TEMPLATE 3-3


Personal Health Information Act
Retention Schedule
This template is for a retention schedule for a hospital. It includes an explanation of what could be included in each column, and an example of retention schedule information. 
	Original Documents
	Guidelines for Retention
	Authority for Disposal
	Retention Period


	Retention Mode 


	Disposition
 Date

	Description of each health record category


	Indicate the authority for the retention guidelines e.g. guidelines recommended by a specific regulatory college, guidelines from the Department of Health and Wellness
	Indicate the position in the custodian organization responsible for authorizing disposal
	Indicate the minimum time that the records must be retained by the custodian
	Indicate the format on which the record will be held (e.g. paper, electronic, film). 
	Indicate the date when the records will be securely destroyed, erased or de-identified. 

	Example
1.1 Diagnostic Imaging

1.1.1
Films & tapes


	Example
Department of Health and Wellness Guidelines 1995
	Example
Vice-President of Clinical Services
	Example
20 years following the date of the last hospital visit or 7 years past age 19, whichever occurs last

	Example
Images and report retained electronically on the PACS system
	Example
At the end of the minimum retention period for each record


� “Disposition” include secure destruction, disposal and de-identification 
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