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Part 1: Date of Request 
Part 2:  Requestor Information 
Identify the date of the request and the date the response is required.  The request should be in electronic format and submitted to the Data Support e-mail (By selecting Submit by E-mail on the form, also found in your Outlook drop down menu).   Most requests will be processed within 14 days; however, allow 30 days for reports that need to be developed.      For urgent/time sensitive inquiries please submit request to the Data Support E-mail and in the subject of the e-mail add 'TIME SENSITIVE REQUEST' and cc the Regional Manager Health Information Services and the Clinical Systems  Analyst - HIS as well as send as "High Importance".  Urgent requests will be dealt with in as timely a manner as possible.    
Facilities and Programs within the region may request statistical data and/or reports for audits and Standards Review to support their role or program.      All requests are submitted to the Data Support email and if required, re-directed for approval.  
Part 3:  Purpose of Request 
Guideline for Health Information Data Requests
DEFINITIONS:
Audit- health records need to be pulled to perform quality improvement, patient safety, etc.
Health Plan- statistical data required to support proposals.
Research - approval would be required by the research team as outlined in policy ORG.1810.PL.004 Research Application and Approval process.
Standards Review - Medical Advisory Committee (MAC) require health records to be pulled to review specified adverse patient occurrences. 
Utilization Review-statistical data required to determine activity within the facility or program.
All requests will be reviewed to ensure that the purpose is related to program planning, quality improvement or patient safety.  Requests that are an exception to this criteria or are from an agency external to the region, will be reviewed on a case-by-case basis.    Statistical data which is provided to the requestor must be used for the purpose it was intended for.  It is the responsibility of the recipient to ensure the safe storage, retention and destruction of the information in accordance with regional policies.       If the Regional Manager Health Information Services has any concerns related to the request, it will be reviewed with the Regional Director for the program or the applicable Senior Leader.
Part 4: Request Details 
- Details of the request must be included.    - If all of the information is not available or only since a certain date, the analyst will contact the requestor to discuss      revisions to the request. - If the data is not available in an existing report, report development may be required.   It is very important to ensure     that data is interpreted correctly.   The response to the request will include any required definitions to avoid     misinterpretation.    
Part 5: Submission:  Completion By Health Information Services 
This section is completed for tracking the receipt and response to the request.    
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