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Policy Title:

Records Management

POLICY

It is the policy of SONE HEALTH to establish a consistent process for the retention and destruction
of business records, in order to maintain Records for only as long as they benefit SONE HEALTH,
and to comply with all legal and regulatory requirements.

SoNE HEALTH will establish and maintain a Records Management Schedule, which identifies
categories of records and associated retention periods and defines a Records management process,
which is designed to support version controls, media types and user requirements. The Records
management process provides benefits by:

Supporting compliance with legal Record retention requirements;

Minimizing risk of litigation;

Efficiently locating and retrieving information;

Preserving valuable Records of SONE HEALTH, and historically referencing business
activities;

Delivering consistency in the process to store and destruct information; and

e Reducing costs associated with Records retention that include storage costs, equipment costs
and staff time.

This Policy is intended to supplement, not replace or supersede, Legal Policy No. 709 — Legal Hold.

APPLICABILITY

This Policy applies to all employees, volunteers, members, agents and other persons employed
directly by or providing services under the direction of SONE HEALTH for each of the entity/entities
selected below (check all that apply):

Southern New England Healthcare Organization, Inc.

SoNE HEALTH ACO LLC

Saint Francis Healthcare Partners Foundation, Inc.

Southern New England Affiliated Physicians Purchasing Group, LLC
DEFINITIONS
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Records Management Schedule means the SONE HEALTH Records classification system by
which Record retention periods are determined for classes of Records. The Integrity & Compliance
Office, in consultation with legal counsel, shall maintain a schedule setting forth the required
retention periods for classes of Records.

Record(s) means any information relating to the business of SONE HEALTH that is stored in any
form and on any media, including without limitation, paper documents -- originals and copies,
electronic health records, electronic data and files, electronic mail, instant messages, electronic
calendar information, electronic database entries, photocopies, faxes, hand-written notes,
microforms, personal digital assistants, flash drives, smart phones, computerized images and
voicemail messages.

RESPONSIBLE DEPARTMENT
Further guidance concerning this Policy may be obtained from the Integrity & Compliance Office.
RELATED PROCEDURES AND OTHER MATERIALS
e LP 808.01 — Records Management Implementation Procedure
e LP 809 — Legal Hold
APPROVALS

Initial Approval Date: Audit & Compliance Committee- July 1, 2021

Review Date (no longer than three years): July 27, 2024

Responsible Party for Maintenance and Revisions: Legal Department (approving body: Audit &
Compliance Committee of the SONE HEALTH Board of Directors).
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