to release information, the
following is to be considered:

¢ patient safety and privacy
e appropriateness of our service as a source of

the information

e appropriateness of the content of the

information required
¢ quantity of information requested
e cost of providing the information.
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Appendix 5 - Release of Information - Police

WACHS Great Southern Freedom / Release of Information Process Responsibilities Procedure

Police Requests
Request type/responsible department
. P
reR?JCéesltp ;rgtn Forward to ///S/i ned atieﬁ\\ Yes Site scans and saves Site notifies FOI Post or notify Police
Igolice for > FOI — gconsgnt’? P medical record in secure » Coordinator of completed > Officer of record’s
medical record Coordinator : folder scanning availability
Medical
Record No
(FOI)
Inform Police signed
consent is required or an
Order to Produce
D Doctor completes medical
Receipt of request Forward to Sianed atieﬁ\ Provide request and report Medical Services receives Medical Services
from Police for » Medical gconsgnt’? medical record to > Signs statement with » completed medical report »  saves copy and
medical report Services : treating doctor witness and forwards to and statement sends to Police
Medical Medical Services
eport
(ﬁeglocal
Services) Inform Police signed consent
is required
Receipt of Must be Site scans and
Order to Forward to completed saves required Forward to Post or notify Police
Order to Produce Produce > FOI » | prior to date > sectionqs - > FOI » Officer of record’s
FOI No consent Coordinator given on medical record Coordinator availability
( ) required order
P'?ggﬁlcpet 8'];2;:\1/3 dt(i)n _ Security copies = M(;E:ra;:os?Snl\g?:t?é;rengaosprl(tj,lm _ Police collect CD with signed Order to Produce and copy of signed
h footage g f% . hog ital to releagg " release letter release letter sent to FOI Coordinator
Order to ours) P
Produce CCTV
(Operations) . ) .
Receipt of Order to Security copies Security or Nurse Manager Nurse Manager Police collect CD Order to Produce and copy of
Produce (received out > foo%/a ep » contacts Operations Manager for »  signs letter of » with signed release signed release letter sent to FOI
of hours by hospital) 9 verbal approval to release approval to release letter Coordinator
FOI Database
Postage Record Format
g FOI Coordinator to record
NOTES All documents to be sent Police requests on Record may be printed or
Redqistered Mail database with the burnt to CD depending on
9 exception of medical Police request
reports
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