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Directions: Determine the correct answer to each of the following, based on information derived from the article. 

Policy and procedure
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		 1. HIPAA is the acronym for the Health Insurance Portability 
and Privacy Act. 

		 2. Patients should be required to give their written informed 
consent before being allowed to communicate with a 
medical office electronically. 

		 3. An office policy and procedure manual is important for front-
office administrative matters, but not for back-office clinical 
matters.

		 4. Patients in waiting rooms do not have privacy rights because 
they have freely consented to be present in a public place, 
and have assumed the risk of having their identity disclosed 
to other waiting patients. 

		 5. A policy and procedure manual should include statements 
about the release of patient information, such as what 
information may be released, how it may be released, and to 
whom it may be released. 

		 6. It is prudent to establish a practice of asking staff at regular 
intervals for suggested changes or additions to the policy 
and procedure manual. 

		 7. Notes and minutes of staff meetings should not be taken 
because they can be subpoenaed and used against the 
practice in a lawsuit.
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		 8. Medical offices should provide employees a list of terms 
and phrases that are used in the practice so staff will be 
more knowledgeable and better able to converse with 
patients and other health care professionals. 

		 9. The best time to create a policy and procedure manual 
is during a crisis. This is due to the fact that the crisis 
will provide focus and ensure that the manual will be 
completed in a timely manner. 

		 10. Addressing patients only by their first name is one way of 
demonstrating compliance with elements of HIPAA. 

		 11. New employees should be asked to sign a form indicating 
that they have read and understand the policy and procedure 
manual, and should be promptly informed of any updates or 
changes to the manual before they go into effect. 

		 12. Verbal training of medical office staff is superior to 
training based on written documents (e.g., policy and 
procedure manuals) because trainees often do not read 
these documents. 

		 13. Because a policy and procedure manual is an internal 
document, it cannot be used to respond to inquiries from 
federal or state agencies, such as the Equal Employment 
Opportunity Commission or the Department of Labor.

14. Which of the following is usually not found in a medical office policy 
and procedure manual:

		 a. A description of any lawsuits pending against the medical 
practice and its health care professionals

		 b. The employment policies and practices of the office

		 c. Patient and office safety policies

		 d. The policy dealing with release of patient information

15. Which of the following best describes a policy, as defined by the author?

		 a. A list of processes followed by staff to obtain an outcome

		 b. A record of a medical office’s financial transactions

		 c. A description of general rules and guidelines pertaining to a 
specific area of operation of an office

		 d. A checklist used by managerial staff to evaluate the 
performance of employees

16. Policies and procedures for in-clinic medical procedures usually 
do not include which of the following:

		 a. Clinical and nonclinical emergency protocols

		 b. The estimated likelihood of success of particular procedures

		 c. Scope of practice policies for office personnel

		 d. Credentialing requirements for office personnel
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• • Fetal alcohol spectrum disorders (FASDs) are completely  
 preventable if a woman does not drink alcohol during pregnancy.

• • There’s no known safe amount of alcohol use during pregnancy   
 or while trying to get pregnant.

• • All types of alcohol are equally harmful, including all wines and beer.

• • Alcohol can cause problems for a developing baby throughout  
 pregnancy, including before a woman knows she’s pregnant.

PREGNANCY AND ALCOHOL DON’T MIX.

When a pregnant woman drinks alcohol, so does her baby. Why take the risk?
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