
Top tips for good records management 
Use a naming convention to make sure your records are easy to identify and 

find, for example, Records Management Policy v1.0 Final

Good version control is the best way to make sure everyone is using the same 

version of a document or record.  Ideally the version number should be included 

in your file names for ease of identification.  Use whole numbers for major 

revisions and decimals for minor changes, for example, v1.1

Always makes sure you have the most up-to-date information when creating

new records or updating ones

Good record keeping is vital.  This includes filing your records in folders with

sensible file names that accurately describe the contents.  Ideally records

should be stored on the network rather than on individual PCs

Have a back up plan.  Electronic records stored on the network are backed up 

automatically but those held locally on your PC aren’t as secure

If you need to send original paper files, please ensure you track these, for 

audit trail purposes

Store your records safely.  Not only do they need to be secure from

unauthorised access but they need to be kept in an environment where they

won’t get damaged

Make sure you know the retention schedules for your records.  A summary can 

be found in Appendix 3 of the policy or you can get the full list from the Records 

Management Code of Practice for Health and Social Care 2016

Review your records regularly, checking their retention schedules so you can 

close records that are no longer actively used, archive ones that need to be 

kept, and dispose of those no longer needed

Make sure that everyone can understand what your records say.  Unnecessary 

or unusual abbreviations and acronyms confuse rather than help

Keep up-to-date with your Information Governance (IG) training:

https://www.igtt.hscic.gov.uk/igte/index.cfm

Records Management 

A Quick Reference Guide to 
Records Management

within NHS East and North Hertfordshire CCG 

This guide should be read alongside the Records Management Policy which is held under 
Resources on the Intranet.  Both documents aim to help you to apply the principles of good 

records management. 

They will also assist you in ensuring that our records are secure, easy to locate and are 
created, stored and disposed of in line with current legal requirements. 

IG Matters 

https://www.igte-learning.connectingforhealth.nhs.uk/igte/index.cfm


What is a retention 
schedule? 
All your records have a useful lifecycle 
and there are rules that determine how 
long you must keep some records. For 
example:  

serious incidents: 20 years after the
date of incident to which they relate

staff records: 75 years after the date
in which the staff member leaves

Ephemeral records are records of little 
continuing value to the CCG, which only 
need to be kept for a short period of time, 
for example, telephone messages, rough 
notes etc. 

Legal implications 
The Data Protection Act 1998 gives 
members of the public the right to access 
the personal data we hold about them. 

The Freedom of Information Act 2000 
allows anyone to request any information 
held by NHS East and North 
Hertfordshire CCG, including emails!  

These are not the only legal implications 
but both of these examples mean that 
the information we hold must be accurate 
and accessible.  Failure to comply can 
result in hefty fines and loss of 
reputation.  

Where can I find out more?

It’s always better to be safe than sorry, so if you are ever in doubt, just ask:

Jennie McCollin, Governance Officer 
(Records Management) 
Sarah Feal, Company Secretary
(Records Management Policy) 
David Hodson, Information Governance Lead

Why is records management important? 
Good records management has many benefits including: 

Records can be found easily by storing them in appropriate folders with names
that make them easy to identify.  This can save you lots of time and prevent you
recreating documents again unnecessarily

Records are accessible when required to comply with Data Protection or 
Freedom of Information requests. This can save you time and ensure that the 
CCG does not get penalised for missing statutory deadlines

We do not break the law regarding how long we keep our records. It’s important
that you know what retention schedules are appropriate for the records you
create and store

It helps to prevent us making poor decisions based on inaccurate or incomplete
information and provides institutional memory

It reduces unnecessary costs caused by storing records and other information
for longer than needed

It improves accountability, enabling compliance with legislation and with the
requirements of those with a right to audit us.

Introduction 
Records and information are the lifeblood 
of any organisation and are the basis on 
which decisions are made, services 
provided and policies developed and 
communicated.  

Effective management of these records is 
of significant importance. 

What is a record? 
A record is information you create, 
receive and maintain as evidence and 
information in pursuance of legal 
obligations, or in the transaction of 
business. 

Examples of types of record include: a 
corporate business plan, your staff 
personnel record, a patient health record 
and correspondence; even your emails 
are records! 

What is records 
management? 
Records management is the practice of 
maintaining your records from the time 
they are created up to their eventual 
disposal.  

High-quality information is vital to a high-
quality, evidence-based service, and 
information has most value when it is 
accurate, up-to-date and accessible 
when needed.   

Effective records management ensures 
that information is properly managed and 
available whenever and wherever there 
is a justified need for that information, 
and in whatever medium it is required. 

http://intranet/NewTeamSites/InformationGovernance/Pages/InformationLifecycleManagement.aspx



