
WP05 Control of Records

Start
Identify work 

record and type

Hard Copy 
Records

Electronic 
Records

Records must 
be legible

Identify and 
protect records

Store records for at least the minimum retention 
period: 

- Work related records, audits, management 
reviews – 3 years

- NCR/Complaints & external reports etc. – 3 years

- Contract Records – 6 years unless specified more

Training Records – Indefinitely

All other records – 12 months

Dispose of records 
that have 
exceeded 
minimum 

retention period if 
desired

END

Store records in clearly 
identified files, binders, 
etc. Where more than 

one record type is 
stored in the same file, 

use indexing to separate 
different record

Store records in a 
suitable environment 

that will protect records 
against damage, 

deterioration, loss and 
unauthorised access 

Archive records if files 
become full or 

unmanageable. Clearly 
identify archive records 

to content  

Local PC records
Company IT 

server

Access and back 
up protocol 

managed by IT 
department

Store back up 
media in 
different 

location to PC 
when out of 

hours
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