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Dear  

REQUEST UNDER THE FREEDOM OF INFORMATION ACT 2015 (“the Act”) 

Thank you for your request to the Department of Health and Social Care, dated 11 March 
2017 

Your request 

“I am concerned that records held by your department are not accurate or held for the right 
amount period of time, therefore provide the following answers to my questions below” 

You asked for: 

Question 01: “Who is the senior records manager in charge employed by your 
department, provide their name, official department address 
including official government telephone number and email address” 

Question 02: “Provide copy or copies of the most current records retention policy 
or policies” 

Question 03: “For the years 2014 -2015 and 2015 - 2016 what was the total 
number and types of records destroyed in line with the records 
retention policy?” 

Question 04: “Provide copies of records destruction certificates for the years as 
question 3” 

 Following further communication we agreed we could provide you 
with a) our destruction certificate template; and b) the total number 
of destruction certificates currently held. 

Question 05: “Provide the policy or policies of how electronic records are 
destroyed including before deletion the details of who authorises 
this?” 

Question 06: “How are paper records destroyed? Are they pulped, shredded or 
burnt?” 

mailto:Sami-Jaine.Martin@gov.im
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Response to your request 

While our aim is to provide information whenever possible, in this instance we are unable to 
provide some of the information you have requested; the reasons and statutory exemption 
sections are shown as part of the corresponding answers below.  

Question 01: Who is the senior records manager in charge employed by your 
department, provide their name, official department address including official government 
telephone number and email address 

In response to Question 01, the Department is pleased to provide you with the following 
contact details for the senior records manager: 

Mrs Gaye Miller, PGDip Records Management 
Head of Information and Records Management 
Department of Health & Social Care 
Chief Executive’s Office 
Crookall House 
Demesne Road 
Douglas           Tel: 01624 656071 
Isle of Man IM1 3QA     Email: gaye.miller@gov.im   

Question 02: Provide copy or copies of the most current records retention policy or 
policies 

Please find the Department’s response to Question 02 the following documents included 
in the appendices of response: 

 Appendix 01: Adult Services Retention of Records Policy (awaiting ratification) 
 Appendix 02: Children & Families Services Retention of Records Policy 
 Appendix 03: Corporate Services Retention of Records Policy 
 Appendix 04: Mental Health Service Retention of Records Policy 
 Appendix 05: Noble’s Hospital Retention of Records Policy 
 Appendix 06: Primary Care Retention of Records Policy (awaiting ratification) 

 Appendix 07: Occupational Therapy Retention of Records Policy 

Question 03: For the years 2014-15 and 2015-16 what was the total number and types 
of records destroyed in line with the records retention policy? 

Upon further communication we established that owing to the large number of records 
(and therefore information/records destroyed), we could provide you with a destruction 
certificate template; the total number of records destroyed for the above timeframes; 
and the total number of destruction certificates currently held. 

Please find the template destruction certificate included in Appendix 08. 

As part of the implementation plan, record destruction certificates are being sent to 
service areas who have identified records that have reached the end of their retention 
period. The total number of records destroyed in 2014–15 in line with our six division’s 
retentions policies therefore, came to 4,834. This includes the following types of 
records: deceased patient/service records (which has reached their retention period as 
per the respective Policy); mobile phone accounts, invoices, student placements, HPV 
notifications, financial information; and records were are also now able to destroy for 

mailto:gaye.miller@gov.im
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various reasons including some “non-significant” Ministerial correspondence from 1997-
2000. 

The total number of records destroyed in 2015–16 in line with our six division’s 
retentions policies came to 4,869. In 2015-16, the types of records: deceased 
patient/service records (which has reached their retention period as per the respective 
Policy); Mobile phone accounts, invoices, student placements, HPV notifications, 
financial information; diaries; meeting diaries; draft policies; draft terms of reference, 
quotes, investigation records, reports, guidance documents, routine correspondence, 
file notes, procedural documents. 

Question 04: Provide copies of records destruction certificates for the years as Question 03 

Gaye - In response to Question 04, the number of records destruction certificates for 
these years will appear to be inconsistent with that of later years as this timeframe 
includes the merge between the Department of Social Care and the Department of 
Health (including their records retention policies) in 2014. Following this merge this 
Department became the current Department of Health and Social Care. Therefore the 
number of destruction certificates for each year are as follows:   

Number of destruction certificates 2014 – 15 is: 12. 
Number of destruction certificates 2015 – 16 is: 20. 

