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DEPARTMENT OF PERSONNEL & ADMINISTRATION ARCHIVES NO.
STATE ARCHIVES AND PUBLIC RECORDS 1011
RECORDS DISPOSITION SCHEDULE :

DEPARTMENT DIVISION SECTION ) o
PUBLIC HEALTH & HEALTH FACILITIES CENTRALIZED FILES PERMANENT 2
ITEM DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS
NO.
i Architectural Blue Prints of Health Care 6 years phus current
Facilities (Non-Confidential) - Facility
construction plans required as part of
licensure process.
2 Best Practices Files ~ Submissions from 5 years plus current xiﬂ:&i) ;re‘od{calﬁy discontinued due fo lack

facilitics 1o be shared via internet and
manuals with other facilities re: particularly
successful programs and practices. (Non-
Confidential) :

3 Budget Work Papers - Annual budget 3 years plus current
preparation papers. (Non-Confidential}

Section 7 — Budget Records

4 C‘omp!aim Enveszigatior‘zs & Quppor‘ting 5 years plus current

against Iamlmcs such as res;dent dbme or
neglect.

5 Congtruction (Life Safety Code) Files Permanent
{working files} - Enviroamental and fire
safety documentation. May contain

- VM ) Note: No record shall be destroyed that pertains to
confidential information. any pending legal case, claim, action or audit.

6 Court Cases — Supporting documentation not | [0 years plus current
actually fited in court {Confidential)

7 Court Pocuments - Filed (duplicate copies) LUintil no lenger needed
{Confidential)
8 Drafts — Draft copies of occurrences, Until no longer needed Section 1-34

deficiency lists*, history, complaints
(Confidential)

9 Emplovee Travel Reimbursement Vouchers 3 years plus current Section 7F - Expenditures
& Records & Petty Cash Records (for office ;
supplics, ete.}) (May contain confidential

information)
0 Enforcement Files {Adverse Action, Plan of | 5 years plus current I Civil Money Penalties are imposed. start
Correction; duplicates) (Non-Confidential} redention from seitlement date.

! request approval of the above records disposition schedule, Retention periods have been established by this agency after careful evaluation of all of the
factors listed in the State Records Management Policies and Progedires Manual. | hereby certify that f am authorized to act for the head of this agency in
matters pertaining to disposal of records. 1 also certify that 1 wilt comply with all conditions listed in the Records Management Policies and Procedures
Manual.

foveemnd

Stdte Archivist’s Signature Datc ‘ fﬁeco:ﬂs’[;;azson Officef's ;gna;uj T Date
%ﬂa ?/?/?M?/ \i (g}éw e ary ox /3?{?(:)‘?

Attormy Generdl's Signature Date S@;&wg’&@ Date /

S V. S ithai a (Ala~] 1/ /200 ¢ Cod /es
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DEPARTMENT OF PERSONNEL & ADMINISTRATION

STATE ARCHIVES AND PUBLIC RECORDS ARCHIVES NO,
RECORDS DISPOSITION SCHEDULE

10-11
DEPARTMENT | DIVISION SECTION _ N
PUBLIC HEALTH & HEALTH FACILITIES CENTRALIZED FILES PERMANENT 2

ENVIRONMENT DIVISION NON.PERMANENT
ITEM DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS
NO. _ _ .

11 Facility Files (Public) - Containing For documents within file, 3 years {*See Exception 11A below)

certitication documents and misc. plus current.

correspondence (Always review first for
confidential information.) Includes the
Hospitals (all types)

Swing Beds

Persprelive Payment Systems

75% Review Certs - Rehab

Nursing Homes

Hospices

Assisted Living Residences

Home Health

Developmentally Disabled

Aduit Day Care

Elderly, Blind & Disabled

Rural Health Clinics

Persomal Care Homemaker
Community Clinie
Electro-Convalsive Treatment
Community Mental Health Clinic
Ambulatory Surgical Center
Qutpatient Phys, Therapy Clinic
Comprehensive Outpatient Rehab Facility
Residential Care Facility

Portable X-ray Faciity

End Stage Renal Dialysis Facilities
Long Term Care Facilities

* & & @ 4 & 5 4 &£ & & 8 & B & B H B & B 0= W

11A Joint Commission on Accreditation of
Healtheare Organization Documents
(JCAHO) * - Forms and correspondence
within Facility Files.

