M.H.C. INVENTORY OF RECORDS

	MANITOULIN HEALTH CENTRE

Diabetes Education Records Inventory

Type of Record

Record Format

Retention

Period

Official Custodian

Statute/Regulation
(recommended)
Diabetes Network Meeting Minutes
Electronic
Permanent
Coordinator, diabetes education
Monthly statistics
Hard copy
Two years
Coordinator, Diabetes education
Department policies and procedures
Electronic
Permanent
Coordinator, Diabetes education
Department medical directives
Electronic
Permanent
Coordinator, Diabetes education



	MANITOULIN HEALTH CENTRE

Nutrition/Food Services Records Inventory

Type of Record

Record Format

Retention

Period

Official Custodian

Statute/Regulation
(recommended)
Dishwasher check
Hard copy
6 months
Manager, foodservices
Food Temperature audit
Hard copy
6 months
Manager, foodservices
Safety and Sanitation Audit
Hard Copy
2 years
Manager, foodservices
Department Policies and Procedures
Electronic
Permanent 
Manager, foodservices



	


MANITOULIN HEALTH CENTRE

Financial Records Inventory
	Type of Record
	Record Format
	Retention

Period
	Official Custodian
	Statute/Regulation

	GENERAL
	
	
	
	

	Annual Financial Statements
	Hard Copy
	Permanent


	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Special Contracts or Agreements necessary to understanding general ledger entries
	Hard Copy
	Permanent
	Finance 
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	GENERAL ACCOUNTING
	
	
	
	

	Unaudited monthly financial statements
	Hard Copy
	Permanent
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	General Journal Entries
	Hard Copy
	Permanent
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

Corporations Act s. 302

	General Ledger
	Soft Copy
	Permanent
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

Corporations Act s. 302

	Source Documents (i.e. records integral to the creation of financial statements and tax returns such as vendor invoices)
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Bank Reconciliation Statements

	Hard and Soft Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Bank Statements
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Cancelled Cheques
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate 
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Bank Deposit Slips/Books
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Monthly investment statements
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate 
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Monthly MOH funding reports
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate 
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	ACCOUNTS PAYABLE
	
	
	
	

	Cheque Register
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate 
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Purchase Journal
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	ACCOUNTS RECEIVABLE
	
	
	
	

	Cash Receipts Register
	Hard Copy
	7 Years
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Cash Receipts (general receipts and charitable receipts)


	Hard Copy
	7 Years
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Customer Invoices 


	Soft Copy
	7 Years
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800


MANITOULIN HEALTH CENTRE

Financial Records Inventory
	Type of Record
	Record Format
	Retention

Period
	Official Custodian
	Statute/Regulation

	Other Billing Invoices (misc.)
	Soft Copy
	7 Years
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Accounts Receivable Revenue

Reports and Worksheets
	Hard Copy
	Permanent
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Aging Analysis (Detailed and summary)
	Soft Copy
	Permanent
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Summary operations (monthly-ties into the General Ledger)
	Soft Copy
	7 Years
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Procedure revenue summary (monthly)
	Soft Copy
	Permanent
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Misc General Ledger transactions (monthly)
	Soft Copy
	Permanent
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Master logs (daily-for posting errors)
	Soft Copy
	7 Years
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	General Ledger bank audit reports (detailed for postings to the bank)
	Soft Copy
	7 Years
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Audit report (monthly postings to bank and accounts receivable)
	Soft Copy
	Permanent
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800


	MANITOULIN HEALTH CENTRE

Withdrawal Management Records Inventory

Type of Record

Record Format

Retention

Period

Official Custodian

Statute/Regulation
(recommended)
Personal Health Information

Paper
Indefinite at this time
Staff
10 years
Statistics – DATIS/MIS
Electronic/paper copy
Indefinite
Manager/DATIS Administrators
Withdrawal Management Policies and Procedures
Medworxx and paper
Ongoing 
Manager
Agendas and Minutes – Staff and Advisory Committee
Electronic and paper copies
Indefinite
Manager/Secretary
Payroll Records (for white sheets)
Paper
Archived - Indefinite
Manager/Secretary
Staff Schedules

Paper
Archived - indefinite
Manager/Secretary
Staff Ongoing Education and review of Policy and Procedure Records
Paper
Archived - Indefinite
Manager/Secretary
Workplace Hazard Analysis

Electronic and Paper
Ongoing
Manager/Staff



MANITOULIN HEALTH CENTRE
Registration Records Inventory
	Type of Record
	Record Format
	Retention

Period
	Official Custodian
	Statute/Regulation

	Discharge register (daily)
	Hard Copy
	N/A


	Registration
	Regulation 965 under the Public Hospitals Act does not expressly require the retention of the patient register for a specified period.