Question 05: Provide the policy or policies of how electronic records are destroyed 
including before deletion the details of who authorises this?” 

Please find the Department’s response to Question 05, this information is contained 
within the Retention of Record Policies and on the template destruction certificates in 
Appendices 01-06. 

Question 06: How are paper records destroyed? Are they pulped, shredded or burnt?” 

In response to Question 06, the Department’s paper records, having reached the end 
of their retention period are shredded. 

Your right to request a review  

If you are unhappy with this response to your Freedom of Information request, you may ask 
us to carry out an internal review of the response, by completing a complaint form and 
submitting it electronically or by delivery/post to the FOI Co-ordinator, Department of Health 
& Social Care, Chief Executive’s Officer, Crookall House, Demesne Road, Douglas, Isle of 
Man, IM1 3QA.  

An electronic version and paper version of our complaint form can be found by going to our 
website www.gov.im/about-the-government/freedom-of-information/how-to-make-a-
freedom-of-information-request/ .  

Your review request should explain why you are dissatisfied with this response, and should 
be made as soon as practicable. We will respond as soon as the review has been concluded.  

  

http://www.gov.im/about-the-government/freedom-of-information/how-to-make-a-freedom-of-information-request/
http://www.gov.im/about-the-government/freedom-of-information/how-to-make-a-freedom-of-information-request/
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If you are not satisfied with the result of the review, you then have the right to appeal to the 
Information Commissioner for a decision on: 
 

01. Whether we have responded to your request for information in accordance with Part 2 
of the Freedom of Information Act; or  

02. Whether we are justified in refusing to give you the information requested.  

In response to an application for review, the Information Commissioner may, at any time, 
attempt to resolve a matter by negotiation, conciliation, mediation or another form of 
alternative dispute resolution and will have regard to any outcome of this in making any 
subsequent decision.  

Further information about Freedom of Information requests can be found on the Information 
Commissioner’s website at: www.inforights.im/information-centre/freedom-of-information. 
Should you have any queries concerning this letter, please do not hesitate to contact us. 

Yours Sincerely 

 

 

Freedom of Information Team 
Department of Health and Social Care 

http://www.inforights.im/information-centre/freedom-of-information


 

 
 

                                                                                                                                                                        

1 
 

Department of Health and Social Care, Adult Services 
 

  1 
 

 

 
 
 
 

ADULT SERVICES  
RETENTION OF RECORDS POLICY 

 

CONTENTS 
 
 

SECTION  PAGE NO. 
 

1. Introduction ................................................................... 2 

2. Definition ....................................................................... 3 

3. Records Storage ............................................................. 3 

4. Paper records ................................................................ 4 

5. Non-paper records ......................................................... 4 

6. Record Disposal  ............................................................ 4 

7. Record Destruction  ........................................................ 5 

8. Retaining records beyond their retention period ............... 6 

9. Transferring records to the Public Record Office ............... 6 

10. Implementation, monitoring, review ................................ 6 

11. Legislation ..................................................................... 7 

12. Record Retention Schedule ............................................. 9 
 
  

Appendix 01



 

 
 

                                                                                                                                                                        

2 
 

Department of Health and Social Care, Adult Services 
 

  2 
 

 
 
 
 
 
 
1. Introduction 
 
This Policy provides information and advice about record retention, transfer and 
destruction. It applies to ALL records held by Adult Services regardless of the media on 
which they are held. It does not apply to central staff records or payroll that will be 
retained and managed by Human Resources and Finance Directorates respectively.  
 
Records are a valuable resource because of the information they contain. High-quality 
recording, at every stage of social work practice and service delivery is 
essential.  Accurate, accessible and detailed recording is not only essential in Adult 
Protection cases; it is a vital tool for ensuring accuracy of information, clarity of goals, 
accountability, and continuity in all social work with all service user groups. An effective 
records management service ensures that information is properly managed and is 
available whenever and wherever there is a justified need for that information, and in 
whatever media it is required. Information may be needed: - 
  
a)  to support social work  practice and continuity of care;  
b)  to support sound administrative and managerial decision making;  
e)  to meet legal requirements, including requests under subject access provisions of 

the Data Protection Act or the Freedom of Information Act;  
f)  to assist with external or internal audits;  
g)  to support service user choice and control over service delivery and services 

designed around service users. 
 
