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RECORDSRETENTION AND DISPOSITION SCHEDULE
Child Services, Department of. Child Welfare.

Agency: Child Welfare Division:

ITEM
NO.

RECORD
SERIES

TITLE/DESCRIPTION
(This Retention Schedule is approved on a space-available basis)

RETENTION PERIOD

1

2008-24

CHI LD FATALI TY/ NEAR FATALI TY FI LES - UNSUBSTANTI ATED

These are used for statistical and planning purposes. This
record series was created to enable the Departnment of Child
Services to better track the deaths/near deaths of

children. This record series includes |aw enforcenent
reports, coroner reports, if applicable; relevant nedica
records and copi es of any medi a coverage of the death or
near death. The file may al so contain rel ease of
information forns that might be required in order to secure
necessary information, correspondence, phone nessages or
formal assessnent reports and concl usions. An
unsubstantiated file: Wen facts obtai ned during an
assessment (investigation) provide credible evidence that
child abuse or neglect has not occurred. Disclosure of
these records nmay be subject to I C 31-33-18-1. Retention
based on I C 31-33-26 and | C 31-33-27

TRANSFER t o the RECORDS CENTER one (1) year
after assignment of unsubstantiated status.
DESTROY after an additional twenty-three
(23) years in the RECORDS CENTER

2008- 26

FI NGERPRI NT ACCESS LOGS

Access to fingerprints of individuals being considered as
potential placement for children under the care and custody
of the Department of Child Services, and the results of the
crimnal history checks based on the fingerprints, nust be
tracked. Alog is kept for tracking access to this
material. Each |log consists of one (1) cal endar year-s
worth of tracking. Disclosure of these records nmay be
subject to | C 5-14-3-4-(b).

TRANSFER to the RECORDS CENTER five (5)
years after |og closure. DESTROY after an
additional twenty (20) years in the RECORDS
CENTER.

Approved by the Indiana Oversight Committee on Public Records
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2008- 27

FI NGERPRI NTS- RESI DENTI AL | NSTI TUTI ONS/ FOSTER OR ADOPTI VE
HOVES

Pursuant to IC 31-27, residential facilities (i.e., group
honmes, child caring institutions and child placing
agencies), as well as foster and adoptive hones are
required to provide the Departnent of Child Services with
the necessary information, forns, or consents for the
Departnent of Child Services to conduct fingerprint checks.
As to all other background checks, the applicant nust
provide the results of the check to the Departnment of Child
Services. Regarding residential facilities, executives,
facility directors, and enpl oyees, volunteers and interns
who have or will have direct contact, on a regul ar and
continuing basis, with children who are or will be under
the direct supervision of the facility are required to have
crimnal history checks. Regarding foster or adoptive
homes, applicants for licenses, all household nmenbers at

| east fourteen (14) years of age, and any enpl oyee or

vol unteer who has or will have direct contact, on a regul ar
and continuing basis, with children who are or will be
under the direct supervision of the applicant are required
to have crimnal history background checks. A contracted
agency fingerprints those persons, scans the prints and
transmits the prints to the Indiana State Police (ISP). The
Indiana State Police transmits the prints to the FBI and
receives the crimnal history information back
electronically to which the ISP adds their infornmation.
This is then e-mailed to Central Ofice. Records of those
persons who are disqualified or conditionally disqualified
based upon crimnal history are kept at Central O fice
either electronically on a secure site or in hard copy in
|l ocked files. Disclosure of these records may be subject to
| C 5-14-3-4-(b).

TRANSFER to the RECORDS CENTER ten (10)
years after resolution of status. DESTROY
after an additional fifteen (15) years in
the RECORDS CENTER

2008- 30

SUPPLEMENTAL SECURI TY | NCOME (SSI) FOR WARDS OF THE STATE
These files are maintained separately fromthe child

wel fare files to which they pertain. The content includes
Disability Information and an SSI application that has been
forwarded to the Social Security Administration Ofice for
det ermi nati on.

