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PURPOSE 

This Department Order establishes guidelines for Medical Record services. Inmates have access to records of 

their own medical care and treatment, and to continuity of healthcare services when transferred from one 

place to another.  

The Director and other authorized recipients have access to inmate medical history information that has an 

impact on the administration of the prison system or on the welfare of the inmate population. Although the 

law requires that authorized recipients of the information keep this information confidential, they may use it 

to establish precautionary procedures and guidelines for the care, transportation and housing of inmates 

whose medical histories indicate a need for special management.  

References to healthcare professionals (i.e., Healthcare Services and Mental Health Services) are referring to 

the Contract Healthcare Provider (CHP) or their subcontractors unless otherwise stated. 

RESPONSIBILITY 

The Assistant Director for Healthcare Services shall ensure qualified healthcare professionals (QHCPs) and 

healthcare staff, as applicable: 

 Prepare appropriate documentation regarding inmate health status and deliver it to appropriate 

transporting staff prior to the transfer of an inmate. Refer to Department Order #705, Inmate 

Transportation for additional information. 

 

 Review all documentation regarding health status of a received inmate and, when appropriate, evaluate 

the inmate in a timely manner following arrival. 

 

 Make appropriate documentation entries in the Department Medical Record regarding the transfer of 

medical information. 

 

 Maintain, retain, transfer and dispose of inmate Medical Records in accordance with this Department 

Order. 

 

 Release medical information and maintain its confidentiality in accordance with this Department Order. 

The Calculation, Records and Population Management Administrator and the Assistant Director for Prison 

Operations shall ensure appropriate staff: 

 Notify healthcare staff, in a timely manner, of the pending arrival/transfer of an inmate within the 

Department's system or outside of the Department's system. 

 

 Deliver medical documentation from the transporting institution/facility to the unit healthcare staff, and 

in certain specified cases, ensure the inmate is delivered to the Health Unit for evaluation by the healthcare 

staff.   

PROCEDURES 

1.0 RELEASE OF MEDICAL INFORMATION TO SPECIFIED DEPARTMENT STAFF 

1.1 The principle of confidentiality applies to inmate Medical Records and information about inmate 

medical status.  
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1.1.1 The active Medical Record is maintained separately from the confinement case record. 

1.1.2 Access to the Medical Record is in accordance with state and federal law. 

1.1.3 To protect and preserve the integrity of the institution/facility, the health authority 

shares with the Warden, information regarding an inmate’s medical management. 

1.1.4 The circumstances are specified when correctional staff shall be advised of an 

inmate’s health status. Only that information necessary to preserve the health and 

safety of an inmate, other inmates, volunteers/visitors, or the correctional staff is 

provided. 

1.1.5 Policy determines how information is provided to correctional/classification staff/ 

volunteers/visitors to address the health needs of the inmate as it relates to housing, 

program placement, security and transport. 

1.1.6 The release of the health information complies with the Health Insurance Portability 

and Accountability Act (HIPAA), where applicable, in a correctional setting. 

1.2 Providing Inmate Medical History Information 

1.2.1 The CHP shall provide appropriate inmate medical history information to an authorized 

recipient upon the authorized recipient's request in accordance with this Department 

Order.  

1.2.2 Authorized recipients of the medical information shall request appropriate inmate 

medical history information from the CHP. 

1.3 Utilization of Inmate Medical History Information – Authorized recipients (Director, Deputy 

Director, Chief of Staff, Assistant Directors, Wardens and Deputy Wardens) pursuant to Arizona 

Revised Statute (A.R.S.) §41-1606, to receive inmate medical history information shall utilize 

the information only for correctional-related purposes, and shall only be disseminated pursuant 

to A.R.S. §36-666 and §36-667. 

2.0 INMATE REQUESTS TO REVIEW THEIR MEDICAL RECORD 

2.1 Inmates who wish to review their Medical Records shall: 

2.1.1 Submit an Inmate Letter, Form 916-1, to Medical Records staff (or to other Healthcare 

Services staff designated to perform the Medical Records functions) to request access. 

2.1.2 Specify in the Inmate Letter what portions of the Medical Record are included in the 

request. 

2.2 The Medical Records staff (or other Healthcare Services staff designated to perform the Medical 

Records functions) shall: 

2.2.1 Schedule an appointment for the inmate to review the Medical Record in the presence 

of healthcare staff. 

2.2.2 Issue the inmate a pass to allow the inmate to come to the Health Unit for the 

scheduled appointment. 
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2.2.3 If an inmate's classification and/or housing assignment precludes allowing the inmate 

to come to the Health Unit (escorted or unescorted) for the appointment, notify the 

security staff of the appointment. 

