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mf;{;;a IRELAND HOSPITALS AUTHORITY

Telephone No. BELFAST 1787146

Tulegarphic Addsear “NIHON" BELFAST, 27, ADELATDE STREET,
Ciroular H,1.C. 75/62 BELFAST, 2

Belerence Mo, 1668/51 2Bth Seplember, 1962,

A ]

Dear Sixr/MNadan,

The Authority have considsred the srrangements to be mode for
the prescrvaticn of hospltal sexvice records and for the destruwtion
of dosuments which need not be purmancntly rotained,

The attached momerandun gote eut the prireiples spuroved by the
Authority, after consulvation wish tha ¥injesry of Hasslth and lLocal
Goverpeent ard the Putlic Record Office of Northern Ircland,

The Autherity will bs plesged ¢o give advice on any pmstions
arising from the principles set out in the mesorendim.

It is advised that the Vansgement Committcs should enter in o
simple reglistar each declsion te destroy revords falling within the
categories sot out in Appendix 3, end add s esrtificsts that
dastyruntion hag taken plsce, It may be found sonvorders 4e fix,
gay, two or thire dates in each youy on vhich & revies will be cads
of records falling dus for destrwection,

The Authority resopmend timt the prinsiples sat out in the
Hemorardus should bs adopted by Nonagenont Coomitiess in dealing with
corresponding yecords relsting ¢to Endements and other Free Punds. Such
records are in ¢ho somtrul of the Mansgement Cemmitiec and ape not the
preperty of the Autherity,

The Authority wish to be informed of the indedal asetion taken on
this Clzouler and the attached Momersndum. 1 am to ash that en
sppropriate shetexert will be sent to the Autheritw zet later thar 2%4h
February, 1963, In particular, the Authority will te glad to be
informed ag to the Rescrds it &g proposcd ¢o olfer for deposit in the
Publde Record Offioe of Horthern Ircland.

Yours faithfully,

GRO-C

M Sogretiyy,

Te: The Sceratayy of cach Hoapital Managenant Coamiiter
{with s sopy for each hospital),

L2323
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Supmary ~ hda memarondus sete cul arrangexents for the preservation and disposal
of hospitel service records, including pecerds vhich vere vosted in the Autharily
at 18t Aprid, 1968, 5th July, 1968 or 18t April, 195%.

selaction aed Dierszal of Beorrds

4. Tha lists contcined in Appondices « and B shall be oucdrysd o3 the gulds for
soleckion and fispossl of hositad asrvice rocordg.  Appevdix A lists classes whish
shall not be destroyed ad all., Appendis B 1dsts thorz vhich pay b destroyed, v
sy ohse whars o nospital wishus Lo dssivoy dooumentys but there §5 doubl shether
Appsndix B gives aatharity for this to bs dons, tho suthority should be asonsulted
nefore nny sotion ig tuken. The decision to destroy should 2lso be subjset to the
special reservaticns seb oub in paragrsphs b %o 7 belovs

2,  MNo dncuwssnts shoald be dectroved xhich 208 OF might be relecont to lmpad

procesdines which DAYE BOIUL T to o perding el.ae o sthey sniler snieh swald

Toault ir ioend DISIECUILEX.

3, It 4s imporiant fo gegrogats nd toke propsr care of dowmanonts shich cught

to bs permnnently preserved. Demusents vejected as not required for parntnend
preservation should bo destrsyed s aocon aftur the sxpiry of the specilied
retention periods ns they sesse to neve uzefulneas for the purposen of the hospd bl
sorvicss  Disoozal of «piested documents In 8 SV othae ther te destroction

£.g, by yresertotionl o511 be sunfest to Lha auoreyad of the &%t}:mit-a,

4. The nctusl perdocd of retenticn of wedical records {i.e. part IV in Appendix B)
ahould be dstermined by ceddsal considsraticns sith pardiouler vefovenca 1o
clindeal sed rescavch reguivements. & Joind sommd ttes of the Royal Collegs of
Prysioians and the Reynl College of Surgsons considerad the queation af shat
proportion of thess wacneda 4t would be desirsbles to pressrye permanently for
ressarch purposey snd nade saccrpendations, of vhich acctunt has been lnken in
sompiling the 1ist of slnases in Appendix A. Special srrangesenta.moy be mads by
tha Authoridy with porticuler hospitale for the preswrvation of o sulioble saumple
of selected plneses of csritain racords. .

5, Hospitals which for spsclel ressens consider 1% desivedle nnd procticshle rot

to destroy any or osrtain of thelr clintcal records should advise the authorily o3

t5 tha records they suggest should be desigated for pemmonent prassrvation. Fhere

approvel to ths suggestions is given, parsgraphs 3 o b palow will be applicsble te
© fiha palated records.