The Data Protection Act 2002 requires that personal data be processed for a specific 
purpose or purposes and the 5th Principle of the Act states that data shall not be kept 
for longer than is necessary. The Data Protection Act however does not specify how long 
information should be retained for. The Code of Practice on Access to Government 
Information 1996 and the Freedom of Information Act 2015 allows for the disclosure of 
information around public services, how they are run, how much they cost, who is in 
charge and what complaints and redress procedures are available. Also what services 
are being provided, what targets are set, what standards of service are expected and 
the results achieved.  We must ensure that records regarding our services are retained 
for a relevant time and are accessible. 
 
Where the Division has records created by others (that are not service user specific) for 
example minutes of meetings attended consideration must be given to early destruction 
with a note that would indicate where the master copy is held. 
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2. Definition 
 
A retention, storage and disposal schedule is a timetable for the planned review of all 
records to determine their ultimate fate, which is either: 
 
 Permanent retention for records having long term value for the Department or 

nationally, or 
 Secure destruction of records which the Department is not obliged to keep for 

legislative or business reasons. 
 

This schedule lists record types with brief descriptions and their minimum required 
retention period. Note that retention periods apply to both paper and electronic 
records. At the end of their retention period, a sample of records from a series should 
be reviewed before destruction to confirm that they are no longer required. 
 
3. Record Storage 
 
The schedules identify those records likely to have permanent research and 
historical value.  

 

Some records may have a long-term research value outside the Department that 
created them (e.g. both administrative and clinical records from a number of 
different hospitals have been used to study the 1918 influenza epidemic). The 
Information Governance team will liaise with the Public Records Office to determine 
the current and potential research uses of records. 
 
The following factors must be considered when storing records: 

 

 Compliance with health and safety regulations. 
 

 Security 
 

 Types of record to be stored 
 

 Size and quantities 
 

 Usage and frequency of retrieval 
 

 Suitability, space efficiency and cost 
 

 Retention periods 
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4. Paper Records 

 
It is important that libraries are well managed to ensure space is efficiently utilised 
and the width of aisles and general layout of storage areas conform to fire, health 
and safety regulations. In addition all records must be stored off the floor to 
provide some protection from flood, dampness and dust. 

 

It is important that where other paper records are stored, e.g. offices etc, these 
need to be stored effectively, conform to fire and health and safety precautions. In 
addition, all records must be stored off the floor to provide some protection from 
flood, dampness and dust. 
 

5. Non-paper Records 
 
Non-paper storage includes electronic and microfilm formats. 
 
Electronic and microfilm formats are used to capture and store images of otherwise 
bulky or deteriorating archival material. However managers must be aware of issues 
around storing records particularly in microfilm format where there may be a 
reduction in the clarity of records printed. 
 
6. Record Disposal 
 

When records identified for disposal are destroyed, a register of these records needs 
to be kept. When records have reached the end of their retention period the 
Information Governance Team should be contacted to assist with the secure disposal 
of the records or transfer to the Public Record Office. 
 
In the case of electronic records please note that a record is not deleted if it is merely 
sent to the ‘recycle bin’. It must also be deleted from this folder to be considered fully 
deleted. This is important in terms of the Freedom of Information Act 2015. 
 
There are some records that do not have to be kept at all and staff may routinely 
destroy such “unimportant” information in the course of their duties.  For example: 
 

 Compliment Slips 
 Catalogues and magazines 
 Telephone slips where the information has been transferred to a file note. 
 Trivial e-mail or notes not related to the core business of Social Services  
 Out of date distribution lists 
 Working papers that lead to a final report (Note: working papers circulated to 

colleagues keep with report do not destroy). 
 Some duplicated or superseded material 
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Records which do not contain personal or sensitive material may be disposed of in 
the normal manner i.e. shredding or confidential wheelie bin or other recycling 
facilities where possible. Contractors employed to shred confidential 
information/records will be asked to produce written certificates as proof of 
destruction. 
 
7. Record Destruction 
 
The Information Governance Manager will be responsible for advising on local policy 
for the retention, archiving or disposal of Adult Services records. The destruction of 
records is an irreversible act and must be clearly documented.  
 
A decision for destruction of records must be made by the, Adult Services or a 
nominated officer who has knowledge of the relevant business area to which the 
records relate, in conjunction with the Information Governance Manager. Destruction 
of records must not take place without recorded agreement from the Information 
Governance Manager and completion of a Certificate of Records Destruction.   
 