2.2.3.1 After being advised of the appointment, security staff shall make 

necessary security arrangements for healthcare staff to safely meet with 

the inmate at the appropriate location and supervise the inmate's review 

of the Medical Record. 

2.2.4 If the review request includes the Mental Health Section of the Medical Record, 

forward the Mental Health Section to the CHP Mental Health Lead, as outlined in the 

Medical Services Technical Manual (MSTM). 

2.3 Review of Medical Records – Medical Records staff or designee shall ensure: 

2.3.1 The inmate complies with the rules governing the Medical Records review, as 

contained in the Guidelines for Inmate Medical Records Review, Form 1104-11, and 

then signs the form where indicated. 

2.3.2 The Medical Records provided for the inmate's review remain in plain view on the 

table, desk or other work surface throughout the review. 

2.3.3 The inmate is prohibited from making notations on or alterations to the Medical Record. 

2.3.3.1 The inmate shall be allowed to make handwritten notes during the review. 

2.3.4 The inmate is afforded a maximum of 45 minutes is to review their Medical Record. 

2.4 Upon the completion of the review, it shall be documented on the Guidelines for Inmate Medical 

Records Reviews form. The inmate shall be asked to sign the acknowledgment of the review at 

the bottom of the form. 

2.4.1 The Section IV of Guidelines for Inmate Medical Records Reviews form shall be 

completed and scanned into the inmate’s electronic Medical Record and filed under 

the Legal/Administrative tab in the inmate’s paper Medical Record.  

2.4.2 If the inmate requires additional time for the review, they may: 

2.4.2.1 Request an additional review. 

2.4.2.2 Review the Medical Record at a date and time that is convenient and does 

not conflict with staff workload priorities. 

2.4.2.3 Reviews are permitted once per quarter. If the inmate needs an additional 

review due to a litigation issue, the inmate shall submit an Inmate Letter 

to the CHP Facility Health Administrator explaining the need for additional 

record reviews. 

3.0 REQUESTS FOR INMATES TO OBTAIN MEDICAL RECORDS FOR LITIGATION ISSUES 

3.1 Access to Obtain Copies of the Medical Record – Upon receipt of a subpoena or an Inmate 

Letter that identifies the specific portions of the Medical Record to be copied, the Medical 

Record Monitor shall: 
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3.1.1 Forward the request to the Office of the Attorney General, via Office of the General 

Counsel, for advice as to whether the following requirements have been met in relation 

to the case: 

3.1.1.1 The court has stipulated the inmate may act as their own attorney. 

3.1.1.2 The request is related to a bona fide lawsuit that has been validly served 

on the Department or other defendant. 

3.1.1.3 The request for discovery has been filed. 

3.1.1.4 The Office of the Attorney General has not filed an objection to the 

production of the records in court. 

3.1.2 Upon notification from the Office of the Attorney General that all requirements have 

been met, ensure the copies of the appropriate portions of the Medical Record are 

prepared by healthcare staff, who shall give the copies directly to the inmate after the 

following have been completed: 

3.1.2.1 The inmate has signed the Inmate Medical Record Waiver of Liability, Form 

1104-8. 

3.1.2.2 Healthcare staff members, who provided the copies to the inmate, shall 

sign the Inmate Medical Record Waiver of Liability form, as witnesses to 

the inmate's signature.   

3.1.2.2.1 Healthcare staff shall scan the Inmate Medical Record Waiver 

of Liability form into the inmate’s electronic Medical Record 

and file the form in the inmate's paper Medical Record under 

the Legal/Administrative tab. 

3.2 Charges for Copies – The Medical Records Office shall charge the costs of compliance with 

subpoena for production of documentary evidentiary evidence for the information copied from 

a Medical Record, as follows: 

3.2.1 An inmate who is not indigent shall be charged $0.05 per printed side. 

3.2.1.1 The inmate shall complete the Inmate Request for Withdrawal-External, 

Form 905-15. 

3.2.2 Upon approval, Health and Welfare indigent inmates shall not be charged for copies. 

4.0 RECEIPT/TRANSFER OF AN INMATE FROM AND TO A COUNTY JAIL  

4.1 Continuity of care is required from admission to transfer or discharge from the facility, including 

referral to community-based providers, when indicated. Inmate medical care records shall be 

reviewed by the institution/facility’s QHCP upon arrival from outside healthcare entities 

including those from inside the correctional system.  

4.2 Non-emergency inmate transfers require the following:  

4.2.1 Medical Record confidentiality to be maintained 
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4.2.2 Summaries, originals, or copies of the Medical Record accompany the inmate to the 

receiving institution/facility. Medical conditions, treatments, and allergies shall be 

included in the record. 