TRANSFER t o the RECORDS CENTER at the end
of the Federal Fiscal Year of SSI

determ nati on. DESTROY after an additi onal
fifteen (15) years in the RECORDS CENTER

2008- 33

I NSTI TUTI ONAL CHI LD PROTECTI ON SERVI CE FI LES -

UNSUBSTANTI ATED - LOCAL OFFI CE

Files typically contain investigative reports, a referral

| og, notes, correspondence, mnedical reports,
recommendations to the residential child care facility to
the |l ocal Department of Child Services office concerning
action taken on the reconmendations. Files could contain
police or coroner reports, |egal depositions, news
clippings, and audio or video tapes. These are arranged in
folders and dated by the birth date of the youngest victim
child. Unsubstantiated: Wen facts obtained during an
assessment (investigations) provide credible evidence that
child abuse or neglect has not occurred. Disclosure of
these records nay be subject to I C 31-33-18-1. Retention
based on | C 31-33-26 and | C 31-33-27.

TRANSFER t o the RECORDS CENTER one (1) year
after assignment of unsubstantiated status.
DESTROY after an additional twenty-three
(23) years in the RECORDS CENTER

Approved by the Indiana Oversight Committee on Public Records
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2008- 36

CHI LD PROTECTI ON SERVI CE ASSESSMENT -
SCREENQUTS

These files contain information related to allegations.

Fil es contain docunentation pertaining to the assessnent of
a report of alleged child abuse or neglect such as State
Form Nunber 114/ CW Form 0310 and nay contain State Form
Nunber 113/ CWform 0311, the latter showi ng that the report
of alleged child abuse or neglect was unsubstanti ated.

Gt her itens mght include signed consents and rel eases,
notifications, photographs, |og notes, records of nedical
and psychol ogi cal exami nations, safety/assessnment plan,

30/ 75 day reports to specified reporters, risk and

strengt hs/ needs assessments. CPS reports that are screened
out and are not investigated or cannot be fully
investigated are considered inconplete, and the status
assigned to such reports is unsubstanti ated.

Unsubst anti ated: Wien facts obtained during an assessnent
(investigation) provide credible evidence that child abuse
or neglect has not occurred. Disclosure of these records
may be subject to IC 31-33-18-1 and I C 31-27. Retention
based on | C 31-33-26 and | C 31-33-27.

UNSUBSTANTI ATED, AND

TRANSFER to the RECORDS CENTER six (6)
mont hs after assignnment of unsubstantiated
status. DESTROY after an additional
twenty-three and one half (23.5) years in
the RECORDS CENTER

2008- 38

ASS| STED GUARDI ANSHI P FI LES

Files contain information regarding eligible children who
are placed with qualified relatives who can provide an

al ternative permanency option for themthat is in their
best interest. The Departnent of Child Services provides a
subsidy to nmeet the needs of the children based upon

gui del i nes established for this programbut has no ot her
responsibility for the children. The file content includes
copies of the notice of petition for and hearing on

assi sted guardi anship, court records, annual reviews of the
subsi dy, docunentati on of appeals and hearings, and any
child support assignnent.

Di scl osure of these records may be subject to 470 | AC
1-2-7, (August 5, 2009 Update)

TRANSFER t o the RECORDS CENTER three (3)
years after the federal fiscal year in
whi ch assistance is ternminated, and after
recei pt of STATE BOARD OF ACCOUNTS Audi t
Report and satisfaction of unsettled
charges. TRANSFER to the | NDI ANA ARCHI VES
for EVALUATI ON, SAMPLI NG or WEEDI NG
pursuant to archival principles after an
additional seven (7) years in the RECORDS
CENTER

2008-40

TITLE I V-E FC ELIG BILITY FI LES

These files are maintained separately fromthe child

wel fare files to which they pertain. The content includes
budget forns, court orders, verification of eligibility
criteria, placement docunentation such as |icensing data,
CPS and crimnal history checks, child support and Medicaid
assi gnment and ot her suggested docunentati on.

TRANSFER to the RECORDS CENTER after
recei pt of STATE BOARD OF ACCOUNTS Audi t
Report and satisfaction of unsettled
charges and after renoving and destroying
crimnal history data. DESTROY after ten
(10) years in the RECORDS CENTER

2009- 16

FOSTER CARE AND ADOPTI ON RElI MBURSEMENT

These paynents are nmade pursuant to a schedul e of payments
froma Local Ofice of the Departnent of Child Services
provided to a child in foster care or an adoption. Paynents
are made as long as a child is in foster care or age 22,
one (1) year past the age of majority. Records are arranged
al phabetically by the county name with foster care and
adoption rei nbursenent maintai ned together. Disclosure of
these records may be subject to IC 4-1-10-1, 1C 31-19-19-2,
I C 33-33-18-1, 42 USC 671(a)(8), 42 USC 1305 and 1306 and
45 CFR 205.50. Retention based on 42 USC 603 and 42 USC
677(i)(3).

