CHAPTER 7
GENERAL AND MEDI CAL RECORDS

Ref er ences

5 Code of Federal Regul ations (CFR) 293 Subpart E. Enpl oyee
Medi cal File System Records.

29 CFR 1910.20. Access to Enpl oyee Exposure and Medi cal Records.

DODI NST 6055.5. Industrial Hygi ene and Cccupational Health. 10
Jan 89.

NAVMED P-117. Manual of the Medical Departnent, Chapter 16,
Medi cal Records.

OPNAVI NST 5100. 23 series. Navy Cccupational Safety and Health
Pr ogr am Manual

SECNAVI NST 5212.5C. Navy and Marine Corps Records Disposition
Manual .
11 July 85

SECNAVI NST 5212. 10A. Mandatory Retention of Insul ation/ Asbestos
Rel ated. Records. 15 Sep 86.

| nt r oducti on

In this chapter, the term"nedical records" refers to health
records/ enployee nedical files and x-rays generated as part of
occupati onal nedicine eval uations.

Medi cal records and their contents are the property of the
federal governnent. Active duty and civilian nmedical records are
the responsibility of the Bureau of Medicine and Surgery.

SECNAVI NST 5212.5C, SECNAVI NST 5212. 10A and DODI NST 6055.5
i npl ement Cccupational Safety and Health Adm nistrati on(OSHA) and
Otfice of Personnel Mnagenent (OPM requirenents in the Navy
community for the handling, naintenance, transfer and retirenent of
medi cal records.

Definitions

NAVMED P-117. The Manual of the Medical Departnment, NAVMED P-
117, lists the follow ng definitions:
1. Medi cal Record - an account conpil ed by physicians and ot her

health care professionals of a patient's medical history, present
illness, findings on examnation, details of treatnment, and
progress notes.



2. Primary Records - the original records established to docunent
the continuation of care given to a beneficiary. A health record,
which is a type of primary record, is a file of continuous care
given to an active duty nenber. The health records of federa
civil service enployees are known as enpl oyee nedical files.

3. Secondary Records are nedical records which are nmaintained
separate from the primary record; these include convenience,
tenporary and ancillary records. COccupational nedical records do
not include secondary records.

OSHA. DODI NST 6055.5 requires conpliance wth the
Cccupational Safety and Health Act. Per 29 CFR 1910.20, the
enpl oyee nedi cal record neans a record concerning the health status
of an enpl oyee which is made or nmai ntained by a physician, nurse,
or other health care personnel, including: (1) nedical and
enpl oynent guestionnaires (including job descriptions and
occupati onal exposures (2) the results of nedical exam nation (pre-
enpl oynent, pre-assignnent, periodic, or episodic) and | aboratory
tests (including chest and other X-ray exam nations taken for the
pF{poses of establishing a baseline or detecting occupational
I'llness.

GCvilian Medical Records

Civilian enployee nedical records are the responsibility of
the Navy. They are subject to Navy regul ations and al so nust neet
OPM regul ations (5 CFR 293, Subpart E)

G vilian occupational nedical record requirenents are covered
in the OPM Enpl oyee Medical File System (EMFS). Individual nedical
records are referred to as the Enployee Medical Folder. Medica
records are maintained in accordance with Privacy Act regul ations.

5 CFR 293 provides the followng requirements for civilian
medi cal records:

1. Agenci es must provide enployees access to their own EMS
records consistent with Ofice regulations contained in 297.204(c)
of that chapter. Disclosure of an enployee's occupational nedical
records to agency officials (both nmedical and non-nedical) will be
granted only when the specific information sought is needed for the
performance of official duties.

2 Ensure that, if occupational nedical records are to be
physically located in the same office as the O ficial Personne
Fol der (OPF), the records are naintai ned physically apart from each
ot her.

3. Set forth a policy that distinguishes, particularly for
pur poses of records disclosure, records in the nature of physician
treatment records (which are generally not appropriate for
di sclosure to non-nedical officials) from other nedical reports
properly available to officials making nanagenent decisions
concerni ng the enpl oyee.
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Ret enti on of Medi cal Records

Part 111, Chapter 6 (Medicine and Dentistry Records) of
SECNAVI NST 5212.5C contain the regul ations for records which rel ate
to the admnistrati on of performance of health and dental functions
by the Navy Medical Departnent. They include records of
exam nation, care and treatnent of individuals, physical fitness,
environnental, and health care program records accunulated in
connection wth carrying out nmedical departnent functions.

29 CFR 1910.20 requires that enployee nedical records be
mai ntained for at |east the duration of enpl oynent plus thirty (30)
years except for sonme types of records. Those exceptions include
health insurance clains records, first aid records and records of
enpl oyees who have worked for |ess than one year.

