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Purpose

Cornerstone BHC ensures prudent and effective records management procedures in order to:

1.
satisfy all legal, operational, fiscal, and audit requirements 

2.
create efficiency and economy in managing the storage, protection, and disposal of records.

Definitions
Records:  Any information captured in reproducible form, regardless of media, made or received by Cornerstone BHC.  This excludes outside books, periodicals and Cornerstone BHC publications.

Media:  Any substance for the capture and recording of information such as, but not limited to, paper, microforms, magnetic media, videos, DVDs, CDs, and portable digital data storage devices.

Responsibilities

 Primary responsibility for records management and compliance resides with the Office Manager (Waterville) and Facilities Coordinator (Bangor) who will advise users on matters related to corporate records retention.  The Health Information Services Team Leader with guidance from the Privacy Officer will provide day-to-day advice and assistance to users in regards to medical records.

Program Reviews

The Cornerstone BHC records management program will be periodically reviewed for compliance by a person designated by the CEO and Executive Director/Privacy Officer to ensure that objectives and procedures are continually being met.

RECORDS RETENTION AND DISPOSITION
Purpose

The purpose of the records retention program is to provide for the timely removal of inactive records from active records storage, and to provide lower-cost storage for inactive records, while ensuring appropriate access and proper protection and controls.

Master Retention and Disposition Schedule

All records qualifying for retention must be covered by the approved Master Retention Schedule.  Record titles can be added with the approval of the CEO and Executive Director/Privacy Officer.  This contains the schedules for the transfer to storage and the subsequent destruction of inactive records after all operational and legal requirements have been met.  Each type of record carries a code defining retention periods and destruction schedules.  The following codes are used:

Retention Codes

Descriptions
A
Refers to any audit (governmental, outside, or internal) involving Cornerstone BHC records.  Ex.:  If records must be kept for two years after an audit, they would be coded A+2.


C


Indicates records to be retained for the current year only.

CP
Refers to completion of a project or file.  Ex.: CP+3 indicates a retention of three years following completion.

P
Indicates permanent retention, and is used only for historical records to be kept during the entire life of the Agency. A very small number of these will be deemed archival records.

S
Refers to material of value only until
superseded.

T
Refers to the termination of an activity or use of a record.  Ex.:  T+4 on a personnel related information would indicate that the material would be retained for four years following termination of the employee.


Inactive records may be removed from active storage as authorized by the schedule.  Records properly coded (including the destruction date) and turned over to the Facilities Coordinator or Office Manager will be placed into inactive storage, which can be accessed during the retention period.  These records will be routinely destroyed at the end of the scheduled retention period without consulting the originating department.

