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Purpose
The purpose of this section is to provide AMS Mechanical systems, Inc. (AMS) employees and their designated representatives a right of access to relevant exposure and medical records in order to fulfill responsibilities under the Occupational Safety and Health Act.  Access by employees and their representatives, is necessary to yield both direct and indirect improvements in the direction, treatment, and prevention of occupational disease. Medical records are records that concern the health status of an employee and are made or maintained by a physician, nurse, or other health care personnel, or technician.
Scope
This section applies to all employees’ exposure and medical records, and analyses thereof, made or maintained in any manner, including an in-house or contractual basis.  AMS shall assure that the preservation and access requirements of this section are complied with regardless of the manner in which records are made or maintained.
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Notification
Upon initial employment employees will be briefed and at least annually thereafter, informed via a bulletin board posting of the following:

1. The existence, location and availability of employee records for exposure to toxic substances or harmful physical agents.

2. The person responsible for maintaining and providing access to the records.  Contact your Human Resources Manager or Safety Representative to initiate this request.

3. The employee right of access of those records.

4. The entire section pertaining to the Access to Employee Exposure and Medical Records is available for employee review by contacting the Safety Representative. 

Record Keeping
1. The Human Resource Manager is responsible for maintaining and providing access to employees’ medical records.  These records are kept separately from other employee records.

2. The medical records of employees who have worked for less than (1) year for the employer need not be retained beyond the term of employment if they are provided to the employee upon the termination of employment.

3. Employee medical records shall be maintained for the duration of employment and for 30 years thereafter and should include the following:

A. Environmental (workplace) monitoring including personal, area, grab, swipe (wipe over a designated area), etc. type samples.

B. Biological monitoring – level of chemical in the blood, urine, hair, fingernails, etc.

C. Material safety data sheets or a chemical inventory or any other record which reveals where and when used and the identity (e.g., chemical, common, or trade name) of a toxic substance or harmful physical agent.

Access
1. Each employee or designated representative has the right to request access to his/her records.  The company shall assure that access is provided in a reasonable time, place, and manner. All personal identifiers (name, address, social security number, payroll number, etc.) are all removed from records before access is granted.
2. The employee may access his/her records by making a request to the Human Resources Manager or Safety Representative.  The company will release an employee’s medical records only if the employee has given specific, written consent (see Attachment A).

3. If the company cannot reasonably provide access to the record within fifteen (15) working days, the company shall within the fifteen (15) working days apprise the employee or designated representative requesting the record of the reason for the delay and the earliest date when the record can be made available.

4. In the case of an original X-ray, the employer may restrict access to on-site examination or make other suitable arrangements for the temporary loan of the X-ray.

5. Records or copies will be provided at no cost to the employee.

A. Whenever a record has been previously provided without cost to an employee or designated representative, the company may charge reasonable, non-discriminatory administrative costs (i.e. search and copying expenses but not including overhead expenses) for a request by the employee or designated representative for additional copies of the record.

B. No charge for an initial request for a copy of new information that has been added to a record which was previously provided.

C. No charge for an initial request by a recognized or certified collective bargaining agent for a copy of an employee exposure record or an analysis using exposure or medical records. 

Transfer of Records
1. Whenever AMS ceasing to do business, the company shall transfer all records subject to this section to the successor employer.  The successor employer shall receive and maintain these records.

2. Whenever AMS ceasing to do business and there is no successor employer to receive and maintain the records subject to this standard, the company shall notify affected employees of their rights of access to records at least three (3) months prior to the cessation of business.

References
Code of Federal Regulation, Title 29, Part 1910.1020
ATTACHMENT A

Authorization letter for the release of employee medical record information to a designated representative.

I, ____________________________, (full name of worker/patient) hereby authorize __________________________ (individual or organization holding the medical records) to release to ______________________________ (individual or organization authorized to receive the medical information), the following medical records:

________________________________________________________________________________________________________________________________________________________________________________________________

(Describe generally the information desired to be released)

I give my permission for this medical information to be used for the following purpose:

But I do not give permission for any other use or re-disclosure of this information.

(Note:  Several extra lines are provided below so that you can place additional restrictions on this authorization letter if you want to.  You may, however, leave these lines blank.  On the other hand, you may want to (1) specify a particular expiration date for this letter (if less than one year); (2) describe medical information to be created in the future that you intend to be covered by this authorization letter; or (3) describe portions of the medical information in your records which you do not intend to be released as a result of this letter.)

Full name of Employee or Legal Representative:

Signature of Employee or Legal Representative & Date:

ACCESS TO MEDICAL

 AND EXPOSURE RECORDS

BY OSHA REGULATIONS

YOU HAVE THE RIGHT TO SEE AND COPY:

· Your medical records and records of exposure to toxic substances or harmful physical agents.

· Records of exposure to toxic substances or harmful physical agents of other employees with work conditions similar to yours.

· Material Safety Data Sheets or other information that exists for chemicals or substances used in the workplace, or to which employees may be exposed.

THESE RECORDS ARE AVAILABLE BY CONTACTING YOUR SUPERVISOR OR MARK ROOK – SAFETY DIRECTOR

(630) 3207795
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