What information should go into a records management policy to ensure it meets the NHS IG standards?
There are a number of policies that you need to have in place to ensure that your documentation complies with the NHS Information Governance standards. Whilst these standards are derived from the NHS, they should be adhered to by all healthcare providers, and by all partners of the NHS. The policies that are required to ensure that you are Information Governance compliant are:

· Records Management

· Data Protection

· Data Quality

· Information Security

· Lifecycle

· Risk Management

· Information Sharing

· Service design and development

Records management is an important part of Information Governance; how you store your information, and specifically personal information about other people, is an area that the Information Governance standards focus upon. Therefore it is imperative that each healthcare organisation has a robust Records Management policy in place, and that this policy is adhered to at all times.
So what information should be included within a Records Management policy? Well obviously the specific content needs to be localised to meet your organisation’s needs. However there are some crucial elements of a Records Management policy that should be included to ensure that those all important Information Governance standards are met.

So, what elements should you ensure you include within your Records Management policy? The important information surrounding these areas is listed below:

1. As with all policy writing, you should ensure that you have a front sheet with the title of the policy listed. You should also include the date at which the policy was last endorsed, and the date at which it is next due for review. There are two ways to do this; the first is to include this information in a footer at the bottom of your word document. The second is to incorporate a control sheet at the beginning of your policy, ahead of the index page.

2. Your policy should include some basic introductory areas, such as a policy statement, and introduction to what records management is and why it is important to the organisation, any crucial definitions and an outline of the scope of the policy.

3. Next you should ensure that you have listed the responsibilities of key Information Governance leads within your organisation. Anyone who has any involvement in or responsibility for Information Governance should be listed here.

4. Next work through the process of how a record is created. If necessary include flowcharts to demonstrate how personal information is received into your organisation, and how this information is turned into a complete record.

5. Map the journey of the record. Where does it go? How is it stored? Who is it shared with? How is it shared? How are records archived? The correct procedures for each of these elements need to be mapped out very clearly so that anyone reading the policy is aware of the correct records management processes.

6. Don’t forget to state how and when a record should be destroyed.

7. You need to cover the process through which individuals can access their records or through which they can find out about the information you hold on them. It may be that you have a designated Freedom of Information lead who manages this process. Alternatively it may be a job that is allocated out across the organisation as and when a request comes in. Either way, the process for managing these access requests should be documented.

8. If you have specific requirements as to the content and layout of each record produced within your organisation, these instructions should be included within your Records Management policy.

9. Finally, ensure that the process for monitoring compliance with this policy is clear, so that readers of the policy understand that their adherence to the procedures contained here will be managed and reviewed routinely.  