%, If any former Epergency Hospitol Service {1938 « 45) cedlcal records are found
to be still in the posssasiocn of & hospital, the Authorily should be inforaede

7,  Ope of the matn objects of the syrangsmenta is to snsurs the pressrysidon of
nny douments which ars, ov DY in future bocoms, of historical intersst. Hospital
ghould owmsider vary carefully befors dlsposing sf documsnta of any great ags,

sven though they say foll under tha hecd of ona of the clusses {n appendix Be Aoy
rucords created beforn 1500 should be sslsated for pressrvation. Sinllarly svors
recent document in such & class should be prosseved 4¥ theve is rsason far Fupposing
toat 1% moy bs of histerisal interoste

8, The finding of o fopmittes in Englosd on Deportmentel Records {trd. 9183}
{nfver oveful investigation of the use of sicrophotography for archival
parpesas) wes thed ths ddgh everall cost of raproduction of records op siorefiln
meuid be cueh pore thun B cest of providing storage scocmodation for the
original domurents. In viewof this conslusion, snd of other adsndvuntages
sentioned in the Casrdttee’s report, mierelilming is et now vecummeaded 8 3
pethed of reducing the tulk of deswents held. IF docunants hove been
selsctsd for persnhnent praservntion, the originnl documents must be prasgrved )

4 F Fax owxomd mocos
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9, VWhere records ars sclucted for penuanent proservatien the quostion will arise
shether thoy should be effercd to the Public Rescrd G{lice of Northern Ireland.
The suthority should be consulted In thiz matler,

10, ¥rnsga.ent Cornditess having reccrds thirty yewrs ond uors old intended for
porzanent presurvation which they consider should be ratoingd in their own
kaeping ore asked to infovm the huthority. If iz a genorally scoopted principle
that rooords should bestmo availeble for public irgpection when they sre fiféy
yores oLd, unless there ix good russon for access Being withheld or wide subject
to speoial conditions nnd restrictions, Oocmdticss are ngked %o ghve coreful
consideration to the nead for the retention of old records oy sduiniatrative
purposss boyond thirty yesrs, bearing in sind that if such records wru deposiied
8t the Public Resord Offlcs they can aliwys be usen dhere and informotion oblained
ta moet o special need, Karsover, the Fublic Record Office «lll arrangs for
deposited rocords to be returned to s hospital if tids is found to be necessary in
connexion with scoe current businsss,

11. If Mancgement Oocuittves wish for 3 spscisl rsoson to retain racords which cre
t5 b perusnently preserved snd have ceased to be of adnindstrative vadue ot the
hospltal they should conzult the authority,

Ploee of Senpsil.

12, The Public Hecord Office is the normal plece of deposit for records vhich ars o
be perminantly proserved, The Authority will be glad to spproach the Doputy Kaepsy

of the Records vhen thers is o guesstion of oifering records for depsalt in e Public
U?i‘i@&o Fad !

4

Aggass %o 3 szopin

13, In view of the confidential character of medisal records snd other records
emtoining information about indlvidunl patienta, the duthordty have arconged with
the Public Record Dffice of Horthern Irsland that such recerds will not be awmilckls
for public inspection in the place of deposit unill they are g hundred yeory 13,
Other types of hospital records would beomms veilalde for public inapsciion wWhEn
fifty years old, urless in o portisulor cose o longor period is arvinged, In all
cases ghers o rocord covers o mubsr of years the perded, whotever its length, weuld
e reckoned from the date of the laat poper or entry.

1je Documents closed to ths public in gensrnl woy nevertheloss be sade avallable

4o the holder of specisl permission o see then obinined frov. the suthorlity. The
greatest dlscretion nocessarily weuld be exercised in gronting such permissiom in

the case of pediol records snd other documents conthindng informatien sbout patients
The iuthority will require frm, persons seeking such permiscion full infospation o3
to the gurposs of the exmnination of the records pnd & signed undertsking not io
identify any individusl patisnt’s cose by name in any resesrch work of other work
semulting from such examdnntion.

