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 Legal Policy No. 800.01.01  

Title        
 
Records Management Schedule   

 

1. Introduction 

a. Southern New England Healthcare Organization, Inc. (“SoNE HEALTH”) will manage its 
record retention using a functional records management approach. SoNE HEALTH has developed 
five (5) functional record types and will classify each record when created in accordance with the 
record type and apply a retention period. This framework is intended to replace many of the 
schedules describing multiple retention periods applied to each type of record.  Prior schedules can 
be used as a guide to determine the appropriate classification of records using the functional record 
type framework.  

b. Records should be assigned a classification by the department that creates or acquires 
custody of the record. Due to the complexity of assigning retention at the end of an active period, 
the retention period will begin when the record is created. The goal of the functional records 
categories is to assign a retention period when the record is created in order to simplify records 
management and facilitate compliance with retention and destruction procedures. The narrative 
descriptions should be used to determine the appropriate classification for the record and to assign a 
date for re-assessment.  Records classified after creation also will be assigned a record type and 
retention period.  

c. The retention periods have been identified to cover the time period when the record content 
is active plus a period of time following the active use of the content.  Departments should seek to 
classify records with the shortest time period necessary to comply with regulatory retention 
requirements and business needs. Departments may reference regulatory guidance to assist in 
classification of records.  

d. The record types set forth in Section 2 will be used.  Examples are provided solely as 
illustrations.  It is expected that each department will have records that are classified in each of the 
categories.  The Integrity & Compliance Office is available to assist departments with records 
classification.  

e. Upon expiration of the retention period, the department should assess the records to 
determine if a business need exists for continued retention of the record.  If such a need exists, the 
department should apply a new retention period based on the continued need for the record. The 
department can assume that if a record is not accessed or used for the majority of the retention period 
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that the record can be destroyed unless the retention period is required by law, in which case the 
legally required retention period will apply.  

2. Functional Record Types  

a. Temporary 

i. Retention time period: six (6) months or less. 

ii. Temporary records are records that are made principally of communications. These 
records are neither formal nor official records of the organization. These records establish 
that a communication took place but are not the record of the substance or content of the 
communication. Authors and recipients are free to delete temporary records prior to six 
months if the business purpose of the record has been fulfilled. The default is six months. 
Handwritten notes used to enter information into electronic records, informal communication 
about lunch plans and drafts of documents are examples of temporary records. 

iii. Examples of temporary records may include: 

1. Emails  
2. Text messages (including secure texting apps)  
3. Notes 
4. Calendars  
5. Drafts  

b. Short 

i. Retention time period: seven (7) years or less. 

ii. Records in the short records category are records that document actions and 
communications of a formal nature. The records establish not only that a communication 
took place but also document the substance and content that is relied upon and used as a 
business record for a short period of time. Except with respect to legally required retention 
timeframes, authors and recipients are free to delete records in the short category prior to 
seven years if the business purpose of the record has been fulfilled.  The default is seven 
years.  If a shorter time period is appropriate the department should identify a shorter time 
period and document the record type and rationale for the shorter time period. For example, 
workpapers used to create formal records may be kept until the workpapers for the next year 
are created.  

iii. Records falling into categories that have historically been retained for seven (7) years 
should be classified as Short.  For example, nondisclosure agreements and general ledger 
and accounting support documentation should be classified as short.  

iv. Examples of Short Records include: 

1. Chronological copies  
2. Internal Meeting Minutes  
3. Memoranda  
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4. Finance records that relate to business completed and that are needed for only 
a short time frame (e.g. because the records are updated each year)  
5. Workpapers supporting reports, forms and similar documents  

c. Medium 

i. Medium Level 1 – Retention time period: 15 years 

1. Records in the Medium Level 1 category are records intended as the source 
of truth to document formally their substance and content. These records are needed 
to be accessed when a relationship or transaction is active and for a minimal period 
of time after the termination of the active connection.  Clinical and patient care 
records are classified in the medium category. 

