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PRIVACY, RIGHTS, AND PRACTICE DOCUMENT
(Revised for 09/01/2023)

PRIVACY POLICY

Please review this policy carefully.  It describes the privacy practices, including handling of protected health information (PHI) established by Melissa A. Ihrig at ROC Your Voice.  

***By receiving services from Melissa A. Ihrig and ROC Your Voice, permission to communicate via phone, text, mail, and non-encrypted email (gmail account) with the primary care physician, other clinicians, therapists, social workers/ psychologists, care coordinators/ case managers, school districts/ teachers/ day treatment facilities IS ASSUMED GRANTED UNLESS YOU RETURN THE ATTACHED DENIAL FORM. 

EMAILS: Emails is the preferred communication of many school districts.  Your school district likely has authorization to use email for their communications already. Emails may include name, address, phone, date of birth, diagnosis, goals, progress, recommendations, etc.; as well as exchange of electronic copies of records such as evaluations, progress notes, IEPs. Social security numbers will not be included.

CASENOTES/ ATTENDANCE: I submit electronic casenotes to the county. You may request copies of the casenotes at your preference.  These are based on data that I take live in the session in a planner or notebook labeled CONFIDENTIAL with my contact information on the cover that is stored in a backpack in facilities or my home.  Also stored is attendance confirmation sheets and goals in binder labeled CONFIDENTIAL and stored in a planner.

PHOTOS/AUDIO RECORDINGS/ VIDEOS: If you want to receive text messages/emails of photos and video clips of your child in therapy, you must text me with “Text me photos of my child in speech.” Or “ Text me videos of my child in speech.” Videos and audio recordings are a great way to document present levels of performance, validating treatment necessity, and marking progress.  These may also be shared with those involved in your care for training purposes, or used for carryover of skills with your consent. Photos will be deleted immediately after sending.  You may be asked permission to use a photo/audio/ video for research or business purposes. Consent would be written in this case. Audio samples may be recorded periodically. Your child’s first name may be said in the recording.  These recordings will be used to have an unfamiliar person provide a percentage of words understood. If the recordings will be used for any other purpose, you will be asked for permission for that use.

Melissa A. Ihrig at Roc Your Voice Speech-language and AAC Services uses your PHI for treatment, to obtain payment for services and for operational purposes. As a medical health provider, Melissa A. Ihrig is required by law to maintain your privacy and that of your PHI, as well as to provide you with notice of privacy practices with respect to your health information, and abide by its terms. If any material changes are made to this Notice, you will be notified. 

The following procedures have been established to maintain confidentiality throughout the stages of collection, storage, disclosure, and destruction of records.

Your PHI may be used or disclosed for the following purposes: 

For Treatment:
Information regarding your treatment will be kept in a record for each session. This information may be used and disclosed to teacher, other health care professionals (such as doctors, nurses, psychologists, social workers, aides/ staff), as well as family and friends, in order to treat and care for you. You may be contacted with appointment reminders. Health information will also be gathered if relevant to treatment from other health care providers, which will also be stored.

For Payment
Your PHI will be used for billing purposes (whether you directly, or another person that may be responsible for payment of your account, or other agency). It may also be used in advance of your care to determine eligibility of coverage from your accounts. 

Disclosures for Other Specific Purposes: 
Your PHI may be used or disclosed for the following circumstances, without specific consent for the following: 

Business Associates
Your PHI may be disclosed to agents or other personnel from companies assisting with payment or carrying out business functions. 

Family and Significant Others Involved in Your Care
Unless you object, your PHI and treatment may be disclosed to a family member or significant other who is involved in your care or payment for that care; listed on IEP, IFSP, or other intake forms.

Health Oversight Activities
Your PHI may be disclosed to health oversight agencies to conduct audits, investigations, inspections and licensure actions or other legal proceedings. 

Reporting Victims of Abuse or Neglect
If we feel that you have been abused or neglected, your PHI may be used to advocate for you on your behalf.

Law Enforcement
Your PHI may be disclosed for certain law enforcement purposes or other specialized governmental functions. 

Judicial and Administrative Proceedings
Your PHI may be disclosed in the course of certain judicial or administrative proceedings. 
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Worker’s Compensation
Your PHI may be used or disclosed to comply with laws relating to workers’ compensation or similar programs. 

As Required by Law
Your PHI will be disclosed when requested by the law to do so. 

Public Relations
You may be contacted regarding Roc Your Voice’s services, to share news, or to participate in activities. You may request to not receive these communications by notifying Melissa A. Ihrig at any time in writing. 

Emergency Personnel
If a medial emergency occurs while with Melissa A. Ihrig, emergency responders will be contacted and your PHI such as your name, date of birth, condition, and insurance information will be provided if needed.

