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The Authority hie car iiircd the e sra °moats to here4e for 
the prservticn. f hospital ee io ; r o z aand ttr aka truttrn 
of ooa„ er~tm tieh need sot be p  t1,y etoir°<e& 

The a ttao d. ar g sets wat the pr i eprinciples o rvi by the 
Aithoity,, after cons 1t in u th the i stry of 1e&Ith . Loeel 

stai the Put-li ?ecord Office of Norther rr<i d& 

The uthcx°ity will be pleased to give advice or any Uor
erisir4 tread the pri i les. set out I. the ass: o 

It is advised that the geeent C itte shculd eater in a 
s le rester each decision to estro3r reooris fsllin. with. tht 

t ries not out i s a ppor4i% 3, ird d4 a o*rtificsts that 
destruction hit taken places It y bo foMcozwodsrn to sic®
se e two or thee dates in each yor on which a re will be ass 
of recora f&Llin,gdue for destru do . 

Thelitho ty reoe ee4. that the inciplos set out in the. 
enonMw: should be adopted by or a nt Cnittees in des1iu 4th 

ocrrespe in rds roIatto to ndments and other Free w4d s ue-
co are in the octrol of the eont C it tea and are not the 

property  f the  £uthcrity, 

The Authority wish to be wee& of the £riein1 action taken on 
thta Cixoular th e attached. !,.smelt u I ;t to ask that en 
appe ta stateaont v4U be seat to the , ,tho ;tyc not later the 'th 
Eabr ey, 1%3 In particular, the Authority will be glad to be 
i o as to the worts it is pr ooiod to omfor for deposit in rho 

l .e Reeord Office of Northern baler , 

GRO-C

Tc The oorote sf oadh oa ita2 Ito en nt Corittea 
(with e copy Car° each hospital) 
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Y':`. "*,"'s. a"~3. 1.L . 
;. .

Thais eOorw1&m nett neat swan,9 cpt:s fora ti.c preoarvmtiOra and ds spot 

of hoapit ' service rccorio, includir rec ds thigh ro vested in the iuth r ity 

at 1st April, 198 5th bTuly, 1%E3 r i st April, 1959.-

eie

3 . The lists O0ttTd it App,-.n:Ucas ^ a d 'B -hall b rved a the aido ftr 

scalectior earl di poses, of has- it.~.1 asrvice rocox . app, aai:dix A lists olaases i 

shall to lestrayed at a appea~di,N p l,irta tiaore ;:i icha be destreyah Ir 

ayoase there a hospital rdsha;s to destroy dace eota but tha ra is doubt tisathor 

dlsperad B gives a th tr ty for thin to bs done, do Authority should ee consulted 

before oxy aotior is t.kan. The decision to destroy thud wise bo ubject to tape 

special reservations stt out in pr rpho to 7 belo•~e 

It is a~portaot to sc ,ro ate -- d trke proper° care of € r er i icb. cu t 

to 
be

 get .eattly preser eL Donzoonta re ctasd as rant rsçuiroi fo p oent 

preservation should be daatr'oyeci as awn aftur the expiry of the specified 

retention periods : t3ucy r se to hoMe u,Me l ,ass for the puricc.es of the hospi toi 

,~,„~ t - dow~arats in o - ,°. ~^ cthw. t .„ •r de tr°4otien 
nor vice.

4~ The actual peried• of retention of medical. records (i. e>a part Y ix Appenx i ) 

would be dsto  by re i n1 corsidera,ticnf with poxtiwlor refareoca to 

cliricl arsd. renoaroh re uir eota. Joint cot tttee of the Royal College of 

Phynioionn aid the oyol College or surgeons con sideaad the question Of thnt 

proportion of these reoore it wo*.xi.d be des -tale to preserve per aaraerst y for 

research pur°prssee M do recceeMtiOOs, of ° aiob aooeunt ho been taken in 

000piling the list of 02.~neee in pperiX L Special oxrcngeonoto soy berode y 

the Authority nth orticLa1&rparticular hospitals for the preaaryation of s. suitable eozple 

of selected classes of carte record. 

5 onpitalsHospitals uhioh for special ruses consider it deoirable and practicable rot 

to deetroy eny xo certain of their clinical records should adxtno the authecritY r4 

to the ecerds the, 
~t 

oulde desrai tod for
 a~l ontpaler -aieepp1i~ err 

approval o the su given, T ho 

' the related recoML3. 