	Admission register by registration category (daily)
	Hard Copy
	N/A


	Registration
	Regulation 965 under the Public Hospitals Act does not expressly require the retention of the patient register for a specified period.

	ER patient location list by name (daily)
	Hard Copy
	N/A


	Registration
	Regulation 965 under the Public Hospitals Act does not expressly require the retention of the patient register for a specified period.

	Clinical outpatient location list by name (daily)
	Hard Copy
	N/A


	Registration
	Regulation 965 under the Public Hospitals Act does not expressly require the retention of the patient register for a specified period.

	Census sheets
	Hard Copy
	N/A


	Registration
	Regulation 965 under the Public Hospitals Act does not expressly require the retention of the patient register for a specified period.

	Schedules for Ward and ER (daily)
	Hard Copy
	N/A


	Registration
	Regulation 965 under the Public Hospitals Act does not expressly require the retention of the patient register for a specified period.

	Bed list
	Hard Copy
	N/A


	Registration
	Regulation 965 under the Public Hospitals Act does not expressly require the retention of the patient register for a specified period.

	Health number release form
	Hard Copy
	N/A


	Registration
	Regulation 965 under the Public Hospitals Act does not expressly require the retention of the patient register for a specified period.


MANITOULIN HEALTH CENTRE

Purchasing Records Inventory
	Type of Record
	Record Format
	Retention

Period
	Official Custodian
	Statute/Regulation

	Purchase orders
	Hard and soft 
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance


	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Inventory report (annual)
	Hard and soft
	Six (6) years from the end of tax year (fiscal period) to which they relate 
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Stock status report (monthly)
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance 
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Cost change report (monthly)
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800

	Tax report (monthly)
	Hard Copy
	Six (6) years from the end of tax year (fiscal period) to which they relate
	Finance
	Income Tax Act s. 230(1)

Income Tax Act Regulations

s. 5800


MANITOULIN HEALTH CENTRE
Payroll/Human Resources Records Inventory

Occupational Health Records Inventory

	Type of Record
	Record Format
	Retention

Period
	Official Custodian
	Statute/Regulation

	Employee Records:
	
	
	
	

	Personnel files – includes: .sociological information

.application/resume .employment letter .performance reviews .internal correspondence related to salary, transfers, leaves of absence, benefits, etc, 

.annual time sheets

.discipline letters

.employment references .emergency contact information

.accident/illness forms

.WSIB correspondence

.income tax information (TD1)

.Records of Employment for EI

.payroll deduction authorization

.general orientation received
	Paper
	At least three (3) years after termination
	Human Resources
	Employment Standards Act, s. 15

	Payroll Transactions – documents related to bi-weekly payment made to hospital personnel for salary and wages
	Paper and Electronic
	Seven (7) years 
	Human Resources


	Income Tax Act, s.230, Income Tax Act Regulations, s5800

Canada Pension Plan (Canada) ss.24(2)

Employment Insurance Act (Canada), ss.87(3)

Employer Health Tax Act (Section 12)

	MANITOULIN HEALTH CENTRE
Payroll/Human Resources Records Inventory

Occupational Health Records Inventory



	Time cards (payroll)– for Human Resources and Occupational Health staff only
	Paper
	Seven (7) years
	
	Income Tax Act, s.230, Income Tax Act Regulations, s5800

Canada Pension Plan (Canada) ss.24(2)

Employment Insurance Act (Canada), ss.87(3)

Employer Health Tax Act (Section 12)

	Employment applications
	Paper and Electronic 
	At least one (1) year
	Human Resources
	Employment Standards Act, s. 15

