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ELECTRONIC RECORDS INVENTORY FORM

Completion Guidance

	 Ref. No.
	Inventory Question
	Description

	1
	Do you hold electronic records in the department?

If ‘Yes’, check the ‘Yes’ box and complete the form

If ‘No’, check the ‘No’ box and return the form
	These records are normally generated and held within the department. Do not include records in transit or those stored within the department for very short periods of time.

Examples of electronic records include:

HEALTH RECORDS
Types
· NHS patient health records;

· Records of private patients seen on NHS premises;

· Accident & Emergency, birth, and all other registers; theatre registers and minor operations (and other related) registers;

· X-ray and imaging reports;
· Digital images;

· Microform (i.e. microfiche/microfilm);

· CD-ROM;

· E-mails;

· Scanned records; and
· Text messages (both outgoing from the NHS and incoming from the patient)
BUSINESS & CORPORATE RECORDS (ie Non-Health Records ) eg Administrative (including policies, strategies and minutes of meetings), Estates, Financial, IM&T, Personnel, Purchasing/supplies and Others.

Types 

· Administrative records (including personnel, estates, financial and accounting records, and notes associated with complaint handling);

· Digital images (non-clinical);

· Microform (i.e. microfiche/microfilm);

· CD-ROMs;

· E-mails;

· Computerised records; and
· Scanned documents


	2
	Name of the record
	Title by which the record is commonly known, eg: Trust Casenotes, X-Ray images etc.

 

	3
	Alternative name of the record
	A reference which locates the record within a wider filing structure, eg: by specialty, department, etc.



	4
	Are duplicates of the record held?
	Are the same records kept in, for example, another department or in a different format eg paper documents etc?



	5
	Who is responsible for managing the record?
	The designated manager or director who manages and/or owns the record collection on behalf of the organisation.  ‘Data Owners’ may not have been formally identified within all organisations, in these cases the manager of the department that creates or maintains the record should be made responsible.


	6
	Description of the record
	Brief description of the record collection showing the role and purpose of the record collection and any other important intellectual or physical characteristics.  This field may include background and uses of the information.  Ideally this should be two or three sentences in length, but accuracy is more important than length.



	7
	Why do you create/collect this information?


	All information collected by a Trust must be for a purpose, particularly confidential data.  Use the 5 broad categories (more than 1 category can be selected) and the ‘Other’ box for more specific uses of information.



	8
	Where does the information come from?
	Is the information collected within the department or transferred from within or from outside the organisation?



	9
	Does the record contain personal data?


	Personal information is all information about individuals, living or dead.  This can include staff information as well as patient information.  For example medical records which are written or held on a computer system, images, recordings, information obtained from samples and opinions expressed about the individual.  Is the information held identifiable or has it been anonymised?


	10
	Is access to the record, or information it contains, restricted within the directorate?
	Which members of departmental staff can read the information within the record? Can they access confidential personal information? Is there a ‘need to know’ this data?



	11
	Is the record, or information it contains, shared with other members of staff within the organisation?


	Which members of organisation’s staff can read the information within the record? Can they access confidential personal information?  Is there a ‘need to know’ this data?



	12
	Is the record, or information it contains, shared with others from outside the organisation?
	Which members of staff from other organisations can read the information within the record? Can they access confidential personal information? Is there a ‘need to know’ this data?



	13
	How many records are held? (Estimate)
	How many records are contained within the collection?



	14
	Is there a register, index etc of the records?


	Is there a register, manual or electronic, describing, in overview, the contents of the record collection?



	15
	Is the data password protected?
	Passwords are the keys that open electronic doors and they are the main protection against unauthorised access to data and information held on computers. To access the records, is a password required?



	16
	Where is the data held?
	This question is to identify location of records/information (eg a computer network, standalone computer or on CD/DVD).



	17
	Is there a back up system?


	A back up system allows data essential to the business of the organisation to be restored or recovered as quickly as possible in the event of data loss or corruption on one or more of its computer systems. 

In order to achieve this, data is copied to a medium that can then be safely stored in a secure place on a frequent and regular cycle.



	18
	Do you have a record tracking system should records leave the department?
	The ability to track/trace electronic records once they leave storage is essential. Tracking systems can be either paper-based or electronic.


	19
	Is there a Business Continuity Plan?
	Business continuity plans, including contingency and recovery plans (disaster recovery plans) help NHS organisations to reduce the effects of disruption upon services, systems and business processes caused by service interruptions and failures.   

Does the department have a process to manually collect the required information should the electronic system fail?



	20
	Have you identified how long the records must be kept?
	Annexes D1 (Health Records) and D2 (Business & Corporate Records) of the NHS Code of Practice for Records Management set out minimum retention periods for all types and categories of NHS records.  

Records are required to be kept for a certain period either because of statutory requirement or because they may be needed for administrative purposes during this time.


	21
	What action is taken when the retention period is exceeded?
	Annex D of the NHS Code of Practice for Records Management (Section 3) sets out the final action that apply at the end of the relevant minimum retention periods and also provides guidance, in Section 5, on who should make decisions regarding the disposal and destruction of records.



	22
	Further Comments
	Please document any concerns, suggestions etc regarding the management of records.
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