18, In sll matters of doubt os to the application of the foregoing prinoiples

to portisuler cascs or trenizent of docuwsnts or groups of docuannts vhare thy
. guextion of proper Adsposal is in doubd, the Authority should be ennsul bede
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rlesces of Dacereriy which sre Yot to be Desiruyed

4, Minute bocks, including nimuts doocks ef govsrning bodiss {§n§ their sube
copmittens).  Nimte bovks of Hospital Cormitiess and sub-somuitiags sre
ineluded in this sotegory ~nd wust not be destroyed,

2. Deeds and sorrespondense relsting %o the traniler of hosplial propsrty <o
the Hospiltals dushority; o ibe apportioncent apd vesting in the Asthority of
intorssts in prosmiscs used partly Por hospiisld snd pardly for other purpssey;
tu the purchass, disposald and lessing of properiy; tu the grint of lsases,
easaments, licancaa and othar rights over pragorty by or fo the Authordsy; and
o the transfer ard ddscharge of merigages.

%, Correspondence snd othor documents relating o town and sountry planning
matters and having & permansnt valus,

4. Aanual aseounts snd annusl siatsmeants propered in pursuance of the Healgh
Sarvices Act {Norshera Irslend), 1948, (s scendsd) or ths Mental Health dots,

%, One set of annual reporits of sxch hospital body, dncluddng snnusl reporis
of former governieg bodiss,

&, Dosuments ralating %o tuilding snd englnssring works:-

{1} Contrsed documants, dravings, bills of quantities and other
docursnts of psrsanent velue {L.o. exoluding those goversd by
Tean 15 of Appendix B},

¥

{11) B84te plans, surveys, recsvd drawings, ste., having & persanent
yalug,

{i44) Hscord documsnts rslating te sajor projests whish have bueen
ghandoned or deforved.

7o Central lnvsntories of:-
{1} Plant snd persansst or fixed sguipment.

{11} Furaiturs and medicsl nnd surglssl egquipment, oot held on store
chargs, heving s nindmum Mife of Tlve years.

B, Docusents of porsenent volus relating to benefastion, speclsl donatiors and
semoriels of any sort covered by ihe Health Bervices Acts, including all trvsss
srented after Loh July, 198,

9., Postepurtsn bosks.

10, Summardes of slinicel noles taksn {Front Shesta, Registrars’ books, ele.)

i1, Dlascharge Fooks containdng currested dlagnosss.

12, Ia psychiatric hospitels, the Polloving dvoumsnts (most of shich wars
preseribed ondsr esrlier mental health legislation): v

Yisditors® Books

Gansral Reglsters

Post-norten Records

Wsddoal Records or patients’ ragords gﬁnakudiﬂg cards for General
Register Office and nursing rszord con-gtatuberyl)

Hospital Cards {nen-statutory}.

Patients® Books

Adphavetisel Reglstar

Regletor of mechanical restraint and seclusion

WITN3449019_0005
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and any similar docunent TELLting to puyehdatric patients which is used m@@
1 gt December, 1951, in puyisistric or other hospl tals, for similar purposes.

13, 411 documents of sarllier date than 4900,

44, The follewing superercussion resords: 411 duplieate forms 8.0.5%3, 8, €,
and B and thedr successors Zor subsequent saprennia,

»
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CLASHIZ OF TOCIATITE JVICH MY BT PUSTRETER

vambey and Class of Documents

Feriod alter silay
Documnts nay be
destraysd

g&

5.,

7.

&

¥

Pary T - Sinancial

metimates: ineludisg supporiing saplauiavions
and atatistics.

Auddt rﬁ?@rﬁﬂ Iy e IR b8 a PR

Principal Ledger Recordsm:  insluding sueh
dosusantd 53 cesh book, ledgers, laccoss and
gxpenditurs Journgls, ets.

Lingr Ascounting Recerds:

{3} Pasa-books, bank statements of sgoounts,
paying~in slips, chague counterfolils and
cancelied snd diacharged shegues;
anoounts of peity oash sxpenddiurs;
Fraveiling end subslatence aueounts;
miner youchers, including duplicots
raoeipt books; income pacorda; formg
ysad 4in conneedion with the supply of
surgiesl appllancas, ete.

{v} Devtors’ records ose  wes  ats

fost socounis saa B0 PR e TR
Bills and rﬁ&@iﬁt& T ') wo e xX

Boguments, other than those relsrvad to in
Toon 8 of Appendix A, relating to {a}
penefaotions, special donations and
manorials of asy sort soversd by the Health
Sarvices Act and {B) to trusts creaisd
alter Lih July, 198

Selaries snd sages Records {i.e, smployeas’
personal pay recsrdsl ’

Puy Sheets and Records of unpaid 3alaries
and Reged.

Teree yearg after the end of
shp flueneisl year o whish
they reldie.

gix venrs ofter the end of ths
risancial year io which they
pelast.

Tan ¥BIPLL ﬁftér the and of
the last Plaancial yoar o
sritdol they reisit.

Six yesrs aftar the end of the
financial year to whish they
rolals.

