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Quick reference flowchart archiving records with Dataspace

| Identify a lack of space for records in services / departments — need to archive

v

| Order archive boxes

v v

USED Dataspace before NOT USED Dataspace before

If the services has NOT used Dataspace

If the service has used Dataspace before before contact Medical Records for barcode
order barcode labels labels

v v

Refer to Records Management Code of Practice
to determine retention dates

v

Box up records

v

Add boxes for collection to by referring to
Process to be followed for archiving with Dataspace

v

| Boxes will be collected by Dataspace

v

| When records need to be retrieved refer to procedure for using file live system

v

Dataspace will liaise with the Trust Records & Information Governance Manager prior to destruction
of any records.
No action needed by sending services / departments
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Quick reference flowchart for accessing archived records

To access records which have been sent for long term storage with Dataspace contact usual
administrative staff who will have access to the Dataspace file live system and will be able to
retrieve a file upon request

v

Dataspace will scan a requested file and the administrative staff will attach the scanned file to the
relevant clinical system

v

A further large volume of paper files have been scanned by an external company and are available
in the CSCAN folders under favourites on the intranet

v

To access records which have already been scanned contact the usual administrative staff who will
have access to CSCAN and will be able to email the scanned record to staff

v

To preserve server space avoid attaching scanned files from CSCAN to clinical systems as the
scanned files are already held within CSCAN
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1. Introduction
This standard operating procedure is to provide staff with guidance for the process to archive records.

2. Process for retrieving and archiving records with Dataspace

When records are no longer required on site but are still within the period they need to be retained for
(see Information Governance Alliance Records Management Code of Practice retention guidelines),
they must be archived with the Dataspace offsite storage company following this Standard Operating
Procedure (SOP).

2.1  Archiveboxes

Archive boxes should be sturdy enough to stand several years of use and they must be fit for purpose
(Dataspace or Niceday standard archive boxes are recommended). The total weight of any box
should not exceed a maximum of 15 kilograms.

If your service has not sent records to offsite storage before, please contact medical records who will
provide contact details to arrange an account and bar code labels.

See embedded Dataspace procedure for entering information onto the file live system:

Process to be followed for archiving with Dataspace

The box and its contents remain the responsibility of the sending department until they are collected
and must be kept in a safe and secure environment.

2.2 Destruction of records

It will be each sending department’s responsibility to advise Dataspace when records are due for
destruction. The details must be checked by the sending department before authorisation is given to
Dataspace to destroy the records. When records have been destroyed by Dataspace, a certificate of
destruction will be issued to the sending department. Certificates of destruction must be forwarded to
the Trust Records & Information Governance Manager. Note: Due to the ongoing Independent
Inquiry into Child Sexual Abuse (IICSA), all Trusts have been instructed that no records are to be
destroyed until further notice. This does not apply to records which have been scanned and attached
to the electronic record.

When records have been scanned by Dataspace using the scan on demand service, a work order will
be sent to the Records & Information Governance Manager by Dataspace at the end of every month
which includes the items for destruction for all items which have been scanned. The Records &
Information Governance Manager will check that the images have been attached correctlyto the Trust
clinical systems and then give Dataspace authorisation to destroy the notes.

2.3 Attaching scanned images to patient electronic records

When arecord has been scanned by Dataspace the scanned image will be held on the Dataspace file
live system. The image should be retrieved and saved e.g. to staff desk tops, re -named appropriately
e.g. archive volume 1, archive volume 2 etc. The image should then be attached to the patient’s
electronic health record and deleted from wherever it has been saved, e.g desktop. Staff should add
an alert to the patient electronic health records to indicate that a scanned volume has been attached
and the paper file destroyed.

3. Process foraccessing other scanned archived records
A further very large volume of paper files have been scanned by an external company and are
available in the CSCAN folders under favourites on the intranet.

To access records which have already been scanned contact the usual administrative staff who will
have access to CSCAN and will be able to email the scanned record to staff.

To preserve server space avoid attaching scanned files from CSCAN to clinical systems as the

scanned files are already held within CSCAN.
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