MASTER RETENTION AND DISPOSITION SCHEDULE

Category
Record Description



Retention in Years:
Code







Office        Storage  
Total
ACCOUNTING

0010

Accrued Time Reports


C

6
  C+6

0015

Agency Budget



C+1

5
  C+6

0020

AP Invoices




C

6
  C+6

0025

AP Check Register



C

P
  P

0030

AP Ledgers




C

P
  P

0035

AR Ledgers




C

P
  P

0040

Bank Deposit Slips



C

6
  C+6

0045

Bank Statements



C

6
  C+6

0050
Bank Reconciliations



C

6
  C+6

0055

Canceled Checks



C
 
6
  C+6

0060

Capital Fixed Assets Ledger


C

P
  P

0065

Cash Journals




C

P
  P

0070

Cash Receipts




C

P
  P

0075

Check Registers



C

6
  C+6

0080

Contracts




T

6
  T+6

0085
Correspondence - Executive


C

P
  P

0090

Correspondence - General


C+1

--
  C+1

0095

Cost Allocations



C

6
  C+6

0100

Depreciation




C

6
  C+6

0105

Expense Reports



C

6
  C+6

0110

Fidelity Bonds




T+6

--
  T+6

0115

General Ledger



C
 
P
  P

0120
Insurance Policies - in force


S

--
  S

0125
Insurance Policies - terminated

T+1

5
  T+6

0130

Mortgage Records



T+1

5
  T+6

0135

Notes Ledger




T+1

5
  T+6

0140

Packing Slips




C

6
  C+6

0145

Payroll Registers



C

6
  C+6

0150

Payroll Tax Records



C+1

5
  C+6

0155

Per Diem Reports



C

6
  C+6

0160
Petty Cash Reconciliations


C

6
  C+6

0165

Real Estate Rent Dockets


C+2

5
  C+7

0170

Reviewed Financial Reports


C+2

P
  P

0175

Surety Bonds




T+6

--
  T+6

0180

Time Sheets




C

6   
  C+6

0185

Trial Balance




S

--
  S

0190

Travel Advance Log



C

6
  C+6

0195

Unbillable Cost Report


C

6
  C+6

Category
Record Description



Retention in Years:
Code







Office        Storage  
Total
0200

Unclaimed Wages



C+2

--
  C+2

0205

Vendor Invoices



A

6
  A+6


CEO/COO
1005

Advisory Board Minutes


C+2

P
  P

1010

Annual Reports



P

--
  P

1015
Articles of Incorporation


P

--
  P

1020

Charter/Bylaws



P

--
  P

1025
Claims & Litigation



P

--
  P

1030

Client Complaints



C+2

--
  C+2

1035
Correspondence - Executive


C+2

P
  P

1040

Correspondence - General


C+2

--
  C+2

1045

Directives




P

--
  P

1050

Land Surveys




P

--
  P

1055

Lease Abstracts 



S

--
  S

1060

Leases - Buildings



T

6
  T+6

1065

Minutes-Executive Team


C+2

P
  P

1070

Minutes-Management Team


C+2

P
  P

1075

Mergers & Acquisitions


P

--
  P

1080

Organization Charts



P

--
  P

1085

Policies & Procedures



P 

--
  P

1090

Property Appraisals



C

9
  C+9

1095

Seal





P

--
  P

EXECUTIVE DIRECTOR/CLINICAL PROGRAMS

2005
Client Complaints



C        
 
6
  C+6

2010

Client Incident Reports


C+1

5
  C+6


2015
Correspondence - Executive


C+2

P
  P

2020

Correspondence - General


C+1

--
  C+1

2025

Medication Variances



C+1

5
  C+6

2030

Minutes-Staff Meetings


C

6
  C+6

2035

Past clinical policies/procedures

S

P
  P
FACILITIES/PURCHASING

3005

Bids





CP

6
  CP+6

3010

Blueprints/Layouts



P

--
  P

Category
Record Description



Retention in Years:
Code







Office        Storage  
Total
3015

Building Permits



T+9

--
  T+9

3020
CAD Drawings



S

--
  S

3025
Certificates of Occupancy


T + 9

--
  T+9

3030

Construction Contracts


CP+5

--
  CP+5

3035

Correspondence - General


C+1

--
  C+1

3040

Correspondence – Management

C+1

2
  C+3

    3045                Elevator Inspections
   S

   --
       S

3050

Emergency Drill Reports


CP

5
  CP+5

3055

Environmental Site Assessments

P

--
  P

3060

Equipment Repair Orders


CP+4

--
  CP+4

3065

Key Control Records



C+4

--
  C+4

3070

Moves 





C+1

1
  T+2

3075

Office Equipment Records


C

5
  C+5

3080
Preventative Maintenance Reports

CP

5
  CP+5

3085
Property Compliance Inspections

T+9

--
  T+9

3090

Purchase Orders



C+1

5
  C+6

3095

Purchase Requisitions



C+1

5
  C+6

3100

Quotations




C+1

5
  C+6

3110

Receiving Documents



C

6
  C+6

3115
Records Destruction Certificates

C

P
  P

3120
Service & Maintenance Requests

CP+3

--    
  CP+3

3125

Space Allocations



C+2

--
  C+2

3130
Vendor Catalogs/Price Lists


S

--
  S

3135

Zoning Contracts



CP

9
  CP+9


HEALTH INFORMATION SERVICES

4005

Clinical Records-Active


C

--
C

4010

Clinical Records-Closed


T

7
T+7*

4015

Client Appointment Confirmations

C+1

--
C+1

4020

Daily Client Schedule Tracking

C+1

--
C+1


4025

Late Cancellation/No-Show Reports

C+1

--
C+1

4030

Wait Lists




S

--
S

(*Note: Minor's clinical records must be retained seven (7) years after the age of majority.)

