SPOTLIGHT ON STANDARD 14 - RECORD KEEPING
AND BILLING

Standard 14 describes how an optician is to maintain accurate,
understandable, complete, confidential, and timely client and financial
records in accordance with COBC'’s bylaws and applicable legislative and
regulatory requirements.

To support the application of this standard, COBC has developed additional
resources that opticians can use in their work:

o Record Keeping Checklist: Eyeglasses
o Record Keeping Checklist: Contact Lenses

Case Study #1
Record keeping for an eyeglasses purchase

Your client is purchasing two pairs of eyeglasses: new progressive lenses in
a new frame, and new computer lenses in her old frame. To create the client
record, you begin by retrieving your client’s file in the system. You update
her information and make a copy of the new prescription to attach to the
client file. You note the prescriber and the date of the eye exam. Then, you
enter the frame specifications for both the new frame and the client’s own
frame. This includes model, colour, and box measurements. You record the
lens type, coatings, treatment, PD, seg height, vertex distance, and
pantoscopic tilt measurements. You indicate the reasons why the specific
lenses were selected based on the client’s lifestyle and work; specifically,
you make note of the request for computer lenses and include that the client
requires computer lenses for their work. You ensure the client file contains
details about the financial transactions and third-party billing. You save the
updates to the client file.

Best practices for record keeping related to eyeglasses

Keep the client’s file updated with all frame and lens information, as well as
any discussions or recommendations made for future reference. Make it a
habit to document your interactions with your clients promptly and in detail,
as this will reduce your chances of making an error!



To get another perspective on record keeping, check out this article from the
College of Opticians of Ontario.

What criteria from Standard 14: Record Keeping and Billing were
considered in the above case study?

14.1 Create and maintain an accurate and truthful client record for each
client, including measurements and observations based on the services
provided.

14.2 Ensure that all records are updated to reflect new information as it
becomes available.

14.3 Comply with all privacy legislation and standards related to the
collection of, access to, and disclosure of records.

14.4 Ensure that records are legible and can be understood by the optician,
the client, COBC, and other regulated health care professionals.

Case Study #2
Long-term record keeping

You receive a call from an optician in another city. Their new client is
experiencing some discomfort in his eyes while wearing his contact lenses
and has indicated that the last optician he saw was you. They are requesting
that you send the client’s contact lens record over to their store.

Reviewing the client file, you note that you last saw this client just over
three years ago for a contact lens fitting. At that time, you sold him a six-
month supply of contact lenses.

The optician would like to review your records, including any findings from
that last visit. The client has signed a consent form that allows you to
release this information, and the optician has provided you with a copy of
the signed form.

Best practices for record keeping related to contact lens fitting


https://collegeofopticians.ca/news/view/record-keeping-its-all-about-the-details
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_03063_01#section14
https://www.oipc.bc.ca/guidance-documents/1438

Use a contact lens exam/fitting form or software as a guide so that all
pertinent information and results are recorded. Document as much
information as possible to support your findings.

Why does COBC recommend keeping files for longer than the
minimum period of three years?

Section 53(4) of the COBC Bylaws states that opticians must keep records
for a minimum of three years from the date of last entry. Meanwhile, the

Standards of Practice (14.9) recommend keeping records for seven years

from the date of last entry. Some considerations include:

« Insurance companies’ requirements (applicable with direct billing).

« Records required by the Canada Revenue Agency.

« Records that contain co-management information (such as co-
management with an ophthalmologist or optometrist).

What additional criteria from Standard 14: Record Keeping and
Billing were considered here?

14.5 Maintain client records in a manner that enables timely access, as
required, by the client or by an authorized COBC inspector.

14.7 Upon client request, facilitate the timely transfer of the client record to
another regulated health care professional, in accordance with relevant
legislation.

14.9 Retain all client records for a mandatory minimum of three years and a
recommended maximum of seven years from date of last entry.

