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Notice of Privacy Practices

Have You Read the Notice that Your Practice Provides to Patients?  Since this is the document that informs patients about how your practice will use and 

disclose their information, it is important to become familiar with the Notice so you can answer patient questions.  When in doubt regarding your practice’s 

Notice or how to answer a patient’s questions regarding privacy or HIPAA in general, you should contact your Privacy Officer for assistance.

Key Elements

• The Notice describes the ways your practice is permitted to use and disclose protected health information (aka patient information). It will also explain 

that your practice will get permission or authorization from patients before using their information for any reason not stated in the Notice. In most cases, 

a patient will receive this Notice upon their first visit to your practice or possibly in the mail or online as part of a new patient process.

• The Notice describes the patient’s rights (including how to file a privacy complaint) and the responsibilities of your practice for privacy of patient information.

Availability of Notice

• The Privacy Rule requires practices to give a copy of their Notice to patients at the first service encounter, which is usually at their first appointment. This 

is also when your practice will attempt to obtain an acknowledgment of receipt from the patient documenting they have received or had the opportunity 

to receive a copy of the Notice.

• The Rule also requires practices to post a copy of their Notice in a clear and easy to find location where patients are able to read it. Notices are commonly 

posted in the practice’s reception area.

• If the practice maintains a website, the law requires the practice to post a copy of its Notice there as well. The Notice must be reasonably easy to locate 

and print from the home page.

Read Your Notice

While the Privacy Rule requires each practice to develop and use a Notice, the length and format will vary from one practice to another. It is important for 

each member of the practice to read and familiarize themselves with the content of their practice’s specific Notice.

September 2019

Employee Test Answer Key to the September 2019 Training Test

• Print the test page for each staff member to complete. 1. T 6. F
• Review questions answered incorrectly with staff to ensure proper understanding of the training information. 2. F 7. F
• Establish a date for return of the training test to ensure its completion. 3. F 8. T
• Prepare a training file folder or log book (if you do not already have one) for storage of training documentation. 4. T 9. T
• Maintain safety training records for a minimum of three years, HIPAA for a minimum of six, and CMS (OIG) for 5. T 10. T

10 years from the date of training.
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