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No. 

IT114 

 
Scope 
 

IT Department   

Purpose 
 

 
Procedure for the disposal of any IT equipment from UC24 premises, including the 
destruction of information stored on any redundant hard drive. This procedure is to 
ensure that Urgent Care 24 is working to NHS guidelines when disposing of IT 
equipment.  
  

GUIDELINES 
 

 
In all instances sensitive and personnel information must be appropriately removed 
from any electrical device that has the capability to store information these can 
include hard drives, memory storage devices, fax machines, printers including drums, 
film and imaging units, blackberry’s, mobile phones, MP3 players, laptops, tablets. 
  

PROCEDURE RESPONSIBILITY 

1. 
The IT department identifies what equipment is to be disposed of and 
stores this equipment within the storage room ready for a date of disposal. 

IT Department 

2. 

 
Hard Drives removed from all computer systems require a separate 
destruction which must then be issued with a certificate upon destruction. 
 

IT Department 

 
3. 

 
Printers and Fax machines must have any toners and Inks and paper 
removed prior to disposal, and drums, film and imaging units safely 
destroyed using approved contractors. 
 

IT Department 

4. 

 
Redundant items ready for disposal must be secured prior to disposal. 
Once 10 or more items are ready for disposal then a call to CDL Disposal is 
to be made on telephone number 01925 730033 to arrange a collection. 
 

IT Department 

5. 

 
Once a disposal is completed then a certificate from CDL must be obtained 
to record the items disposed and a copy kept within the IT files. 
 

IT Department 



 

 
6. 

 
All equipment disposed of must then be recorded on the IT asset register.  
 

IT Department 
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