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Client File Request: What Do | Need to Know?

What happens after you ask for your file:

The Privacy Officer will call you to confirm they received your request and to make sure
you were the person who made it.
If someone else asked for your file, the Privacy Officer may contact you or your
Substitute Decision Maker to confirm that you know about the request and agree with
it.
The Privacy Officer may ask why you want the file, what information you are looking
for, and whether they can speak with your primary worker to help gather the
information.
The Privacy Officer may suggest making the request more specific, so it is easier to find
what you need.

o You can say no to this suggestion.
If the request appears to be for the purpose of harming anyone or may have an
unintended consequence leading to harming someone, the Privacy Officer may deny it
and will explain the reason in writing.

How long it may take:

File requests usually take 30 to 60 days from the day the Privacy Officer receives the
request.

If more time is needed at 30 or 60 days, the Privacy Officer will give you a written
explanation.

If you need the file sooner, contact the Privacy Officer and your primary worker.

What you may receive:

Some information may be blacked out, or redacted, to protect other people’s personal
health information.

Information may also be redacted if sharing it could lead to harm to the person or to
others. If this happens, the Privacy Officer will explain why.

If you think information in the file is wrong, tell the Privacy Officer. They will look into it.
If the information is proven wrong, the file will be updated. If the information is
accurate, the Privacy Officer will offer to add your perspective to the file.