NOTE: FOSTER CARE AND ADOPTI ON REI MBURSEMENT RECORDS I N
HARD COPY WERE DI SCONTI NUED JANUARY 01, 2009. ALL RECORDS
CREATED AFTER THAT DATE ARE | N AN ELECTRONI C MEDI UM BACKED
UP BY THE | NDI ANA OFFI CE OF TECHNOLOGY NI GHTLY.

TRANSFER paper records to the RECORDS
CENTER after recei pt of STATE BOARD OF
ACCOUNTS Audit Report and satisfaction of
unsettl ed charges. DELETE el ectronic
records and DESTROY paper records after an
additional twenty-two (22) years.

Approved by the Indiana Oversight Committee on Public Records
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10[2012-01 |[CLOSED PROVI DER FI LES - SUBSTANTI ATED CHI LD PROTECTI ON TRANSFER to the RECORDS CENTER after
SERVI CE ASSESSMENT cl osure of service provider and any
Files typically contain simlar infornation to that found necessary re-filing and date identification
in Record Series 2008-34 (CH LD PROTECTI ON SERVI CE by DCS staff. DESTROY in the RECORDS CENTER
ASSESSMENT- SUBSTANTI ATED), but docunent services provided twenty-four (24) years after the birth year
by a non-governnmental service provider. |f said provider of the youngest victimchild whose case is
cl oses or otherw se goes out of business w thout passing located in the box, or, if such information
its records and clients directly to another service is not identifiable, then twenty-four (24)
provider, records are passed to the Departnent of years after the year of service provider's
Children's Services. Disclosure of these records may be cl osure.
subject to I C 31-33-18-1.

11|2012-02 |[CLOSED PROVI DER FI LES -- STAFF FI NGERPRI NT AND BACKGROUND TRANSFER t o the RECORDS CENTER after
CHECKS cl osure of service provider and any
No personal /identifying information about child service necessary re-filing and date identification
recipients is contained in these records, only staff by DCS staff. DESTROY in the RECORDS CENTER
informati on from non-governnental service providers. after an additional ten (10) years.
Di scl osure of these records may be subject to IC 5-14-3-4
(b).

12|2012-12 HEARI NGS AND APPEALS ADM NI STRATI VE APPEAL RECORDS TRANSFER to the RECORDS CENTER two (2)
Records of the Hearings and Appeals office only. Files may years after the cal endar year in which
i nclude: inconplete and conpl ete requests for final order is issued. TRANSFER to the
admi ni strative hearings, notions or other requests, notices | | NDI ANA ARCHI VES for EVALUATI QON, SAMPLI NG
regardi ng specific adm nistrative hearings, orders issued or VEEEDI NG pursuant to archival principles
by an Administrative Law Judge, including final decisions after an additional four (4) years in the
and final agency decisions issued by the ultimte agency RECORDS CENTER
authority or designee, exhibits offered and/or admtted,
Stipulations of Facts offered by the parties in any
speci fic case, audi os of tel ephonic Status Conferences and
admini strative hearings, roomreservation requests,
confirmations and emails to and fromthe DCS Hearings and
Appeal s staff regarding specific cases, and copies of any
informati on regarding Judicial Review of the agency
decision in an admnistrative appeal. D sclosure of these
records may be affected by IC 5-14-3-4, |C 31-19-19, IC
31-33-18-1, IC 31-33-26-9, IC 31-39-1-2 and 470 | AC 1-2-7.

13]90- 23 CLOSED, DENI ED OR REVOKED FOSTER HOME FAM LY HOMVE FI LES TRANSFER to the Records Center five (5)
Central Ofice and Local Ofices maintain separate files years after the license is denied or
and may contain the follow ng information: application for revoked or hone is closed. DESTROY after an
a license, health records, the narrative home study with addi tional nineteen (19) years in the
updates and the |icense, CPS and criminal history RECORDS CENTER.
informati on with appropriate rel eases, agreenent forns,
wat er anal ysis, and documentation regarding initial
licensure, re-licensure, and closure of the home as well as
the local Departnent of Child Services office
recommendation to approve the license application. If a
license is denied or revoked, the file will contain notices
of any action taken, any appeals, a hearing decision and
related relevant information. Disclosure of these records
may be subject to IC 31-33-18-1.

