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2.  Injury Evaluation, Rehabilitation and Documentation 

Title of Policy: Health Records Number: 2 

Revision Date: June 3, 2021 Effective Date: August 2, 2021 

Approved Date: July 1, 2021 Approved By: Dr. Michael Moser 

 
Purpose 
Medical documentation is required by regulatory authorities and provides a record of pertinent 
facts, finding, and observations about an athlete. Proper documentation serves a variety of 
purposes, including “legal protection, memory aid, legal requirements, professional standards, 
improved communications, insurance requirements, discharge decisions, improved care, injury 
surveillance and outcomes assessment.” Proper medical documentation ensures that any 
healthcare provider associated with the athlete has a complete and accurate picture of the 
patient and their illnesses/injuries. For the organization, proper documentation is critical for risk 
management and forms the basis for continuous quality improvement for the program. 
 
Health records are governed by the provisions of the Health Insurance Portability and 
Accountability Act of 1996 (HIPAA) that was enacted by Congress to protect the privacy, 
confidentiality and security of patient information. HIPAA security provisions took effect April 20, 
2005. HIPAA standards are applicable to all health information in all its formats.  
 
Examples of medical documentation (either written or electronic) include, but are not limited to, 
physical examination forms, pre-participation examinations, HIPAA waiver, student emergency 
release/permission for medical treatment, emergency contacts, insurance information, health 
records, injury records, and any electronic or other communication with the athlete, parents 
and/or guardians, or other individual authorized to receive such information. 
 
Policy Statement: 
Employees and any parties contracted to provide healthcare services will document medical care 
of the athletes or others involved in activities and maintain health records in compliance with 
HIPAA, FERPA and HITECH laws. 
 
This policy should be a living, working document, continually reviewed and updated as 
appropriate, as the organization and our community changes. 
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Scope 
This policy applies to all parties who are associated with the medical care of student-athletes 
 
Site Specific Procedures: 
SOAP notes/Accident Reports: Athletic trainers must document every injury, major or minor, 

that they treat. The athletic trainer should include subjective information, objective findings, 

clinical assessment, and course of action for that injury. The athletic trainer must document every 

injury in Epic. The athletic trainer may choose to use a soft copy SOAP Note (appendix 2A) in 

addition to Epic. The soft copy SOAP note will be placed in the athlete’s individual file if used.  

In the event of a medical emergency in which the athlete is transported, the athletic trainer will 

need to fill out an Marion County Injury/Accident Report (appendix 2A) and give it to the athletic 

director or principal. The athletic director or administration may ask the athletic trainer to fill out 

an accident report anytime they feel necessary.  

Injury Progress Note:  Every day, the athletic trainer will document which students receive care.  

The athletic trainer will document updates on the athlete’s progress and treatment plan in Epic. 

There is a Daily Progress Note (appendix 2B) if the athletic trainer desires a hard copy in addition 

to Epic. The hard copy progress note will be kept in the athlete’s individual file. The athletic 

trainer will keep any daily treatment log confidential. The athletic trainer must document any 

communication with parent/guardian, physicians or other health care providers via a telephone 

encounter in Epic. 

Daily Rehab Flow Sheet:  If rehabilitation is warranted for the injury, the athletic trainer will set 

up a rehabilitation program. The athletic trainer will document any rehabilitation program in Epic. 

The athletic trainer may use a Rehab Flow Sheet (appendix 2C) to keep track of daily exercises 

for the athlete. The athletic trainer will store rehab flow sheets in athlete’s individual folder. 

Daily Sign in Sheet/Treatment Log:  Athletes must sign in on the Daily Sign in Sheet (appendix 

2D) before they receive treatment in the athletic training room. This log includes the date, 

athlete’s name, sport, and affected body part and treatment given.  The sign in sheet will be 

located at the athletic trainer’s desk in the athletic training room. All old sign in sheets must be 

kept in a file folder to reference back to as needed. 

Injury Communication Protocol: The athletic trainer will use the Coaches Injury Report (appendix 

2E) to inform the coaches which athletes are injured and their playing status (no specific injury 

information is to be included). The athletic trainer will deliver this form to the coach daily or 

weekly (depending on preference), either by hard copy or email.  

The athletic trainer will communicate with their team physician via Epic, email, or telephone call. 

