HEALTH INFORMATION MANAGEMENT RESEARCH GUIDELINES

All research projects have to be approved by the Institutional Review Board (IRB) and a copy of the approved form sent to Health Information Management Department.

The Principal investigator named in the IRB sends a memorandum or email to the Administrative Director of Health Information Management with the name of the reviewer. If charts will be removed from the HIM department for review, a specific office location and a telephone number must be provided. Please indicate if charts will be copied during the review process 
Charts are to be requested five (5) working days in advance. The person requesting records will be contacted by or before the five (5) days when the charts are available. HIM does not deliver research charts. Once the requestor has been notified that their charts are ready they will be available for seven (7) working days. The manager will contact the Principal investigator for the project, if charts are not reviewed in a timely manner.

Charts will be pulled in increments of 25 per request. A copy of the list of charts requested will be placed with the charts retrieved and it will indicate how many of your charts were pulled. If a chart is unavailable, the charts can be requested again after five (5) days. A maximum of 125 charts can be checked out to you/your project at any time..

Microfilm can only be reviewed in HIM. 
If the researcher identifies that a chart is located outside the HIM Department, please request the HIM Research Assistant to obtain the chart. Please do not remove charts from the original location.

Charts will only be allowed out of the department from Monday through Friday. If you have not reviewed charts within the 7-day period and the charts need to remain pulled for your review, a request from the PI will need to be sent to the Manager of Archives for approval. It will be the reviewer’s responsibility to promptly return any chart that is requested by HIM personnel during regular office hours. 
Charts returned to HIM are to be placed on the sorting table by the last two numbers as indicated by labels on the tables, and an Archives staff person should be notified that charts are being returned. 
I agree to abide by all these guidelines and I understand that failure to adhere to the guidelines may result in my not having access to records.
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Charts are to be requested five working days in advance. . The person requesting records will be contacted by or before the five days that your charts are ready.
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