Permanent

12 Facility Files {Public) - Closed
{May contain confidential information}

5 years plus current afler closure.

13 Faci?ity i;iist_ary.’ ReQ{:rts & ﬁi’roﬁ.ﬁes - Onling 5 yeuss plus current Pull anc_! re_ta%zz Joint Commission on
Sur‘vc“v Certification and Repotting Accreditation of Healthcare Organization
{OSCAR) ~ Documents (JCAHO) permanently.

[ata base report containing most recent 3
vears of facility info (Oscar 3). {(Non-
Confidential}
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DEPARTMENT OF PERSONNEL & ADMINISTRATION
STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

ARCHIVES NO.
10-11

DEPARTMENT DIVISION

PUBLIC HEALTH &

ENVIRONMENT DIVISION

HEALTH FACILITIES

SECTION

CENTRALIZED FILES PERMANENT

&

NON-PERMANENT =

ITEM
NO.

DESCRIPTION

RETENTION PERIOD

SPECIAL INSTRUCTIONS

14

15

16

17

18

19

b2

21

22

Federal Monitoring Susvevs — Reports of
resulis of congressionally mandated performance
oversight surveys {Federal Oversight Support
Survey (FO8S8) and Comparative) performed by
Regional Centers for Medicare & Medicaid
Services (CMS) office during or after HF surveys.

Fitness/Compliance Reviews — Reporis
pertaining to a new ownet/change of business
ownership, (Confidential)

Health Maintenange Organization (MO}
Files ~ Containing HMO documents such as
Annuat Fiscal Statements, Credentialing Policies,
Insurance Agreements, Quality Management
Programs, Intercompany Agreements (including
Network Agreements and network proposals},
expansion proposals, Provider Agreements,
Children's Basic Health Plan Applications, and
Statements of Actuarial Opinion. May conlain
confidential informaltion

infection Control Worksheets for
Ambulatory Surgical Centers {Confidential)

Informal Review Files (Confidential) Facility
disputes against deficiency citings. Final letter to
facility with revised Deficiency List is Non-
Confidential, alf else may be Contidential.

Internal Policy and Procedures
(Nen-Confidential}

Internal Cadity Review documents
{Confidential)

Joint Commission on_ Acceeditation of
Healthcare Organization Documents (Non-
Confidential)

See Facility Files,

Licensure Documents (Non-Confidentialy —
Facility Heensing forms, apphications,
correspondence and stipulations,

7 years plus curreat

5 years plus current

Permanent

3 vears plus curreng

5 vears plus current

5 years after superseded

Until superseded

Permanent

§ years plus current

Maintain oviginal application for 5 years afier

Jocility closure.
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DEPARTMENT OF PERSONNEL & ADMINISTRATION .
STATE ARCHIVES AND PUBLIC RECORDS ARCHIVES NO.
RECORDS DISPOSITION SCHEDULE

10~11
DEPARTMENT DIVISION SECTION
. . ; T ANENT o
PUBLIC HEALTH & HEALTH FACILITIES CENTRALIZED FILES PERMANENT &
ENVIRONMENT DIVISION NON-PERMANENT =
; -
ITEM DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS
NO. . .
23 Malpractice Reporis & Documentation 5 years plus current
(Synopsis and/or duplicates/may contain -
confidential information)
24 Medication Administration Files — Annual 6 years after expiration of contract Section 11-3 (Temporary Employees)
Instructor contracts and related paperwork,
schedules, ¢lass lists and evaluations (May
be originals/may contain confidential
informatiot)
28 Nurse Staffing Files - All facility types, 3 years plus current Phased out August 2002, Rerention now applizs
containing Quarterly Censns Reporis, to cach component kept ws o separace fHe rype:
Outside Resources forms, changes in Census Reports and Oueside Resource forms in

Birector of Nursing (Non-Confideitial) binders, DON changes in Facility Files.
Computer has 3 years; additional 2 years must

24 Gecurrence Files {Confidential) - Self 5 years plus current b !
be maintained as hard copies.

monitoring facilities” reports on deaths,
injuries, ete,

27 Ownershin/Control of Premises Documents 5 years plus current
{Confidential: may contain SSN numbers)
- Disclosure forms submitted for
certification.