HUMAN RESOURCES

5005

Accident/Injury Reports


C

5
  C+5

Adverse Action Files



T+2

7
  T+9
Category
Record Description



Retention in Years:
Code







Office        Storage  
Total
5010

Applications/Resumes


CP+1

--
  CP+1
5015

Benefits Issues



T+4

5
  T+9

5020
Conflict of Interest



T+3

--
  T+3

5025
Correspondence - Management

C+2

4
  C+6

5030
Correspondence - General


C+1

--
  C+1

5035

Counseling Records



CP+3

--
  CP+3

5040

Disability Records



C+1

P
  P

5045

Discrimination Charges


T+5

--
  T+5

5050

Education/Training Records


C

--  
  T+3
5055

Garnishments




T+3

--
  T+3

5060

Grievances




C+1

P
  P

5065

Hazardous Communications Records 
C

P
  P

5070

Injury Reports




C

5
  C+5

5075

I-9 Forms




CP

3
  CP+3

5080

Job Descriptions



S

--
  S
5085

Job Postings




CP

1
  CP+1

5090

Leaves





CP

--
  T+3
5095

Med. Exams (Occ. Exposure)


CP

P
  P

5100

OSHA 300 Reports



C+5

--
  C+5

5105

Payroll Deductions



CP

3
  CP+3

5110

Performance Evaluations


CP

--
  T+3
5115

Personnel Files



C

T+3
  T+3

5120

Postal Records




CP

2
  CP+2

5125
Retirements/Pensions



P

--
  P

5130

Safety Committee Reports


C+1

4
  C+5

5135

Salary/Wage Rates



S

--
  S


INFORMATION TECHNOLOGY

6005

Application Development Documentation
CP

9
 CP+9

6010

Database Development Documentation
CP

9
 CP+9 
6015

PC/Server Support Records


C

5
 C+5

6020

Information Systems Manuals

S

--
 S
6025

Software Licenses



T

5
 T+5

6030

Systems Analysis/Design Studies

CP

5
 CP+5
6035
Telecommunication Studies


C

2
 C+2

6040

Telephone Directory



S

--
 S

6045

Telephone System Records


C

5
 C+5

6050

User Manuals




S

--
 S
Category
Record Description



Retention in Years:
Code







Office        Storage  
Total

MARKETING/COMMUNITY RELATIONS
7005

Advertising




C+1

3
  C+4

7010

Artwork




C

--
  C

7015

Community Affairs



C+1

3
  C+4

7020

Correspondence - General


C+1

--
  C+1

7025

Donations/Gifts



P

--
  P

7030

Exhibits




C

2
  C+2

7035
Internal Publications



C

P
  P

7040

Manuscripts




C+2
 
--
  C+2

7045

Mailing Lists




S

--
  S

7050

Media Packets




C

--
  C

7055

News Releases



C+1

3
  C+4

7060

News Videos




C

--
  C

7065

Publicity Photos



C

P
  P

QUALITY ASSURANCE

8005

Forms Control Files



P

--
  P

8010

Reports to DBDS



C+3

--
  C+3
Records Transfer Procedures
1.  Order standard retention containers (often called “banker boxes”) by submitting a purchase requisition to the Facilities Coordinator or Office Manager.  This box measures 12" (width) X 11" (height) X 16" (length).  Larger boxes are not to be ordered or used because they are too heavy and can cause safety issues and injuries.  

2.  Transfer records in their manila folders directly from the file drawer into the carton without disturbing the existing filing arrangement.  Penda-flex hanging folders containing the manila folders must NOT be transferred, since they prevent the tops from fitting onto the boxes properly.  Also three-ring binders should not be transferred for reasons of bulk, weight, and expense if still reusable.

3.  Pack records folders in the upright position, facing letter-size files to the 12" side, or legal size files to the 16" side.

4.  Whenever possible, pack records with the same disposal date in the same box or related group of boxes.  When quantities of records are small, create a "miscellaneous" box by combining various records having different retention periods.  This type of carton must be stored for the LONGEST applicable retention code in the mix of miscellaneous types of documents.

5.  NO written description of the contents should ever appear anywhere on the exterior of the box, which is a security/privacy measure. (See box transfer form requirements below.)
Records Transfer Form

The Records Transfer Form is used to ensure accurate tracking and control of records in retention.  Records may NOT be placed in storage unless the Records Transfer Form is completed including the destruction date based on the document code.  (See Records Retention and Disposition Schedule above.)  The sender's name must be clearly legible.  The multipart form itself consists of four copies with distribution as follows:

1.  Originating Department

2.  Storage Copy 
3.  Facilities Coordinator in Bangor or Office Manager in Waterville, whichever applies
4.  Adhesive Box Label

Form Completion Instructions

The originating department completes the entire form with the exception of the "Records Storage Use Only" portion.


