[image: image1]
[image: image32.wmf] 


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

Completed By:
	December 29, 2011

Vicky Lebrasseur

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

	Health Information (Current)


	Current (<15 years) inpatient, emergency, physio, correspondence
	Health Information Department
	Paper /

Digital
	15 Years
	Current and accessible
	WMGH Health Care professionals

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

	Release of Information log


	Log book with processed ROI details 
	Health Information Department
	Paper
	10 years
	current and accessible
	Health Information personnel

	Discharge summary tracking sheet
	dates of DC, MRP, date DC sum. completed
	WMServer1

PC’s in HID
	Digital
	10 years
	current
	Health Information personnel

	WMGH Library


	Book ID details, date of receipt, storage location
	WMServer1

PC’s in HID
	electronic (Access Database)
	indefinitely
	current
	Health Information personnel

	Master Patient Index


	Patient information
	WMServer1

HID
	electronic – Excel

log book

index cards/cabinet
	indefinitely
	current
	WMGH HI personnel, RN’s, RPN’s
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NOSH Group - Records Inventory Worksheet
	Department: Wilson Laboratory
	Date Completed:

Completed By:
	December 16, 2011

Adam Brown

	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


[image: image17.wmf] 


[image: image3]
NOSH Group - Records Inventory Worksheet
	Department: Wilson 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
	
	Dept Storage
	Film
	5 years or age 23, if pediatric image
	Only 2004 remain, 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

	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


[image: image18.wmf] 


[image: image4]
NOSH Group - Records Inventory Worksheet
	Department: Wilson Nursing
	Date Completed:

Completed By:
	December 11, 2011

Janet Gobeil

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

	Nursing Records
	Nursing Meeting Minutes

CON compendium

Policy and procedures

MOREob

Daily Duty Sheets 
	DON office

Nursing Stn
	Computer

Emails

binder
	2 years

ongoing
	Active
	Senior Admin

	Patient Safety


	Falls, Hand hygiene, Mrsa, vre, surgical checklist, medication incidents, unusual occurrence reviews. Open order sets
	Admin office, DON office
	Computer, 

Binder

files
	5 years

ongoing
	Active
	Senior Admin

	Employee


	Performance appraisals, personal conversations

ONA, CAW concerns, contracts, Call in sheets

Old schedules
	DON office
	Computer

Log book

Files

binders
	ongoing
	Active
	Senior Admin

	Minutes


	BOD, MAC, OH&S, Safety, Quality, Open order sets, Pharmacy, ONA, CAW
	Admin office,

DON office
	Computer, binders, file folders
	ongoing
	Active
	Senior Admin

	Regional Minutes


	Transitional committee, CON committee, open order sets, LIHN ER steering committee, QA
	DON office
	Computer, binders
	ongoing
	Active
	DON

	Audits
	Internal dept audits
	DON office
	Computer, binder
	
	active
	Senior Admin
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NOSH Group - Records Inventory Worksheet
	Department: Wilson 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: Wilson Payroll / Accounts Payable
	Date Completed:

Completed By:
	December 13, 2011

Charlene Schintz

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

	Accounts Payable 
	Vendors/Invoices/stubs

Payable Journals 

Cheque Register 
	AP Office Filing

Cabinet / Storage
	Paper
	7 Years
	Current and accessible 
	Accounts Payable & Finance

	Payroll/Remittance
	Time Sheets/Vacation Request/Payroll Journal/G/L Posting Journal/Source Deductions/

TD1/CRA 
	Payroll Office

Filing Cabinet/Binders

Downstairs Storage
	Paper
	7 years
	Current and 

Accessible 
	Payroll/Finance

	Bookkeeping for Nevada License
	Bank Statements/Audit Sheets/Bank Deposits/tickets
	Payroll Office

Filing  Cabinet
	Paper 
	2 years 
	Current and Accessible
	Finance
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NOSH Group - Records Inventory Worksheet
	Department: Wilson – 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

