
HIPAA CONTACT PERSON
 
SINDECUSE HEALTH CENTER HIPAA POLICY
 

WESTERN MICHIGAN UNIVERSITY
 

Pursuant to the HIPAA Privacy Rules, Sindecuse Health Center (SHC) has a Privacy 
Officer who will serve as the Contact Person. The position's reporting obligations, essential 
functions, and qualifications are as set forth in the following job description. 

The designation of the Contact Person shall be documented (Form A attached). SHC 
shall retain documentation for six years from the date on which the person served in the capacity 
of Contact Person. 

Contact Person Job Description 

Position Summary: The Contact Person receives complaints under the Privacy Rules 
and provides information to individuals regarding SHC's privacy practices. 

Reports to: The Contact Person reports to the Risk Manager. 
•	 Essential functions of the job are: 
•	 to be familiar with SHC's privacy practices; 
•	 to maintain and distribute, as necessary, information about SHC's privacy practices; 
•	 to respond to suggestions and complaints regarding SHC's privacy practices; 
•	 to provide clarifications regarding SHC's privacy practices; 
•	 to respond to requests for access to Protected Health Information (PHI) in a timely 

manner; 
•	 to respond to requests to amend PHI in a timely manner; 
•	 to respond to requests for accountings of disclosures in a timely manner; 
•	 to suggest amendments to SHC's privacy policies, which shall be forwarded to the 

HIPAA Privacy Team; 
•	 to forward any legal complaints served upon the Contact Person to the Risk Manager, 

Director, and University Privacy Officer, and to document, in writing, the actions 
taken. 

Qualifications: Requires the following minimum qualifications: 
•	 familiarity with the privacy policies and procedures; 
•	 familiarity with SHC's business functions and operational structure; 
•	 ability to communicate both orally and in writing; 
•	 strong interpersonal skills; 
•	 ability to effectively report on the status and implementation of projects to senior 

management. 

• 
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FormA 

DESIGNATION OF CONTACT PERSON 

DESIGNATION: 

The following individual shall be designated as Sindecuse Health Center's (SHC) Contact 
Person: 

Name/Title:	 Larry Boekeloo, Director of Business Services 
Address/phone:	 Sindecuse Health Center
 

Western Michigan University
 
Kalamazoo, M1 49008-5445
 

Phone: (269) 387-3241
 
Fax: (269) 387-3204
 

DUTIES: 

•	 maintaining familiarity with SHC's privacy practices; 
•	 maintaining and distributing, as necessary, information about SHC's pnvacy 

practices; 
•	 responding to suggestions and complaints regarding SHC's privacy practices; 
•	 providing clarifications regarding SHC's privacy practices; 
•	 responding to requests for access to Protected Health Information (PHI); 
•	 responding to requests to amend PHI; 
•	 responding to requests for accounting of disclosures; 
•	 suggesting amendments to SHC's privacy policies, which shall be forwarded to the 

HIPAA Privacy Team; 
•	 forwarding any legal complaints served upon the Contact Person to the Risk 

Manager, Director, and University Privacy Officer; and 
•	 documenting, in writing, the actions taken. 

TERM: 

The Contact Person shall serve until removed by the Director or until he or she resigns the 
position. 
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Effective as of April 8, 2003 --_.~' 

Rev: July 16,2009 

Approved: July 16,2009 
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Signature of Director 