34x yaars after tha ond of the
finnnedal vear in whish the
seotunts ars pald or sre wristern
off .

Thras gaﬁrs after the snd of
the financial year o which
they ralata,

§ix years after the end of the
financial yasr o which they
ralats.

84z years alter the end of the
finsnedad vesr in which the
ryst soneys became Pisadly
spent, or the gife in kind was
sosepted,

Bigven years after the and
of the Pinancisl year $o
whink they relats.

Six years after the sof of the
finencial yesr to whish they
ralatd.
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Bumber and Class of Ducurents

WL T —
Porisd afier snieh ®
Dogumsnis may be
desiroyed

IR

onn

149,

A

125

13,

N

1§,

16,

18.

19

20,

Part 1 - Stores, Soulpront snd Sulldines

tajor Stores Records: storss ledgers and
aguivalents,

Winer Storss Reecords: roquisitions, issues
notes, transfer vouchers, goods resaived
books, #5. )

Agrssments and simple contracts (and
documents subsidiary to thase) which are
only of temporary or minor isporiance,

1.8., short-tern agresments snd minor
contracts; papers yreliminary or suvzidiary
ta contraats; dooumonts relating to
sontracts for the aupply of goods.

Enginsers’ inspsction raperts on balliers,
1ifis, sle.

¥inor Suppliss Records: including {nvitations
to tender ond unspcspted tendsrs, routine
papers relating to calering end demands for
furniture, squipment, stationery and other
supplies,

Records {other than those referred to in
ttem & of Appendix 4) relating ¢o capital and
other bullding works or improvesonis:
ineluding plans and spocificationa prepared
for temporaly purposss and papers redating

o them.

Inventories not in current uss of utensils,
instrugents, bedding, ete., not held on store
gharge, having & 1ife of lsss than five ysars.

LII - Egtablishn

Hojor Bstablishment Rocordes including
pavsonal filss, latters of appeintment,
sontracts, refersnces and relsted
sorrespondence and records of slck loava.

Stasiasies

Yinor Dstabiishment Hesords: inesluding
attendance books, ermual leave records, ties
sheets, duty rosters, clock cards and other
dogupsnts of sphemeral imperiance.

Docusents relating to unsuccessiul
spplicstions for poats.

Supsrammuation Recerds:
Qrigiml faras &onaﬁﬁ &% % P I

8ix years ofter the ond of
the financisl year 4o which
thoy rolate.

pen yours after the end of
the firancial year to whish
they relate.

8ix years aftor the and ol ths
finansial yesr in which the
sgreawent or cuntract sxpires.

vhan the plant %o which they
rolate poes Pinslly sul of uss.

Tag yeers after the snd of tha
finaneisl vear to which they
ralate.

£

Trwo years after they have
sensad 3o bo sffeetive.

Twe years after the and of tha
finanoial year in which the
inventories wore in uss.

8ix years aeftar the offiser
lesvas the service of ithe
Authority or en the date on
whish the offioer would rasch

the age of 70, uhighever is

Puo years after the snd of ths
year to whish they relate.

L4

ns year sfter the vatsncy
was filled.

Tyo years af'ter the and of thz
financial yesr in vhish the
offiser lefe the sarvics of i
enploying authority.
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82,

23.

25,

+H

3.

Port 11T o Zabblishesnt and Siitighs
“{ eontinned )

Ziatistionl and other returng which ware
reguired Cor ephew.srnl purposes only nnd
have cgased Yo be effeciive,

arsanl sbobistieond refurns reguired by the

authorily or the Hindsbey of Heolth wnd
Losal Govermont.

. Pact IV - Heddeal

Yass Hinixdure rallegraphy records,
insluding wlorofilng.

Blood Transfusion Sepvics:

laboratary
ragords relating o donovs.

Hadisal weserds and alliled docunenis in
hospitals {ase fooinotel:

{o} %edicel reserds including:
Cilimdenl notes {ahich includes
roports fron patheloglend,
roadiologliond and other spscial
doportnenty, Yevay fllns,
elsotroorrdlagraphin mﬁ atgalros
sncephelographie recordsl.

{p] Blood Pransfusion Records

{#) Consunt forms of cll typss

{4) Four hourly tecperature charts )

Hegords of all %ygxw uf speoisl depariaenis
{including alponsrs’ records).

%wam ool 2w ®w % Y] e w
ﬁﬁm&%ﬁ' nuten Bae ® B % Y ITY
Day and night mirsing report bosks sa.
Anedllery records, including prescriptions,
depur tarnt regluters, sppointoants sheals,
sbiendonce reglaters, ebs.