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



	Major Capital Projects
	
	File Cabinet
	Paper 
	
	Current
	CEO / COO/ Manager of Finance
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NOSH Group - Records Inventory Worksheet
	Department: Wilson Rehabilitation
	Date Completed:

Completed By:
	December 13, 2011



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

	Patient Charts
	
	File Cabinet
	Paper
	10 years adult; 10 years after 18th bd for paeds
	2005 – 2011 available
	Rehab staff

	Patient Stats
	
	File Cabinet
	Paper & digital
	10 years
	
	Rehab staff

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

	Registration Waitlist / logbooks
	
	Computer
	Paper & digital
	10 years 
	2003 -2007 paper; 2007 – 2011 digital
	Rehab staff

	Daily schedules
	
	File Cabinet
	Paper
	10 years
	
	Rehab staff

	Patient letters
	
	Computer
	Digital
	10 years or disposed of copied in medical chart
	
	Rehab staff

	Patient exercise programs
	
	Computer
	Digital
	Disposed when copied into medical chart
	
	Rehab staff

	WSIB tracking
	
	Computer
	Digital
	10 years 
	2005 – 2011 available
	Rehab staff

	DI reports & surgical
	
	Meditech
	Digital
	Permanent
	Password protected
	Patient care staff

	DI Images
	
	Meditech
	Digital
	Permanent
	Password protected
	Patient care staff

	Wait List
	
	File Cabinet
	Paper
	Disposed when copied into medical chart
	
	Rehab staff
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NOSH Group - Records Inventory Worksheet
	Department: Wilson Materials Management
	Date Completed:

Completed By:
	December 29, 2011

Shannon Cooper

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

	Purchase Orders


	Purchase of Supplies and Medications
	Stores
	Paper
	7 years
	Current
	Matman / finance staff

	Adjustments & Returns Posting Journals
	Adjusting Inventory Items and Returning Supplies to Stock
	Stores
	Paper
	3 years
	Current
	Matman / finance staff

	Posting Journals -

PO’s, Receiving & Issuing - Current
	Current (1 Year-Fiscal)

Posting Journals to the GL
	Stores
	Paper
	7 years
	Current
	Matman / finance staff

	Posting Journals -

PO’s, Receiving & Issuing - Inactive
	Inactive ( 7 years)

Posting Journals to the GL
	Housekeeping
	Paper
	7 years
	Current
	Matman / finance staff

	Visa Receipts
	Purchases with Visa Card
	Stores
	Paper
	3 years
	Current
	Matman / finance staff
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NOSH Group - Records Inventory Worksheet
	Department: Wilson Administration
	Date Completed:

Completed By:
	December 15, 2011

Helen Shaw

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

	Documents of Incorporation 
	Documents of Incorporation 
	Safe / Filing cabinet 
	Paper
	Indefinitely
	Accessible
	Administration Staff

	Hospital Bylaws


	Hospital Bylaws


	Storage /
Computer
	Paper/electronic
	Indefinitely
	Accessible
	Administration Staff

	Engineer Drawings
	Engineer Drawings
	Storage 
	Paper
	Life 
	Accessible
	Administration Staff

	Board of Directors minutes
	Monthly minutes from meetings 
	Storage /

Computer
	Paper/electronic
	Life
	Accessible
	Administration Staff

	Board of Directors correspondence
	Applications for membership / resignation
	File Cabinet / Computer
	Paper/electronic
	Minimum 2 years up to 15
	Accessible
	Administration Staff

	Minutes of Members meetings
	Monthly minutes from meetings
	Storage /

Computer
	Paper/electronic
	Live
	Accessible
	Administration Staff

	Executive  Correspondence
	Letters of response/thanks to issues
	Filing Cabinet
	Paper
	Minimum 2 years up to 15
	Accessible
	Administration Staff

	Joint Health and Safety Committee
	Monthly minutes from meetings
	Storage /

Computer
	Paper/electronic
	Current year plus 6 
	Accessible
	Administration Staff

