RECORDSRETENTION AND DISPOSITION SCHEDULE
Correction, Department of. All Facilities (agencywide)

3 ¥
1816

Agency: Correction, Department of Division:
ITEM RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO.| SERIES (This Retention Schedule is approved on a space-available basis)
1|2007-04 CUSTODY LOGS DESTROY two (2) cal endar years after the
Custody Logs include unit |ogs, post logs, shift I|ogs, | ast date on the | og.

daily | og books, gate logs, visitor's |logs, perineter |ogs,
trip logs, tower |ogs, vehicle issue |ogs, checked weapons
I ogs and many others. Disclosure of these records nay be
subject to I C 11-8-5-2, (2008 |ndiana General Assenbly)

212007- 05 I NCI DENT REPORTS DESTROY three (3) calendar years after the
Incident reports could include reports of critical year of the report.

incidents, reports of use of physical force and an | ncident
Report, as well as evidence | ogs and other supporting
docunents. |If the incident concerns a specific offender,
the report (or a copy for each offender in the case of
mul tiple offenders involved in the sane incident) will be
filed with the Ofender Records (Record Series 86-368).

Di scl osure of these records may be subject to IC 11-8-5-2.

312007- 06 OFFENDER ACCOUNTABI LI TY RECORDS DESTROY two (2) cal endar years after the
O fender accountability records are all offender count date of the report.

records and records relating to the novenent of offenders
within the facility. These woul d include master count
sheets, tally sheets, 24 hour count sheets, inmate passes,
a report of actual body count, count letters, daily
nmovenent sheets, offender popul ation statistical report,
nurmerical card, an intra-institutional transfer and many
other forms.

412007- 07 SEGREGATI ON UNI T RECORDS DESTROY three (3) calendar years after the
These are records concerning the operation of a segregation | offender is no |onger housed on the
unit with the correctional facility. Records typically Segregation Unit.

include a segregation unit property inventory, release from
segregation records, segregation restriction reports and
segregation activity schedules. Any records pertaining to a
specific offender will be maintained on the Segregation

Unit while the offender is housed on that unit and then
transferred to the O fender Records. Disclosure of these
records may be subject to | C 11-8-5-2, (2008 |ndiana
General Assenbly)

5]/2007-08 SECURI TY | NSPECTI ON REPORTS DESTROY two (2) cal endar years after the
These include all information regarding security inspection | correction of any noted probl em areas.

of facilities by Department of Correction enpl oyees.

Di scl osure of these records may be subject to IC
5-14-3-4(b)(10), Version b, (2008 |ndiana General Assenbly)

6(2007-09 OFFENDER PROPERTY RECORDS DESTROY two (2) cal endar years after the
O fender property records have facility copies of reports date of the report.

concerni ng of fender personal property, such as gate

rel eases, records of property issue and other records not
mai ntained with the O fender Records.

712007- 10 DI SCI PLI NARY HEARI NG RECORDS DESTROY one (1) cal endar year after the
These include copies of reports about conduct violations by | date of the hearing.

of fenders that are not filed with the O fender Records.
Exanpl es coul d be schedul es of disciplinary hearings and
reports of conduct that are dism ssed or the case is
overturned on appeal. In accordance with IC
11-11-5-5(a)(10), (2004 Edition), if the offender is found
not guilty this hearing record is expunged.
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812007- 11 STAFFI NG ASSI GNMENT RECORDS DESTROY ten (10) years after the end of the
These are records concerning the assignment of staff to State Fiscal Year and after receipt of
shifts in a correctional facility, including a shift STATE BOARD OF ACCOUNTS Audit Report and
roster, an overtime roster, annual vacation schedules, a sati sfaction of unsettled charges.
master roster or other reports. Disclosure of these records
may be subject to I C 5-14-3-4(b)(10), Version b, (2008
I ndi ana General Assenbly), and IC 11-8-5-2, (2008 Indi ana
General Assenbly) Retention based on IC 34-13-1-1, (2004
Edi tion)

9[2007-12 LOCKDOMN RECORDS DESTROY two (2) cal endar years after the
A | ockdown record includes any record maintai ned regardi ng | ast date of the record.

a | ockdown at the correctional facility and is not
nmai ntained with the O fender Records.