14]90- 24 CHI LD CARI NG | NSTI TUTI ONS, PRI VATE SECURE FACI LI TIES, GROUP | TRANSFER to the RECORDS CENTER five (5)

HOVES AND CHI LD PLACI NG AGENCI ES

These institutions and agencies |icensed by the Departnent
of Child Services have authority to provi de out-of-home
care for children. Licensed child placing agencies al so
have authority to supervise foster homes and to place
children for adoption. These files may include:
applications for a license, State Departnent of Health and
State Fire Marshal reports, licensing inspection reports,
and correspondence.

years after the cal endar year of I|icense
deni al /revocation or institution/home

cl osure. DESTROY after an additional

ni neteen (19) years in the RECORDS CENTER.

Approved by the Indiana Oversight Committee on Public Records

Page 4




15

90- 26

REG ONAL SERVI CE STRATEG C PLANS

This file contains a copy of the plan for each region.
Pursuant to I C 31-26-6, 2008 |ndiana General Assenbly,
Departnent of Child Services nust approve the plan. The
plan is biennial and is an evaluation of local child
wel fare service needs and a determination of appropriate
delivery nmechani sns, including a funding allocation anmong
servi ce providers.

the

TRANSFER to the | NDI ANA ARCHI VES for
EVALUATI ON, SAMPLI NG, or WEEDI NG pur suant
to archival principles; four (4) years
after approval of the plan.

16(90- 39 | NDI ANA SPECI AL NEEDS ADOPTI ON PROGRAM ( SNAP) TRANSFER al | phot ographs, narratives and
This programis mandated by | C 31-19-27 and conplies with updates to the | NDI ANA ARCHI VES for
and expands the intent of federal |aw to encourage EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
adoption. SNAP is a state-funded program of the Departnent archival principles; three (3) years after
of Child Services. Photographs of special needs children, a|the child is either adopted or reaches
narrative and updates pertaining to them are naintained. ei ghteen (18) years of age.
Di scl osure of these records may be subject to IC
31-19-19-4.

17|2008-34 |[CHI LD PROTECTI ON SERVI CE ASSESSMENT- SUBSTANTI ATED TRANSFER to the RECORDS CENTER five (5)

Files typically contain assessnent reports, State Form
Nunber 114/ CW 310, State Form Nunber 113/CW 311, a
referral, contact |og notes, correspondence, nedical
reports, photographs of injuries, recommendations to
residential child care facilities and reports fromthose
facilities. Files could contain police or coroner reports,
news clippings, audio or video tapes and 30/ 75 day reports
to specified reporters. These records al so include

docunent ati on of admi nistrative review and/or

admi ni strative appeal of the decision to substantiate.
Docunent ati on may support the lack of need to take further
action. If further action is taken, it may be in the form
of a Services Referral Agreenent, including a face sheet, a
signed Services Referral Agreement and records from service
providers. The Services Referral Agreenent was di scontinued
in July of 2007 and no new records will be created. If
further action is taken, it may be in the formof an
Informal Adjustment or child in needs of services (CH NS)
court action. Files may include a prelimnary inquiry and
other court records as well as records from service

provi ders, signed consents and rel eases, notifications,
records of nedical and psychol ogi cal exam nations, safety
assessnent/plan, risk and strengths/needs assessnents, a
child history, case plans and case narrative, child and
famly team neeting notes and nedi cal and educati onal
informati on. These files nmay al so contain ternination of
parental rights docunentation and/or guardi anship
docunentation. These files do not address assessnents that
involve any fatality that has been substantiated. Records
may be in hard copy formor input electronically into the

| NDI ANA CHI LD WELFARE | NFORVATI ON SYSTEM (CW'S) or
Managenent Gateway for |ndiana-s Kids (Mad K). Disclosure
of these records may be subject to I C 31-33-18-1. Retention
based on I C 31-33-26 and | C 31-33-27. THS IS A CRITICAL
RECORD,

years after closure of case.

