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* DEPARTMENT CTRCULAR
“i s. 1990

TO : : THE UNDERSECRETARILES SIS'I‘ANT SECRETARIES,
e , - REG ION[\L/RUREA"/SERVI( E/[’ROJFCT DIRECTORS, CHIEF
Or ﬂl'l‘I.LL"/qPI'("IAL HOSPITALS,EXECUTIVE DIRECTORS
OF THE MEDICARE/DANGEROUS DRU(:S BOARD/SPECIALITY

" HOSPITALS AND UTHER.S CONCERNED

SUBJECT : The Revised Disposition Schedule of Medical
- Records Amguilng HMLLAJJ Circular 77 s. lﬂ&l

i

Cognlzant of the need to effectlvply and efficiently . manage
medical records in health care facilities for 'a cost-effective
- medical record: management program, attached is the Revised
Disposition Schedule of nedical records for the information and
guldence of those concerned, :

For immediste ‘complisnce
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(Accomplish in k4 copies)

records beyond fiftesn yrs. {15 yrs.) if deem

necessary.

: = ) RECORDS DISPOSITION SCHEDUIE
1. Agency DEPARTHMENT OF HEALTY .+ 3. Schedule No, 5. Page 1 of v 8 Pages
2+ Addrees : pi,a7 Avenue, Sta. Cruz, Manila > ¢ L. Date Prepared povember 20, 1995
== 3 b4 8 : VT C - ~
6 TR P RECOXDS = . » RETENTION PERIOD > :
° em No.: Te w2 LERIES TITLE AND DESCRIPTION ¢ a » : :
. 2 3 = . e - Ce * D S S N i R AT
: "\ ipctive ¢ Stobdge : poral i 0+ DISPOSITION AUTHORITY/REMARKS
: ~ : z s s
1. : Emergency Room Records/Blotters and other ¥ 25 yrs. : & 25 s .. 7
3 records of prospective medico-legal : s : :
3 significance. H 2 : :
: Gun Shot Hounds 5 g . ?
) Hauling of any Hature - s g ’
: Poisoning Cases Z . . : :
2 ~ Stab/Hacking Hounds : ; : :
® Sudden Death of Unknownr and . : : . .
. : Suspicious -Causes : . ; .
' : Vehicular Accidents : ; # ¢
-4 . Certificates ; ; : :
! Birth (Not Official Copy) : : : : reaches the age of maturity
H . : H 3 ]
: Death (Mot Official Copy) P 15 yrs, ¢ ¢ 15 yrs. e = ]
e Medical : g : : ities,irrespective of ils
& e : : E : ; catics shall dispose of
: Hedico-Tegal . ; €90 . o -
2 . 3 - . : : ,n" & a 'f’.-:ﬁ": “v! x.“ -
: Non Medico-1egal . : : ; edical records beyond fifisen yesars (15 yrs.)
: i 3 . . ; . Health Care Facilities attached to teaching
: : s : . training/research instituticns may keep medical
: : 2 : c Y
¥ : : : H
* * . - !

IVPORTANT

B

Fursuant to Rule 4.1, Articite III; DECS Department Order No. 13-A. s. 1988, Mo agency shall destroy cr sell

any re-ords without

baving first secured authority from the Directory Records Management and Archives Qffice.



