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	CONTROL OF QUALITY RECORDS & PERSONAL FILES



A.
RESPONSIBILITIES:

Karen Raggett:  Registered Manager
B.
PROCEDURE:  Records are dealt with as per Section 20 of The Health & Social                            Care Act 2008 (Regulated Activities) Regulations 2009
1.
Each set of records will be maintained in a secure location and in such a manner as to prevent deterioration or spoilage.  Records will be collated and filed in an orderly fashion and indexed so as to be easily retrievable.

2.
A Quality Records Log will be maintained which will identify the following for each set of records, taking into account statutory requirements as applicable:

2.1
Location of storage.

2.2
Length of time records are kept at the Home ("Retention periods").

2.3
Responsibilities for maintenance and control.

2.4
Staff who are authorised to have access to individual sets of records.

3.       Obsolete records will be processed as follows:

3.1
Where history records are required - archived under the control of the Home Manager for an initial 7-year period, after which the Directors will review the need to continually retain the records.  Thereafter, archived records will be reviewed annually; those that can be disposed of will be shredded, per 3.2.

Archiving periods must be in accordance with legal / regulatory requirements.  
3.2
Disposal by shredding, with prior authorisation from the Directors.