M CRCFI LM according to 60 | AC 2 after an
addi tional twenty (20) years in the RECORDS
CENTER. DESTROY hard copies after
verification of filmfor conpl eteness and
legibility. TRANSFER origi nal negative roll
to the | NDI ANA ARCHI VES for permanent
archival retention; TRANSFER duplicate roll
to agency.

Approved by the Indiana Oversight Committee on Public Records
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18|78-916 FOREI GN ADOPTI ON PROGRAM For files that contain a finalized adoption
These files have records of some Indiana adoptions of decree: M CROFI LM according to 60 I AC 2 six
foreign children. The records include the same infornation (6) nonths after agency jurisdictionis
as an interstate adoption, but also contain nedical term nated. DESTROY origi nal docunents
informati on and ot her supporting docunentation. Disclosure after verification of microfilmfor
of these records may be subject to IC 31-19-19-2. THIS IS A | conpl eteness and legibility. TRANSFER
CRI TI CAL RECORD. original negative roll to the | ND ANA
ARCHI VES for permanent archival retention;
TRANSFER duplicate roll to agency. DESTROY
duplicate roll one hundred (100) years
after the date the adoption was finalized.
For files that do not contain a finalized
adopti on decree, DESTROY all records six
(6) nonths after agency jurisdictionis
term nat ed.
19(90- 27 I NSTI TUTI ONAL CHI LD PROTECTI ON SERVI CE FI LES - M CROFI LM according to 60 IAC 2 ten (10)

SUBSTANTI ATED - LOCAL OFFI CE

Files typically contain investigative reports, a referral

| og, correspondence, mnedical reports, recommendations to
the residential child care facility and reports fromthe
facility to the local Department of Child Services office
concerning action taken on the recommendations. Files could
contain police or coroner reports, |egal depositions, news
clippings, and audio or video tapes. These are arranged in
fol ders and dated by the birth date of the youngest victim
child.

Subst anti ated: Wien facts obtained during the assessnent
(investigation) provide a preponderance of evidence that is
sufficient to |l ead a reasonabl e person to believe that
child abuse or neglect has occurred and/or when the alleged
perpetrator admts of having abused/ negl ected the all eged
child victim Disclosure of these records nay be subject to
I C 31-33-18-1. Retention based on IC 31-33-26 and IC
31-33-27.

Substanti ated: when facts obtai ned during the assessnent
(investigation) provide a preponderance of evidence that is
sufficient to | ead a reasonable person to believe that
child abuse or neglect has occurred and/or when the alleged
perpetrator adnmits to having abused/ negl ected the all eged
child victim

Di scl osure of these records may be subject to IC

31-33-18-1, (2004 Edition to 2009 |ndiana General Assenbly)

years after closure of case. DESTROY hard
copies after verification of filmfor
conpl eteness and | egibility. TRANSFER

original negative roll to the | ND ANA
ARCHI VES for pernmanent archival retention;
TRANSFER duplicate roll to agency.