5. Page _2 of 8 __ Pages

TR ; SRS f 8. Retention Period : : : :
Ttem Nos 1 7. REC(IDS SERIES TITLE AND DESCRIPTION T T AR . 9. Disposition Authority/Remarks
% ; Active . Storage . Total 3
.r:{'_ 3 : : : 3
W : . : : ‘ : = :
3. /,; Tonsent to invoivement in Medical Trials : s . + Dispose 1 yr. after completion of medical
o : < : : ; irial. If product of confinement, follow
§ : = : . the disposition schedule under Item
t . f s s HNo. 2 for Hon-Medico-legal records.
2 . - e s '
4. ; In-Patient Chart ‘ : : : A1l Health Care Facilities, irrespective
t ; to Hadlon : 7 H « of its category and r?acsaf;cat10n shall
3 Sas;clﬁ??;%gxaigcgggghin Record/Graphic Chart/ * ; f : dispose of redlca? reraxis beyond foteen
: TPR Chart : . : s years (15 yrs.).
Consent to Hospitalizati : : ¢ g =
: Covr. cheot/toce sect/itatan-dachored 1 T R s e v
ecor * : 5 5
: Discharge Summary f : . : gﬁ?ggigrrecords bevond 15 yrs., if deem
: Laboratory Record ’ : . X Y :
- Nurses Notes/Nursing Records X : ; ; 5
‘ Personal History ; - \ £
2 Physical Examination : : : =
i Physicians/Doctors Order Shest ;. : ‘% 3
& Progress Records/Progress Hotes/Doctor's ° : g .
v Progress Notes : ; - : :
: Supplemental Records . ‘ ‘ :
4 Anti-Cosgulant Therapy Record 3 : . .
s Autopsy Report | 2 o . . :
} Blood Transfusion Record p £ : .
3 Consuitation Report : : 5 5
i Delivery Block : > : 5
' Labor Roon Record : : A i
4 Mewborn Record X = s .
’ Pre-natal Recerd : ? : p
t Summary of Parturation 3 g N g
3 Diabetic Record s * s :
Dialysis Record : ’ s :
i 3 DEetary Recard/&epsrz : ' : :
v : Discharge against Hedical Advice : s 5 . )
:u N w5 A...—,_E):..__,,?____ e o ' i : 3 . .

e et ot +
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5 e Page 3 of 8 Pages

By g ~ * 8. Retention Period i S ' :
Ttem No. 7. REC(2DS SERIES TITLE AND DESCRIPTION . ; R AL : 9. Disposition Authority/Remarks
: H ‘ . ; : A . Active .: Storage . Total : e e
: ‘ - ; : = ;
H Electrocardiogram {ECG Block) % . . : s
3 Report : R : :
s Tracing : : : :
3 Fluid Intake and Output Chart . - : .
: Inhalation Therapy Record 1 2 : :
3 Intravenous Fluid Shaet : in : :
: edication Board : . : :
3 Operation Record % : :
: Anesthesia : £ : :
3 informed Consent for Surgery, Anssthesta . : : :
¢ and other Procedyres : : - : :
: Cperating Room Record : 3 s :
: Operative Technigue : z : :
s " Retovery Room Record : s 3 =
: Tissue/Biopsy Record ¢ 5 : :
: <= Parenteral Fluid Sheet- : £ : 3
¢ Pulmonary Laberatory Blood Gas Analysis : ¥ : :
: Radio Therapy Record s . : :
: Referral Stip : : : :
' Rehabilitation Record : . : 3
E _Tissue/Organ Donation : : : :
: Vital Signs Record : : :
5. f Indexes : P;E RHARENT ! For agoscy referss,
' Disease : : : :
¥ Haster Patisnt : : : : = ;
s Operation ¢ : s Requirement from all tertiary hospitals
3 Physician . s . and in some secondary hospitals with
4 ! e : . teaching/training/research components.
? . : : z
6. & Logbooks ; = s . :
2 Electrocardiogram (ECG) : PERMANEBNT . For agency reference.
¢ Family Plamning {Sterilization) : PERMANEBNT . For agency reference.
: Leboratory : : 4 : . Dispose 2 yrs. after the last entry
: ; Bacteriology : : : : provided no item is subject of a medico-
. : -Blood Chemistry 5 : s . legal case,
v a e i S , . S Gt : : - 5