	Hiring and interview notes, including ads and recruiting methods
	Paper
	At least one (1) year after date of hire
	Human Resources
	Ontario Human Rights Commission

	Union contracts
	Paper and Electronic
	Long term
	Human Resources
	Reasonable practice

	Union contract negotiation notes, memorandums of agreement, correspondence
	Paper and Electronic
	Minimum of three (3) years after termination of contract.
	Human Resources
	Reasonable practice

	Union grievance files
	Paper
	Minimum of when grievance and or arbitration is settled
	Human Resources


	Reasonable practice

	Seniority Lists
	Paper and Electronic
	Long term
	Human Resources
	Reasonable practice

	Employment Standards applications and approvals for averaging hours and excess weekly hours
	Paper
	Three (3) years after the date to which the record relates
	Human Resources
	Employment Standards Act, s. 15

	Training records –for mandatory hospital wide training.
	Paper and Electronic
	Three (3) years after employment termination
	Human Resources
	Reasonable practice

	Job descriptions
	 Electronic
	Permanent record kept on Medworxx
	Human Resources
	Reasonable practice



	MANITOULIN HEALTH CENTRE
Payroll/Human Resources Records Inventory

Occupational Health Records Inventory



	Pay equity records including job fact sheets.


	Paper
	Long term
	Human Resources
	Pay Equity Commission

	Meeting minutes for Violence and Aggression Prevention Committee
	Paper and Electronic
	Minimum of current year plus six (6) years
	Human Resources
	Workplace Safety and Insurance Act



	Contracts:

 . executive search firm (CEO recruitment)

. Employee Assistance Program

. Learning Management System (Medworxx)

. Third party short term disability management provider (Monarca)
	Paper
	Life of agreement plus minimum of two (2) years
	Human Resources
	Limitations Act, s.4 and s.15

	Summer student grant applications, approval files
	Paper
	Six (6) years
	Human Resources
	Canada Summer Jobs Articles of Agreement



	Nursing Graduate Guarantee contract, program applications, budgets, approvals, correspondence
	Paper and Electronic
	Seven (7) years from expiry of Agreement
	Human Resources
	Ministry of Health Nursing Graduate Guarantee agreement



	Ministry of Health Community Visit program approvals, statement of expenses


	Paper
	Seven (7) years 
	Human Resources
	Reasonable practice

	MANITOULIN HEALTH CENTRE
Payroll/Human Resources Records Inventory

Occupational Health Records Inventory

	Employee health files includes:

. Pre-employment assessment

.immunization records

.early and safe return to work arrangements

. accommodation arrangements

.documentation of meetings with employee

. medical appointment certificates

.baseline blood work and urinalysis

.blood work from post exposure and lab titres for immune status

.Chest x-rays, test results ex TB skin test.
	Paper 
	At least three (3) years after termination
	Occupational Health
	Employment Standards Act, s. 15

	N95 fit testing results
	Paper and Electronic
	Current year plus six (6) years
	Human Resources
	Workplace Safety and Insurance Act



	Minutes of Joint Occupational Health and Safety Committee 


	Paper and Electronic 
	Minimum of current year plus six (6) years
	Occupational Health
	Workplace Safety and Insurance Act

	Position demands analysis for some job classifications
	Paper 
	Minimum of current year plus six (6) years
	Human Resources
	Workplace Safety and Insurance Act



	Workplace inspection 
	Paper
	Current year plus six (6) years
	Occupational Health
	Workplace Safety and Insurance Act



	Workplace accident investigations
	Paper
	Current year plus six (6) years
	Human Resources
	Workplace Safety and Insurance Act



	MANITOULIN HEALTH CENTRE
Payroll/Human Resources Records Inventory

Occupational Health Records Inventory



	Hazards analysis
	Electronic
	Permanent record kept on Medworxx
	Human Resources
	Workplace Safety and Insurance Act



	Investigation files regarding employee misconduct, including complaints under the Harassment policy.