Approved by the Indiana Oversight Committee on Public Records
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20[90- 28 CHI LD FATALI TY/ NEAR FATALI TY FI LES - SUBSTANTI ATED M CROFI LM according to 60 IAC 2 ten (10)
These are used for statistical and planning purposes. This years after closure of case. DESTROY hard
record series was created to enable the Departnment of Child | copies after verification of filmfor
Services to better track the deaths/near deaths of conpl eteness and legibility. TRANSFER
children. These records include | aw enforcenent reports, original negative roll to the | NDI ANA
coroner reports, if applicable; relevant nedical records ARCHI VES for pernmanent archival retention;
and copi es of any nedia coverage of the death or near TRANSFER duplicate roll to agency.
death. The file may al so contain release of information
fornms that mght be required in order to secure necessary
i nformati on, correspondence, phone nessages or fornal
assessments reports and concl usions. A substantiated file:
When facts obtained during the assessnent (investigation)
provi de a preponderance of evidence that is sufficient to
| ead a reasonabl e person to believe that child abuse or
negl ect has occurred and/or when the alleged perpetrator
admts to having abused or neglected the alleged child
victim Pursuant to |IC 31-33-26-15(c), the Department of
Child Services is required to keep records until 24 years
after the date of birth of the child identified as a victim
in the assessnment. Disclosure of these records may be
subject to I C 31-33-18-1. Retention based on |IC 31-33-26
and | C 31-33-27.
21]90-31 CHI LDREN I N NEED OF SERVI CES (CHI NS) CORRESPONDENCE AND M CROFI LM according to 60 IAC 2 five (5)
COWPLAI NTS years after closure of case. DESTROY hard
These files contain information regarding children who have | copies after verification of filmfor
been abused or negl ected and have been declared children in | conpl eteness and legibility. TRANSFER
need of services (CHINS) by the court. Information could be | original negative roll to the | ND ANA
conveyed by formal witten correspondence, e-nmail or a ARCHI VES for pernmanent archival retention;
phone message. Disclosure of these records nmay be subject TRANSFER duplicate roll to agency.
to 1 C 31-39-1-2 and I C 33-33-18-3. Retention based on IC
31-33-26 and | C 31-33-27.
22190-52 ADOPTI ON CASE FI LES TRANSFER t o the RECORDS CENTER after agency
Case files contain records of adoptions of Indiana jurisdiction is term nated.
children, including petitions, CPS and crimnal history
informati on, court orders, nedical and social history M CRCFI LM according to 60 | AC 2 after an
records, a summary to a court, an adoption decree and additional twenty (20) years in the RECORDS
records pertaining to any formof adoption financial CENTER. DESTROY hard copies after
assi st ance. verification of filmfor conpleteness and
Di scl osure of these records may be subject to IC legibility.
31-19-19-2, (2006 Suppl enent)
TRANSFER ori gi nal negative roll to the

THI S 1S A CRITI CAL RECORD. I NDI ANA ARCHI VES for permanent archival
retention; TRANSFER duplicate roll to
agency.

23|2008- 29 | NTERSTATE COMPACT ON ADOPTI ON AND MEDI CAL ASSI STANCE DESTROY one (1) year after receipt.

(1 CAMB)

The Central Eligibility Unit (CEU) in Central Ofice
receives docunentation fromother states pertaining to
continuation of established Medicaid benefits for

out-of -state children in adoptive placements who rel ocate
to Indiana and vice versa. CEU then sends a copy of this
docunentation on to the appropriate local office in Indiana
or to the |CAMA adm nistrator in the state to which an

I ndi ana adoptee receiving Medicaid is noving. Disclosure of
these records nay be subject to |IC 31-19-19-4.

Approved by the Indiana Oversight Committee on Public Records
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2008- 37

FI NGERPRI NTS- FOSTER OR ADOPTI VE HOMES

Conmpl ete sets of fingerprints are required for all menbers
of a househol d age 18 and ol der as well as for any enpl oyee
or volunteer who will have direct contact on a regul ar and
continuing basis with the foster or adoptive children in
the hone. This applies to all foster or adoptive hones
whet her |icensed or not. Fingerprinting nust be done prior
to or within 72 hours of placenment of a child in the hone.
The fingerprints and the results of crimnal history and
background checks based on the fingerprints are maintained
in separate | ocked file cabinets at the local office and
arranged al phabetically by name.

DESTROY when the foster or adoptive hone is
cl osed.

25

2008- 39

HOVE STUDI ES (CUSTODY, LI CENSING OR ADOPTION) - | NCOWPLETE
Files contain only partial information required to conplete
the hone study. If the required naterial is not subnitted
within a year fromthe beginning of the study, the case is
consi dered cl osed.

DESTROY five (5) years fromthe date the
study was initiated.

26

2012-03

PERFORMANCE AND QUALI TY | MPROVEMENT REPORTS
Short-termreports and questionnaires whose data is used to
create the Performance and Quality |nprovenent Annual

Report (covered under GRPUB-1 on the General Retention
Schedul e). Files include RPS Survey Results - Quarterly
Report, QAR (Quality Assurance Review) Second Party

Revi ews, QAR Tool / Revi ewer Workbook, QAR Interview
Questionnaires, QSR (Quality Service Review Reviewer

Wor kbook, I ndiana Child Wlfare QSR Profile (Roll-Up
Sheet), |ndiana Department of Child Services QSR Regi onal
Reports and I ndi ana Departnent of Child Services Hotline
Report. Records exist largely in electronic format, barring
the printed workbook. Disclosure of these records may be

af fected by | C 31-33-18-1.

