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NOSH Group - Records Inventory Worksheet
	Department: McCausland Health Records
	Date Completed:

Completed By:
	December 1, 2011

Carrie Moore

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Medical Records (Current)

	Current (<15 years) inpatient, emergency, physio, correspondence
	Health Records Department
	Paper
	15 Years
	Current and accessible
	McCausland Health Care professionals

	Medical Records (Inactive)
	Inactive (<15 years) inpatient, emergency, physio, correspondence
	Health Records Department
	Paper
	Awaiting destruction
	Accessible
	Health Records

	Visiting specialists consultations

	Binders with previous orthopedic history
	Health Records Department
	Paper
	15 Years
	Current and accessible
	McCausland Health Care professionals
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Laboratory
	Date Completed:

Completed By:
	December 16, 2011

Mary Bedard

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Patient Files
	Active
	Meditech
	Digital
	Per TBRHSC policy
	Password Protected
	Lab staff

	Patient Files
	Inactive
	Basement
	Paper
	Awaiting Disposal
	
	Lab staff

	Patient Files
	Active
	Lab
	Paper
	2 years
	
	Lab staff

	Transfusion Medical Records
	Positive antibody results
	Lab
	Paper
	Indefinite
	
	Lab staff

	Patient Requisitions
	Orginal Docs Orders
	Lab
	Paper
	3 months
	Current
	Lab staff

	Blood Smears
	
	Boxes in lab
	Glass 
	> 10 years
	
	Lab staff

	Policies & Procedures
	Controlled copies
	Binders in lab
	Paper
	Until replaced by 2 newer version
	
	Lab staff

	Policies & Procedures
	Uncontrolled copies
	Lab Computer
	Digital
	Draft copies & all versions
	
	Lab staff

	Batch lists
	
	Binder in lab
	Paper
	3 months
	Current
	Lab staff

	QC Records
	
	URT
	Digital
	2 years
	Password Protected
	Lab staff

	EQA Reports
	
	Lab Computer
	Digital
	2 years
	Password Protected
	Lab staff

	Inventory Records
	
	Binder in lab
	Paper
	2 years
	
	Lab staff
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Diagnostic Imaging
	Date Completed:

Completed By:
	December 16, 2011

Gwen Black

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Patient Files
	Active
	Meditech
	Digital
	Per TBRHSC policy
	Password Protected
	DI staff

	Images & Reports
	
	PACS
	Digital
	Per TBRHSC policy
	Password Protected
	DI staff

	Patient Reports
	
	DI Filing Cabinet
	Paper
	10 years
	2001-2004 retained
	DI staff

	XRay Films
	
	Stores
	Film
	5 years or age 23, if pediatric image
	Mostly purged, as now digital
	DI staff

	Breast Ultrasound Films
	
	Stores
	Paper/Film
	Permanent
	
	DI staff

	ECG Files & Reports
	Filing System & Tracings
	DI Filing Cabinet
	Paper
	10 years 
	
	DI staff & Nursing

	Stress Tests, Holters, Audiograms, Tympanograms – Tracings & Reports
	
	Di Filing Cabinet
	Paper
	10 years
	
	DI staff

	Maintenance Contracts
	
	Desk Files
	Paper
	1 – 5 years
	
	DI staff

	Policies & Procedures
	Controlled copies
	Binders in DI
	Paper
	Until replaced by 2 newer version
	
	DI staff

	Policies & Procedures
	Uncontrolled copies
	DI Computer
	Digital
	Draft copies & all versions
	
	DI staff
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Nursing
	Date Completed:

Completed By:
	December 16, 2011

Teresa Roberts

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	ER Medical Directives
	Directives giving staff orders for patient care
	ER/Nsg Floor
	Paper
	Until Replaced
	
	All Nursing staff

	Policies & Procedures Manuals
	
	ER/Nsg Floor/LTC
	Paper
	Yearly
	
	All Nursing staff

	Duty Sheets
	Staff assignments for daily care
	Nsg Floor/LTC
	Paper
	Yearly
	
	All Nursing staff

	Time Sheets
	Shift rotations
	Nsg Floor/LTC
	Paper
	Yearly
	
	All Nursing staff

	Outbreak Charts
	Data sheets for outbreaks
	Nsg Floor
	Paper
	
	
	Nsg/lab/pubhealth

	Falls Prevention Protocol
	
	Nsg Floor
	Paper
	Yearly
	
	Nsg / multidisc. team

	Incident Reports
	Pt incident reports and unusual occurrences
	Nsg Floor/LTC
	Paper
	
	
	QI Team

	Medication Error Reports
	Level 1 – 4 med errors
	Nsg Floor/LTC
	Paper
	
	
	All Nursing staff

	Infection Control Reports
	Hospital acquired infections
	Nsg Floor/LTC
	Paper
	
	
	Infection control nurse

	DON reports
	Unusual situations written by nsg staff
	DON office
	Paper
	1 Year
	
	All Nursing staff

	POC Charting
	Computerized LTC charting
	LTC
	Digital
	
	
	All Nursing staff

	Patient Charts
	All patient/resident info
	Nsg Floor/LTC
	Paper
	
	
	Nsg / multidisc. team 
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Human Resources
	Date Completed:

