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Maternal Infant Health Program (MIHP)
Guidelines for an Office in the Provider’s Place of Residence
Purpose 

· To describe policy for MDCH/MIHP agencies who choose to provide business from a home office.  MIHP agencies with a home office must be certified by the Michigan Department of Community Health, and follow all MDCH/MIHP program requirements and meet the below listed home office requirements.  In addition, MIHP providers should be aware of and follow the Department of Treasury publication 587, Business Use of Your Home.  http://www.irs.gov/publications/p587/index.html and the local licensing and zoning regulations.

Home Office Space
Providers Must
· Have a dedicated place in your home for your MIHP business 
· Be safe (entrances and space in the home free of hazards and assure safe passage when MIHP personnel are in the home), clean and comfortable 
· Provide adequate privacy when discussing client information

· Provide adequate space to meet with MIHP professionals
Confidentiality
Providers Must

· Comply with all applicable laws including the Health Insurance Portability and Accountability Act (HIPAA).  HIPAA assures privacy and security of protected health information. http://en.wikipedia.org/wiki/Health_Insurance_Portability_and_Accountability_Act     [Addendum A]
· Assure MIHP staff maintain the privacy and security of all confidential information including Protected Health Information (PHI) and Electronic Protected Health Information (ePHI)

· Assure proper storage of MIHP confidential information

· Assure all client closed chart information is stored in file cabinets, electronically or in a banker’s box correctly labeled according to program name, date span of record and year to be destroyed.  All non-electronic MIHP beneficiary charts must be stored in a locked area.
· If stored electronic all information must be stored in a back-up system
· Assure proper disposal of MIHP confidential information

· Assure the retention of all MIHP client information for a minimum of six years in a secure manner from date of last service  [Add MDCH ref]
· Comply with the MIHP Field Confidentiality Guidelines [Addendum B]

Recommended Office Equipment
The following equipment is highly recommended to provide professional MIHP services.

· Business phone with conference and voice capability
· Fax

· Computer 

· Internet Capability

· Printer

· Shredder (if not contracting with an off site contractor for storing and shredding)
· Lockable file system, meeting HIPPA requirements

· Copy machine or access to copy machine

Software Requirements

On-line access to MIHP application requires access to the Internet through the following Internet Browsers:

· Internet Explorer, version 5.5 or greater (Is preferred)
· Netscape, version 6 or greater
· Windows XP or greater
Recommendations

· Office should be set up away from the busy areas in the home

· Develop an organized and efficient work environment

· Assure a dedicated work area

· Limit the work items in the office to MIHP business

· Proper storage of MIHP printed and documented materials

· Encourage background checks for all MIHP personnel

· Professional MIHP staff have a valid current drivers license
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