The athletic trainer must generate an injury report in Epic via a Patient List. The athletic trainer 
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will give Dr. Michael Moser and Shawn Giebner access to this Patient List. The athletic trainer 

must update this report every Monday by 10am. The athletic trainer will also generate an Injury 

Report Spreadsheet (appendix 2G on zip drive) and send it to Dr. Michael Moser and Shawn 

Giebner Monday by 10am. The athletes on the injury patient list needs to match the ones 

generated on the Injury Report Spreadsheet 

Pre-Participation Physical Evaluation, Consent Forms, and Concussion Form (F): At the 

beginning of each academic year, every athlete is required to be seen by a physician, nurse 

practitioner, or physician’s assistant for a pre-participation physical evaluation. One of these 

medical professionals will evaluate each student-athlete and determine whether it is safe for 

them to participate in athletic activity. The physician, nurse practitioner, or physician’s assistant 

will fill out a FHSAA Pre-Participation Form (EL2) (appendix 2F). Each student-athlete and their 

family are required to fill out a Consent and Release from Liability Certificate for Concussions, 

Sudden Cardiac Arrest and Heat Related Illness (EL3) (appendix 2F). All athletes are required to 

take the Concussion and Sudden Cardiac Arrest Courses (appendix 2F). After completing these 

courses, all athletes must sign a copy of the affidavit AT17 (appendix 2F). Athletes have the 

option of filling out a Medical Information release form (appendix 2F). This allows the athletic 

trainer to communicate the athlete’s injury with the coaching staff, athletic director and school 

nurse. If the athlete does not have this on file, the athletic trainer is only allowed to communicate 

athletes playing status with these individuals. 

The athlete is responsible for turning these forms into the athletic director. The athletic director 

will then scan the forms into My Campus. The athletic director will give the original paperwork 

to the athletic trainer. The athletic trainer will make a copy of the paperwork to put in active 

sports binder and will put the original documents in the athlete’s individual file folder. If the 

athlete does not have an individual folder, the athletic trainer is responsible for making him/her 

one.  

It is the athletic trainer’s responsibility to check EL2 against the roster and generate a red flags 

list. The athletic trainer should make coaches aware of any athletes that have potential life-

threatening conditions before they participate in organized sport-activities, this should include 

signs and symptoms and what to do in case the athletic trainer is not present.   

The athletic trainer will always carry all physicals and consent forms on them for Varsity Football. 

For all other sports, the athletic trainer will make a copy of the original paperwork. They will place 

complete paperwork per sport in a manila envelope and seal the envelope. They will give that 

envelope to each head coach. It is the head coach’s responsibility to have these envelopes at 

each practice and game and to relay information on those forms to EMS in the event of an 

emergency and an athletic trainer is not present. The manila envelope is only to be opened in 

case of an emergency.   
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Document Storage Plan: All current athletes at NMHS have an individual file folder in the file 

cabinet next to the athletic trainer’s desk. These files include a copy of each athlete’s EL2, EL3, 

and AT17 forms and any other pertinent injury documentation. The athletic trainer is responsible 

for looking over the EL2, EL3, and AT17 to make sure that all the correct sections have been filled 

out, signed, and that the athlete has been cleared by an appropriate health care professional to 

participate in sports.  

Files of graduated athletes are kept in a separate cabinet in a storage room located in the hallway 

next to the athletic training room. Each graduated athlete’s file must be kept in a locked cabinet 

for 7 years after they graduate.   

Throughout the year, the athletic trainer is responsible for making individual folders for any new 

athletes at NMHS. These files should be labeled with the athlete’s last name, first name, and 

graduation year.  

At the end of the year, the athletic trainer is responsible for shredding any files that are > 7 years 

old. (Ex. The athletic trainer at NMHS in 2016-2017 shredded files from all 2010 graduates). The 

athletic trainer is also responsible for moving graduated seniors into an archived file cabinet 

drawer at the end of the year. 

Injury Tracking 

Each athletic trainer is responsible for keeping track of and documenting the number of injuries 

that occur during the school year using the Injury Tracking Template (appendix 2H). This 

documentation will include type of injury, sport the athlete was participating in, practice vs. 

competition, if they were referred for further evaluation, where they were seen, was any imaging 

obtained, where they referred to PT and where, and was surgery performed. The athletic trainer 

must send updated tracking info to the OM on the last day of each month. 

Appendices 

2A. SOAP note and Marion County Accident Report (must have hard copies printed and kept 
athletic training room and kit) 
2B. Progress Note (must have hard copies printed and kept athletic training room and kit) 
2C. Rehab Flow Sheet (must have hard copies printed and kept athletic training room and kit) 
2D. Daily Sign In Sheet/Treatment Log (must have hard copies printed and kept athletic training 
room) 
2E. Coaches Report (must have hard copies printed and kept athletic training room) 
2F. EL2, EL3, AT17, HIPPA Release Form (must have hard copies printed and kept athletic 
training room) 
2G. Injury Report Spreadsheet (soft copy on zip drive, the athletic trainer can choose to print a 
hard copy if they desire)  
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2H. Injury tracking template (soft copy on zip drive, the athletic trainer can choose to print a 
hard copy if they desire) 
 

 


