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Purpose: 

 
In order for health information technology to support improving health of our patients, all 
practice staff must be familiar with appropriate use of the technology. “Use” includes capturing 
information in standardized ways as instructed; maintaining clinical records as complete as 
possible; adhering to all security and privacy requirements; updating information when 
appropriate; leveraging reports to advance the care of individuals and the population. 
 

Procedure: 
 
General Issues 

1. All new staff undergoes extensive training on the then current health information 
technology being used in the practice. 

2. Existing staff undergo periodic review and re-training on health information technology 
in use. 

3. On an annual basis, all staff must demonstrate adequate knowledge of privacy and 
security regulations (i.e., HIPAA) and the appropriate processes to protect individually 
identifiable health information (both electronic and paper-based records). 

 
Use of Electronic Health Records & Practice Management System 

1. Practice staff collect the following demographic information in structured data fields for 
the office records on ALL patients: 

a. Date of birth 
b. Gender 
c. Race 
d. Ethnicity 
e. Language 
f. Preferred language 
g. Telephone number 
h. Address 
i. Email address 
j. Primary caregiver (if not self) 
k. Health insurance information 

2. Practice staff collect the following clinical information (in structured data fields if they 
exist) for the office records and 
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