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	Meeting Date
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	2.3 

	Report Title
	Renewal Records Management Policies 

	Report Author
	Jennifer Nagle, Head of Health Records

	Report Sponsor
	Matthew John, Director of Digital

	Presented by
	Jennifer Nagle, Head of Health Records

	Purpose of the Report 
	The Digital Data Research & Innovation (DDRI) Committee is asked to approve the following Swansea Bay University Health Board (SBUHB) updated Records Management Policies, namely :- 

· SBUHB Records Management  Policy (HB13)
· SBUHB Compilation of Records Policy (HB13.1)
· SBUHB Records Tracking Policy (HB13.2)
· SBUHB Minimum Retention and Destruction Policy (HB13.3)
· SBUHB Storage and Security of Records Policy (HB13.4) 
 
This report provides the required assurance that the Policy on Policies framework has been adhered to in the adoption of the written control document (WCD) and that therefore the WCD is in line with legislation/regulations, available evidence base and can be implemented within the health board. 


	Key Issues



	The paper provides an update on the amendments made to the Records Management Policies, in line with Records Management Code of Practice for Health & Social Health 2022 and recommendations provided as part of the ‘Records Management of non-acute records. 


	Specific Action Required 
(please choose one only)
	Information
	Discussion
	Assurance
	Approval

	
	☐	☐	☐	☒
	Recommendations
	Members are asked to approve the Records Management Policies for publication.





Renewal of Records Management Policies 

1. BACKGROUND

The SBUHB Records Management Policies have been reviewed and updated for approval and publication, namely:-
· SBUHB Records Management  Policy (HB13)
· SBUHB Compilation of Records Policy (HB13.1)
· SBUHB Records Tracking Policy (HB13.2)
· SBUHB Minimum Retention and Destruction Policy (HB13.3)
· SBUHB Storage and Security of Records Policy (HB13.4) 

   (Attached as Appendices 1,2,3,4, & 5) 
· The Policies have been amended and updated in line with the Records Management Code of Practice for Health and Social Care 2022. 

· An internal Records Management Audit of non- acute health was conducted between August and October 2024, and the report highlighted discrepancies in how records were being managed due to all policies being acute records focused and not health board wide policies as detailed in the recommendation below:- 
	
	Recommendation

	Priority

	1.1
	The guidance in place for records management should be expanded to include the non acute health record and corporate records. With enhanced detail over the full records lifecycle.
	
Medium



· All the Policies have been expanded and now SBUHB Wide Policies in line with recommendation 1.1, and the guidance in place for records management has been expanded for the acute, non- acute and all other record types i.e corporate records.
  
2. ASSURANCE

· Equality Impact Assessment
For assurance purposes these Policies have been screened for relevance to equality.  No potential negative impact has been identified so a full quality impact assessment is not required. 

· Compliance with Legislation/Regulations/alerts 
All the Records Management Policies have been updated in line with current legislation and regulations.

· Interested Parties: A record of involvement of all interested parties 
All the Records Management Policies were circulated widely to Executive Management/Service Delivery leads and interested parties on the 25th March 2025 for feedback/comments on the amended policies and all updates received have been considered and encompassed in the finalised version for approval /ratification by the DDRI Committee. 

All the revised policies have also been circulated to Information Governance & Cyber Assurance Group (IGCAG) members. 

· Dissemination:

The Records Management Policies will be published on the intranet and all delivery units and corporate departments will be notified by e-mail by the Head of Health Records & Clinical Coding.   

	Governance and Assurance


	Link to Enabling Objectives
(Please choose)
	Supporting better health and wellbeing by actively promoting and empowering people to live well in resilient communities

	
	Partnerships for Improving Health and Wellbeing
	☐
	
	Co-Production and Health Literacy
	☐
	
	Digitally Enabled Health and Wellbeing
	☐
	
	Deliver better care through excellent health and care services achieving the outcomes that matter most to people 

	
	Best Value Outcomes and High-Quality Care
	☒
	
	Partnerships for Care
	☐
	
	Excellent Staff
	☐
	
	Digitally Enabled Care
	☐
	
	Outstanding Research, Innovation, Education and Learning
	☒
	Health and Care Standards

	(Please choose)
	Staying Healthy
	☐
	
	Safe Care
	☒
	
	Effective Care
	☒
	
	Dignified Care
	☐
	
	Timely Care
	☒
	
	Individual Care
	☐
	
	Staff and Resources
	☒
	Quality, Safety and Patient Experience

	The unavailability of patient’s records can compromise patient care and lead to complaints and negative publicity to the Health Board.

	Financial Implications

	Claims for redress and fines by the ICO

	Legal Implications (including equality and diversity assessment)

	Breach in UK GDPR

	Staffing Implications

	

	Long Term Implications (including the impact of the Well-being of Future Generations (Wales) Act 2015)



3. RECOMMENDATIONS
Members are asked to approve the Records Management Policies for publication.

	Appendices


	1.  SBUHB Records Management  Policy (HB13)

	

	2. SBUHB Compilation of Records Policy (HB13.1)

	


	3. SBUHB Records Tracking Policy (HB13.2)

	


	4. SBUHB Minimum Retention and Destruction Policy (HB13.3)

	


	5. SBUHB Storage and Security of Records Policy (HB13.4) 
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