10(2007-13 KEY CONTROL RECORDS DESTROY three (3) calendar years after the
These concern the operation of the key control process at | ast date of the record.
correctional facilities in accordance with the procedures
of the Department of Correction's Key Control. Records
m ght include a record of key holder, key issue |og, key
lists, key inventories, authorizations and restricted key
forms. Disclosure of these records may be subject to IC
5-14-3-4(b) (10), Version b, (2008 Indiana general Assenbly)

11]2007-14 TOOL CONTROL RECORDS DESTROY three (3) calendar years after the
Tool control records are for the operation of the tool date of the report.
control process at correctional facilities. These include
tool inventories, tool audits, |loss of tool reports, sharp
counts, disposal of tools and | ockout/tagout reports.

12(2007- 15 ARMORY RECORDS DESTROY two (2) years after the end of the
Arnory records are recordsfor the operation of the weapons cal endar year.
arnory, including armory inventories, test |ogs and weapons
si gn-out records.

13]2007-16 GENERAL | NSPECTI ON RECORDS DESTROY two (2) cal endar years after
These records are about various inspections conducted in recei pt of an updated inspection.
the facilities on a routine basis. These include
i nspections of cell bars/w ndow i nspections, report of
weekl y inspections, perimeter fence inspections, perineter
intrusi on systeminspections and vehicl e inspections.

Di scl osure of these records may be subject to IC
5-14-3-4(b)(10), Version b, (2008 |ndiana General Assenbly)

1412007- 17 SEARCHES AND SHAKEDOMAN RECORDS DESTROY two (2) cal endar years after the
This record pertains to searches conducted in facilities date of the search or shakedown.
and may include facility enpl oyees, offenders and visitors.

15]2007- 18 ESCAPE RECORDS DESTROY two (2) cal endar years after the
These pertain to the escape of an offender and that appr ehensi on of the of fender.
of fender's apprehension. This COPY of the record is not
mai ntained with the O fender Records. Disclosure of these
records may be subject to I C 5-14-3-4(b)(10), Version b,

(2008 I ndi ana General Assenbly), and |IC 11-8-5-2, (2008
I ndi ana General Assenbly)

16|2007-19 OFFENDER PAYROLL RECORDS DESTROY ten (10) years after the end of the
O ffender payroll records are maintained by facilities State Fiscal Year and after receipt of
aut hori zing an offender to receive state wages. The file STATE BOARD OF ACCOUNTS Audit Report and
will include daily in/out records and nonthly tinme sheets. satisfaction of unsettled charges.
Retention based on I C 34-13-1-1, (2004 Edition)

1712007- 20 SAFETY HAZARD RECORDS DESTROY five (5) calendar years after the
These relate to the safety/ hazard program at the date of the report.
correctional facility and typically include a flammuabl e,
toxic and caustic inventory log, fire prevention
i nspections, hot work pernits, confined entry pernits and
records and health and safety inspection reports. Retention
based on 29 CFR 1904.33(a), (July 1, 2008 Edition)

18(2007- 21 OFFENDER GRI EVANCE RECORDS DESTROY three (3) cal endar years after the

These relate to the of fender grievance process at
correctional facilities. They include grievance |ogs and
other records not filed with O fender Records.

date of the grievance resol ution.
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1912007- 22 OFFENDER | DENTI FI CATI ON RECORDS DESTROY when the offender is released from
These records pertain to the offender's identification. the correctional facility.

They may contain fingerprints and/or photographs. These
of fender identification records are not kept with the
O fender Records. These records can al so be useful if an
of fender escapes froma DOC facility. Disclosure of these
records may be subject to | C 5-14-3-4(b)(10), Version b,
(2008 I ndi ana General Assenbly), and IC 11-8-5-2, (2008
I ndi ana General Assenbly)

20(2007- 23 OFFENDER CORRESPONDENCE RECORDS DESTROY two (2) years after the end of the
These of fender correspondence issues are not filed in the cal endar year.

O fender Records. A typical file might include |legal mail
recei pts and/or notices of action taken on the offender
mai | .

21|2007-24 [COVMUNI TY | NVOLVEMENT RECORDS TRANSFER to the | NDI ANA ARCHI VES for
These docunent the volunteer prograns at a correctional EVALUATI ON, SAMPLI NG or WEEDI NG pur suant to
facility and woul d contain an annual report, community archival principles; tw (2) cal endar years
i nvol vement reports and any correspondence about the after the year of the report.
vol unt eer program

2212007- 25 VOLUNTEER RECORDS DESTROY two (2) cal endar years after the
This file contains information collected on persons who end of the last year the volunteer provided
vol unteer to provide servides to offenders in the servi ces.

Departnent of Correction. The records contain a vol unteer
packet, background checks, fingerprint checks, program
informati on and an application. Disclosure of these records
may be subject to IC 11-8-5-2, (2008 Indiana General

Assenbl y)

23|2007- 26 RELI G QUS SERVI CES PROGRAM RECORDS TRANSFER to the | NDI ANA ARCHI VES for
These woul d concern religious services programs at a EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
correctional facility. Atypical file mght include an archival principles; tw (2) cal endar years
energency notification, mscellaneous religious material, after the year of the report.
correspondence and nonthly and annual reports.

