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Retentions of Records Procedure

1. Introduction 

FOREST HOUSE SURGEY is committed to the efficient management of our records for the effective delivery of our services, to document our principle activities and to maintain the corporate memory.
NHS organisations are under a duty to ensure (as indicated in the Public Records Act 1958) to keep all NHS records for a minimum number of years. See https://www.gov.uk/government/publications/records-management-code-of-practice-for-health-and-social-care 

2. The benefits of effective records management are: 

· Protected our business critical records and improving business resilience 

· Ensuring our information can be found and retrieved quickly and efficiently 

· Complying with legal and regulatory requirements 

· Reducing risk for litigation, audit and investigations 

· Minimising storage requirements and reducing costs 
3. The Practices approach to retention and disposal 

The procedure supports the principle that all records should be managed in a way that allows the information contained within them to be available to the person who needs them, at the time and place they are needed. The procedure provides the Practice with the necessary guidance in relation to timescales for retaining and disposing of Practice records.
4. Retention timescales 
	Record type
	Retention period
	Responsible

	HR record
	6 years
	IG Lead

	Finance data
	6 years
	IG Lead

	Incident documents
	3 years
	IG Lead

	Property lease documents
	2 years
	IG Lead

	Third-party contracts and agreements
	6 Years
	IG Lead

	Tax records
	6 Years
	Senior Partners

	Health and care records
	The specific retention requirements for health and care records are listed in the Records Management Code of Practice for Health and Social Care 2016 in its detailed retention schedule 
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