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Standard #:  

Title: 

ROI to Physicians who request PHI related to a Client 
Concern initiated by the Patient or Client for release 
to a Third Party.  

Role performing 
Activity: 

SHA Client Concerns Office and HIMS ROI Staff 

WORK 
STANDARD 

Location:  

Provincial 
Department/Unit:  

Health Information Management 

Document Owner:  

Health Information Management 
Date Prepared: 

18-Dec-2024 

Last Revision: 

12-Jan-2026 
Date Approved: 

03-Dec-2025 

Related Policies/Documentation: 

Consent for Disclosure of Personal Health Information 
Quality Review Request for Personal Health Information (SHA 0417) 

 

Work Standard Summary:   
SHA Physicians can request Personal Health Information (PHI) of Patients or Clients, who were in their care, when the Physician is 
notified by the SHA Client Concerns Office (CCO) that a Patient or Client has contacted the SHA with a concern about the care that the 
Patient or Client received while in the care of that Physician. The Physician may review the PHI on their own and provide a response 
back to the SHA, or the Physician may involve a third-party legal counsel that will assist with the PHI review as it relates to the concern. 
 
This work standard will provide the steps involved to allow the Health Information Management (HIM) Release of Information (ROI) 
team to release the PHI to the Physician in a timely manner for the purpose of releasing PHI to a Third Party.  
 
Requests for PHI by a Physician for their own review is to follow the Quality Review – Request for Personal Health Information process.  
 

Essential Tasks: 
1.  SHA Client Concerns Office initiates workflow: 

• Client contacts the CCO with a concern that requires a physician response. 

• Client can provide verbal consent for the physician to access their health record to respond to the 
concerns to the Client Concerns Specialist (CCS). 

• CCS sends email to physician regarding concerns to include the following.  
“Consent from the client has been obtained to proceed with accessing the client’s health records 
to respond to the concerns. Please follow your usual practice to access/request the health 
record.” 

 

• If the physician requires written consent, the CCS will complete the following form and send to the 
physician CONSENT FOR DISCLOSURE OF PERSONAL HEALTH INFORMATION form (SHA form 0249) 
(see Appendix A for example). 

o Indicate on the form in the patient signature line “Patient/Client verbally consented via 
phone on (include date and time)”  

o CCS sign the form  
o Identify the time range based on the concern 
o Send the completed form to the physician 

• CSS documents and saves to appropriate client file 

https://www.saskhealthauthority.ca/sites/default/files/2022-12/SHA-0249-Consent-Disclosure-PHI.pdf
https://www.saskhealthauthority.ca/intranet/forms-policies/forms/health-information-management-forms
https://www.saskhealthauthority.ca/sites/default/files/2022-12/SHA-0249-Consent-Disclosure-PHI.pdf
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Essential Tasks: 
2.  HIMs Process: 

• ROI team receives signed “Consent for Disclosure of Personal Health Information” form from 
physician. 

• ROI team member reviews form for completeness. If information is missing, ROI team member will 
call the physician who sent the request to obtain the missing information. 

• ROI team member will process the ROI request following normal ROI workflow. 

• ROI team member will attach the “Physician Review – Client Concern” template letter to the ROI 
request ensuring the receiving Physician’s name and contact information is indicated on the letter.  

• ROI team member will release the PHI to the Physician. 
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Appendix A: Example of Completed 0249 Form (mandatory fields highlighted) 
 

 
 


