File Retrieval Process

File retrieval request received by Admin 
.File Request Form - Modern Records

Above form completed (in Google/Excel format only), including box number, shelf number and location number.  Child’s full name, ICS number and DOB should be included.  
Incomplete forms will be returned.
Completed Google/Excel form is e-mailed to modernrecords@woodhorn.org.uk.
Admin source file location from ‘Additional’ tab on ICS 
Admin add ‘date closed’ to the file record in ICS and open a new record with the same date.  File requester should be included in the subject field
Is the request from within the LA?
YES 
NO
Seek approval from TM before proceeding
File is collected from Woodhorn.  Admin update ICS with new location
File is returned to Woodhorn.  Admin update ICS 
with new location
Admin telephone Datastor ((0191) 2150555) to request file
Datastor deliver file to District Office.  Admin update ICS 
with new location
File is returned to Datastor.  
Admin update ICS 
with new location
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