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Standard Operating Procedures 

Salisbury NHS Foundation Trust 
This is a controlled document. Printed copies of this document may not be up to date. Check the 

Trust intranet for the latest version and destroy previous versions. Only print if necessary 

SOP Title:  Transferring records to a local place of deposit (National 
Archives) 

Version  1.0 

Related SOPs  Management of corporate records 

 Storage and retrieval of electronic corporate records 

 Retention and destruction of corporate records 

Purpose This Standard Operating Procedure aims to provide guidance for the 
process of selecting and transferring records from Salisbury NHS 
Foundation Trust to a local place of deposit. 

Policies and Guidance  Information Governance Policy & Strategic Management 
Framework 

 Records Management: NHS Code of Practice Retention 
Schedule 

 ICO Section 46 Code of Practice – Records Management 

Roles responsible for 
carrying out this 
procedure 

 All staff nominated to be responsible for managing and 
destroying corporate records 

Accountabilities 

Sponsor Information Governance / Registration Authority Manager and Data 
Protection Officer 

Post Holder 

Responsible for SOP 
Information Governance / Registration Authority Deputy Manager 

Directorate 
Responsible for SOP 

Corporate Development 

Collaboration  Trust Board Secretary 

 Medical Records 

 Human Resources Department 

Approvers Information Governance / Registration Authority Manager and Data 
Protection Officer 

NHS Codes of Practice 
& National Guidance 

 NHS Code of Practice: Records Management 

 Government UK (GOV.UK) Government Security 
Classifications 

 GOV.UK National Archives 

 NHS Identity Guidelines 

 
  



SOP-CRMan-004 

Page 2 of 8 
Transferring records to a local place of deposit  Creation Date: 18/10/2018 
Version 1.0  Review Date: 01/06/2019 

 

Contents 
Data flow: transfer of records to a local place of deposit ............................................................. 3 

Introduction ................................................................................................................................. 4 

Objectives................................................................................................................................... 4 

Definitions................................................................................................................................... 5 

Archives .................................................................................................................................. 5 

Place of Deposit ...................................................................................................................... 5 

National Archives .................................................................................................................... 5 

The Public Records Act - 20 year rule ..................................................................................... 5 

Staff roles and responsibilities .................................................................................................... 5 

Chief Executive ....................................................................................................................... 5 

Chief Information Officer ......................................................................................................... 5 

Trust Secretary ........................................................................ Error! Bookmark not defined. 

Executive Directors ................................................................................................................. 5 

Health records manager .......................................................................................................... 6 

Information governance .......................................................................................................... 6 

Departmental heads ................................................................................................................ 6 

All Trust staff ........................................................................................................................... 6 

Retention and disposal arrangements ........................................................................................ 6 

Appraisal of records .................................................................................................................... 6 

Record closure ........................................................................................................................... 6 

Records for permanent preservation ........................................................................................... 7 

Amendment record ..................................................................................................................... 8 

 
 
  



SOP-CRMan-004 

Page 3 of 8 
Transferring records to a local place of deposit  Creation Date: 18/10/2018 
Version 1.0  Review Date: 01/06/2019 

 

Data flow: transfer of records to a local place of deposit  

Contact your approved place of deposit to discuss transfer of records 
(Wiltshire and Swindon History Centre) 

Appraise your records and select those for permanent preservation 

Undertake sensitivity review of the selected records 

List material to be transferred 

Physically prepare the records for transfer 

Coordinate the delivery of records to your approved place of deposit 
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Introduction 
All NHS records are public records under the terms of the Public Records Act 1958 sections 3 (1)–
(2). The Secretary of State for Health and all NHS organisations have a duty under the Public 
Records Act to make arrangements for the safe keeping and eventual disposal of all types of their 
records. 
 
This standard operating procedure provides guidance on dealing with records which have ongoing 
research or historical value and should be selected for permanent preservation as archives and 
transferred to a Place of Deposit approved by the National Archives. 
 
The Public Records Act states that public bodies have the following responsibilities:  

 To select records for permanent preservation under the guidance and supervision of the 
Keeper of Public Records  

 The safe-keeping of those records  

 To transfer those selected records to The National Archives or an approved place of 
deposit by the due date 

 To securely dispose of records that are not selected for permanent preservation unless 
they have approval from the Lord Chancellor to retain them temporarily for current 
business or other reasons, or in certain situations to transfer them to another institution.  

