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Policy 

It is the policy of Madawaska Valley Association for Community Living (hereafter referred to as MVACL) to collect and maintain accurate, up-to-date, professional records for each Person Receiving Support and Services.  

Procedure

Collection of Information:

Information collected in people’s files is to be utilized solely for the purpose of providing quality support to the person.  People’s files will contain important information pertaining to next of kin, other emergency contacts, Individual Support Plans and Personal Plans, referral information, service descriptions and appropriate consents.

Data Reporting:

MVACL collects and maintains data and provides reports on the ComVida Information Management System.  Information entered in the data base will include, but not be limited to, the following:

· Full name, date of birth, address of residence, phone numbers, photo and religious affiliation.

· Names, addresses, phone numbers contact information of people who have a relationship with a person receiving services if applicable; e.g., family, physicians, friends, volunteers or anyone else important in the person’s life.

· Confirmation of medical, dental and optometrist examinations required.

· List of current and past medications, dosages, and administration types and times.

· Consent to privacy check list.

· Service Activities created by an Outcome Support Facilitator that could be used for quarterly reports.

· Medical and clinical visits that could include important information discussed at these visits.

· Personal plans, emergency plans, individual support plans, rights restrictions, specific support plans, financial information required, goals, my will and cautions that are important to a person’s wellbeing.

· Electronic files that are specific to a person can and will be protected if containing sensitive information.

· Incident/Serious Occurrence/Complaints and Allegations of Abuse reports that will include follow up investigation notes and findings.

Access to Information:

Only authorized Employees have access to information records.  Security precautions are established and practiced to protect personal and confidential information and files.

Information in the persons file can be shared with other individuals or Organizations only with the consent of the person or his/her guardian.

Electronic Information:

The database is protected by individual passwords.  Only persons authorized by the Executive Director or designate can have access or view records in the database.  A level of access is granted to authorized users only and based on the information needed as per their role in the organization.

Paper Filed Information:

· All paper records are stored in the secure fire proof cabinet located at 

19491 Opeongo Line 
· If records are stored in a locked location, keys are available to authorized persons only.

Disclosure of Information:
· Confidentiality with respect to the person’s right to privacy is considered in any sharing of information.

· Every effort is made to ensure that information collected and shared is accurate and complete.

· MCSS reserves the right to conduct random audits of service providers to ensure appropriate processes are in place related to service provision, supports and costs.

· Disclosure of Information adheres to Privacy Policy and legislation.

Storage and Destruction of Records:
· Files are stored in a locked storage room at Liberty House located at 19473 Opeongo Line as required by law and general accepted accounting principles.  Keys are available to authorized persons only.

· Records pertaining to each Person Receiving Support including support details, medical findings and recommendations are kept at least seven (7) years after the last entry and or seven (7) years after date of death consistent with MCSS policy on Records Management.
· Destruction of records is authorized and supervised as per provincial and federal policies.

Collection of Program Statistics:
· All program areas gather and compile service data and information pertinent to the support that is provided.  This statistical information reflects the activity of the supports provided.

· Analysis of information is used in reporting to the Ministry through quarterly reports.

· Statistical information is reported for data as defined by the Ministry.
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