CLIENT RIGHTS

You have the following rights with respect to your health information. If you wish to exercise any of these rights, you should make your request known to Melissa A. Ihrig: 

Right of Access to Protected Health Information:
You may request access to inspect and copy your PHI maintained in the records, including medical and billing records. Your request must be in writing. Melissa will act on your request within 14 days after it is received.  If requesting a hard copy a fee reflecting copy cost from a local copy service may be charged.

Right to Request Restrictions
You may ask for use of your PHI to be limited. Your request will be abided by except as required by law, in emergencies, or when the information is necessary to treat you. Your request must be in writing, describe the information that you want restricted, state if the restriction is to limit our use or disclosure and state to whom the restriction applies. 

Right to Request Amendment
You may ask for your PHI to be amended if you believe that it is incorrect or incomplete. Your request must be in writing and must include a reason to support the amendment. Your request may denied and if so, you will be given a written denial statement including reasons for the denial and an explanation of your right to submit a written statement disagreeing with the denial. 

Right to Request a Confidential Communications
Every effort to communicate with you in a confidential manner will be made. You have the right to request communication concerning your personal health matters in a certain manner or at a certain location. 

PRIVACY PRACTICES

Melissa A. Ihrig conducts all business related activities in a home office. She is the sole proprietor (and sole provider at ROC Your Voice).  Please be aware of the following privacy practices in place relative to managing you PHI information, as some may be different from a clinical office setting.  If you do not accept the following practices, it is within your full rights to refuse services from Melissa and seek services from another provider.

Record Storage
· Records containing personally identifiable information are maintained in secure locations at all times.  Files are kept either in a locked file cabinet or combination locked file box at the home office of Melissa A. Ihrig.  The key to the file cabinet is stored in a combination-locked box.  The exterior door and windows are locked when home is not occupied.  The interior door is not locked.
· All electronic records are stored on a USB flash drive, which is also stored in the combination locked box when not in use.
· Any travel files left unattended are kept in the backpack
· Paper records are disposed of either by first going through a home office shredder and shred then being brought to a recycling center, or burning.
· Electronic records will be disposed of following common computer procedures for deletion
Please note: New York state law requires all medical records to be kept for 6 years following the last visit for adult clients, and for children one year following the child’s 18th birthday.

Faxes
· Fax services are not being used at this time.  Records will be sent by USPS mail or email. 

Computer
Documents are stored on a computer, please note the following as documents containing personally identifiable information are prepared on a computer.
· The computer is a shared MacBook Pro.  Each user has a unique log-in that is password protected.
· The WIFI at Melissa’s home office is password protected.  
· No other computer securities are used

Phone
Melissa uses a Verizon/ Apple cell phone for business calls.  
· Voicemail access is password protected
· Client phone numbers are stored on the cell phone with parent first name and child’s first name  (unless requested not to be stored).
· If you wish to have the option to send and receive text messages from Melissa, you will be asked to indicate such.  Your phone number will be stored in that event.
· Efforts will be made to ensure phone conversations with you, and/or conversations with others that might reveal your PHI will occur in a private closed area.  Although given the nature of a home office environment, it may be possible for portions of a conversation to be overheard by others in the home. It is within your right to request the call be conducted in a private location prior to disclosing PHI.
Please be aware that although this is a cell phone number, Melissa strives to ensure quality time is maintained for her family.  As such a message may not be replied to until the next business day depending on circumstances.

Email
The email service used by Roc Your Voice is not encrypted (gmail), and is therefore is not HIPPA compliant.  

ALLOWED ACCESS TO PHI IN SPECIAL EVENTS
· Although Melissa A. Ihrig is the sole provider and person working at Roc Your Voice, at any time an individual may be appointed to assist with business practices and record keeping and will then have access to your PHI.  
· Karen Ihrig (mother) has also been notified of the combination code to the lock box containing the USB and file cabinet key.  In the event of injury, illness, or other special event, they have both received instructions to ensure records are kept for the timeframe required by New York state for the client, and have been given permission to access and or/ move the records to another, locked, secure location if deemed necessary.  They have also been made aware of the record disposal procedures indicated above.
· A speech-language pathology student may also shadow or intern at any time, in which event that individual would have access to your PHI.
· Individuals from agencies providing support to speech-language pathology providers may be contacted for advice relative to billing and treatment.  In such cases, PHI may be released concerning your gender, age, diagnosis, present levels of performance and treatment.  Other identifiable information such as your name, date of birth, address, phone number, social security number etc. would be excluded.
· Your PHI may be released concerning your gender, age, diagnosis, present levels of performance and treatment for the purposes for education or research. Other identifiable information such as your name, date of birth, address, phone number, social security number etc. would be excluded.
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