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	Purpose and Objective:



	To ensure that research project records are sent to the Trust Records Centre (secure long-term storage) at the end of each project, in order to comply with the Research Governance Framework, 2005, the Data Protection Act, 1998 and Trust Policy on the Retention and Disposal of Records (based on Department of Health recommendations on records retention). 
It also aids compliance with the Freedom of Information Act, 2000 since information can be retrieved quickly when needed.



	SOP Text




	
	Responsibility
	Activity

	1. 
	Principal Investigator (PI)
	Inform the Joint R&D Office as soon as the research project has been completed, who will make sure that the PI is aware of the requirements for transferring records to the Records Centre.


	2. 
	Principal Investigator
	For trials of medicinal products or research involving pharmacy,
contact the relevant Clinical Pharmacist to ask for the pharmacy file, so that all records can be transferred to the Records Centre together.


	3. 
	Clinical Pharmacist
	Weed the pharmacy file in accordance with Trust guidance on the Records Management of Research Records, destroying copies of documents where the master is held in the investigator’s file. Send the pharmacy file for that project to the Principal Investigator.


	4. 
	Principal Investigator
	Arrange for a full set of accurate and auditable records to be collated and listed for transfer to the Records Centre, including the pharmacy file. Refer to guidance on the Records Management of Research Records (including lists of essential documents), which has been compiled by R&D and the Records Management department, and is available on the Trust intranet site.


	5. 
	Clinical trials co-ordinator or person nominated by PI to transfer the records
	Contact the Records Management team and order boxes for transfer. Once received, fill the boxes with records and list details on the records transfer form. Specific information about each project is needed: full title of project, name of PI, name of sponsor, ReDA number (if known), types of document in each box, and end date of each project (also start date, if known). 
There is guidance on the Records Management intranet pages about how to transfer records to the Records Centre http://bltintranet/A-Z/Recordsmanagement/transferringtorecscentre.aspx
Once the boxes are ready, contact the Records Management team to arrange transfer.


	6. 
	Records Manager / Assistant Records Manager
	Arrange for the boxes to be delivered to the Records Centre and process the boxes, including setting a date when the records will be reviewed (in accordance with Trust Policy on the Retention and Disposal of Records). 
Send a records transfer receipt to the depositor, which they can refer to when they need to borrow any records. Retrieve and loan records to depositing office, when required.



	7. 
	Principal Investigator
	Check that all the records for that project have been sent to the Trust Records Centre.

	8. 
	Records Manager / Assistant Records Manager
	When the records are due for review, contact the depositing office, and the sponsor (where relevant) to ascertain if they still need the records or if they can be destroyed. 



	9. 
	Principal Investigator (or relevant member of staff from depositing office if PI has left the Trust) and Sponsor
	When contacted by Records Management team at the time of review, arrange to view the records (if felt necessary) and make a decision about whether they can be destroyed or not. 
Consideration should be given to the Data Protection Act, since personal data should not be kept for longer than necessary.



	10. 
	Records Manager / Assistant Records Manager
	Once authorisation for destruction of records is given by all parties concerned, destroy the records as confidential waste and log the destruction on disposal register (database). 
If appropriate, arrange for the Archivist to appraise the records to see if they are worthy of permanent preservation in the Trust Archives for historical research.
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