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(A) Policy Statement

Records, reports, and statistical information will be maintained for a specific length of time to meet the 
requirements of State, Federal, and other governing and accrediting agencies. 

(B) Purpose of Policy

To provide a listing of all documentation, the length of time they are maintained, and where they are maintained. 

(C) Procedure

Documentation Maintained By Length of Maintenance 

Minutes of meetings Nursing Administration or originating department 3 years 

Daily log books Nursing Administration or originating department 3 years 

Policies/Procedures 
    Adult 
    Pediatric 

Nursing Administration Permanent 
Permanent 

Staff Competency Records Originating Department 3 years whether or not still 
employed at UTMC. 

Job descriptions Nursing Administration 3 years 

Attendance records Nursing Administration 3 years 

Licensure records Nursing Administration 3 years 

Centralized individual education 
records 

Nursing Administration 3 years 

Program files of education offerings Nursing Administration 8 years 

Statistical and activity reports Nursing Administration or originating department Unit specific, but not over 6 
months 

Time schedules Nursing Administration 3 years 

Assignment sheets Nursing Units 1 month 

Performance Improvement information Nursing & Quality Improvement Office or/and 
Unit/Department 

3 years 

Emergency Department Logs Emergency Department Permanent 
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