e , 5. Poge & or B poas

Ge, 7 - : 8. Aetention Period - : 5 : -
Item Noe 7« REC(3DS SERIES TITLE AND DESCRIPIIUN - S aoal i & i ; 9. Dispositioy Aubhority/Remarls
. , : Activn . Storage | Total :
¢ : ; : :
. Clinical Microscopy R : : :
: Hematology : 52 : :
¢ Hispathology : : : : i
: Specimens 3 : : 3
é Live/Still Birth : s PERMANENT 3
$ Hedical Records Semnce{ Iincoming f%eé}eai Zecords: : H e
: : from iéards} s . : :
3 Hedico-Tegal = s PERHAERENAT :
§ Radiology ; : P ,E RHAREERT S
: ‘C-’f Scan : : : :
! Ultrasound : : : :
¥ -Ray (»?wmne/;«p*ﬂa? Proceaure* : . ; :
Surgical C PERMANENT P “or agemcy reference,
5 ¢ iedical Records of Emp'!ayees Horking in & Health : i ¢ Dispose 14 yrs. after separation/veluntary
; Care Facility : : : - i resignation or velirement from the facility.
B : : : : :
8. : Out-patient Records (Ambulatory Service) 3 g i Dispase 10 yrs, after last consulfation/visit.
7 d 5 S : . : : 7
3. : Psychiatric Records ¢ 25 yrs,; P25 yrs, % :
10. ¥ Records of Infants Delivered in a Health Care : s * Retain until patient reaches the age of
; Facility : : > P majority {18 yrs.)
11, ' Registers : PERMANENT *  For agency referenze,
3 Adwission and Discharges . : ’
3 Birth : : H :
¢ Death - : 5 : :
? -Delivery Room : : : :
: Emergency Room : 5 : : :
b Labour Room : 4 - :
¥ Operation Room 3 : 47 :
:  But-patient Service/Depaiiment : 3 : .
» ¢ Prescription of Patiedis {Prohibited Brugs) s : : :
: Tumor (Special Registry Book) - : : ; :
AT R s SR z : s * 2

e A 20
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RECC DS SERIES TITLE AND DESCRIPTION

8,

Réte;xt.\'. on_Period

9. Disposition Authority/Remarks

Item Nos 7 R e e
et Active . Storage | Total
12. Raports :
Census :
caily 1yr. 1w,
Honthly s ‘ Dispase 2 yvrs, after preparation of asnual
: report. :
Censumption and Inventory of supe}1e= 2 yrs 2 wrs, :
Incident (ﬁurses and othars) | : s, irrespectivs
: = ?»1cat10” shall
f s beyond fifteew
: Health Care Facilities attached to teaching/
. training/research jnstitutions may keep
s wedical records beyond fifteen years (15 yrs.)
j s iT decu necessary.
Hotifizble Discasss iyr. s 1 wr.
Statistical . .
Annual PERMARENT
Monthly loyr. S "
SSemi-Annual 3 yr. 1 0

13;
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1 ¥ .
Resuits/xepcrts of Examinations/Procadures/Tests

ECG Report/Result and

Labar;tcry
Bactericiogy
Blood Chemistry
Clinical Hicroscony
Hispathology
Parasitoiogy

Tracing «
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211 Bea
of its catego
dispose of ”edaca:
(15 yrs.)

Health Care facilities attached to teaching/
training/researe) institutions may keep
maedicz] records beyond 15 yrs. if deem !
necessary. :

th Care Facilities, irrespective
ory and cl TassiFication shall
recerds beyond fifteen

For all laboratory, X-ray, ECG and other
examinations requested as a produchiof
hospitalization/confinement, the original
copy must be incorporated in the medical
regords. -




5« Page 5 of 8 Pages

7. RECCRDS SERIES TITLE AND DESCRIPTION

8. Retentign Period

de
Active

TR 2]

TS

Storage

c->
Total

9. Disposition Authority/Remarks’

14,

. rw

Requesis
Access to Llinical Information fronm
Hedical Records e

-~

ECE

Laboratory

Bectericlogy
Biocd Chemistry
Hispathology
Parasitoiogy
Urinatysis
Release of Information
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€nﬂtinuaticn for Item No. 13,

" The first duplicate nust be maintained by

the service concerned as “0Office File®.

