SECTION .1400 - SERVICE RECORDS

10A NCAC 13J.1401 REQUIREMENT

(@) The agency shall develop and implement written policies governing content and handling of client records.

(b) The agency shall maintain a client record for each client. Each page of the client record shall have the client's name.
All entries in the record shall reflect the actual date of entry. When agency staff make additional, late, or out of
sequence entries into the client record, the documentation shall include the following applicable notations: addendum,
late entry, or entry out of sequence, and the date of the entry. A system for maintaining originals and copies shall be
described in the agency policies and procedures.

(c) The agency shall assure that originals of client records are kept confidential and secure on the licensed premises
unless in accordance with Rule .0905 of this Subchapter, or subpoenaed by a court of legal jurisdiction, or to conduct an
evaluation as required in Rule .1004 of this Subchapter.

(d) If arecord is removed to conduct an evaluation, the record shall be returned to the agency premises within five
working days. The agency shall maintain a sign out log that includes to whom the record was released, client's name and
date removed. Only authorized staff or other persons authorized by law may remove the record for these purposes.
(e) A copy of the client record for each client must be readily available to the appropriate health professional(s)
providing services or managing the delivery of such services.

(f) Client records shall be retained for a period of not less than five years from the date of the most recent discharge of
the client, unless the client is a minor in which case the record must be retained until three years after the client's 18th
birthday. When an agency ceases operation, the Department shall be notified in writing where the records will be stored
for the required retention period.

History Note:  Authority G.S. 131E-140;
Eff. July 1, 1992;
Amended Eff. February 1, 1996.