	Electronic 
	Minimum of six (6) years
	Human Resources
	Reasonable practice

	Employee Benefits – includes pension plan (HOOPP), LTD. AD&D, Group Life (Desjardins), Extended Health Care and Dental (Manulife) claims data, benefits entitlement info, and policies
	Paper
	Insurance policy kept for a minimum of 15 years following the expiry.
	Human Resources
	Reasonable practice, Limitations Act, s.15

	Policies and Procedures:

. Employee Health Services

. Human Resources

. Payroll

. Occupational Health & Safety

. Medical Leaves

. Workplace Violence Prevention

. Workplace Harassment Prevention
	Paper and electronic
	Permanent record kept on Medworxx
	Human Resources
	Reasonable practice


MANITOULIN HEALTH CENTRE
Information Systems Record Inventory 
	Subject of the Record
	Brief

Description
	Location
	Format
	Retention/Disposal
	Status
	Personnel Authorized to Access Record

	Software Contracts
	Software Contracts
	network drive/paper
	PDF, Word, HTML
	permanent
	
	IT Staff

	IT Dept Meeting Agenda, Minutes
	
	network drive/paper


	Word
	permanent
	
	IT Staff

	NEON Technical Meeting Minutes
	
	network drive/paper
	Word
	permanent
	
	IT Staff



	NEON Steering Meeting Minutes


	
	network drive/paper
	Word
	permanent
	
	IT Manager

	Budgets 2007 - 2012
	
	network drive/paper
	Excel
	permanent
	
	IT Manager



	IT Dept. Strategic Plan

	
	network drive/paper
	Word
	permanent
	
	IT Staff



	Licenses
	
	network drive/paper


	
	permanent
	
	IT Staff

	Orders
	
	network drive/paper


	Excel
	permanent
	
	IT Manager

	Topology all sites
	Network WAN Diagrams
	network drive/paper


	Visio
	permanent
	
	IT Manager

	Travel 
	Travel expense form history
	network drive/paper


	Excel
	permanent
	
	IT Manager

	MANITOULIN HEALTH CENTRE

Information Systems Records Inventory


	I.T. Policies and Procedures


	
	Intranet
	Word
	permanent
	
	IT Staff

	Tape backups


	Server  backups
	
	LTO Tape
	1 year
	
	IT Staff

	Applications


	Software installation programs
	Network drive
	electronic
	permanent
	
	IT Staff

	License Keys Symantec


	
	network drive
	paper
	1 year
	
	IT Staff

	Meditech Upgrade Info


	
	network drive
	paper
	permanent
	
	IT Staff

	Practice Solutions Info


	
	network drive
	paper
	permanent
	
	IT Staff

	MHC Info


	Own passwords, networking, patch panels, firewall
	network drive
	
	
	
	IT Staff

	Work order system 


	ManageEngine
	Network drive
	
	permanent
	
	IT Staff

	Computer inventory


	ManageEngine
	Network drive
	
	permanent
	
	IT Staff


MANITOULIN HEALTH CENTRE

Environmental Services Records Inventory

	Type of Record

	Record Format

	Retention

Period

	Official Custodian

	Statute/Regulation
(recommended)

	Annual Building Life Safety Mandatory  Certifications and Inspection Records
	Hard Copy and/or electronic copy 
	Permanent
	Manager Environmental Services
	Ontario Building Code &

Fire Protection and Prevention Act, 1997

	Base Building Equipment Preventative Maintenance records 
	Hard Copy and/or electronic copy 
	Permanent
	Manager Environmental Services
	O. Reg 67/93

	Base Building Equipment Installation and Operating Manuals 
	Hard Copy and/or electronic copy 
	Permanent
	Manager Environmental Services
	O. Reg 67/93

	Construction Project & Tendering Files

	Hard Copy and/or electronic copy 
	Permanent
	Manager Environmental Services
	
	Base Building Equipment Licensing Records

		Permanent
	Manager Environmental Services
	Ontario Building Code


	Base Building Equipment & parts Inventory 

	Hard Copy and/or electronic copy 
	Permanent
	Manager Environmental Services
	
	Biomedical Equipment list and Maintenance Records

	Hard Copy and/or electronic copy 
	Permanent
	Manager Environmental Services
	
	Environmental Services Department Staff Contact Lists
	Hard Copy and/or electronic copy
	Permanent
	Manager Environmental Services
	
