Draft Pro forma

For Development of Your Health Service’s Own Policy

(Insert Health Service Name Here)
Records

......HS is required by law to maintain and store records of its operations. The records relate to paper and computerised information.
Human Resource Records

· Payroll records relating to .....HS employees are to be retained for 7 years, after which time they can be destroyed. Where there is a computerised record that contains the information recorded in a hard copy document (e.g. leave forms), the hard copy can be destroyed prior to the 7 year period.

· Files of permanent employees should be maintained for a period of 7 years after cessation of employment, except where it is considered that there may be issues that could lead to a potential claim against the organisation.

· There is no legal requirement for employers to maintain records relating to Workers Compensation claims but Insurers are required to keep them. It may be useful to retain these until the employee attains the age of 65 years.

.......HS must comply with the confidentiality requirements of the Privacy Act (1998), in keeping and maintaining employment records:

· Only information directly relevant to the activities of each employee or the functioning of the practice is kept in employee files.

· All information kept in employment records is obtained by lawful and fair means.

· Personal and sensitive information about employees is kept confidential and employment records are stored in a secure place.  Paper files are kept in a locked filing cabinet and electronic records are password protected.   

· Employees are entitled to view their personal files, with exceptions as allowable under the Act www.privacy.gov.au/publications/ipps.html
Financial Records

Financial Reports that need to be kept permanently include 

· Audited financial statements.

· Copy of General Ledger.

(Periodic financial statements can be destroyed at the end of each financial year).

Others:

· All records relating to financial receipts and expenditure (incl. Journals) must be kept for 7 years. This includes bank accounts, annual budgets, Business Activity Statements, funding submissions, insurance policies and claims.  (Financial reconciliations can be destroyed after audit and administrative use is concluded). 

· Official Correspondence should be kept for 7 years.

· Taxation Records must be kept for 5 years after completion of the financial year in which the record was created.

Safety Management 
Workplace health and Safety Records of assessment must be kept for 5 years unless they involve a requirement for health surveillance, in which case they must be kept for 30 years.
Incident reports and records must be kept for a minimum of 5 years. 
Hazardous substances register 

The register includes listing all hazardous substances used or produced at that workplace and material safety data sheets for each of those substances. This register is to be available to anyone working in that workplace. 

Other records to be kept 

· inspections and maintenance of fire control equipment
· practice sessions for evacuation procedure.

· all injuries at the workplace
Contractual/Legal

The following records are kept permanently:

· All versions of the Constitution.

· Original copies of signed funding agreements.

· Contracts with external entities, including Memorandum of Understandings.

· Health Board meetings and minutes.

· Annual General Meeting papers and minutes.

· A record of all documents signed under seal.

· Copies of Enterprise Bargaining or other Workplace employment agreements. 

· Titles to any land, buildings or any other property.

History

The following records are kept permanently:

· Planning documents.

· Copies of organisational policies, noting date policy was endorsed.

· Internal and external review reports

· Annual Reports

· Photos, paintings, videos and audio tapes that are deemed by the Board to be of historical value.

· Promotional materials including brochures and merchandise.

Reviewed 2011-12-30