Completed By:
	December 12, 2011

Sue Bouchard

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Personnel Files
	Current Employees
	File Cabinet
	Paper
	Through employment
	
	Human Resources

	Personnel Files
	Inactive Employees
	File Cabinet 
	Paper 
	Permanent
	
	Human Resources

	Board Minutes
	
	Office
	Paper/Digital
	Permanent
	
	Public documents

	Admin / CEO files
	
	File Cabinet
	Paper
	5 Years
	
	Administration
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Payroll
	Date Completed:

Completed By:
	December 12, 2011

Sue Bouchard

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Payroll Journal
	Calendar Year – all transactions
	File Cabinet – payroll
	Paper / Digital
	10 years
	
	Payroll/Human Resources

	Employee Time Sheets
	Calendar Year – by employee
	File Cabinet – payroll
	Paper / Digital
	10 years
	
	Payroll/Human Resources

	Deduction Reports
	Calendar Year – by deduction type
	File Cabinet – payroll
	Paper / Digital
	10 years
	
	Payroll/Human Resources

	Deposit Statements
	Calendar Year
	File Cabinet – payroll
	Paper / Digital
	10 years
	
	Payroll/Human Resources

	Payroll Statements
	Calendar Year – all employees
	Payroll Computer
	Digital
	10 years
	
	Payroll/Human Resources
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NOSH Group - Records Inventory Worksheet
	Department: McCausland – CEO / COO Office
	Date Completed:

Completed By:
	December 10, 2011

Paul Paradis / Adam Brown

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	External Committee Reports
	Committees external to the Hospital
	File Cabinet
	Paper
	3 Years
	Current
	CEO / COO

	Current Projects
	Integration, funding, staffing, etc
	File Cabinet
	Paper / Digital
	Filed in appropriate dept when complete
	Current
	CEO / COO



	Major Capital Projects
	LTC Project – Wilkes Terrace
	File Cabinet
	Paper 
	7 Years
	Current
	CEO / COO/ Manager of Finance
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Rehabilitation
	Date Completed:

Completed By:
	December 13, 2011

Michelle Strong

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Patient Charts
	Outpatient
	File Cabinet
	Paper
	10 years
	
	Rehab staff

	Patient Charts
	ADP applications
	File Cabinet
	Paper
	10 years
	
	Rehab staff

	Patient Charts
	Telehealth – VC Charts
	File Cabinet
	Paper
	10 years
	
	Rehab staff

	Educational Agreements
	Student agreements
	Policy Manual
	Paper
	10 years
	
	Rehab staff

	Appointment Books
	Patient schedules
	Dept Office
	Paper
	10 years
	
	Rehab staff

	Student/volunteer evaluations
	Performance evaluations
	Dept Office
	Paper
	10 years
	
	Rehab staff

	Staff Records
	Performance evaluations, continuing education, training certificates
	Dept Office
	Paper
	10 years
	
	Rehab and Human Resource staff

	Referrals
	Outpatient referrals
	Dept Office
	Paper
	10 years / 5 years for stale dated
	
	Rehab staff

	Monthly statistics
	Workload measurement
	Dept Office
	Paper
	10 years
	
	Rehab staff

	Equipment Maintenance
	Equipment mtce / calibration & manuals
	Dept Office
	Paper
	10 years
	
	Rehab staff

	Policies & Procedures
	Hospital & LTC
	Dept Office
	Paper
	Reviewed / revised annually
	
	Rehab staff

	Quality Assurance
	Reports Manual
	Dept Office
	Paper
	10 years
	
	Rehab staff
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Materials Management
	Date Completed:

Completed By:
	December 29, 2011

Anne Molodowich

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Issuing & Posting Journals
	
	Matman Office
	Paper
	7 years
	
	Matman / finance staff

	Receiving Reports
	
	Matman / AP Office
	Paper
	7 years
	
	Matman / finance staff

	Purchase Orders
	
	Matman / AP Office
	Paper / digital
	7 years
	
	Matman / finance staff

	Narcotics Prescriptions
	
	Matman Office
	Paper
	Permanent
	
	Matman / nursing staff
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Accounts Payable
	Date Completed:

Completed By:
	December 29, 2011

Anna Woods

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Invoices & Cheque Stubs
	
	AP Filing Cabinet
	Paper
	7 years
	
	Finance Staff

	Correspondence
	Emails
	AP
	Digital
	Current
	
	Finance Staff

	Receiving Reports
	
	Matman / AP Office
	Paper
	7 years
	
	Matman / finance staff

	Purchase Orders
	
	Matman / AP Office
	Paper / digital
	7 years
	
	Matman / finance staff

	Void Cheques
	
	AP Filing Cabinet
	Paper
	7 years
	
	Finance Staff

	Statements
	Vendor Statements
	AP Filing Cabinet
	Paper
	7 years
	
	Finance Staff

	AP & Cheque Journals
	
	AP Filing Cabinet
	Paper
	7 years
	
	Finance Staff

	Meditech Reports
	Radiology & Ultrasound payment reports
	AP Filing Cabinet
	Paper
	7 years
	