	Environmental Services Department On Call lists

	Hard Copy and/or electronic copy
	Permanent
	Manager Environmental Services
	
	
	MANITOULIN HEALTH CENTRE

Environmental Services Records Inventory


	Environmental Services Department Staff timesheets, payroll, and leave Records
	Hard Copy and/or electronic copy
	Permanent
	Manager Environmental Services
	
	Environmental Services Department Work Schedules

	Hard Copy and/or electronic copy
	Permanent
	Manager Environmental Services
	
	Environmental Services Department Staff Meeting Minutes
	Hard Copy and/or electronic copy
	Permanent
	Manager Environmental Services
	
	Heliport manuals and Certifications Records

	Hard Copy and/or electronic copy
	Permanent
	Manager Environmental Services
	Transport Canada Standard TP 2586


	


MANITOULIN HEALTH CENTRE

Diagnostic Imaging Records Inventory

	Type of Record
	Record Format
	Retention

Period
	Official Custodian
	Statute/Regulation

(recommended)

	Films
	Hard copy 
	5 years unless child, then 5yrs after 18. 
	Administrator
	Reg. 965 Amendment made 97

	Electronic images 
	Electronic 
	Indefinitely

	Administrator 
	

	Harp testing 


	Computer/paper
	6 yrs. 
	RPO 
	HARP ACT Reg.  543 

	Old Policies 


	Hard copy 
	Kept Indefinitely 
	Manager of D.I. 
	OHA Retention of records. 

	Meetings, Staff 
	Paper / Computer 
	Kept Indefinitely 
	Manager of D.I. 
	OHA Retention of records.

	


MANITOULIN HEALTH CENTRE
Laboratory Records Inventory
STORAGE OF VARIOUS QC RESULTS AND CHARTS:
	QC Low, Normal, High Daily Printout

QC Low, Normal, High Cumulative
QC AM/PM daily printout

QC AM/PM daily cumulative
Patient Cytograms

	Store for 2 months

Store for one year

Store for two months

Store for one year

Keep 1 year

	Levy-Jennings Charts

	Store for three years

	QC-Mov. Avg. printed and closed out monthly

	Store for one year

	Correlation (blind duplicate)

	Store for six months

	Calibration/gain factors

	Store for six months

	Error Log, Message Log, Workload

	Store for three months

	Service Call Record

	Store for one year

	Temperature Charts

	6 months


MANITOULIN HEALTH CENTRE

Laboratory Records Inventory
Canadian Association of Pathologists' Minimum Guidelines for Storage of Slides and Reports

	Clinical Pathology
	Retention Period

	Reports (in-patient)

	30 days - original on chart

	Reports (out-patient)

	1 year – retain for statute of limitations

	Worksheets

	1 year


	Hematology

Bone Marrow Slides and Reports

	Normal

	5 years

	Abnormal

	10 years

	Special Blood Smears and Reports

	10 years

	Routine Normal Blood Smears

	 Minimum of 7 days


	Hematology

Peripheral Slides

	Normal Peripheral Slides


	1 year

	ABN. Peripheral Slides


	10 years

	ABN. Peripheral Slides on patients < 18 yrs old


	10 years after 18th birthday


MANITOULIN HEALTH CENTRE

Laboratory Records Inventory
	Indefinitely
	· Directed donor charts

· Walking donor records

· Blood product final disposition

· Donor testing worksheets and results

· Donor ABO & Rh groups

· Superceded procedures and manuals

· Blood supplier packing slips

· Transfusion records in recipient medical charts

· Transfusion recipient TS data including serologic test records

· Serious adverse reactions

· Lookback and traceback documents

· Blood supplier correspondence related to blood and blood products

· Issue vouchers

· Information related to Special Access Products ( SAP )

· Antibody investigation reports

	10 years
	· Employee signature, initials, computer ID ( retained 10 years after last used )

· Staff qualifications, training, competency ( retained 10 years after employment ceases )

· Donor ABO, Rh and blood group determination problems 

	5 years
	· Quality control of blood products and blood derivatives, reagents, and equipment

