	Brent IT Equipment – 

Procedures for the disposal of computer hardware and the destruction of removable media
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PCs – Hard Drive – (Usually Drive C :) 

If confidential information is held on the PC or if it may have held confidential information in the past the hard drive should be destroyed. In all but exceptional circumstances a hard drive will require destruction. The PC should be stripped of any external hardware enhancements and additions. Software licensed to the PCT should be removed. Contact the Service Desk to log a disposal request
An engineer will call to remove the Hard Drive & any re-usable / serviceable parts. 

Hard Drives will be magnetically destroyed by physically destroying the magnetic layers.  (This is a specialist procedure & ensures that the hard drive can never be used again & that any data on the disk is permanently destroyed)

You should contact your site manager to arrange for disposal of the stripped casing.

PC Monitors - contain hazardous waste materials and disposal is to be arranged with your Site Manager. 

Serviceable monitors should first be offered for re-use within the PCT.

The service desk can advise you if the monitor is serviceable.

You can advertise your monitors on the Intranet for free by contacting the;

Press & Communications Department.

Wembley Centre for Health and Care, 
116 Chaplin Road, 
Wembley, 
Middlesex, HA0 4UZ

Telephone 020 8795 6109 E-mail Caroline.McGuane@brentpct.nhs.uk
If you do not receive a response to your advertisement, the Press & Communications Department may be able to send out a Brent wide email on your behalf offering your monitor/s to a wider audience. 

If not required by any department within the PCT consideration may be given for donation to local schools or charities. The Service Desk will hold a list of approved organizations. If you would like to donate to an organization that is not on the approved list you may apply via the Service Desk to have your chosen charity or local school added to the list. 

In ALL cases any movement or disposal of such an asset must be notified to the Service Desk who will record the serial no. or asset tag no. 

CDs & Floppy Disks – disposal can be arranged with the Service Desk. 

Plastic cases should not be sent along with CDs but re-used within your department where possible, or disposed of locally. 

CDs & Floppy Disks containing confidential information can be dealt with but MUST BE MARKED AS “CONFIDENTIAL WASTE” Unmarked CDs or Floppy Disks will be treated as suitable for re-use.

CD ROMS / DVD ROMS will be shredded by ICT

Floppy disks will be magnetically destroyed before being treated as waste. 

Memory Sticks (Will be treated as per Hard Drives & will be permanently destroyed at the end of their life)

Please deliver all CDs & Floppy Disks destined for secure destruction to your nearest drop off point, see below:
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Note: ALL media sent for secure destruction should be either delivered by hand or by secure courier at your department’s expense.

Personal Data Files – must be handled in accordance with the Data Protection Act 1998 and the PCT Guidelines. 
Health Informatics (ICT Team) - Fairview, Wembley Centre for Health & Care, 


116 Chaplin Road, 


Wembley, 


HA0 4UZ





Heath Informatics (ICT Team) 


F.A.O On-site Brent tPCT ICT Engineer


Willesden Centre for Health and Care,


Robson Avenue,


Willesden,


NW10 3RY
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