	Finance Staff

	Monthly Planner
	Appointment Book
	AP Office
	Paper
	1 year
	
	Finance Staff
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Finance
	Date Completed:

Completed By:
	December 16, 2011

Janet Martel

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Month end Files


	ME accounting transactions & Financials
	Finance
	Paper

Electronic
	7 yrs
	accessible
	Finance

	Service Contracts


	Equipment Mtce contracts
	Finance
	Paper
	Life of Agreement plus 2 yrs
	accessible
	Finance

	Funding 


	MOHLTC & other funding details and conditions
	Finance
	Paper
	7 yrs
	accessible
	Finance

	Banking Info


	Statements, bank recs

Various accounts
	Finance
	Paper
	7 yrs
	accessible
	Finance

	Tax Remittances
	GST – HST remits
	Finance
	Paper
	7 yrs
	accessible
	Finance

	Rental Agreements

	Rental space agreements with various tenants
	Finance
	Paper
	Life of Hospital plus 2 yrs
	accessible
	Finance

	Insurance Documents
	Insurance contracts and details
	Finance
	Paper
	Life of Agreement
	Accessible
	Finance

	Ministry financial submissions
	Financial details and results 
	Finance
	Electronic
	7 yrs
	accessible
	Finance

	Audit Files


	Annual audit working papers and auditor reports
	Finance
	Paper

Electronic
	7 yrs
	accessible
	Finance

	Accounting record - GL


	General ledger and complete accounting system
	Finance
	Electronic
	Life of hospital plus 5 yrs
	accessible
	Finance

	Month end Files


	File containing ME accounting transactions &ME Financials
	Finance
	Paper

Electronic
	7 yrs
	accessible
	Finance
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NOSH Group - Records Inventory Worksheet
	Department: McCausland Support Services
	Date Completed:

Completed By:
	December 15, 2011

Paul Bain

	Subject of the Record
	Brief Description
	Location
	Format
	Retention / Disposal
	Status
	Personnel Authorized to Access

	Work Schedules
	
	Dept Offices
	Paper / Digital
	5 Years
	Accessible
	Support Manager

	Work Orders
	Maintenance
	Mtce Office
	Paper / Digital
	5 Years
	Accessible
	Mtce staff

	Policies & Procedures
	
	Dept Offices
	Paper / Digital
	Until Replaced
	Accessible
	Support Manager

	Patient Diet Sheets
	Acute/Chronic
	Diet. Office
	Paper
	LOS + 1 year
	Accessible
	Dietary / Nursing Staff

	MOW Delivery Log
	Meals on Wheels
	Diet. Office
	Paper
	5 Years
	Accessible
	Dietary / MOW

	MOW Client Info
	Name, address, etc
	Diet. Office
	Paper
	Active + 1 Year
	Accessible
	Dietary / MOW

	Surgery Records
	Patient Information
	MDRD 
	Paper
	Permanent
	Accessible
	MDRD / Nursing

	Procedure Bookings
	Patient Information
	MDRD 
	Paper
	Destroyed after procedure
	Accessible
	MDRD / Nursing

	Communication Log
	General Communication
	Dept Offices
	Paper / Digital
	5 Years
	Accessible
	Support Staff

	Minutes
	Communication Meeting
	Dept Offices
	Paper / Digital
	5 Years
	Accessible
	Support Staff

	Incident Reports
	Description of incident
	Mgr Office
	Paper
	Permanent
	Accessible
	Support Manager

	Unusual Occurrence
	Description of incident
	Mgr Office
	Paper
	Permanent
	Accessible
	Support Manager

	WSIB Forms
	Completed Form 7’s
	Mgr Office
	Paper
	Permanent
	Accessible
	Support Manager

	Purchase Orders
	Sorted by Vendor
	Mtce Office
	Paper
	5 Years
	Accessible
	Mtce Staff

	Service Agreements
	Contracts
	Mtce Office
	Paper
	7 Years
	Accessible
	Mtce Staff

	Meeting Minutes
	Staff Meeting Minutes
	Dept Offices
	Paper
	5 Years
	Accessible
	Support Staff

	Travel Requests
	Staff education/travel
	Mgr Office 
	Paper / Digital
	7 Years
	Accessible
	Support Manager

	Daily Duty Rosters
	Mtce job scheduling
	Mgr Office 
	Paper
	5 Years
	Accessible
	Mtce Staff

	Dietary Menus
	Weekly Menus
	Diet. Office
	Paper / Digital
	Until Changed
	Accessible
	Dietary / Nursing Staff

	Call-In Records
	Support Staff Call-Ins
	Mgr Office
	Paper
	1 Year
	Accessible
	Support Staff

	Shift Exchange Agreements
	
	Mgr Office
	Paper
	1 Year
	Accessible
	Support Staff

	Contractor Information
	Quotes, specs, sign-offs, etc
	Mgr Office
	Paper
	1 Year
	Accessible
	Support Manager
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