SECNAVI NST 5212. 10A requires the Navy to hol d asbestos rel ated
docunents indefinitely. Additionally, 29 CFR 1910.20 specifies
"chest X-ray filns shall be preserved in their original state";
this includes PA chest x-raKs taken as part of the asbestos nedi cal
surveillance program (whi ch are OSHA mandat ed) .

Access to Medical Records

~ Medical records and their contents nust be retained by the
medi cal departnment and be accessible to the nedical staff wthout
conprom sing the security of the records.

Access to nedical records nust follow Privacy Act protocols,
and include making the records available to the enployee or the
enpl oyee's representative when that representative has the
enpl oyee's witten perm ssion. | f the physician believes direct
access by the enﬁloyee to information in the nedical record may be
detrinmental to the enployee's health, the enployer may deny direct
access for that information only while providing access to the
enpl oyee' s designated representative. A copy of the nedical record
must be provided to the enpl oyee upon the enpl oyee's request. \Wen
addi tional copies of information previously provided are
requested, a charge nmay be applied for the copies. Refer to NAVMED
P-117, 5 CFR 293, 29 CFR 1910. 20 and OPNAVI NST 5100. 23 series for
specific Privacy Act issues.

Disclosure of an enployee's nedical records to agency
officials is limted to the specific informati on necessary for the
performance of official duties. (See 5 CFR 293).

Mai nt enance of Medi cal Records

NAVMED P-117 describes some of the routine forns in the
medi cal records and the order in which forns are to be filed. 29
CFR 1910. 20 provides guidance on all OH records. VWile in Navy
custody, nedical records are nmmintained under the guidance of
NAVIVED P-117. OPNAVI NST 5100. 23 series describes information to be
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maintained in mlitary and civilian enployee nedical records in
conpliance w th OSHA

Civilian enployees who are retired mlitary nenbers or
mlitary dependents nust have nedical records established just as
other <civilian enployees. The mlitary records of those
i ndividuals nmust be treated as a separate system of records. Both
the civilian enpl oyee record and the mlitary record nust reference
each other. The general beneficiary nedical record nust be kept
separate fromthe official civilian enpl oyee nedical record.

Transfer of Medical Records

Mlitary nedical records. Transfer these records in
accordance with NAVMED P-117. For a routine transfer to another
Navy command, the mlitary nedical record transfers with the
service nenber. X-rays of mlitary personnel remain at the
| ocati on where the x-ray was taken.

Civilian Medical Records. Transfer these records in
accordance wth NAVMED P-117. Transfer may be facilitated if the
recei ving personnel office notifies the enpl oyee's previous MIF of
the need to transfer the nedical records. Human Resources O fices
should notify MIFs when personnel |eave enploynent, and should
request records of new enpl oyees fromthe previous MIF. |In many
| ocations, this may not work snoothly w thout assistance of the
MIF. MIFs may need to expedite the record transfer.

Civilian enployee nedical records nust additionally conply
with GPMregul ations. Wen a civilian enployee nakes an inter- or
i ntra-agency transfer within the federal governnent, the nedi cal
record (including x-rays) transfers to the receiving MF. Wen
the enployee transfers outside the Navy comunity to another
federal job, 29 CFR 1910.20 nust be followed, including placing the
medi cal record data in the SF 66D fol der

Asbest os x-rays. Because SECNAVI NST 5212.10 prohibits the
destruction of asbestos related docunents, asbestos chest x-rays
are not to be transferred outside the Navy comunity. Cvilian
asbestos X-rays should be retained by the Iast MF hol ding the x-
rays and a note placed in the nedical record identifying the
| ocation of the x-rays. Each clinic holding x-rays nust maintain
the x-rays with nechanisns for retrieval as needed. On-site review
of these x-rays is described in 29 CFR 1910.20 - "In the case of
an original x-ray, the enployer may restrict access to on-site
exam nation or make other suitable arrangenent for the tenporary
| oan of the X-ray."

St orage of Records

When storing records, whether general or nedical, the detailed
procedures contained in SECNAVI NST 5212.5C, Appendix C nust be
fol | oned. No Navy command or activity is exenpt. | f correct
transfer procedures are not followed or proper record transfer
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docunments are not provided, the entire records shipnment can be
returned to the transferring command or the inmediate superior in
command for correction.

Medi cal Records. When the individual retires, transfers
outside Navy community or |eaves Navy enploynent, the nedical
record is stored in conpliance with SECNAVI NST 5212. 10A, NAVMED P-
117, 5 CFR 293 and 29 CFR 1910.20. Mlitary and civilian enpl oyee
records are kept at separate locations and nust be handled
separately.