2412007-27 EDUCATI QN LI BRARY SERVI CES PROGRAM TRANSFER to the | NDI ANA ARCHI VES f or
These administrative records pertain to the provision of EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
education/library services in the facilities. Records would | archival principles; two (2) cal endar years
i ncl ude sign-out sheets, correspondence, and reports on after the year of the report.
services provided. No student records are present.

25[2007- 28 SECURI TY THREAT GROUP RECORDS DESTROY two (2) cal endar years after
These are records about nonitoring and tracking of concl usi on of the of fender nonitoring.
of fenders involved in security threat groups. A typical
file includes a profile of offenders and a security threat
group summary. Disclosure of these records may be subject
to | C 5-14-3-4(b)(10), Version b, (2008 Indiana General
Assenbly), and IC 11-8-5-2, (2008 Indiana General Assenbly)

26|2007-29 |[OFFENDER CLASSI FI CATI ON RECORDS TRANSFER to the | NDI ANA ARCHI VES f or
These records concern the classification of offenders in EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
the Departnent of Correction. They woul d include archival principles; three (3) cal endar
correspondence, audits and other documents not filed in the | years after the classification year.

O f ender Records.

2712007- 30 RECREATI ON SERVI CES PROGRAM RECORDS TRANSFER to the | NDI ANA ARCHI VES for
These adnministrative records are about recreation services EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
prograns at the correctional facilities. They m ght include | archival principles; tw (2) years after
a programsign-up formand/or a novie |ist. the end of the cal endar year.

2812007- 31 COW SSARY RECORDS DESTROY one (1) year after the end of the
These pertain to the operation and sale of items in State Fiscal Year and after receipt of
facility commi ssaries. A typical file includes conm ssary STATE BOARD OF ACCOUNTS Audit Report and
lists that are updated at |east every six (6) nonths, the satisfaction of unsettled charges.

of fenders' conpleted order fornms, and the total cost of the

order but no fiscal docunents.
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2912007- 32 I NMATE TRUST FUND DESTROY ten (10) years after the end of the
These are not found in the nmain O fender Records. This State Fiscal Year and after receipt of
record applies to the operation of the Inmate Trust Fund, STATE BOARD OF ACCOUNTS Audit Report and
but wi thout any cancel |l ed checks, bank statenents or other sati sfaction of unsettled charges.
fiscal documents. Retention based on |IC 34-13-1-1, (2004
Edi tion)

30(2007-33 |STATE RESI DENCES TRANSFER to the | NDI ANA ARCHI VES for
A state residence file concerns the maintenance and use of EVALUATI ON, SAMPLI NG or WEEDI NG pursuant to
state owned residences but will not contain the | ease archival principles; three (3) years after
agreenmenr or fiscal documents such as purchase the end of the State Fiscal Year.
requisitions. A typical file may include residence
inventories and mai ntenance schedul es.

31(2009- 06 OFFENDER X- RAYS DESTROY five (5) cal endar years after the
Thi s oversi zed of fender mnedical record is maintained end of the year in which the x-rays were
separately fromother offender records. The of fender nane t aken.
or DOC identification nunmber (ID nunmber) or both may be
present. A non-public agency via contract may provide
nedi cal care to offenders and records created and retained
in furtherance of the contract are are the Departnent of
Correction's. Disclosure of these records nmay be subject to
I C 5-14-3-4(a)(9), (Version b, (2008 Indiana Ceneral
Assenbly) Retention based on | C 16-39-7-2, (2004 Edition)

32|2010-52 |ADM SSI ON LEDGERS TRANSFER to the | NDI ANA ARCHI VES for

EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
to archival principles, five (5) years
after conpletion of each vol une.

33|2010-53 PRI SONER RECORD BOOKS TRANSFER to the | NDI ANA ARCHI VES f or
Books contain records of basic information on each permanent archival retention when filled or
of f ender. after twenty (20) years, whichever occurs

sooner .

34|79-4013 EXECUTI ON RECORD BOCK TRANSFER to the | NDI ANA ARCHI VES for
permanent archival retention when filled or
after twenty (20) years, whichever occurs
sooner.

35(79-4014 |DEATH RECORD BOOK TRANSFER to the | NDI ANA ARCHI VES for

permanent archival retention when filled or
after twenty (20) years, whichever occurs
sooner .
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