Records not selected for archival preservation and which have reached the end of 
their administrative life will be destroyed.  
 
If a record due for destruction is known to be the subject of a request for information 
or potential legal action the records must not be destroyed. The minimum retention 
periods should be calculated from the end of the calendar year following the last 
entry in the record. 
 
Guidance must be sought from the responsible manager or the Information 
Governance Manager if there are any queries around destruction or transfer of a 
record.  
 
8. Retaining records or information beyond the retention period 
 
In the majority of cases records will be disposed of when they reach their retention 
period. However, when assessing whether records or information is required to be 
retained for a longer period than that identified within the Retention Schedule, 
consideration should be given to the holding of information for longer than necessary 
which incurs extra storage costs and leaves the Department vulnerable to risks of 
theft, misuse, disclosure, legal discovery and non-compliance fines. 

 
Examples of when information may be required to be held for longer periods are 
where: 
 

 The information is subject to a request for information under access to 
information legislation, such as a Subject Access Request under the Data 
Protection Act. 
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 Department of Health and Social Care/ Adult Services is subject to on-going legal 

action. 

 The information is subject to an investigation e.g. The Victoria Climbié Inquiry. 

 Changes are made to the regulatory or legislative framework. 
 
9. Transfer of Records to the Public Record Office 
 
Records which have been identified in the Retention Schedule as permanent 
records are to be transferred to the Public Record Office. The Information 
Governance Manager is responsible for co-ordinating this process with the Public 
Record Office. If records are to be reviewed prior to selection this should be carried 
out by the Information Governance Manager in conjunction with the Public Record 
Office and any criteria or sampling processes used recorded for future use. 
 
10. Implementation, Monitoring and Review 
 
The Director of Adult Services is responsible for the implementation and 
enforcement with the policy. 
 
Active From – **** 2017 
Review Date – ***** 2019 
 
Ratified by: 
 
 
 
Signed: ................................................................... 
  Director of Adult Services 
  
 
 
Date: ...................................................................... 

 
11. Legislation and statutory codes in recommending retention periods 

 
 Data Protection Act 2002 
 Freedom of Information Act 2015 
 The Code of Practice on Access to Government Information 1996 

 Public Records Act 1999 
 Limitation Act 1984 
 DHSC Information Governance Framework Policy 
 DHSC Information Governance Strategy 
 DHSC Information Security Policy 
 DHSC Confidentiality Policy 
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 DHSC Data Protection Policy 

 DHSC Information & Records Management Policy 
 IOM Government Electronic Communications and Social Media: Policy, 

Standards and Guidelines September 2015 
 International Standard on Records Management, BS ISO 15489; 
 UK NHS Code of Practice – Records Management March 2006.  
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Corporate & Performance Management Services 
 

Details Minimum Retention Period Rationale PRA selection Final action 

Divisional Plans 25 years Records Management 
ISO 15489 9.2 
Information Security 
ISO 2700-1 4.3.2 (f); 
4.3.3. 
England & Wales best 
practice 

Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Divisional Reports 25 years Division best practice 
 

Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Divisional Strategies 25 years Division best practice Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Minutes of Departmental 
Meetings 

2 years as master copy will be held 
by CEO Office 

Division best practice Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Minutes of Divisional Meetings 30 years Division best practice Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Minutes of other non-
Departmental/Divisional 
meetings 

2 years unless relating to an 
individual then use retention period 
for records of individuals 

Division best practice No Destroy 

Papers of minor or short lived 
importance not covered 
elsewhere - e.g.  advertising 
matter 
- covering & appointment letters 

2 years Division best practice No Destroy 
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- reminders;  drafts 
- registers complied for 
temporary purposes;  routine 
reports 

Office Diaries 2 years after the end of the 
calendar year to which they refer 

Division best practice No Destroy 

Social Work Diaries 6 years after year to which they 
relate 

Division best practice No Destroy 

Phone Message Books  2 years 
NB Any service user information 
should be transferred to the service 
user record  

Division best practice No Destroy 

Information Leaflets 2 years National Audit Office 
best practice 

One copy of each Transfer one copy to the Public 
Record Office after 25 years for 
permanent retention; destroy 
duplicates after 2 years 

Divisional Policies/Procedures/ 
Protocols 

10 years  Division best practice Review Select for permanent preservation 
only those that relate to core 
activities and transfer to the Public 
Record Office after 25 years 

