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SBAR Memo
	To:
	All Department Heads (LLUMC, LLUBMC, LLUHC, LLUMC-Murrieta, LLUCH, LLU School of Dentistry, LLU Center for Health Promotion)

	From:
	Corporate Compliance

	Date:
	July 12, 2016

	Subject:
	Action Required - Revised Notice of Privacy Practices (NPP) to replace current version by August 1, 2016


____________________________________________________________________________
S (Situation) 
A revised version of the Notice of Privacy Practices (NPP) form is available for distribution to our patients. This updated version will replace the current document that has been in use since September 23, 2013. Additionally, the NPP summary that is currently displayed on the walls of all patient access point areas (e.g., registration, clinics, ancillary services) will need to be replaced with the revised version. 

The distribution of the new version is a requirement of HIPAA Privacy Rule and patients will be made aware of the new version by posters to be posted at prominent locations throught the organization. The effective date of the updated NPP is August 1, 2016. 
B (Background) 

The NPP needed to be updated in order to reflect changes made to patient rights by the Privacy Rule and to notify patient of LLUH’s common electronic health record platform LLEAP) to be used between CareConnect Partners.  Although the Privacy Rule does not require the redistribution of the revised version to all established patients who had received one in the past, the following requirements must be met starting August 1, 2016:

· The revised NPP must be distributed to new patients during their first encounter at one of our facilities. Please note that a printed copy needs to be handed out to patients as they sign the acknowledgement of receipt of the NPP form.

· The revised NPP needs to be made available upon patients’ request. 
· Hard copies of the revised NPP (English and Spanish) must be placed in a prominent location where patients can get a copy on their own without having to ask for one. 

· The summary of the revised NPP must be displayed on the wall in a prominent location.
· Additionally, the poster announcing the updated NPP needs to be placed in a prominent location where patients can easily notice them.
A (Assessment) 

Department heads responsible for a department or area where patients check in for treatment or follow up care, should contact Printing Services as soon as possible to order the revised version of the NPP and notification posters. See below for the form numbers.
Once you receive the new forms:

1. Replace the existing NPP forms (English and Spanish) dated September 23, 2013 with the new version dated August 1, 2016. 
2. Replace the existing version of the NPP Summary currently displayed on the wall with the new version.
3. Discard all existing NPPs currently in stock dated September 23, 2013 and replenish them with the revised version. 
R (Recommendation) 
Send a requisition to the Printing Services Department today to place your order for the revised NPP. 

In the requisition, list the form numbers and the quantity desired (Refer to the table below for details) 

	Form number
	Explanation

	· Form # 3000 (NPP in English) 
	This is the full version of the form in English and the acknowledgement of receipt is included.  Each packet contains 250 NPPs.

	· Form # 3000C (Summary of NPP in English)
	This is the summary of the NPP (English) to be posted at prominent locations (wall) where patients are checked in. 

The form is available in the size 17” x 11” and it should fit in existing frames at your location.

	· Form # 3000B (NPP in Spanish) 
	This is the Spanish version of the form and the acknowledgement of receipt is included. Each packet contains 125 NPPs.

	· Form # 3000D (Summary of NPP in Spanish)
	This is the summary of the NPP (Spanish) to be posted at prominent locations (wall) where patients are checked in. 

The form is available in the size 17” x 11” and it should fit in existing frames at your location.

	· Form # 3000E
	This is the poster announcing the updated NPP. The poster is to be placed at prominent locations where patients can easily notice them. It is available in the size 8.5” x 11”.


Printing Services contact information
Phone: 909-558-4552 - Fax: 909-558-4052

Address: 24951 Stewart St., Loma Linda, Ca 92354

Questions? 
For questions related to the NPP forms or the status of your order please contact Monique Acosta at x47410 or Jennifer Rowland at x44238.
For questions related to requirements for NPP distribution and posting please contact the Compliance Department at x14200.
