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September 17, 2007
In Reply Refer To:

1278/1400-293 (FA-100) I
EMS Transmission 09/17/2007
Instruction Memorandum No. FA IM-2007-028
Expires:   09/30/2008
To:

All Field Officials

From:
Deputy Assistant Director (NIFC)
Subject:
Handling of Medical Records Created on Emergency Incidents

Program Area:  Records Administration and Human Resources

Purpose:  To provide direction and policy regarding the proper handling of Patient Evaluation (PE) and treatment records (NFES Form 1672 or equivalent, emergency room or medical provider documentation, ambulance transport/treatment forms, etc.) created on emergency incidents.
Policy/Action:  The following actions will take place on emergency incidents:
1. Bureau of Land Management incident host units will provide guidance to the Incident Management Team at the in-briefing, that PE and treatment records for incident support personnel treated at the incident will be identified as such and secured at all times.  During working hours, the area in which the records are maintained or regularly used shall be occupied by authorized personnel or access to the records shall be restricted.  See BLM Manual 1278 for guidelines on how to secure these records.
2. The Incident Management Team, generally the Medical Unit personnel, will give the original PE documentation to the employee.  The term “employee” in this case applies to all incident personnel, including contractors, volunteers, and cooperators.  In some cases, it may be prudent to give this original documentation to the crew supervisor or crew liaison in a sealed envelope.  

3. Documentation of patient evaluations performed by the Medical Unit should be accomplished with a treatment log, thus reducing the risk of compromising sensitive patient information.  The treatment log should not contain any sensitive personal information that by law is protected under the Privacy Act.
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4. Upon demobilization of the incident, the Medical Unit log should be given to the incident host unit.  The treatment log can also be used by the incident host unit to provide statistical documentation of patient evaluations and to support any medical provider payments.
5. Direction and policy for compensation for injury and illness documentation (CA Forms) is addressed in the Interagency Incident Business Management Handbook.  In some cases, incident personnel who are treated at the Medical Unit have also completed CA documentation with the Finance Section.  In those instances, the original PE forms should be attached to the original CA forms that are maintained by the Finance Section.
Any employee, volunteer, contractor or cooperator who is treated for a medical condition or sustains a personal injury while assigned to a Federal incident, should retrieve the original documentation of that treatment or injury before leaving the incident.  This documentation is crucial to any future medical treatment that may be necessary as a result of that condition or injury.  Employees should give these original documents to their servicing human resources office.  Contract employees should give these documents to their employer.
6. While serving on non-federal incidents, any federal employee, volunteer or contractor who receives medical treatment or sustains a personal injury should request a copy of their PE and any other injury or treatment records.  Upon return to their duty station or point of hire, employees should complete any additional forms required by their agency or employer.
7. Incident personal injury and patient evaluation documentation does not come under the purview of the Health Insurance Portability and Accountability Act (HIPAA).

Medical Unit personnel must exercise due diligence in protecting these records.  While personally identifiable information; i.e., social security number, home address, home phone number, date of birth, etc. is required for documentation on the CA forms, it is not necessary to include that information on PE forms, even if the form has a line or box that requests that information.  

Timeframe:  This policy is effective upon signature.

Budget Impact:  No impact.

Background:  Agencies have been inconsistent in the management of Patient Evaluation and treatment records initiated on emergency incidents in accordance with 5 U.S.C. 552a, the Privacy Act, 5 CFR Sections 293 and 297, and BLM Manual Section 1220, Appendix 2, GRS/BLM Combined Records Schedule.  
Directives Affected:  This IM rescinds IM FA-2006-016.
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Coordination:  The content of this IM was coordinated with Human Resources Management (FA-202), Division Chief, Support Services (FA-200), Safety and Health (FA-203), Budget and Evaluation (FA-107) and Fire Operations (FA-300).  The content of this IM is in agreement with the June 20, 2007 memorandum issued by the National Fire and Aviation Executive Board.
Contact:  Pamela Douglas, Records Administrator, 208-387-5483 or Pat Lewis, Records Manager, 208-387-5431.
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Timothy M. Murphy




Pat Lewis
Deputy Assistant Director
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