2. "Active" Clinical and Patient Care, i.e., records that are in active information 
systems should be retained for a minimum of 15 years.   

ii. Medium Level 2 – Retention time period: 11 years   

1. Records in the medium category are records intended as the source of truth to 
document formally their substance and content. These records are needed to be 
accessed when a relationship or transaction is active and for a minimal period of time 
after the termination of the active connection. Signed documents, and documents and 
forms filed with regulators are examples of records classified in the medium category.  

2. Examples 

a. Inactive clinical and patient care records should be archived or stored 
and retained for a minimum of 11 years from the earlier of the date the record 
became inactive (if known) or the date archived/stored (electronic and 
physical).  
b. Business Relationships, including contracts, correspondence 
documenting business decisions and price lists (11 years).  
c. Regulatory and Compliance filings, reviews and analyses, including 
annual report forms, tax forms and governance documents.  
d. Finance records including financial statements, loan agreements and 
audits.  
e. Governance documents, including board and board committee 
minutes, resolutions and reports.  
 

3. Electronic records in active information systems will be retained for 15 years 
and for longer if the record is integrated with, and a part of the active record.  

4. Electronic records not in active use should be archived – similar to offsite 
storage of paper records/physical files. For example, records of patients of an age in 
excess of 80 years who have not received a service in five years and patients who 
have been determined to be deceased may be archived. Data from Records in archived 
records is migrated when systems are replaced.  
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5. If an application or information system is retired, and, if the system is not 
needed for active patient care or business purposes, then the ability, at a minimum, 
to access records in machine-readable form in the retired system will be maintained 
for 11 years from the date of the retirement of the system. The data in systems that 
no longer are supported must be re-assessed after 11 years and the data may be 
destroyed after 11 years from the date of the archiving/storage upon a determination 
by the department that created or has custody of the system that the data in the system 
is not needed for the delivery of patient care.  

d. Long 

i. Retention time period: 25 years 

ii. Records in the long category are records of relationships and transactions reflecting 
activities in place and content being actively used for a longer period of time. These records 
are needed for reference purposes during the longer life of the transaction, contract or 
relationship, including employment relationships and for a period of time after the business, 
connection has terminated. 

iii. Examples 

1.  Employment  
2.  Real Estate / Property Leases if still active after 25 years, then active plus 7 
years  
3.  HR and Payroll Except records in individual personnel/benefit/pension files -- 
active plus 7 years  
4.  Litigation  
5.  Permanent 
 

e. Retention time period: permanent  

i. Permanent records are to be retained by the organization while the organization is in 
existence and for a minimal period after the organization ceases to exist.  

ii. State and federal governance and corporate filings  

iii. Final dispute resolutions and government involved settlements/resolutions  

iv. Completed Transactions, including mergers and divestitures  

v. Lists of board members and officers  

vi. Document Destruction Record Logs and Certifications  

f. Statutory and other exceptions  

i. Certain records are subject to state or federal laws requiring their retention for a specific 
period of time. If state or federal law specifies a time period for record retention that exceeds the 
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functional category the record will be retained for the statutory period of time. Most federal and state 
laws specify shorter retention periods than the retention periods set forth in this schedule.  The 
Integrity & Compliance Office, in collaboration with legal counsel, will provide schedules of records 
with state mandated retention periods.  

ii. Examples include records of Medicare Shared Savings Program Accountable Care 
Organization (10 years); deeds.   

3. Archiving, Storage and Destruction. Until records are no longer needed, Records must be 
retained in secure storage with restricted access. It is important for the department to keep a 
destruction log of those records that have been disposed of in accordance with the records 
management program. The log should document the destruction of electronic records 
(emails, digital/video recordings, social media posts, etc.) as well as paper records (including 
books, photos/slides, microfilm, etc.). Logs are not required automatic deletions and 
temporary records. At a minimum, the log should include:  

a. Information regarding authorization for the destruction 
b. Names/brief description of the documents being destroyed (classes of records are permitted, 
not each individual record) 
c. Date range of the records being destroyed (start date to end date) 
d. Method of destruction 
e. Date of destruction 
 

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 
 

Initial Approval Date: SoNE HEALTH Board of Directors – July 21, 2021 

Review Date (no longer than three years):  July 21, 2024 

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


