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(A) Policy Statement

All administrative and clinician patient records will be maintained according to State of Ohio general schedules
if identified in the schedule. All other documents will be maintained according to departmental schedule
(attached). Official medical records are maintained by the Medical Records department.

(B) Purpose of Policy
To assure administrative and departmental records are maintained for appropriate amounts of time.

To allow disposal of the documents in order to conserve storage.
To provide guidelines to staff on what and how long documents are to be maintained.

(C) Procedure

General schedules for State of Ohio is attached.
Department schedule is attached.
Official medical records are to be kept by the Medical Records department.

el .

All administrative and patient records will be maintained in areas with limited access, safe from damage by
fire, water, etc. All confidential information will be kept in locked areas, when not attended.

5. Responsibility for adherence to this policy is with the department directors of Rehabilitation Services.
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