If any for r sergeooy HepttalService (1939 - 45) redical records Are  fo xd. 

to be ate in a the poesoasion of a hospital, the . ut arty should be ifor d-

7>, are of the air objects of the erren e eats is to oneurO the presetvation of 

any seaontn rhieh are, or may in fume boc o, of historical interestm ospit: 

shed e ider very Molly before posng disposi ng or dents of any rent ae, 

even though they ray fel under the head of one of the olcason in ppeodiX B Auy 

records created before 15CC ehoald be en ented for prener tion iatiar1y  a onrn 

recent doouteont in such a class should be prenorved if there in reason for aappoair°.g 

that it any be of historiOai. interest.. 

8. The foding of a Coorittee in England on rtnentel Re y ( d, 9163) 

(after careful invests atiou of the acne of ujerophotography for archival 

purpears) s that the Jgh overall cost of rnprodaiotiofl of records onmicrofilm 

ould be much raor°e the the coat of pro Poei$ d storage acoc aodatiOe for the 

oriinel decw erats. to vier. of this c elusion, erad of other disod a' at& es 

oonttonei in the r, ittee's resort, aierofa` c o&, is not non recoaeOO4M as I

m,et a of rod-icing the tJl of doc onto held. Xf c'a sent taa'o been 

selected for parrmneAat pr , ;ser°° tier , t  on ioml dooucrsta mane be prescm gef, 
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r`2fl r 

ere recor& x ealaantt-d for° per wxr.t prozcr ti t M ,uotton I1 xio 
t then thwj xo1d be offorod. to tho public Record QCfiao of Northern l e 

The tthortty should be consulted in thix eater° 

1  J nt Cct tteex h.wi 'e rde thirty y :Are %nd core old intended for 
ar nt rdatar° tio they c xid.r° ska ld be r°etainai in them° a°b 

eefzir~p, rata ei to Worm the rity It is a eraar ly xcnepted principle 
tt t roczr&& e1 ld beoo o &tntlbLe for public iatei,eetion 4hcn th y are fifty 
years old, unless there is iii a; fcr° as er bein ;Idth tld or de subject 
to mpaai4l a+ nditiams n-d rootriotiOne. Cccitt ..a are asked to give o of . 
r nxider ttor to the need for tie tontion of old sore for o inietrtive 

pu oree beyond thirty ye a> boori in Mind hn t if such reOOd5 d Qi,ted 
t the Public Roerd Office they eon l,. 5 be wan thdre aid infrcation obtained 

to meet a epeoio1 ceed. artc r, the public eaezd. Office, c;"ill mange for 
deposited ra er'de to be ret.ined to a honpitol if tCie i Mind to be ne e.reary im 
comeioc with e current bnetheee. 

11. It 1$ . t C teee wish for 2. special r eas to rotain records wiieh e 
to be perw xently preserved .d have ceased to be of atinietrotive value at the 
h a pitaal they eh uld eon ult the Authority. 

p of exit. 

1 . The Paulin ecord Office is the norms place of deposiit for reoove tuith are to 

be per gently yroser rad The Authority oll be glad to a pr°on i the euty eepsv r 
of the R.eoorte when them is a qaestton of offering re rds for deposit in the Public 

office,

WITN3449019_0004 



~ r bea o rt hioh are !rot Sa ~ „ 

I Mirnte books$ i 1dr4 othta books of Savor°rJJ bodies (rind their s -

tteoe .. auto boo a$ of pit  C~it oos anal eu or i ses 

nauded in this wto ot7  mast not be destroyed. 

. Deeds and corresponde~aoe relating to the trararfer° of hospits1 property to 
the Hospitals Authority; to the pport ooment and veattra ir« the Author°it,r of 
interaatn in p twos usad partly for hospital and partly for other purposins; 
to the purchase, d sposal an lttin- of property; to tho r;, ;t of lasses, 
easersonts, iitenoso and other r°idhto over proporty by or to the Authcr^Aty; and 
to the transfer an dischar° e of mor0tpaZas r 

s Coz rvsporrierise and other documents relating to town "A oow~try p ..ar :tra 
tte-0 s and having a porriacant value. 

4.. Annual, accounts and azzu l statements prepared in prat°euanoe of the a selth 
erevioos Act (orthern Ira 1n) , 1948, (as ended) or the tIanta ealth dots. 

5. One set of annual roporta of each hospital body, i clrrUn oortu1 reports 
of formergoverning bodies 

. ocumoits relating to building s, d on thoar g ror s.-

(A) Contract documents, dravir a, bills or r uantities and other 
doosar~ezrts of per°nansot value tPo. excluding those covorod by 
ltsri 15 of Appendix ) . 

(ii) dito plans, sarr°v'oys, record dra~.iigs, ate., ha vA a per "ent 
value 

(iii) Record iootots relate to ma jor proajeots r;hiosha have bean 
abandoned or defarr°ed. 

7. Central inventories of-.-

(i) Plant am porsanant or tixad e ip a t. 

