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POLICY STATEMENT:
The record retention program at Saint Mary’s is designed to reduce or eliminate unnecessary record storage, minimize retrieval time, ensure security and confidentiality and eliminate duplicate storage.  This policy is designed to cover both records stored on the hospital premises as well as those records stored by an outside record retention storage facilities.  The program accomplishes this through the use of the Guide to Retention and Preservation of Records and Destruction Schedules established by the Hospital Financial Management Association.  These guidelines have been established in accordance with all Federal and State laws, rules and regulations relative to record retention limitations.  All records shall be retained in accordance with the retention schedule established.

A.
Active records shall be retained within the department.

B.
Inactive records shall be retained in either the record storage area at the hospital, or at an outside record storage retention facility as determined by Materials Management.

P R O C E D U R E:

	Responsibility
	
	Action



	Department Manager:
	1.
	Annually reviews all active records, purges in accordance with department record retention schedule.



	
	2.
	Ensures all records to be stored are properly boxed (boxes provided by record storage vendor) and 

labeled.  All boxes must contain a destruction date.  If guidelines call for permanent retention then mark “Permanent”.



	
	3.
	Calls the Materials Management Supervisor to verify availability of space in the hospital for storage.  



	Materials Management
	4.
	Arranges for pick up of records or Supervisor determines records are to be stored by the Record Storage Vendor. If stored by the vendor:



	Department Manager
	5.
	Notifies Buyer of records to be stored or picked up by sending a Special Purchase Requisition to Purchasing.



	Buyer
	6.
	Contacts the Record Retention Vendor to pick up records.  Issues a purchase order to cover storage and retrieval costs.

	Record Retention Vendor
	7.
	Inventories records, provides requesting department and Purchasing a copy of the inventory.



	
	8.
	Moves the records to the Record Retention Facility.



	Record Retrieval Procedure



	Department Manager
	1.
	Determines if the record is stored in the hospital or at the Record Storage Vendor.



	
	2.
	If stored at the hospital, the department manager provides staff to retrieve the record from the storage area.



	
	3.
	If stored at the Record Retention Vendor’s facility, call the vendor and requests that the record be pulled and delivered to the department.



	Record Retention Vendor
	4.
	Delivers the record to the requesting department and enters appropriate information in their log.

	Destruction of Obsolete Records



	Materials Management
	1.
	Once a year Materials Management staff will pull all records that have reached the destroy date marked on the boxes.  Records will be destroyed to protect patient confidentiality.



	Record Retention Vendor
	2.
	Will notify Materials Management annually of those files that have reached their destroy date; pull those boxes and destroy.  No authorization is required by departments.
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