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SCANNING INFORMED CONSENT DOCUMENTS AND HIPAA AUTHORIZATION INTO CPRS
1.0
PURPOSE AND SCOPE

1.1 Purpose and Scope



A copy of the signed and dated research informed consent form and HIPAA authorization must be 


placed in the electronic medical record (CPRS) in accordance with VHA Handbook 1907.01. 

2.0
RESPONSIBILITIES

2.1
The PI is responsible for ensuring that all signed research informed consent documents and HIPAA authorizations are obtained properly from each study participant, unless consent or HIPAA authorization has been waived by the IRB, and a copy brought the Medical Records Office for scanning.  

2.2
This policy applies any time a research participant signs a research informed consent document or HIPAA authorization, including re-consent.
2.3
The research informed consent document and/or HIPAA authorization must be clearly labeled with the participant’s full name and the last four digits of the participant’s social security number.

2.4 
The Medical Records Office will ensure that the scanned copy of the research informed consent document and/or HIPAA authorization are placed in the participant’s electronic medical record in CPRS.
3.0 
REQUIREMENTS

3.1
The PI or designated study team members will deliver a copy (the PI must keep the original document 
with the study files) of the informed consent document or HIPAA authorization to the Medical 
Records Office.  

3.2
The PI or designated study team members will log the document(s) on the sign in 
sheet in the Medical 
Records Office.
3.3
Medical Records Office staff will scan the documents and place the scanned copy 
in to the participant’s 
electronic medical record in CPRS.  Paper copies will then be shredded.
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