(ii) Furniture and medi,s al and surgical e quipme t, not held on stare 
o ge, having L nlniiuxm ife of five years. 
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I 
Lr

0  and tiM1. r document .71 tits to `ah ,atr , pr banns which is u d &3"c.. 

t Dgeea bar, 1 1, ir 7 iItrte o ° ether  it *t 3 

13, An d=cats ot 8to than 1940. 

1 , Thft o l le c4 crcr ~ivr records: AU duplic*tc tams

and and their cccscort «`r. s bcOQ c t stpt~ 14s 
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aM Glsss ct' DocIlMents 

part i - °Handal 

tcc udi4iS support cthc a` t o 
and statistics 

2. Auait re port

principal Le er Aeccriu inalading such 
doe"ants as cash back, ledgers, .income and 

ssper~d t e jc= nals, etc. 

ter rUar AoroUnting RtcordsR 

(a) Puss-boos, bad statements of aceounts 
paying-in ships, oherue counterfoils and 

cancelled and. ischar 4 o ;equesa 
accounts of petty cs.ah exapansl .tue°e 
Travelling and s bsietenea accounts; 
tUnor b cueh*rs, including duplicate 
receipt books; income records; forms 

used in connection jith 'the suppl:/ of 

g

s

~ a ' 

ical pi no 

8g

ce

(b) Debto V hot 4doh &R G . 4. 

5, Cost accounts taa 0*0 +•s •ss ase 

S0 DiU aM receipts bps s14a ~~a I-

7 3oc ents, other tr n those referred to in 

ltar 8 of Appendix , relating to (a) 
benefactions, apeoial donations and 

rsaeortals of ay sort covered by the Health 

servicas Act and (b) to trusts crastod 

after .th Jamey, I%8

, Salaries and sodas Peeorda iAe' anplo31aa$ 

persone.1 pay x°aoos°ds) 

Pay Shoots andRecords of unpaid aa1artas 

Red wa ear 

Ppricd after „i:1 
Docunants nay to 

destroyed 

rzea year after the end of 
the fir snoiai year t hich 
they raldte' 

Six years after the end of ,he 
°inancial, year to which they 

Tan years after the end of 
the last financial year tc 
vhichh they relate. 

Six years if ter the and of the 
financial year to whiob they 
reletek 

11

Six years after to and of t:he 
t`ira dial ye r in nhich the 
accoants are paid or are vritte; 
eft a 

Twee years otter the end of 

the f anoial year to o oh 
they relater 

six year after the end of this 
'inanoial year to which they 
relate. 

81x years after the end. of the 
financial year in w eb the 
trust moneys bee,  finally 

spent, or the ttt in kind one 

accepted. 

Leven years after the end 
of the finanotal year to 
which they relates 

S years after the and of the 
ftnanelal ytar to a; Oh they 
relates 
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iod ttrr r-c' d 

n her° and Class of ' owi taa1t  may ha 
des 4sro

sto eA SA 4Abe5fi ~w  ahot ~J

i,a 

FDocument5

or stores Records. stores ledgers atnd "tarp the and of 

td aaota k €~ ethica aar 

Minor Stores ecords: rogtrisitioara, tonee 
note€, transfer oaacher s, &cods recaivo4 

«o yira after than aM at 
the t1 arci,el year towhich 

books, etc W 
dray relate . 

1 , Agreements ark ample contracts (and. Six years after the eM o the 

documents str3sai ary to gear) which are t noin. hear irs vhtcha %I* 

only of tempor°arry or minor i port& too, reaaoont or contr*ct a ir°eak 

ike., short-term sea enta and minor 
contracts- papers isr°elioinar°y or eazbsi y 
to antracts; documents relating to 
contracts for the supply of goods r 

11 1 R pndt! &era inspection raporta on boilers, Then the plant to vshioh they 
r°aalatan oea finally out of ura

lif te, rte W 

i .m Minor SttXapliea Rards: inclu4irad invitations 
to tender aasd unsooept  tenders, ronttne 

Zero yet a after the on& of the 
financial year to hioh they 

papers relating to cnteretrk aMM decatande for relate. 

ftrrniturRe, eqoipnent, stationary ani other 
a supplies. 

1 Records (other than those refarraDd to in o years after they have 
k 

ltea ( of Appendix A) r'elatie to onpital And ceased xo be effeotiea 

other building vorhs or i r°oveaonts; 
inclas p'laras and spec:ificationa praeparod, 
for teeçarnry purposes arse papers ralatin 
to then. 