14.15 Keep clear and legible financial records for all services provided and
all vision appliances dispensed, including:

a. fees for services

b. product receipts

c. commercial laboratory work orders

d. invoices to clients



Review, download, and/or print COBC’s record
keeping checklists:

Record Keeping Checklist Eyeglasses

A4 & best practice, recondd relating to eyeglaiies should include [but nat be limited to] the lallowing

CLIENT INFORMATION: LIFESTYLE CONSIDERATIOMS:
Srandard 14
o Full ramse, address, phone ramiber, email address o Haobbies, daily activities Record Keeping and Billing
Q)  Date of berth if required) Q) work erwinnment, cocupation, work schedule
PRESCRIPTION:

o Copy of original Rx with client’s rame, name and signature of prescriber, and date of examg OR
ﬂ Copy of assessment record with client’s ramee, name and kcence number of optician authorized o conduct automated refracions, and date of assessment; OR
a Previcus RoyNeutral ization of owrent eyeglasses

ASSESSMENT & MEASUREMENTS: BILLING & PAYMEMTS:

n Pupillary distaroe ﬂ Wertex distance a Record of payerent [amount and type]

a Dptical centre 0 Pantoscopic tit a Third-garty kil ling suthiorizations or rotations
Q) segment height ) ouher jrelevant to the type of eyeglasses)

FRAME INFORMATION: LENS INFORMATION:
a Manufacturer, model, and ook o SKU {client’s own framiz] o Lens type (single vision, progressive, bifocal, trifocal, compener, ebc.|
o Box Measuremends |4, B, DEL, ED) o Material and Shape o Treatmaents, coatings, nd coliour of photashnzenicfinted lerses

Q indexodrefraction/material ) Bmecuwe ) Brand and desgn

OTHER INFORMATION:

Harree of optician regporaible for dient care (for initial order and for follow-up Wisis)
Dabe promised

Verification that eyeglasses are within toleanoe and name of the person wia complebed the verification

o000

Record of release of information toockent or other refevant regulated health cane professional (date, who reéleased 1o, authorization)


https://cobc.ca/wp-content/uploads/2022/07/Record-Keeping-Checklist-Eyeglasses.pdf
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Record Keeping Checklist Contact Lenses |

A4 & best practice, reconds relating to contact lenses should indlude (but not be limited ta) the following:

CLIENT INFORMATION: LIFESTYLE COMNSIDERATIONS:
Standard 14:
@ Full rame, address, phone rumter, emal address Q) Hobbies, daily activities Record Keeping and Billing
. Dabe of birth (if requined ) . Wiork ersirnnment, cocupation, work schedube
PRESCRIPTION: HISTORY:
. Copy of original Rx with client’s rame, name and sgnature of prescriber, and date of exam; OR . Relevant mredical histary, ocular historg,
medications, and/or alengies

@ Copy of assessment recond with client’s ramse, nasme and bcence number of optician authorized o
comduct autamated refractions, and date of assesument; OR @  f applicable) Tyoe of lens currently warr,
weaning schedube, length of

G I dl
@ contact lens recor wiar per day, and type of solution

ASSESSMEMNT:

@ Gereral obsensrions @ =abatoncf it @ ¥ readings BILLING & PAYMENTS:
@  Detailed ditlamp samination frdings ) Visual acuity with contact lenses (current and trial)

. Ricord of paymeent (st ard type)
. Crtier measurements, obsenabions, or infarmation specific to te type of conkact kens being fit

. Third-party billing authorizations or notabora

PLANS:
@ adaptive symptoms @ contrindications ta contact lens wear @ Otrer discussions/recommendations LENS DETAILS:
@ solution, ceaning @ sugested wewingfroplacement schodule ) Training for insertion and
. Follow-up/nest appointment . How and wihin 10 aI0Ess Smenpency Cant remecnal [if redriired] . Brand
@ Prescripton
OTHER INFORMATION: O B cunve, diameser
) Other |based an the
@@ Mame of contact lera fiter responsibke for client cane (for inital fit and for follow-up wists| type of contact ke
@ Cony of contact lens recond (provided to dient jrequined by Qgtickns Segylaton whether clent requests it or not) being fnted)

@ Date promised
. Record of release of information to client or other refevant regulated heakth care professional |date, who released to, authorization)

Working on your CCP? Remember that reading and implementing the new
Standards of Practice is your professional responsibility—but it can also be
used towards your learning goals!

For more information on the standards, please review our new Standards of
Practice page on our website.


https://cobc.ca/wp-content/uploads/2022/07/Record-Keeping-Checklist-Contact-Lenses.pdf