· Proficiency testing surveys

· Temperature monitoring of blood products

· Quality assurance reports

· Inspection of blood prior to issue

· Adverse reactions

· Product complaints

· Internal audits

· Autologous donor charts

	3 years
	· Non-transfused serologic test records

· Validation and operation of computer systems

	1 year
	· Date and time of specimen collection, phlebotomist’s identification


	3 months
	· Kleihauer slides


	1 month
	· Request form for serologic tests


	14 days
	· Donor segments

· Serum / plasma ( transfused patients )

· Clotted and / or EDTA cells ( transfused patients )



Reference:
CSTM Standards for Hospital Transfusion Services – Version 1.0, September,  2004

	Record Type
	Storage Time

	Electronic Workcards
	2 years ( mimimum )

	Original Requisitions
	2 years

	Assay Worklists/day List/Printouts
	2 years

	Referred Out Logs
	2 years

	Statistics:  LIS
	2 years

	QMP-LS results
	Indefinitely

	Instrument maintenance logs
	Life of Instrument while in service

	Instrument service records
	Life of Instrument while in service

	Temperature controlled equipment
	2 years

	Archived Operating Procedures
	2 years


	Quality Control

	Storage Time



	Specimen / Record
	Temperature
	Duration

	QMP-LS Isolates
	35C
	Receipt of Results 

	All records
	
	2 years


General Laboratory:
	MATERIAL / RECORD
	MINIMUM PERIOD OF RETENTION

	Accreditation record
	10 years

	OHIP Requisitions
	2 years

	Send out reports
	2 years

	Send out logs
	2 years

	Laboratory Requisitions
	2 years

	Register of referred out specimens
	2 years

	Unsatisfactory Specimen Rejection Log
	Documented in LIS

	Critical Call Report Logs
	Documented in LIS

	Patient Reports
	Documented in LIS

	Maintenance (preventive & corrective) reports (except T.M)
	Life of instrument + 2 years 

	Service reports
	Life of instrument + 2 years 

	SOPs and manuals
	Life of instrument + 2 years 

	Instrument evaluation records
	Life of instrument + 2 years 

	Downtime Reports
	2 years ( TM indefinitely )

	Superseded Documents
	10 years

	QMPLS external Raw data
	3 years

	QMPLS /IQAP Worksheet / Reports
	3 years

	QMPLS/IQAP Specimens
	Until reporting is confirmed

	QMPLS Slides
	2 years

	Instrument Printouts / Worksheets
	1 year

	Others
	

	Inventory (supplies) management 
	2 years

	Purchasing records
	2 years

	Workload units 
	2 years

	Continuous education, training & competency assessment record
	10 years

(after ceasing employment)

	Employee signature, initials and computer user I.Ds
	10 years

(after ceasing employment)

	Validation of LIS Functions
	10 years

	LIS Implementation / Up-grade Reports; LIS Change Reports; LIS calculation Reports; LIS Calculation Validation Reports; LIS Data Integrity Check Reports
	10 years


MANITOULIN HEALTH CENTRE

Laboratory Records Inventory
Chemistry & Hematology:
	MATERIAL / RECORD
	MINIMUM PERIOD OF RETENTION

	QA/QC
	

	Cumulative summaries
	2 years

	Statistical graphs
	2 years

	Q.C. Exception reports
	2 years

	Q.C. Log sheet
	2 years

	
	

	Instrument calibration reports
	2 years after method/instrument discontinued

	SOPs and manuals
	2 years after method/instrument discontinued

	Worksheets / work lists
	1 year

	Instrument printouts
	3 months

	Outstanding Lab specimen reports
	7 days

	Instrument Print-out / LIS comparisons
	2 years

	Specimens (after testing complete)


	

	Routine serum / plasma
	7 days

	Coagulation samples
	24 hours

	EDTA blood samples (Room temperature)
	48 hours

	Urine – routine
	24 hours

	Peripheral smears
	Normal Adult  1 year

	
	Abnormal Adult (18 years or older): 10 years

	
	Paediatrics ( < 18 year): 28 years

	Urine – Random
	24 hours ( 2 – 8 ° C )

	CSF/Body Fluids
	30 days ( 2-8° C )


MANITOULIN HEALTH CENTRE

Laboratory Records Inventory
Microbiology:
	MATERIAL / RECORD
	MINIMUM PERIOD OF RETENTION

	Specimens
	

	Culture and sensitivity
	Until reporting complete

	All slides
	1 year

	All routine positive isolates
	Plates 1 week at room temperature

	Significant positive cultures
	3 months frozen

	Swabs for culture
	7 days at R.T.