	Medical Staff privileges
	Credentialing applications for all physicians
	Filing Cabinet 
	Paper
	Life of statemen + minimum 2 years
	Accessible
	Administration Staff

	Physician correspondence
	Letters of response
	Filing Cabinet
	Paper
	Minimum 2 years up to 15
	Accessible
	Administration Staff

	Hospital policies


	
	Computer / Binder
	Electronic/paper
	Expiry + 5 years
	Accessible
	Administration Staff

	MOH & LTC correspondence
	Agreements and letters of information 
	Filing Cabinet
	Paper
	Minimum 2 years up to 15
	Accessible
	Administration Staff

	LHIN correspondence


	Funding agreements and letters of information
	Filing Cabinet
	Paper
	Minimum 2 years up to 15
	Accessible
	Administration Staff

	Service Agreements/Contracts
	Service Agreements/Contracts
	Filing Cabinet
	Paper
	Life of the Agreement
	Accessible
	Administration Staff
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NOSH Group - Records Inventory Worksheet
	Department: Wilson 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: Wilson 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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NOSH Group - Records Inventory Worksheet
	Department: Wilson Community Programs Services
	Date Completed:

Completed By:
	December 19, 2011

Diane L. Atkinson

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

	Meals on Wheels


	Meal Count, Volunteer Stats., Client / volunteer Apps. , Honorariums
	Filing Cabinet
	Paper
	Life


	Accessible
	Administration/ Staff

	Meals on Wheels
	Diet Sheets, Route Sheets, Client contacts  
	Computer


	Electronic
	Life
	Accessible
	Administration/Staff

	Meals on Wheels
	Policies and Procedures
	Computer
	Electronic
	Life
	Accessible
	Administration/Staff

	Srs Services Van
	Client / Volunteer Driver Applications, Volunteer files, Insurance
	Computer

(Wmserver/admin/

Diane)
	Electronic
	Life
	Accessible
	Administration/

Staff

	Srs Services Van


	Maintenance File, Gas Fill, communication sheets. Inspection Logs 
	Filing Cabinet
	Paper
	Life
	Accessible
	Administration/

Staff

	Srs Services Van
	Van / driver Schedule
	Filing Cabinet

Computer
	Paper, Electronic


	Life
	Accessible
	Administration/ Staff

	Srs Services Van
	Program Manager Manual
	Filing Cabinet,

Computer
	Paper and 

electronic
	Life
	Accessible
	Administration/Staff

	Srs Services Van
	Van Conversion File
	File Cabinet
	Paper
	Life
	Accessible
	Administration/Staff

	Srs Services Van
	Customer Service Accessibility Training
	File Cabinet and

Computer
	Paper

Electronic
	Life
	Accessible
	Administration/Staff

	Proposals/Contracts
	
	File Cabinet and 

Computer
	Paper

Electronic
	Life
	Accessible
	Administration/Staff

	ISAR / SEISAR
	Forms, assessment tools, client reports
	File Cabinet, Memory stick 
	Paper
	Life
	Accessible
	Administration / Staff


[image: image28.wmf] 


[image: image14]
NOSH Group - Records Inventory Worksheet
	Department: Wilson Admitting / Reception
	Date Completed:

Completed By:
	December 14, 2011

Chantal Beausejour

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

	Visiting Specialists
	Referrals/ appointments, active ophthalmology database
	Admitting / health records
	Paper / Digital
	10 Years
	Current and accessible
	Admitting, Health Records and Health care staff

	Daily Census
	Inpatient information
	Admitting / health records
	Paper / Digital
	10 Years
	Current and accessible
	Admitting, Health Records 
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NOSH Group - Records Inventory Worksheet
	Department: Wilson Accounts Receivable
	Date Completed:

Completed By:
	January 3, 2012
Brenda Ouellette

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

	Accounts Receivable (current)
	Current inpatient, outpatient, financial records
	AR office
	Paper/Digital
	7 years
	Current and accessible
	Finance Staff

	In-Trust Accounts
	Current Records
	AR office
	Paper
	1 Year
	Current and accessible
	Finance Staff
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