1 XnYentories not in current ease of tttansila, Two years after the and. of the 

inatrQnanta, bedding, etc., not hold on store financial year inWhich the 

charge,hevin a life of l ess than five years k inventories wore in arse

p 
t ¢'p t bl hhm6;a'S M an_d a3t Wee 

17 Ma jor Renablishnent Raoard.s including Six years at tar the officer 

por^eanel filet, letters of appo ntaant, loaves the service of the 
Authority or on the deta or 

oontraota, references and related 
nce and. record* of sick loava. eimnh the officer eoald. reach 

corr° apor- tae age of 7, er evor i.s 

a the ,atcr~ 

1  r oetabllaheent peoorda including xo years after the and of t 

ante <oe booka annual lean records, tide year to which they rate. 

sheets, duty rooters, clock cards and other 

C tats of a enaral i port& ce. 

1 9 oonenta relattn to unauaaeuful One year after the vacancy 

applications for posts. rmaae filled. 

ppq~ 

C a Snrpatr. t atton Records
Original torus S 56 ?o years atter the and of the 

fire noinl year in which the 
offs c,or° left the service of t e4 
onploytra authority 
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.  ,°. %,K

destroyed 

ot i wta of-o 
t tirno 

21 m t -ti ticti And o hhar rattrno tc 3 ro 
required for ayh orb piss only nd 
have od to bo ftct ~ 

22. . mum1 at .tj tic l by they 
Authority or tha t try a': eüth oM 
LooAl Gov ont. 

26 Hard of oU tyo of sped Arta 
( line oo o 

2 S. spy. SeTobFks s¢ a+ R a o R a a 9 R i6 

~ C olty noted aas a~s~ ~ma sup 

29 & and night ri report took m 

3O,, LootU4ry r rd, cl i pros iptia y 
&prbmt re do $ttttO0t4 440t4 
attendance r°v ter a,, etc, 

31 a a°ffi E,~ce Order J a e $ A m A e 

One y tr ft r the Brad of to 
period to pith they re m"tam 

ix yoga after the on f tom* 
poriod to r°hai . they is bre~ 

Five yaw rimer the d to c 
tho wt t or 

Oro year -ite the r tj— 
or death of the d000r 

Six ywxs Xt con sioar of 
tra€ nt j Mr the p ti40t 
desin hospital tie yon& 
z nor dnth 

The sue, 

' The o eg 
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ter

N or tad Class of is o f °y b 

C ) Other

(b) Noo ttom e  to 

of medicines ire x e . inth 
First o to the

supplied to o piorts-

yes f date of but 

six 

U 
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I. Veer and Glass O C~$~,ts 

35 y ~; etfi relating try leg<a action 

to xp .rota, including accident record 

sheets. 

6 relate to
th hm. pttA1 ate. ; outtdd the 1th 

aoaa erta re tin t the nte_me d 
mar t=t I® 

(b) Qc en i ietin to ptr°io~?icr . 
fi ooi1 s tt3,e ft d$ under the 

37# tour of patiente property b=d*d i for 
efe a an d. 

3L Cormorrde eo  ord other papers of oor~ or° 
epeeri1 I tooce, not e eed by the 

f e of g rl"3tst incluIir - a vertisind 
Mater#. verb letter=s; re rot e or i 
letter e cth poIntort$ enorrr or 
unintelligibleletters; aft ; du lie--tee 
op d ente an to be preserved elsewhere 

ux(üee they have ",portat ;tote on t e ► 
indexes d registers ottLeI for tepee 
purposes; r°ootine repor°te; punched ids; 

ark. other ocarorts ttch have coed to be 
at salsas o eette t of the attar irvo1ved 

3% eo ate re1eti t to the detention of an 
indiUuL any dieor°dorLi patleOt 
re uired wider the 1eoto3 Health ,pct 

rt err r°el a), 49'I, Adanart deearibed 

In or seoired by e liar t super made ~ 
legislation and do ate Z-e1ati. r , to 
detention are net statutorily ecribm 

o main I 

Period Jter hioh 
acacntzaay be 

six years af ter the and at The 
. inenai yer in thirh t; e 
incident occurred; or :h ora 
ran aattar lice been co.-%,erne
V %er'r 1 g y m,v'ise that it 
i eafe t6 destroy the 
doo=antr 

Six grave tro the tee. tiory 
of the a erert-

six after the ead of the 
fir=zing year to rhtoh they 
rite. 

ix yo are cites the and of the 
rte i, , year is h1Oh the 
property re disposed o. 

Perth th in the eerier 
atttcer t,wvirad thargO of 
the Reoord ie eetilted it 
re 1Orer is root eary to 
retain its 

(a) Patients ho have been,  fiUy Severs yerre frer the date of 

die~rae troa hospital care dihoepitol care dieaheze or re4L 

(too n out-patient e) thether th ae of 21 hiohepie 

the care ire c pawl ory or had beoe the later 

Info by the date of diems n-

() Patients tho have died ... . Three ref she date of 

d~ 
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