Mlitary Cvilian

Department of Veterans Affairs G vilian Personnel Records
Servi ce Medi cal Records Center 111 W nnebago Street

P. O. Box 150950 St Louis, MO 63118

St. Louis, MO 63115-8950 (312) 425-5760

The Navy nedical records forwarded to St. Louis renmain
accessible to the Navy and can be returned to the Navy upon
request. Addi tionally, individuals can request copies of their
records directly fromSt. Louis.

Cvilian nmedical records. FRC SF 66C ("blue folder") is the
required folder for retiring medical records when the civilian has
wor ked for one agency only. |If the enployee has worked outside the
DCD agency, SF 66D ("orange folder") is required. The order of the
medi cal record nmust be in conpliance with 5 CFR 293.

X-rays. Currently, neither St. Louis facility accepts
radi ographs | arger than 8.5" X 11" (these do not fit in the nedi cal
records). Since OSHA requires chest x-rays (which are larger than
8.5" X 11") to be retained in their original state, chest x-rays of
mlitary personnel remain in the MF that took the x-ray, while
chest x-rays of civilian personnel remain in the |ast MIF that
provi ded occupational health services.

Asbestos rel ated docunents. When nedi cal records containing
asbestos related information are retired to St. Louis, (1) they
must be packed separately and | abel ed ASBESTOS RELATED DOCUMENTS;
(2) in accordance with SECNAVI NST 5212. 10A: "submt the origina
and two copies of SF 135 to the FRC, identifying all asbestos
records by filling in item6f, "Series Description” on the SF 135
with the statenment, "ASBESTOS RELATED DOCUMENTS. "

Records other than Personal Medical Records. SECNAVI NST
5212.5C, Appendix CG9, contains a list and areas of responsibilit
for regional FRCs where records other than personnel nedica
records are to be forwarded. Comuands are encouraged to contact
the appropriate FRC for information and specific guidance to
facilitate snooth record transfers.

Fol l ow normal records retirenment procedures by submtting a
properly conpleted SF 135, Records Transmttal and Receipt, to the



appropri ate Federal Record Centers (FRC). Records nust be properly
identified, packed in the required boxes and acconpani ed by the SF
135. State the length of tinme the files nust be naintal ned and
identify the command authorized to release the material for
destruction. If the length of tinme is not specified, the FRC
cannot accept the records.

Cosing Facilities

Ceneral. Wien a nedical treatnent facility (MF) or supported
line command is scheduled to close, SECNAVI NST 5212.5C should be
reviewed carefully, followng the directions for archiving records.
All commands are encouraged to contact their regional FRCs,
participate in their training prograns and invite FRC personnel to

visit. Key personnel should be identified and trained in
preparation for base/facility closing to facilitate a snooth record
transfer. The appropriate FRC nust be contacted to request

retirement of records wearlier than routinely permtted by
SECNAVI NST 5212. 5C. FRCs have been cooperative in accepting
records early when notified of a command or base closing. Records
forwarded to FRCs nust be trackable and retrievabl e when queries
are received.

Bases. Wen bases are "cleaned up" and/or turned over to
ot her commands, agencies, or the private sector, regulations may
require that survey data be available to determ ne the status of

the facility. Because of the inportance of these records,
consi deration nust be given to maintaining industrial hygiene (IH
records with the responsible MF until the Navy is no |onger

responsible and inquiries are not being received relating to the
data available in I H surveys.

Li ne Command. When the line conmmand closes, and the
supporting MIF remains open, nedical and IH environnmental data
which are no longer active may be retired as specified in
SECNAVI NST 5212.5C. Medical records and |IH environnental docunents
of enpl oyees with workers conpensation clains are considered active
and nust be retained by the responsible MF

Medi cal Treatnent Facilities. When a MIF closes, and the
supported line comand remains open, data and records nust be
transferred to the appropriate MIF responsible for the nedica
support of the Iline command. Follow routine procedures for
transferring nmedical records as the enployee/service nenbers are
transferred, or forward themto the NPRCs in St. Louis.

Chests x-rays (14" X 17") are not accepted in the nedica
records for archiving. These x-rays nmust be transferred to the MIF
responsible for the geographic area where the closing MIF is
| ocat ed, and nust be accessible to enpl oyees or forner enployees in
conpliance with the Privacy Act. A notice nust be placed in the
medi cal record indicating where and how these x-rays can be
obt ai ned.
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I n special situations, x-rays are forwarded to the regional
FRCs for archiving. Wen this is done, care nust be taken to have
the x-rays retained in conpliance wth federal regulations. A
t racki ng s%stemfor retrieval of the x-rays is needed. Asbestos x-
rays nust be forwarded separately from non-asbestos-rel ated x-rays,
and | abel ed ASBESTOS RELATED DOCUMENTS so that the FRC staff can
retain those x-rays indefinitely in accordance with regul ations.
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