Project Files 10 years after completion of 
project     

National Audit Office 
best practice 

Review Review with the Public Record 
Office to select which should be 
permanently preserved. Transfer 
selected records  to the Public 
Record Office after 25 years for 
permanent retention 

Major Reports 30 years Division best practice Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Consultants – records relating to 
their appointment 

5 years  Division best practice Review Review with the Public Record 
Office to select which should be 
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permanently preserved. Transfer 
selected records  to the Public 
Record Office after 25 years for 
permanent retention 

Tynwald questions (held by the 
Department) 

10 years Division best practice No Destroy 

Investigations commissioned by 
Division (not OHR 
Investigations) 

30 years Division best practice  
 

Review Review with the Public Record 
Office to select which should be 
permanently preserved. Transfer 
selected records to the Public 
Record Office after 25 years for 
permanent retention. 

Contracts 10 years after termination of 
contract 

Division best practice Review Review with the Public Record 
Office to select which should be 
permanently preserved. Transfer 
selected records to the Public 
Record Office after 25 years for 
permanent retention 

Building Management including 
leases (Operational managers to 
maintain) 

Period of lease plus 12 years Division best practice No Destroy 

Building Plans (Department 
held) 

Lifetime of building Division best practice Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Maintenance Contracts 6 years from end of contract Division best practice No Destroy 

Insurance (Department held) 6 years after policy expiry Division best practice No Destroy 

Funerals under the National 
Assistance Act 1951 

6 years after completion of funeral Division best practice No Destroy 

Procedures in relation to funeral 
applications under the National 
Assistance Act 1951 

Permanent Division best practice Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 
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Trust Housing 12 years after termination of 
tenancy agreement 

Division best practice No Destroy 

Trust Housing unsuccessful 
applications 

2 years Division best practice No Destroy 

Endowment committees 1 year  Division best practice No Destroy 

Endowment committees minutes 6 years Permanent retention Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Blind Register/BD8 forms Until individual moves away from 
the Isle of Man or until death 

Division best practice No Destroy 

Blue Badges – after refusal, 
issue or renewal 

3 years Division best practice No Destroy 

Disabled Register/ Green 
application form completed by 
applicant 

1 year Division best practice No Destroy 

Bus Passes 1 year Division best practice No Destroy 

Unsuccessful tender documents Life of successful contract Division best practice No Destroy 
 

Missing Persons notifications 
from other authorities 

6 years Division best practice No Destroy 

Budgets and Estimates                                           6 years after end of financial year 
to which they relate 

Division best practice No Destroy 

Accounts – annual 6 years after end of financial year 
to which they relate 

Division best practice No Destroy 

Accounts – minor records  - e.g. 
- accounts of petty cash  
- travel & subsistence accounts 
- minor vouchers; order books 
- receipt books; - income 
records 

6 years after end of financial year 
to which they relate 

Division best practice No Destroy 

Audit records (internal and 2 years from the date of Division best practice No Destroy 
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external audit) original 
documents 

completion of the audit 

Audit reports – internal and 
external letters, value for money 
reports and system/final 
accounts memoranda) 

2 years after formal completion by 
statutory auditor 

Division best practice No Destroy 

Cash books  6 years after end of financial year 
to which they relate  

Limitation Act 1984  No Destroy 

Cash sheets  6 years after end of financial year 
to which they relate  

Limitation Act 1984  No Destroy 

Invoices 6 years after end of financial year 
to which they relate 

Division best practice No Destroy 

Bank Statements 2 years from completion of audit Division best practice No Destroy 

Financial Audit records 
 

2 years from completion of audit Division best practice No Destroy 

Business Continuity Plans 20 years Division best practice Plans that were put 
into action as part 
of a major incident 
are selected for 
permanent 
preservation. All 
other plans are not 
selected. 

Transfer records selected for 
permanent preservation to 
IOMPRO when 25 years old. 
Destroy records not selected by 
IOMPRO at the end of the retention 
period. 

Technical Documentation 20 years Division best practice Review Review with the Public Record 
Office to select which should be 
permanently preserved.  
 
Transfer selected records to the 
Public Record Office after 25 years 
for permanent retention. 