 
The Trust is required to select records for permanent preservation at the London Metropolitan 
Archive, under the guidance of the Keeper of the Public Records. Collection supports: 

 Openness, transparency and accountability 

 Maintaining a record of past actions and decisions and acting as a long-term memory 

 Research, meeting the needs of academic and research communities, as well as the 
general public 

 
Salisbury NHS Foundation Trust’s local place of deposit is: 
 
Wiltshire and Swindon History Centre 
Cocklebury Rd 
Chippenham 
Wiltshire 
England 
SN15 3QN 
 
Telephone: 01249 705 500 
 
Email: archives@wiltshire.gov.uk 
 
Website: http://www.wshc.eu/ 
 
Catalogue website: http://history.wiltshire.gov.uk/archives/archive_search.php 
 

Objectives 
The key objectives of this standard operating procedure document are: 

 To ensure the legal obligations of the Public Records Act 1958, the General Data 
Protection Regulation (GDPR), the Data Protection Act 2018 and the Freedom of 
Information Act 2000 are adhered to 

 To explain the requirement to select records for permanent preservation 

 To meet the requirements of the Information Governance Data Security Protection Toolkit 
(DSPT); this is a component of the Care Quality Commission Registration 

  

mailto:archives@wiltshire.gov.uk
http://www.wshc.eu/
http://history.wiltshire.gov.uk/archives/archive_search.php
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Definitions 
Archives 
Archives are those records that are appraised as having permanent value for evidence of ongoing 
rights or obligations, for historical or statistical research or as part of the corporate memory of the 
organisation. (The National Archives, Records Management Standard RMS 3.1) 
 
It is a legal requirement for NHS records selected as archives to be held in a repository approved 
by The National Archives. 
 
Place of Deposit 
Places of Deposit are public archive services appointed under the Public Records Act to which 
older local or specialist public records selected under the Act should be transferred, including those 
of courts, NHS organisations and prisons. Most local Places of Deposit are run by local authorities. 
 
National Archives 
The National Archives is the body that is responsible for advising on the management of all types 
of public records, including NHS records. The National Archives has general oversight of the 
arrangements for the permanent preservation of records in local records offices, which have been 
formally approved by them as Places of Deposit 
 
The Public Records Act - 20 year rule 
The Public Records Act requires certain public bodies to transfer records of historical value for 
permanent preservation to local archive services appointed as ‘places of deposit’. The point of 
transfer was by the time the records reached 30 years old. 
 
A change in legislation means that since 1 January 2015 specified local public sector organisations 
(including magistrates’ courts, prisons, coroners’ courts and NHS organisations) must now transfer 
records selected for permanent preservation to a Place of Deposit at 20 years after their creation, 
rather than the previous 30 years. This change is being phased in over the course of a ten-year 
transition period. 
 
This change means that public sector bodies will need to select and transfer their records more 
quickly during the transition period. 

Staff roles and responsibilities 
 
Chief Executive 
The Chief Executive has overall responsibility for records management within the Trust and is 
responsible for ensuring appropriate mechanisms are in place to support service delivery and 
continuity. 
 
Chief Information Officer 
The Chief Information Officer is responsible for ensuring that clear operational policies and 
procedures are in place to meet the requirements of the Public Records Act 1958, IG Toolkit and 
associated national standards and requirements governing public records. 
 
Head of Corporate Governance 
Head of Corporate Governance is responsible for ensuring a robust and active Corporate Records 
Management policy is in place. They, with support from the Information Governance department, 
will oversee the actions needed to raise the profile of, and support improvement in standards of 
corporate records management across the Trust. 
 
Executive Directors 
All Executive Directors are responsible for implementing records management at a Directorate 
level through operational sub-committees and overseeing a programme of record management 
activities, in accordance with Trust policy. 
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Health records manager 
The Health Records Manager is responsible for ensuring a robust Health Records Management 
Policy is in place and for the overall management and development of health records services 
across the Trust. This includes ensuring that services are of a high standard in order to comply 
with appropriate governance requirements to support the delivery of high quality patient care. 
 
Information governance 
The information governance department will provide guidance and assistance across the Trust in 
records retention and disposal. This will include co-ordinating a Trust wide audit of corporate 
records to identify potential records that may have archival value. 
 
