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	Service
	Data Sets
	Retention Period

	 
	
	

	Community services
	First Contact Document exc. Consent Form.
	10

	 
	Consent Form.
	10

	 
	Toxicological Results Document.
	10

	Old System Datasets
	Waiting List (Access).
	2

	 
	First Contact Document Entry (Access).
	10

	 
	List of Sessions (Sessions d/b Access).
	10

	 
	Recordings+ Correspondence (Printed or on PC).
	10

	 
	Closing Document.
	10

	 
	 
	 

	CMS Datasets
	First Contact Document Entry.
	10

	 
	Sessions List + Registrations + Correspondence.
	10

	 
	Closure Section (D).
	10

	 
	 
	 

	Prevention Forms
	Personal Data on Persons participating in Prevention Activities.
	2

	 
	Personal Data on students for programme accreditation purposes.
	3

	 
	Personal Data on students referred to specialised aid.
	2

	 
	 
	 

	(KSM) Komunita Santa Marija
	Staff diaries Hand Over.
	10

	 
	Group and staff appointment diaries.
	10

	 
	Residents' personal files including: initial contract / financial statements / court appointments / medical appointments / personal contact details / consent forms.
	10

	 
	Financial statements of residents.
	3

	 
	Photos of residents at group activities / outings / events.
	3

	 
	Medical records of residents.
	10

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Psychological Services
	References.
	10 years (Adults) 25 years (Child

	 
	Assessed Known addressed.
	10 years or destroyed when the case closes

	 
	Consent Forms.
	10 years (Adults) 10 years (Child

	 
	Legal Documents.
	 

	 
	Care Order.
	25 years

	 
	Order of the Court.
	25 years

	 
	Contracts of Seperations.
	25 years

	 
	Adoption Documents.
	90 years

	 
	 
	 
	 
	Contact forms and continuation forms.
	10 years (Adults) 10 years (Child

	 
	 
	 
	 
	Process notes.
	10 years (Adults) 25 years (Child

	 
	 
	 
	 
	Psychometric Tests and Psychological Reports.
	Two years

	 
	 
	 
	 
	Therapeutic Material such as recordings and drawings.
	10 years (Adults) 25 years (Child

	 
	 
	 
	 
	Other documents submitted by customers.
	They are destroyed when the case closes

	 
	 
	 
	 
	Closure forms.
	10 years (Adults) 25 years (Child

	 
	 
	 
	 
	 
	 

	(Substance Misuse Inpatient Unit – SMIPU)
	 
	 

	 
	Treatment form both digital and hard copy.
	10 years

	 
	CMS.
	According to FSWS policy

	 
	Nursing report book.
	10 years

	 
	DDAs - Controlled medicines register.
	10 years

	 
	Income-related forms – consent form / contact details of significant ones / List of personal items.
	10 years

	Residential Services In this scenario we agreed to adhere to a six-month retention period after the termination of a rehabilitation programme in the case of assessment and other data in detail, while keeping basic records, such as names, with dates of entry and termination from a rehabilitation programme for a period of ten years.



	Court Services When it comes to court services, we have aligned our reasoning with the existing regulations and procedures already established for the Drug Offenders Rehabilitation Board Tribunal, as well as operations related to the psychotherapist, especially given the fact that the above-mentioned bodies form part of the 'setup' of the judiciary. Therefore the corresponding retention period should be in line with those of the retention policies of the Ministry of Justice and not those of the FSWS.
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