Complaints, correspondence, 10 years from completion of action Division best practice No Destroy 
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investigations and outcomes 
(stage 1 and 2) 

Complaints that result in change 
of practice (stage 3) 

20 years Division best practice Permanent Transfer to the Public Record Office 
after 25 years for permanent 
retention 

Close circuit TV images (CCTV) 31 days UK Information 
Commissioner’s Code 
of Conduct 

No Destroy 

Flexi working hours (personal 
record of hours actually worked)  

12 months  Division best practice No Destroy 

Health and safety 
documentation  

3 years  Division best practice No Destroy 

Press cuttings  1 year  Division best practice No Destroy 

Press Releases  7 years  Division best practice No Destroy 

Public Consultations e.g. about 
future provision of services  

5 years  Division best practice Review 
Documentation 
that relate to 
selected records. 

Review with the Public Record 
Office to select which should be 
permanently preserved. Transfer 
selected records to the Public 
Record Office after 25 years for 
permanent retention. 

Receipts for registered, recorded 
or special delivery mail  

2 years following the end of the 
financial year to which they relate  

Division best practice No Destroy 

Records of custody and transfer 
of keys  

2 years after last entry  Division best practice No Destroy 

Requests for information  

 Data Protection Act (Subject 
Access Request) 

 Access to Health Records & 
Reports Act 

 Code of Practice for Access to 

3 years after last action Division best practice No Destroy 
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Government Information 

Freedom of Information (FOI) 
requests  

3 years after full disclosure; 
10 years if information is redacted 
or the information requested is not 
disclosed  

Division best practice  No Destroy 

Information Security Compliance 
Audit 

Audit to ascertain compliance with 
information 
security requirements - Retain 
records for 3 years 
after Date Closed 

Data Protection Act 
2002 

No Destroy 

Incident Response & 
Investigation – Data Breaches; 
Response to & investigation of 
security breach Incidents 
(correspondence, investigation 
report, subsequent action; 
resolution of incident) 

Retain records 6 years 
after Date Created 

Limitation Act 1984 
Computer Security Act 
1992 
 

No Destroy 

 
Adult Services 
 

Resource Centres/Learning Disabilities  
 

Details Minimum Retention 
Period 

Rationale PRA selection Final action 

Referrals/ NFA’s - i.e. does not 
become a case 

6 years Division best practice No Destroy 

Social Work/Duty Manager/ 
Practitioner Diaries 

6 years after year to which 
they relate  

Division best practice No Destroy 

Service User records – record kept for 10 years Division best practice Sample as agreed Transfer sample to the Public 
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life, then after death (including  
resident financial records) 

(see below) Record Office after 25 years for 
permanent retention 

Health & Safety audits 5 years from completion of 
audit 

Division best practice No Destroy 

Incident forms/Accident books 10 years Division best practice Review with the 
Public Record 
Office to select 
which should be 
permanently 
preserved. 

Transfer selected records to the 
Public Record Office after 25 
years for permanent retention. 

Quality Assurance audits 5 years from completion of 
audit 

Division best practice Sample records 
relating to 
changes in policy 
or procedures 

Transfer sample to the Public 
Record Office after 25 years for 
permanent retention 

Local/team procedures & work 
instructions (see above for divisional 
procedures) 

7 years Division best practice No Destroy 

Duty Rotas 4 years National Audit Office 
guidance 

No Destroy 
 

Communication Book 
Report Books 
Daily logs 

7 years Division best practice No Destroy 

Occupancy Forms 12 months Division best practice No Destroy 

Timesheets 
 

12 months Division best practice No Destroy 

MAR Sheets 7 years Department of Health best 
practice 

No Destroy 

Controlled Drugs Book 20 years  Division best practice 
Misuse of Drugs Act 1971 
Misuse of Drugs Regulations 
2001 

No Destroy 
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Safer management of 
controlled drugs: a guide to 
good practice in secondary 
care (England). October 
2007  
Dept. of Health, 17th 
October 2007 
http://www.dh.gov.uk/en/P
ublicationsandstatistics/Publ
ications/PublicationsPolicyA
ndGuidance/DH_079618 

Books or sheets used to record 
checks and tests on equipment such 
as oxygen cylinders, glucometers, 
suction machines etc. 