Departmental heads 
The responsibility for local records management is devolved to divisional and department heads 
that retain overall responsibility for the management of records generated by their activities. They 
are responsible for identifying appropriately training and experienced individuals to ensure records 
are handled in line with this policy. 
 
All Trust staff 
All Trust staff, whether clinical or administrative, who create, receive and use records have records 
management responsibilities. In particular all staff must ensure that they keep appropriate records 
of their work in the Trust and manage those records in keeping with this policy and with any 
guidance subsequently produced. 

Retention and disposal arrangements 
It is particularly important under freedom of information legislation that the disposal of records – 
which is defined as the point in their lifecycle when they are either transferred to an archive or 
destroyed – is undertaken in accordance with clearly established policies which have been formally 
adopted by the Trust and which are enforced by properly trained and authorised staff. 

Appraisal of records 
The purpose of this appraisal process is to ensure that the records are examined at the appropriate 
time to determine whether or not they are worthy of archival preservation, whether they need to be 
retained for a longer period as they are still in use, or whether they should be destroyed. 
 
Where there are records which have been omitted from the retention schedules, or when new 
types of records emerge, the Information Governance department should be consulted. 
 
Divisional Managers must determine the most appropriate person(s) to carry out the appraisal in 
accordance with the retention schedule. This must be a senior manager with appropriate training 
and experience who has an understanding of the operational area to which the record relates. 
 
Most NHS records, even administrative ones, contain sensitive or confidential information. It is 
therefore vital that confidentiality is safeguarded at every stage of the lifecycle of the record, 
including destruction, and that the method used to destroy such records is fully effective and 
ensures their complete illegibility. 

Record closure 
Records should be closed (i.e. made inactive and transferred to secondary storage) as soon as 
they have ceased to be in active use other than for reference purposes. An indication that a file of 
paper records or folder of electronic records has been closed, together with the date of closure, 
should be shown on the record itself as well as noted in the index or database of the files/folders. 
 
Where possible, information on the intended disposal of electronic records should be included in 
the metadata when the record is created. The storage of closed records should follow accepted 
standards relating to environment, security and physical organisation of the files. 
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Records for permanent preservation 
Records selected for archival preservation and no longer in regular use must be transferred as 
soon as possible to an archive that has adequate storage and public access facilities. 
 
Previously, certain record types created by public authorities, identified as having archival value, 
had to be kept for a minimum of 30 years before they were transferred to a Local Place of Deposit 
(which for Salisbury NHS Foundation Trust is Wiltshire and Swindon History Centre). The recent 
government change has reduced the 30-year timescale for transfer of records to public archive 
services to 20 years after the date at which records were created. 
 
From 1st January 2015, NHS organisations are required to transfer their records selected for 
permanent preservation to approved Places of Deposit at an earlier date. This means that 
thousands of historical records will be released to the public much sooner than previously possible. 
The change is being phased in over a 10 year transition period – so for 2015, records must be 
selected and transferred by 29 years after their creation (records up to 1986). It will reduce by a 
further year during each year of the transition period until 2024 (see table below). 
 

Record 
date 

Transfer 20 
years 

Transfer 30 
years 

 Record 
date 

Transfer 
20 years 

Transfer 
30 years 

1986 2015 2016  1996 2020 2026 

1987 2016 2017  1997 2021 2027 

1988 2016 2018  1998 2021 2028 

1989 2017 2019  1999 2022 2029 

1990 2017 2020  2000 2022 2030 

1991 2018 2021  2001 2023 2031 

1992 2018 2022  2002 2023 2032 

1993 2019 2023  2003 2024 2033 

1994 2019 2024  2004 2024 2034 

1995 2020 2025     
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Amendment record 

Document Version Control (to be updated during the development of this version until final version 
is published) 

Version No Changes Author/s Date 

0.1 First Draft Carla Pole 18/10/2018 

1.0 FINAL VERSION Diane Gravett 23/10/2018 

1.3 Post Access Policy review   

Review and Amendments Log (will only be completed for subsequent published versions of this 
procedure) 

Version No Reason for 
Development/Review 

Description of Changes Date 

    

    

Documents may be disclosed as required by the Freedom of Information Act 2000. 