DESTROY/ DELETE after five (5) years.

27

2012-11

DCS STATEW DE TOLL FREE CHI LD ABUSE HOTLI NE CALLS

Any tel ephonic calls on the followi ng |line, 1-800-800-5556,
are captured and maintained in electronic format only.

Di scl osure of these records may be affected by IC
31-33-18-5.

DELETE twenty-four (24) years after
conpl etion of call.

28

2015- 35

COLLABORATI VE CARE CASE FI LES

These files were not part of an open Substantiated case.
May contain assessnent reports, 310s, 311s, referrals ,

vol untary Col | aborative Care agreenent and docunentation of
services provided while in stay. D sclosure of these
records may be subject to I C 31-33-18-1. Retention based on
I C 31-33-26 and | C 31-33-27.

TRANSFER t o the RECORDS CENTER one (1) year
after closure. Destroy after an additional
twenty-three (23) years in the RECORDS
CENTER.

29

2015- 36

FAM LY EVALUATI ON FI LES

These files relate to famlies and children where there are
no all egations of abuse or neglect, but the famly nay need
assi stance with services or navigation of service systens.
Di scl osure of these records may be subject to IC
31-33-18-1.

TRANSFER to the RECORDS CENTER three (3)
years after services are discontinued.
TRANSFER to the | NDI ANA ARCHI VES for
EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
to archival principles after an additional
four (4) years in the RECORDS CENTER

Approved by the Indiana Oversight Committee on Public Records
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78-917

| NTERSTATE COMPACT ON THE PLACEMENT OF CHI LDREN (I CPC)
CASES

The files include all required information regardi ng the
child(ren) to be placed and the proposed pl acement, and
docunent ati on approving / disapproving the placenent and
closing the case. Files for adoptive placenents nay al so
include a copy of the final adoption decree. All records
after 4/1/2019 will be electronic; no paper file will be
created. Disclosure of these records may be subject to IC
31-19-19- 2. br

[Record Series history note: This series previously

bel onged to the Family and Social Service Adninistration
and was archival between 1990 and 2008. Previous retention,
not applicable to current records: CQut-of-State-Adoptions:
DESTROY upon consummation. |In-state adoptions: M CROFILM
according to 60 | AC 2, six (6) nonths after consummation of
adopti on. TRANSFER ori gi nal docunments to the Indiana
Archives after verification of the mcrofil magainst the
original for conpleteness and legibility. TRANSFER ori gi nal
mcrofilmto the Indiana Archives. DESTROY ori gi nal
docurments and duplicate mcrofilm100 years after
consunmati on of the adoption.]

DESTROY/ DELETE si x (6) nonths after agency
jurisdiction is term nated.

31{90- 42 ADOPTI VE HOME STUDY CASES - NO ADOPTI ON - ACTI VE DESTROY three (3) years after the
These files contain information that was devel oped during DEPARTMENT OF CHI LD SERVICES is notified by
the hone study, but an adoption was never legally the famly that the famly is no | onger
finalized. interested in adoption.
32|90- 44 CHI LD PLACI NG AGENCY LI STI NGS DESTROY two (2) years after expiration of
| C 31-19-8-3, 2004 Edition, requires the Departnent of the list.
Child Services to conpile a list annually of |licensed child
pl aci ng agenci es and | ocal Department of Child Services
of fices that conduct inspection and supervision required
for adoption of a child, pursuant to | C 31-19-8. Sufficient
copies of this public record shall be distributed to
persons and entities |listed, including each |ocal
Departnent of Child Services office and each public library
organi zed under |C 36-12.
33|90-55 HOVE STUDI ES (CUSTODY, LICENSING OR ADOPTI ON) DESTROY three (3) years after determ ned

These files contain court-ordered studies of the hones of
persons who need this service in order to be approved as
caregivers to children who are in need of out-of-home care
on a tenporary or permanent basis. The order may come from
jurisdictions outside of the state, in which case the
Departnent of Child Services follows a regular interstate
procedur e.

Di scl osure of information regarding specific children may
be subject to | C 31-19-19-2, (2006 Suppl enent)

i nactive.

Approved by the Indiana Oversight Committee on Public Records
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