	Positive Blood Cultures
	30 days

	QA/QC
	

	Unacceptable sample log
	2 years

	Blood culture contamination by phlebotomist
	2 years

	Send out audit
	2 years

	Blood culture transit time audit
	2 years

	QA reports
	2 years

	QA logs
	2 years

	QC records
	2 years

	
	


Transfusion Medicine:
	MATERIAL / RECORD
	MINIMUM PERIOD OF RETENTION

	CBS Packing Slips
	Indefinitely

	Transfusion Reaction Forms
	Indefinitely

	Lookback/traceback reports
	Indefinitely

	Patient transfusion history record
	Indefinitely

	Antibody investigation reports
	Indefinitely

	Final disposition of all blood products
	Indefinitely

	Information related to all Special Access Products (incl. other hospitals)
	Indefinitely

	Superceded procedures and manuals
	Indefinitely

	All supplier correspondence (incl. other hospitals)
	Indefinitely

	Product complaints
	Indefinitely

	Donor ABO, Rh, and blood group determination problems
	10 years

	Continuing education, training, competency assessment
	10 years

(after ceasing employment)

	Employee signature, initials and computer user I.Ds
	10 years

(after ceasing employment)

	CBS Order form 
	1 year

	
	

	QA/QC


	

	Equipment maintenance
	5 years

	Reagents
	5 years

	External proficiency testing
	5 years

	QA Log Sheet
	5 years

	Temperature records – a) Fridge

                                        b) Freezer   

                                        c) Water bath 
	5 years

5 years

5 years

	Specimens


	

	Donor segments
	60 days

	Patient specimens
	14 days post transfusion

	Post Transfusion Bags
	1 month


MANITOULIN HEALTH CENTRE

Laboratory Records Inventory
References:

1. OAML Guidelines for the period of retention of laboratory results and materials CLP020, January 2000

2. CSTM Standards for Hospital Transfusion Services Version 1 September 2004-10-08

3. CSA 2902-04 Blood and Blood Components

4. Retention of Laboratory Records and Materials; CAP, 2001

5. Public Hospitals Act – Regulation 965.

6. Standards for Blood Banks and Transfusion Services, AABB. 2005

MANITOULIN HEALTH CENTRE

Quality and Risk Management Records

Nursing Infection Control & Pharmacy Inventory

	Type of Record
	Record Format
	Retention

Period
	Official Custodian
	Statute/Regulation

	Quality and Risk Management Reports:
	
	
	
	

	Patient/Visitor Incident Report
	Electronic and/or Hard Copy
	7 Years
	Risk Management
	

	
	
	
	
	

	Patient Concerns


	Electronic and/or Hard Copy
	7 years
	Patient Relations
	

	Patient Satisfaction Survey Results
	Hard/Electronic

Copy
	7 Years
	Quality and Performance Management
	

	QA indicator data


	Hard copy
	7 years
	QA manager
	


	Pharmacy Records:
	
	
	
	

	Controlled Drug Records

Inpatient and Outpatient

Narcotic Records

Inpatient and Outpatient
	Hard Copy
	10 Years


	Pharmacy
	Controlled Drugs and Substances Act s. 63(b)

	Record of Inpatient Dispensing
	Electronic Copy
	10 Years
	Pharmacy
	Drug and Pharmacies Regulation Act s. 156(2)

	Infection Control:
	
	
	
	

	Surveillance records


	Hard copy
	7 years
	Infection control Nurse
	

	Nursing Unit Records:
	
	
	
	

	Work Schedules
	Hard Copy
	2 years
	Nursing
	

	Documentation:
	
	
	
	

	Minutes of Committees Relating to Patient Care (Other than Standing Committees of the Board)
	Hard Copy
	Permanent 
	Various Clinical Areas
	


