Winthrop University Hospital

Graduate Medical Education Committee

Policies and Procedures

POLICY:   House Staff Records- Maintenance and Retention
I. 
PURPOSE

To provide guidelines for Winthrop-University Hospital (“Winthrop”) Program Directors and Academic Coordinators with regard to maintaining personnel and educational records of residents and fellows (“WUH House Staff”), consistent with ACGME guidelines, institutional policy and legal requirements.
II.
POLICY
 

Records shall be maintained by the Office of Academic Affairs (“OAA”) and the Department (GME Training Program) such that Winthrop can accurately provide verifications to licensing bodies, health care institutions and other legitimate parties of interest. No information will be released without prior written authorization from the applicable WUH House Staff member.
III
PROCEDURE

WUH House Staff records are maintained in both the OAA and in the sponsoring department.
A. 
Office of Academic Affairs (OAA) 

OAA maintains a file on each WUH House Staff member which includes, but is not limited to, the following:
· Biographical profile
· Application materials 

· Credentialing/verification materials
· Visa information and ECFMG certifications
· Signed letter(s) of appointment (contracts)
· Exiting materials (forwarding address, check-out form)
· Copy of Winthrop diploma


Upon request, OAA will verify the dates a WUH House Staff member was in a program(s) at Winthrop, including date of graduation based on diploma in the file. It is the responsibility of the sponsoring department to provide additional information about performance by competencies.

OAA maintains a combination of hard copy and electronic copies of House Staff files in OAA for 10 years. After that time frame, the House Staff files are destroyed except for information regarding the dates of attendance (i.e. information necessary to respond to primary source verification of attendance), the exiting materials and the copy of the Winthrop diploma.  
B. 
Department (Training Program) 

1. Content of Files

Each sponsoring department maintains the permanent educational record for each WUH House Staff member that the department trains. The educational record should include, but is not limited to, the following: 
· Demographic information
· Documents directly related to the academic and professional development of the WUH House Staff member (e.g. in-service exams, log books, results of skills tests, educational accomplishments, rotation schedules, etc)
· Formative written evaluations by faculty and others (monthly, quarterly, rotational) 
· Summative written evaluations by Program Director (semi-annual evaluations and final written end of training evaluations)
· Documents about medical conditions (these should be kept separate from the educational file).
· Documentation regarding disciplinary action
· For WUH House Staff engaged in moonlighting, a prospective, written statement of permission from the program director
· Materials required by ACGME institutional and special program requirements, other than those listed above as being maintained by the OAA
2.  Record Retention for WUH House Staff Successfully Completing the Program or Transferring Voluntarily
a. Documents related to academic and professional development are maintained by the applicable sponsoring department for a minimum of 7 years after the WUH House Staff member has successfully graduated from the program or voluntarily transferred to another program.
b. Records of WUH House Staff rotations and procedures, formative evaluations and end of training evaluations, and disciplinary actions should be kept indefinitely by the applicable sponsoring department. 
c. Records of medical conditions are maintained for 7 years unless the medical condition is as a result of an OSHA-monitored incident in which case the record of the medical condition will be maintained in accordance with Winthrop Human Resources policies.  In addition, records of immunizations provided by Winthrop shall be maintained in accordance with Winthrop medical records policies. 
3.  Record Retention for WUH House Staff Terminated, Suspended, or Not Recommended for Board Certification

The file of any WUH House Staff member who was terminated or suspended from the program or received a final recommendation which did not recommend the graduate without reservation, or was reported for professional misconduct or who had other major disciplinary or quality issues during the WUH House Staff training program should remain intact in perpetuity.

4.  Applicant Files (Applicants Interviewed but NOT Accepted)


Applicant files for individuals who are interviewed but not accepted into the program along with program’s ranking of applicant based on Winthrop’s ranking system, should be kept by the department to the extent possible for four (4) years.  

C.  
Litigation Holds

In the event that the OAA and/or the department are informed by the Risk Management Department that a WUH House Staff member is involved in litigation involving Winthrop, the entire file shall be maintained until such time that the Risk Management Department informs OAA and/or the sponsoring department that the applicable case has been settled or adjudicated and it is no longer necessary to retain the file.  At that point, the file will be retained or destroyed in accordance with the guidelines noted above.  
D.
Resident Access to Records

WUH House Staff shall have access to, and can review, their educational records.  If specified by the OAA or the applicable sponsoring department, such review will be done under supervision.

Upon written request by a WUH House Staff member, a copy of all contents of the educational record shall be provided to the requesting WUH House Staff member.

H.
Form of Record Maintenance

Records required to maintained herein may be maintained in paper or electronic format, unless otherwise specified by the OAA or the applicable sponsoring department policy. For all media, secure storage shall be used to prevent loss of recording.  For electronic storage, the OAA and applicable sponsoring department must comply with Winthrop’s file back-up and recovery protocols.    
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