   Dept.: Self explanatory
Unit: Leave blank
   Category Code: Reference the code in the Master Retention Schedule.

   Date of Records, From /To:  Indicate the date range during which the records were active.

   Date of Destruction: See the Master Retention Schedule for guidance.


   Description of Records: Self explanatory.


   Sender's Name and Date: Self explanatory.

Distribution
1.  Retain the Originator's Copy as the departmental file copy during the retention life of the records.  The box identification number alone will always be sufficient for retrieval.

2.  Tape the Records Storage Copy to the inside lid of the box, being careful to match the identification number appearing on the external label.  (This is a disaster recovery measure.)  

3.  Forward the Records Management Copy to the Facilities Coordinator in Bangor or Office Manager in Waterville.  

4.  The last part is the Box Label.  Remove the peel-off label by folding back the precut edge.  The label should be immediately placed in its ENTIRETY on the identification (front) end of the exterior of the storage box.  When processing several boxes, ensure that the correct label numbers are affixed to the appropriate boxes.

INACTIVE RECORDS STORAGE
General

All storage facilities for inactive records must provide:

1.
Accessibility to records for authorized persons

2.
Security from improper access to records

3.
Protection from fire, water, steam, humidity, mold, insect/rodent infestation, and other destructive agents

Storage Facilities

Every Cornerstone BHC location must make effective provision for the storage of inactive records until those records are eligible for disposal.  Facility decisions will be determined by:

1.
Volume of records to be stored

2.
Frequency rate of retrievals

3.
Availability of storage space

4.
Cost of space per square foot
Storage Equipment

For on-site storage, properly bolted and adjustable metal shelving with cross back sway braces is durable and economical equipment for storing standard-sized records boxes.  Used shelving is often available at discount.  The optimal size shelving for the records retention application is 32” in depth and 42” in length for a bay which will accommodate two layers of records boxes.  (The 32” depth rather than a 30” depth eliminates box overhang.)  Records should not be placed in a basement unless it is known not to flood.  Likewise, records should never be placed directly under overhead water pipes.


Should Cornerstone BHC facilities become inadequate to the volume, commercial records repositories and sometimes local moving companies offer retention and related services.  Management should tour the vendor’s facility to evaluate bonding, separation of client storage areas, security arrangements, fire protection, and environmental controls.  All services, procedures, and the fee schedule in the proposal should be understood and evaluated.



Storage Security

All stored records should be locked and safeguarded.  Records should not be available to anyone except authorized personnel.  For off-site storage, Cornerstone BHC management is responsible for ensuring that vendors comply with contract provisions, guarantees and Cornerstone BHC security requirements.
RECORDS DESTRUCTION
General

Records destruction is initiated automatically in the normal course of business for obsolete records that have been held for the full retention periods as indicated, and where all operating and legal requirements have been met.  The originating department will not be contacted, as the authorization for disposition is the destruction date writte on the box label.  Efficient disposal creates space availability for new accessions of records.

Destruction Schedules

Records are to be held in storage until the date of destruction indicated on the box label (as was determined from the Master Retention Schedule).  Record cartons will be destroyed along with the records, since the age, condition and value of used cartons will not warrant the cost of disassembly.

Destruction Methods

Small quantities of records can be destroyed on site by shredding.  Generally, however, destruction of larger quantities of records should be outsourced to a mobile shredding service which collects and destroys the material at the customer’s site.  Using a service offering a baling process is not recommended, as baling is most often not immediate and papers have been known to become detached from bales.  Likewise use of a dump or landfill presents an unacceptable risk whereby records might be inspected by unauthorized persons, not to mention the possibility of records becoming loose and blowing around the site further compromising confidentiality.  Recycling of shredded paper records is permissible.

Documentation

Where a commercial depository or mobile shredding service handles destruction, the vendor is to always provide a Certificate of Destruction indicating at a minimum the date, quantity of boxes, and a listing of specific boxes destroyed by label number.  Destruction Certificates are to be kept on file as permanent documentation.  
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4

