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Control of Records Task List 

Plan- Evidence 
· Copy of Policy/Procedure – Control of Records
· Copy of completed senior meeting minutes regarding control of records.  
Do- Evidence
· Attach a copy of meeting minutes from JHSC /HSR meeting including Senior Management introducing the control of records procedure.
· Attach a copy of a completed safety talk, training all employees (office, field, and production) on the control of records procedure.
· Provide evidence of records maintained to demonstrate the requirements of controlling records.
· Provide evidence of the following means: Identify records, store records, protect records, retrieve records, retain records, and dispose of records.
· Provide evidence means of protection of privacy and confidentiality. 
· Provide evidence that records are and remain legible, identifiable, and tracked, for retrieving later.
· Providing evidence that employees, third parties with access to records relevant while respecting the need for confidentiality. 
Check- Evaluate
· Complete the Check portion, as required in the policy. Consultant is available to support completion if required. Contact your consultant if you need assistance. 
Provide proof of how you did your check
Act- Make Improvements
· Complete the Act portion, as described in the policy. Consultant is available to support completion if required. Contact your consultant if you need assistance.
Plan and timeline for addressing gaps. Provide proof of how you address this.
Story 
· Complete story using template suggestions for Plan, Do, Check, Act portions
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