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@ St.Rose’s

Inspiring Education, Therapy & Care

information and Records Retention Policy

The policy should be read in conjunction with the following documents: ICT Policy, Data Breach
Policy, and Procedure, eSafety Policy, Data Protection Policy for Staff, Information Security Policy.

1. Introduction

This policy sets out a structured approach to reviewing and destroying records in relation to St
Rose’s.

(a) The retention period for each type of record is shown in the table below. In addition, data
protection legislation makes it unlawful to keep the information when it is no longer needed
for the purpose for which it is held. This requirement is uncertain and allows discretion and
may vary according to the circumstances, but in practice it means that St Rose’s should
promptly destroy the record once the retention period in the table below has been reached.
Occasionally there may be special circumstances which mean that a record should be kept
for longer (for example where there is a risk of litigation or a request from an outside body
such as the Independent Inquiry into Child Sexual Abuse (IICSA) see below). St Rose’s should
refer to its insurance policies and further legal advice should be sought in these
circumstances.

(b) The retention periods stated in the table below are the minimum storage requirements, in
practice St Rose’s carries out a data cleanse of its files every 12 months. Accordingly, a 3-
year retention period means 3 years plus up to 12 months to allow St Rose’s to securely
dispose of the information.

(c) Information must be securely deleted. This applies to paper records, electronic information
and biometric information.

(d) This policy does not apply to records connected with commercial activities.

(e) St Rose’s may discuss document retention with its insurers (who may specify longer
retention periods). If there is any conflict, then any longer retention periods specified by the
insurers should prevail.

{f) If an email falls into one of the categories set out in the table, then it should be filed
centrally as soon as is reasonable.

(g) "Routine” emails which do not fall into any of the categories in the table may be kept in
inboxes for up to six months and should then be deleted. An example of a routine email is
an internal email advising staff that the weekly meeting is cancelled.

(h) Independent Inquiry into Child Sexual Abuse (IICSA):

h.1 The IICSA has issued retention instructions to a range of institutions regarding
records relating to the care of children. In light of this, St Rose’s will temporarily
cease the routine destruction of those records which might be relevant to the
Inquiry in case they are requested by the Inquiry or made subject to a disclosure
order. This means that before destroying any document St Rose’s should consider if
it contains information that may fall within the Inquiry's remit.

h.2 The range of documentation which might need to be kept is wide. It will include any
information linked to alleged or established child sexual abuse, whether by staff,
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volunteers, or students with no limitation date. For example, a list of students who
attended an overnight trip or admission registers which show which students were
at St Rose’s at a given time. As such, documents should be kept for longer than the
retention periods listed in the policy if they concern information which might be
relevant to the Inquiry. St Rose’s should therefore review the retention periods
under each of the rows below in case they are relevant to 1ICSA.

h.3 Please note that St Rose’s will keep this under review so that it recommences
document destruction at the appropriate time.

2. Scope

This policy contains information and guidance from legislation and from relevant bodies that
includes, but is not exclusive to:

e The Data Protection Act (1998) in relation to the completion, storage and use of employee
and service user information.

¢ The Human Rights Act (1998) in relation to the privacy of service user information.

e The Health and Social Care Act 2008 (Regulated Activities) Regulations 2010 and associated
outcomes as regards specific record keeping and reporting.

Managers are expected to check guidance from relevant bodies on a regular basis to ensure they are
up-to-date with record keeping legislation and will amend this policy and its procedures
accordingly. Staff are expected to adhere to this legislation through implementation of the
policy and procedures

3. Record Keeping Procedures

WRITING RECORDS - St Rose’s expects all managers to take responsibility for the correct and

accurate writing and keeping of records. All employees must complete any records using the
following standards:

FACTUAL — Records must deal only in facts. Employees should avoid making assumptions or giving
their opinions in the records they write. If you did not see it happen, do it yourself or hear it directly,

you cannot report it as fact. You can report what someone has told you, provided you record who it
was that told you.

ACCURATE - Your records should record information exactly as it happens, without any ‘spin’ on it
to make it sound more interesting, graphic, or arresting.

CONTEMPORANEOUS — This means your record should be made as soon as possible after the event,
e.g. at the end of giving care, during or at the end of a meeting.

TIMED - You should date each entry in full, which includes the month and year and add in a time of
entry. You must sign each entry in full.

UNDERSTANDABLE — The information written on the record should be easy for a layperson (such as
the service user, a relative or carer) to understand so the language used should plain.

The entry should also be in a logical order, so that the sequence of events is clear so it can be
followed at a later date.
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AVOIDS JARGON - The entries in records should be jargon free. Anyone reading the entry later
should be able to understand it.

LEGIBLE - Handwritten records must be legible. If you have handwriting that is difficult to read, you
must write in capitals.

You must only use records for the purpose they were designed for.

Confidentiality

All employees must keep records confidential. You should not disclose information other than for
the purpose it is designed. For example, medication records must be shared amongst more than
one agency if two or three agencies are giving medication otherwise, information should not be
disclosed without the person’s consent.

4. Safe storage of Records

Employees must keep records safe and secure at all times (including those kept within a person’s
own home). This means that once you finish with a service user’s records, for example, the previous
month’s medication administration records, care plans or care diaries, you must take them back to
the office to be stored safely with the other service user records. St Rose’s expects that records are
kept for a limited amount of time and only for the purposes you have stated. The table below
outlines the length of time the records should be stored.

This Policy Statement is considered part of the Terms and Conditions of Employment for all staff at

St. Rose’s
M mﬁ Chair of Governors Date I{S’b .....

............ 5 /(a,.(m/ Principal Date 3.3 2‘02“3
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