8 years  Division best practice No Destroy 

Nurse Call system 
(printouts) 

2 years  Division best practice No Destroy 

Maintenance Reports  
(record of maintenance  
reports & job references) 
Arjo (reports re: hoists etc. which are 
sent to Estates) 

2 years Division best practice No Destroy 

Vehicle Log Sheets 
 

6 months Division best practice No Destroy 

Temperature log books (Food/Hygiene 
and Medication) 

2 years Division best practice No Destroy 

Person with offences against 
children – record kept for life,  
then after death  

10 years after death Division best practice based 
on common practice 

No Destroy 

Fire Registers 
 

6 months Division best practice No Destroy 

http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_079618
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_079618
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_079618
http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_079618
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Fire Risk Assessments 
 

2 years Division best practice No Destroy 

Visitors Books 
 

7 years Division best practice No Destroy 

Receipts for items bought by service 
user 

6 years and current Division best practice based 
on Financial Regulations 

No Destroy 

Cash handover sheets 12 months plus current 
year 

Division best practice No Destroy 

Order books & Invoices 
 

See Finance    

Staff Records (leavers) 
 

Passed to HR for retention    

 
Adults/Older People General 
 

Details Minimum Retention 
Period 

Rationale PRA 
selection 

Final action 

Referrals/ NFA’s - i.e. does not 
become a case 

6 years Division best practice No Destroy 

Social Work/ Practitioner Diaries 6 years after year to which 
they relate  

Division best practice No Destroy 

Service user record following no 
further contact after a decision 
to close a case or to take no further 
action 

10 years after closure or 
10 years after death 

Division best practice Sample as 
agreed (see 
below) 

Transfer sample to the Public 
Record Office after 25 years for 
permanent retention 

Home Care record following no  
further contact after a decision 
to close a case or to take no further 
action 

6 years after closure or 6 
years after death 

Division best practice Sample as 
agreed (see 
below) 

Transfer sample to the Public 
Record Office after 25 years for 
permanent retention 

Home Care Expense Forms 12 months Division best practice No Destroy 



     

 
 

Department of Health and Social Care, Adult Services 
 

  19 

 

Home Care Observation Sheets 
 

2 years Division best practice No Destroy 

Home Care timesheets 
 

12 months Division best practice No Destroy 

Home Care Staff Records 6 years after leaving at 
which time a summary 
record must be kept until 
the individual’s 70th 
birthday 

Division best practice No Destroy 

Meals on Wheels 1 year Division best practice No Destroy 

Adult with MH  
involvement on SW  
record 

20 years after date of last 
contact or 10 years after 
the person’s death if 
sooner.   
Records may be kept for 
30 years before review but 
after first 20 years records 
may be summarised and 
kept in the summary 
format for the further 10 
years 

Division best practice. 
When records come to the end of 
their retention period they must 
be reviewed not automatically 
destroyed. Such review must take 
account of any genetic 
implications of the patient’s 
illness. If it is decided to retain 
the records they must be subject 
to regular review 

Sample as 
agreed (see 
below) 

Transfer sample to the Public 
Record Office after 25 years for 
permanent retention 

Deceased Person – after death 10 years Division best practice Sample as 
agreed (see 
below) 

Transfer sample to the Public 
Record Office after 25 years for 
permanent retention 

MAR Sheets 7 years Department of Health best 
practice 

No Destroy 

Registration & Inspection Reports and 
correspondence 

5 years Division best practice No Destroy 

 
Partnership and Contracts 
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Details Minimum Retention 
Period 

Rationale PRA selection Final action 

Corporate and Partnerships: 
Contracts files 

10 years after 
termination of 
contract 

Division best 
practice 

Selected: contract files relating to 
care delivery, pending PRO review 
at end of retention period.  Not 
selected: contract files relating to 
secondary functions such as 
cleaning and maintenance. 

Selected files: Review with the 
Public Record Office to select 
which should be permanently 
preserved. Transfer selected 
records to the Public Record 
Office after 25 years for 
permanent retention.   Not 
selected: destroy at end of 
retention period 

Corporate and Partnerships: 
Grants files 

10 years after 
termination of Grant 

Division best 
practice 

No Destroy at end of retention 
period 

Corporate and Partnerships: 
Grant minutes 

10 years after 
termination of Grant 

Division best 
practice 

Permanent Transfer to PRO at 25 years 

 
Records from Service Providers 
 

Details Minimum Retention 
Period 

Rationale PRA 
selection 

Final action 

All records including: 
Log books; Life Histories 
Nursing Notes; Therapeutic Work 
Educational Documentation 
Staff Records 

To be returned to Adult 
Services Central record 
following no further 
contact/closure after 3 
months 

Division best practice as defined 
in the contract 

Review Review jointly with the Public 
Record Office after 25 years for 
permanent retention. Same final 
action (transfer to the Public 
Record Office or destroy) as the 
main Adult’s record. 
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