4.2.3 Determination of suitability for travel based on medical evaluation, with particular 

attention given to communicable disease clearance 

4.2.4 Written instructions regarding medication or medical interventions required en route 

shall be provided to transporting officers separate from the Medical Record 

4.2.5 Specific precautions (including standards) to be taken by transportation officers (for 

example, masks and gloves) 

4.3 A medical summary sheet is required for all inter- and intra-system transfers to maintain the 

provisions of continuity of care. Information included does not require a release-of-information 

form.      

4.4 Inmates confined within a correctional complex with consolidated medical services do not 

require medical screening for intra–system transfers. 

4.5 Upon transfer of an inmate to Department institution, healthcare staff shall: 

4.5.1 Verify receipt of the inmate and the inmate's medical information from the sending 

institution/facility. 

4.5.2 If no medical information is received at the time of transfer, contact the jail or sending 

institution/facility, request transmittal through Health Insurance Portability and 

Accountability Act (HIPAA) compliant means of the documents, and record in the 

Subjective Objective Assessment, Plan and Education (SOAPE) note who was 

contacted and the date information was requested.  

4.5.3 Review the medical documentation received and schedule the inmate for an Intake 

Health Assessment/Physical Examination and, if indicated, obtain written medical 

order(s) to provide necessary treatment. 

4.6 Receipt of an Inmate Returning from a County Jail or Sending Facility  

4.6.1 Institutional staff shall: 

4.6.1.1 Escort the inmate, with all medical documentation from the jail or sending 

facility to the Health Unit upon their arrival for review and evaluation.  

4.6.1.2 Transport the Medical Record information in a sealed envelope marked 

"Confidential" to the receiving institution's healthcare staff. 

4.6.2 Healthcare staff shall: 

4.6.2.1 Verify receipt of the inmate and the inmate’s medical information from the 

jail or sending facility. 

4.6.2.2 If no medical information is received at the time of transfer, contact the 

jail or sending facility, request transmittal of the documents, and record in 

the SOAPE note who was contacted and the date information was 

requested. 
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4.7 Transfer of An Inmate to a County Jail or a Correctional Facility in Another State – Institutional 

staff shall notify healthcare staff of the pending transfer of an inmate. 

4.7.1 QHCPs and healthcare staff shall: 

4.7.1.1 Review the Medical Record of each transferring inmate and prepare a 

Continuity of Care/Transfer Summary, Form 1101-8, or electronic 

equivalent. 

4.7.1.2 Place the completed Continuity of Care/Transfer Summary form in an 

envelope, which is sealed and marked "CONFIDENTIAL" and addressed to 

the receiving CHP Facility Healthcare staff. 

4.7.1.3 Deliver the envelope to the designated institutional staff for transport to 

the receiving institution/facility or transporting staff, if other than 

Departmental transportation staff. 

4.7.1.4 In the event the transfer takes place on an "emergency basis" so that there 

is insufficient time for the above to take place, call the receiving 

institution/facility as soon as they are notified of the inmate's transfer and 

convey the appropriate information and send a completed Continuity of 

Care/Transfer Summary form in an expedited manner. 

4.8 Once the inmate is in an institution/facility capable of managing the inmate’s health needs, the 

classification process shall occur in accordance with Department Order #801, Inmate 

Classification. 

IMPLEMENTATION 

The Assistant Director for Healthcare Services shall update and maintain Technical Manual(s) to implement 

this Department Order that address, at a minimum, Medical Records and Release of Medical Information. 

DEFINITIONS/GLOSSARY 

Refer to the Glossary of Terms for the following: 

 Contract Healthcare Provider (CHP) Facility Health Administrator 

 Correctional-Related Purpose 

 Healthcare Staff 

 Inmate Medical Record 

 Medical History Information 

 Qualified Healthcare Professional (QHCP) 

 Subjective Objective Assessment, Plan and Education Format (SOAPE) 

FORMS LIST  

1104-1, Request for Medical Records 

1104-8, Inmate Medical Record Waiver of Liability  

1104-11, Guidelines for Inmate Medical Records Review 
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AUTHORITY 

A.R.S. §12-351, Costs of Compliance with Subpoena for Production of Documentary Evidence; Payment by 

Requesting Party; Definitions 

A.R.S. §31-132, Duty to Deliver Medical Records 

A.R.S. §31-224, Duty to Deliver Medical Records 

A.R.S. §36-661 et seq, Communicable Disease Information 

A.R.S. §41-1606, Access to Prisoner Medical History Information 


