The Children’s Hospital at Westmead

REQUEST FOR MEDICAL RECORD RETRIEVAL


Complete if project is for clinical purposes/patient care only (not research):
1. Please indicate what the record/s is required for: (Please Type)
REQUISITION (RECORDS REQUIRED FOR PATIENT CARE):
 (
Reason:












Complete if project is for research purposes only: 
RESEARCH: ( 
Project Title:  








  

 

Project Number:























RETRIEVAL RULES

· All details on the form must be completed

· A maximum of 20 records will be retrieved at any one time. Further records will not be retrieved until you have reviewed the batch and returned them to the research returns box.  You must allow 7 days after each batch is completed for the next batch. You will be notified as each batch of records has been prepared for you to review.
· Records are retrieved on weekends only.

· REQUISITION: 48 hours notice must be provided before a medical record is retrieved.

· RESEARCH: Five working days notice is required to retrieve the records (excluding weekends)

· Medical Records must remain in the Medical Record Department unless arrangements to remove the records from the Department have been approved by the Health Information Manager
· If your records have not been actioned you will be contacted and reminded.  You then have four weeks from the date they were first received to attend to the records.  After this time they will be returned to the filing shelves.
	Requestor Name:


	Phone:
	Date Requested:

	Department:
	Email:
	Date Required:

	
	Page:
	Time Required: AM / PM


MEDICAL RECORD DEPARTMENT USE ONLY

Date request received:








Request processed by:








Date requestor contacted: 







Date request completed: 








	MRN
	Surname
	First Name
	DOB
	Admission/Discharge dates


	Type of records (inpatient/outpatient/

flowchart/ cytotoxic drugs/all) 
	Tracking Location

(Office Use Only) *

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


* Tracking Location indicates the types of records available e.g. (PowerChart, microfilm, main file)