Applisnee Opdar FOME  css ses sen

t

One yeer after the and of the
period %o which they relnbe.

Biw yeuwrs afier thy end »f tre
perdnd m videh they reloin,

2

Five yenvs ofter the date on
shidah the flim wes takern.

One yoar aftar the rEslEnat
pr daaih of the dopor,

Bix yeors cltar conclusien of
troninents shere the potient
Slen dn hospital three yeurs
after daath,

dx years fron date of loat
anirys

The 3R,
The san€.

Bix yesrs from doke of lask
ﬁﬁwg

The sone,

The 3008
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shasor wd Closs of Documants

Fariod ofter vhish
Posutonts Loy be
dogtroyod

32, Records relating to dangerous drugs and
< poisonss

{e}

{v)
{e)

Registers, resord books, prosoriptions
and other documents kapd, iususd or
eade undsr the Dangsrous Drugs
Regulationss

{i) Registers, bocks or records ...
Cii) Dthar docunents Py ITE

Non~atotutory vecords ralating o
dangerous Grugs.

Hecords of cedicines ineluded in the
Firat Schedule to the Polsons Rules,
wnd supplied to sute-patients.

%3, Doogmnts prescribed in the legislation and
forpor Leglslation reluting o nentnl
trastuents

{a)

{v)
{e)

(a)

b (e}

Mapenacry book or sedicine caxd or
shaed

Hegister of dysentery ond diarrhoes

Caution cords s8¢ swe 1T se8

Liat of y&{kimta s wards  cex  exsw
Disry for Visiting Hedissl Officers

3, Undertokings signed by patients adnitisd
4o beds dseignated under the provisions
of Secticn 29(2)(¢), 29(2)(g) or 2%(2)(n)
of the Health Services act, (Horthern
Irelond), 1948,

Two years fres. dnts of luat
entey.

Twe yenps {vem dole on which
issued or cads.

Two years fram date en which
‘esued or pade.

Tun years fron date of the

last sntey relating %o the
supply of such a cedicine,

14

Two yeors after the last aniry,
Two years after the lasé sniry.

Two ysars after patientls
dischargs, resoval or death.

Gne yesr after the last anivy.

Two years ofter the last entry.

iz years.
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Paricd ~fior <hich
Doounonts nay be
Austroved

3,

3%

any dovuments relating to legsd astliong o
to soauploinis, including socident rapard
&h%&%&»

Docusnts relating to contractusl Arringeronty
with hasplinls, ste., tubside the Hoadih
farvicm

{3} TDocusents relating o the senbrachal
srrangesenis.

{p} Documents relating o peviediad
Finenedal sebtlsuents mde under the
sonbracts

Recorda of potisnts’ property honded in fop
sufe cusvody,

Coyresponderce and csther papers of minar op
gphenernl loporionos, not coversd by the
forsgoing classes:  dncluding - advertising
pattar; covering lestiers; rendndera and
lethsrs waking sppodnfuionts; anonyunus oF
unintelliginle istters;y drafts; duplicntes
of documents knosm Yo he preserved elsewhers
{unisss they nave iuportent zimatos on then);
indaxes and veglsbers coupiled for temporayy
purposes; coutine reporis) pwanched onrds;
and sther domments which have cscsed o bs
of volus on sebtlasmmt of the uatter involved

Pompents reieding o the detsntion of an
individual watally dlsordersd patisnt
reguired under the Bantel Health sl
{(Rorthern Irelend), 1969, docupenis desarived
in op veguirad by enrlier, superaaded,
legislation and doowmsents relating %o
detantion chich are not statutorily prescrives
op reguired: .

{a} Patients who have besn flnally
discharged fron bospilel core
{ineluding out-patient care}, whether
ihe cose wha coupulasry or had booins
inforesl by the dets of dischorgs.

(¥} Patients vho hove dled

EE R R R

#ix yenrs nlisr the end of the
Finsneial yeur in chich the
ineident ocourred;  or orsg
an astion bog been onienved,
phan 1&3@@.},}: sdvised that 4t
is solfe o desiroy e
documente,

Six gears frou the lerminction
of the arrangeant,

Bix yewrs afisr tha end of the
fineneisd yser $o ohlch they
raiote,

8ix yeones siter the end of the
Pigancial yesr o vhich the
proparty wy dlaposed of,

Portheith vhen the senior
afPionr oving shorge of
the Rseord iz saliiafied it
np lenger iz neosssary lo
eatnin it.

Reven ysors from the date of
digcharge ve fron reaching
the age of 29, whichever is
the latar. *

Thess poersfTi the date of
donth.
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