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RECORDSRETENTION AND DISPOSITION SCHEDULE
Health, Department of. M edical Radiological Services.

Agency: Medical Radiological Services

Division:

ITEM| RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)

1|85-167 RADI OLOGY LI CENSE FI LES | MAGE any hard-copy records according to
This record typically includes applications for licenses to | |ARA imagi ng standards, and RETAIN all
be a radi ol ogic technologist, |limted radi ographer, cardiac | electronic files within the |ndiana
cat heterization radi ographer, nucl ear mnedicine Pr of essi onal Licensing Agency's MLicense
technol ogi st, or radiation therapy technol ogist. A typical O fice system per cross-agency agreenent.
file could contain the application for |icense or DESTROY hard copies after verification of
certification, a student or provisional permt, supporting el ectronic records for conpl eteness and
docunentation for neeting all licensing requirenents and legibility. TRANSFER a roster of all
renewal applications. A file may include correspondence, licensed professionals to the | ND ANA
notes, and documentati on of admi nistrative actions taken ARCHI VES annual ly in a format approved by
agai nst a person's license. Disclosure of these records may | I ndi ana Archives staff, containing nane,
be affected by I1C 4-1-10. THIS IS A CRI Tl CAL RECORD. prof ession, type, |icense nunber, issue

date, expiration date, and |license status,

[NOTE: Only legacy microfilmalready transferred to the for permanent archival retention.
I ndi ana Archives prior to 7/2019 shoul d be catal oged under
Item 85-167. New records transferred to the Archives after
that date should be under 85-167, Sub-Item 3.]

2(2010-32 |STUDENT AND PROVI SIONAL PERM T FI LES TRANSFER to RADI OLOGY LI CENSE FILES (R S.
This record typically includes applications for a Student 85-167) if a corresponding license is
or Provisional Permt. These Permits are required for granted. DESTROY five (5) years after the
individuals enrolled in Departnent-approved radi ography date of the application if no corresponding
progranms for obtaining the clinical training requiremnent. Iicense has been granted during that tinme.
These Pernits are issued for neeting |icensing or
certification requirenents for a radiol ogi c technol ogi st,
limted radi ographer, cardiac catheterization radiographer,
nucl ear medi ci ne technol ogi st, or radiation therapy
technol ogist. A typical file could contain the Student or
Provi sional Permt application as well as supporting
docunentation for neeting all or sone of the licensing
requirements. A file may include correspondence, notes, and
docunentati on of adm nistrative actions taken against a
person-s pernit. Disclosure of these records may be
af fected by I C 4-1-10.

3|79- 3653 RADI ATI ON MACHI NE REG STRATI ON PROGRAM | MAGE any hard-copy records according to
This record typically includes an application, inspection | ARA st andards, and RETAIN all electronic

reports, correspondence, conpliance letters, violation
letters, notification of equi pment sales, notification of
patient m sadm nistration, notification of enployee

over exposure, scal ed drawi ngs where x-ray equi pnent is

| ocated and safety surveys . |nspection cycles range from
twelve to thirty-six nmonths. Depending on the inspection
cycle, the Medical Radiology Services Program coul d have

i nspection reports ranging fromtw to six years old. This
information is retained within the Indiana Professional

Li censi ng Agency?s MyLicense O fice system

files within the Indiana Professional

Li censi ng Agency's MyLicense O fice system
per cross-agency agreement. DESTROY hard
copies after verification of electronic
records for conpleteness and legibility.

MAI NTAIN two (2) inspection reports and
supporting docunents of the sane date range
as the inspections at all times; DELETE the
ol dest report and supporting docunents when
a new report is received. DELETE all

rel ated records seven (7) years after a
facility is determned to no |onger be in
busi ness.

Approved by the Indiana Oversight Committee on Public Records
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79- 3660

PHYSI CI ST/ | NSPECTOR APPLI CATI ON

This record typically includes a physicist/inspector
application and supporting docunentation sent in by

i ndi vidual s supporting their claimthat they are qualified
as a Diagnostic | maging Physicist, Health Physicist,

Radi ati on Oncol ogy Physicist or X-ray Mchi ne | nspector.
THIS IS A CRITI CAL RECORD.

[NOTE: Only legacy microfilmalready transferred to the

I ndi ana Archives prior to 7/2019 shoul d be catal oged under
Item 79-3660. New records transferred to the Archives after
that date should be under 79-3660, Sub-Item 3.]

I MAGE any hard-copy records according to

| ARA i magi ng standards, and RETAIN all
electronic files within the |ndiana

Pr of essi onal Licensing Agency's MyLicense
O fice system per cross-agency agreenent.
DESTROY hard copies after verification of
el ectronic records for conpl eteness and
legibility. TRANSFER a roster of all
licensed professionals to the | ND ANA
ARCHI VES annually in a fornmat approved by
I ndi ana Archives staff, containing nane,
prof ession, type, license nunber, issue
date, expiration date, and |icense status,
for permanent archival retention.

Approved by the Indiana Oversight Committee on Public Records
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