Lease agreements and extensions may be
green Y
permanent if sl applicable.

28 Pavroll = HFD emplovee §eave Applications | 3 years plus current
(May contain confidential information)

Section 10-12

29 Payroll — HFD emplovee Time & Attendance | 3 years plus current
Reports (May contain confidential L
information} Section 10-23
30 Personnet Records and Awards 5 years plus current from last day of

{duplicates) {Confidential) — May include job | employment
description and employee actions.

3t Ouality Assurance Plans/Quality 3 years after superseded :
Management Files (Confidential)
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DEPARTMENT OF PERSONNEL & ADMINISTRATION

STATE ARCHIVES AND PUBLIC RECORDS
RECORDS DISPOSITION SCHEDULE

ARCHIVES NO.
10-~11

DIVISION

DEPARTMENT SECTION ] N
PUBLIC HEALTH & HEALTH FACILITIES CENTRALIZED FILES PERMANENT &
ITEM DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS
NO. _
32 Records Disposition Files (Non- Permanent Section §-28 {See also 1-27 & 1-29)

33

34

Ll
th

36

37

38

39

Confidential} - Where, when and how
records are stored and destroyed,

Resident Ouality Emprovement Program
{ResQUIPY Case Files - Facility evaluation
forms, resident surveys, on-site evaluations,
questionnaires and correspondence pertaining
to Resident Centered Quality Improvement
Program and state granf money incentives.
{May contain confidenttal information.)

Secured Unit Files/LTC {Confidentiaf) ~

Floor plans, approval letters, interoffice
communications, bed change proposals,
policies and procedures re: compliance
proposals for Chapter V, Section 19,
May contain resident names.

State Standards & Revisions
(Non-Confidential)

Survev Files { Working Files) (Confidentialy
{Inctudes Survey Report Forms and
surveyors' notes)

Third Step Appeal Files —~ Appeal paperwork
generated as part of the grievance procedure
per Chapter V, 12.6. {Confidential ~

contains very specific resident information.)

Vendor Contracts for Serviges and Goods.
including grants (May be originals/may
contain confidential information)

Vouchers for Purchase of Goods & Services
{May contain confidential information)

3 years plus current

Permanent

Permanent

5 years plus current

5 years plus current and all rights of

appeal have expired

6 years after contract ends plus any
terms limising action thereunder

3 years plus current

Secticn 2-8. Grant Case Files (with modified
retention per departmental option.}

Section 7 — Contracts and Purchase Order files

Section 7 - Expenditures
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DEPARTMENT OF PERSONNEL & ADMINISTRATION

STATE ARCHIVES AND PUBLIC RECORDS ARCHIVES NO.
RECORDS DISPOSITION SCHEDULE

10-11
DEPARTMENT DIVISION SECTION ] ,
PUBLIC HEALTH & HEALTH FACILITIES CENTRALIZED FILES PERMANENT
ENVIRONMENT DIVISION NON.PERMANENT
ITEM DESCRIPTION RETENTION PERIOD SPECIAL INSTRUCTIONS
NO.
49 Waiver Correspondence Files — Requests and | Permanent

responses for various types of facility
regulation waivers, such as staffing
minimums and plumbing fixtures per capita
issues. (Non-Confidential)

4} Waiver Review Survevor Noteg — Research Permanent
notes and facility review documents
generated during the waiver review process.
May contain internal emails and memos.
{Confidential)
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