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SSA/VA – MEDICAL INFORMATION
The following is the process when handling, storing and destroying CDs containing confidential job candidate records:
1. Job candidate information from the SSA and VA may be received on a CD by the IVRS office;

2. The CD will not be duplicated at the local or the state level, which maintains compliance with VI-C of the Memorandum of Agreement with the Social Security Administration;

3. The CD will be kept in the case record in an appropriately sized envelope that is securely affixed to the back cover of the case record;

4. The CD is treated the same as all confidential case record information and is not copied or distributed to any person or entity outside of IVRS or any staff person who is not authorized to receive the information;

5. The CD is sent inside the case record to the closed case files section of IVRS when the case is closed; 

6. The CD and the case record will be retained for four years following the closure of the case;

7. The CD will be sent to the IVRS IT Help Desk for destruction when the IVRS case is being destroyed;

8. Failure to follow any of the steps above poses a security risk and jeopardizes IVRS’ ability to obtain records from SSA and could result in discipline.

The Rehabilitation Services Bureau has the responsibility to use the records in a manner that is consistent with our confidentiality and HIPAA rules.  The Administrative Services Bureau has the responsibility of ensuring that the products of SSA are destroyed in a manner that ensures confidentiality and compliance with HIPAA.  Together we are able to secure the records and guarantee that job candidate information is handled in a secure manner.  
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