Record Elimination

Purpose:
The intent of this policy is to establish guidelines for personnel, fiscal, and participant record elimination in compliance with Local, State and Federal laws and regulations.
Policy:
Personnel, fiscal, and participant paper and electronic records of CDS Family & Behavioral Health Services, Inc. are considered to be confidential, and access to these records is limited to those with legitimate interest.  All records will be maintained in accordance with HIPAA regulations. 
Procedure and/or Process:

A. Records may be shredded if they meet the following criteria:

1) Personnel Files:
The organization maintains personnel files for a period not less than seven years.

2) Fiscal Records:
The fiscal record is more than six years old.
3) Participant Records (non-SAMH funded):
a) The record of an adult participant is more than six years old.

b) There has been no documented contact with an adult participant or significant other in more than six years.

c) The record of a minor participant is more than six years old.

d) There has been no documented contact with the minor participant or significant other in more than six years.
4) Participant Records (SAMH funded):
a) The record of an adult participant is more than seven years old.  The disposition of participant records shall be carried out in accordance with Title 43 Code of Federal Regulations, Part 2, and ss. 397.501(7), F.S. and HIPAA requirements.  In addition, records shall be maintained in accordance with Children and Families Operating Procedures (CFOP) 15-4, Records Management, and Children and Family Services Pamphlet (CFP) 15-7, Records Retention Schedule used by Children and Family Services, incorporated herein by reference.  Copies of CFOP 15-4 and CFP 15-7.
b) There has been no documented contact with an adult participant or significant other in more than seven years.

c) The record of a minor participant is more than seven years old.

d) There has been no documented contact with the minor participant or significant other in more than seven years.

e) Prior to any action taken records considered for elimination should be approved by the Chief Operations Officer or Chief Executive Officer.
B. Facility Closure
In the event of a program/facility closure, participants’ records shall be transferred to the CDS administrative offices for proper handling and storage.
C. Litigation

When the agency has been notified that a potential cause of action is pending or underway, the agency will immediately place a hold on disposition of any and all records related to that cause.  The COO will decide when that hold can be lifted and the records are again eligible for disposition.

Rev. 9/03, 6/07, 9/07, 3/08, 3/09, 12/11
Page 2 of 2
P-1009