§ tha rﬂsui* is a product of an OPD
Lonsuitataen then the. original must
be Tncorpc”a‘rﬂ with the OPD record.

Attach to Medical Records, all Health Bare
Fabwiztxes, irrespactive of iis category
and classification shail dispase of

medical records beyond fifteen yrs.{15 yrs.)

Health Care ~1Ca?zfies attached to teaching/

‘training/research institutions may keep

medical reccords beyond 15 yrs. if deem
neCessary. :

Tispose 1 yr. from date/release of
official repori/result.

Sisp e 1 yr. from date/ralecase of
offic

£Fi 1a: report/resuit.

Attach to Hedical Records and follow
disposition avthority under Item No. 14.

Dispose 1 yr. after date of receipt.




5 Page 7 of B8 Pageé

%

. e = : : * 8. Retenticn Period : = :
Item No. @ 7. RECC3DS SERIES TITLE AND DESCRIPTION ; & - o S s ; 9. Disposition Authority/Remarks
- 3 : Active | Storage , Total : '
; ~ X-Ray f : : f Bisp05e>1 yr. from date/release of
: C-T Scan ; f : ; afffcia1 report/result.
s Routine ; # : :
: Special Procedures : . : :
: - Ultrasound 1 . : $
15, ¢ ¥-ray Films : : : : :

: Hith Court Case : ; : -+ A1l Health Care Facilities, irrespective -
s . : '+ of iis categdry and classification shall
4 : § : *  dispese of medical records beyond fifteen
: 3 : : : yrs. (15 yrs.) ‘
= : / : :  llealth Care Facilities attached to teaching/
: : . : *  tréining/research institutions may keep
: : i : i medical records beyond 15 yrs. (15 yrs.) -
f : . ¥ : if deem necessary.
. Without Hedico-Tegal Cass. : Byrs, . 5yrs. ® 10 yrs. s HOTE: X-ray Films of interestigg cases
A Pt : : : 9 : with teaching and research signifi-
: : ; . : cance may be maintained beyond 10
: ; : " : yrs. depending on the decision of
. : : ¢ : the hospital management.
: MOTE: FOR FACILITATIVE RECORDS, PI.EASE REFER : ' : :
: TO DECS DEPT, ORDER 13-A,<., 1888. P : % .
® ¢ G : :
e : 1 3 :

FEe » :




Page of Pages

DR. MA. i%ﬁ M. GALON

Chairman
Records Management Improvement Committee

§ - ise Prepared by: - = e P
4 . ; dlng
_EMHANUEL 1. AGUSTAN :
?j’ Name :
ical Re e oY \ovn s
Medical Records Adviser = (‘\ gy oy

Position -

AL

Assisted by: L% E%

11.

i 3. App BTedECtOG Hospital Operations and Management Servrce

R2cards ‘Hanzge ons Anaivst I .
P o Ao > sty
b, e s e HILARION J. RAMIRQ/ JR., MD, MHA
4, Records Management Analyst ; Agency Head
/ :
N Secretary of &;7
. TO BE ACCOMPLISHED BY THE RECORDS MANAGEMENT AND ARCHIVES OFFICE
This hecords Disposition Schedule
/7 is being returred for improvement/correction
s E is being recommended for approval
APPROVED;
f o e
f / i y{ﬁf RN ;'amtrﬂg ; %/"\
\Q:Aqm CONCEPCION \ i i RICARDQ) L. FABAPAT.
zz{ 3 : g € a:D _Director 1V
& . . Records Ma emen ua )Z Commifrtee 51 é‘g Q@ f ; :
= < % § ATt /C,Q \& ok !
i Fn ‘;‘«' ARD n =
E ¥ IMARH 2 1994 [ OND ARCHIVES OFFICE | M. €, 198y v
: Date < Date




