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RECORDSRETENTION AND DISPOSITION SCHEDULE
Professional Licensing Agency

Agency: Professional Licensing Agency

Division:

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

1|85-547 ANNUAL REPORTS At the end of the year of receipt, TRANSFER
Filed with the board by nursing schools. A typical report one (1) electronic copy of each report to
details the nunmber of students, tuition and rel ated the | NDI ANA ARCHI VES for EVALUATI ON,
informati on. These reports are received el ectronically. SAMPLI NG and VEEDI NG pur suant to archival

principles, in a format approved by Indi ana
Archives staff.

2]190-118 LI CENSEE FI LES I MAGE any records received in a non-digital
El ectronically maintained licensee files for all license format according to | ARA i nagi ng standards.
types regul ated by the Professional Licensing Agency. DESTROY hard copies after verification of
Records are a mix of born-digital and inaged files. My el ectronic records for conpl eteness and
contain application, test scores, correspondence, legibility. MAI NTAI N agency copy of
transcripts, electronic duplicates of any related GRLEG 1 el ectronic records permanently, for agency
litigation files, and other supporting docunents for ref erence.
licenses and pernmits. Disclosure of these records may be
affected by I C 5-14-3-4(a) (7), and I1C 5-14-3-4(b) (2).

Current licensing status for all individuals licensed in
each profession is also maintained separately in RS
2002- 26, Licensing and Renewal |nformation Database.

312000- 10 MONTHLY VERI FI ED REPORT- BARBER & COSMETOLOGY SCHOCOL I MAGE any records received in a non-digital
Pursuant to 820 | AC 4-1-10, barber and cosnetol ogy school s format according to | ARA inaging standards.
shall submit this report to the Board of Cosnetol ogy DESTROY hard copies after verification of
Exam ners. File includes State Form 43716 or its el ectronic records for conpl eteness and
equi val ent. Activity in the previous nonth is reported, legibility. DELETE el ectronic records five
i ncludi ng new students, all students who have paid all (5) years after the year of the report.
their tuition, and drop-outs.

412002- 25 CONTI NUI NG EDUCATI ON AUDI TS - PASSED DESTROY after conpletion of successful
These are audit files of individual |icensees, done as a audi t.
random sanpling, along with a naster |ist of auditees for
each renewal cycle. The |licensee nust provide proof of all
continuing education clainmed on |license renewals, or risk
nonconpl i ance, resulting in paying a penalty, the issuance
of a conditional license, or disciplinary action. Audits
that result in discipline beconme part of the agency's
GRLEG- 1 litigation files.

512002- 26 LI CENSI NG AND RENEWAL | NFORMATI ON DATABASE MAI NTAI N syst em docunentation for life of

A naster agency database containing |icensing and
supporting information frommany different |icensing
boards, plus docunentation on system use and technol ogi cal
requirements. Qutdated information is never deleted, but
beconmes part of a history file. Systemis backed up by the

Ofice of Information Technol ogy daily (overwitten every
two weeks), weekly (overwitten every four weeks), and
quarterly (overwitten annually), on magnetic tape. Wekly

and quarterly backups are sent to secure offsite vault for
st or age.

system updating as changes are made to the
systemitself. Store a copy of this
docunentation in a secure offsite |ocation,
for disaster recovery purposes. BACK UP
entire database daily, weekly, and
quarterly, overwiting those backups,
respectively: biweekly, nonthly, and

annual ly. Store weekly and quarterly
backups in a secure offsite vault. TRANSFER
a roster of all licensed professionals to
the | NDI ANA ARCHI VES annually in a format
approved by | ndiana Archives staff,

cont ai ni ng name, profession, type, license
nunber, issue date, expiration date, and
license status, for permanent archival
retention.
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6(2002- 31 ANNUAL AND PRE- NEED REPORTS FOR CEMETERI ES, CREMATORI ES, I MAGE any records received in a non-digital
FUNERAL HOVES AND EMBALMERS (SF 45279) format according to | ARA i nagi ng standards.
Required under |C 23-14-31-24, |C 23-14-48-7, |C 30-2-10-8, | DESTROY hard copies after verification of
and | C 30-2-13-31. el ectronic records for conpl eteness and
legibility. DELETE el ectronic records after
one (1) year and after receipt of STATE
BOARD OF ACCOUNTS Audit Report and
satisfaction of unsettled charges.
712008- 43 PRESCRI PTI ON MONI TORI NG PROGRAM - CENTRAL REPCSI TORY DELETE el ectroni ¢ records seven (7) years
A nmaster agency database containing Schedules I, IIl, IV after subm ssion.
or V controlled substance prescriptions dispensed by
pharmaci es and subnitted to the Professional Licensing
Agency pursuant to 856 | AC 6. Systemis backed up by the
I ndi ana O fice of Technol ogy daily and backups are sent to
a secure offsite vault for storage.
8(81-409 APPROVED SCHOCOLS/ PRELI CENSI NG COURSES | MAGE according to | ARA inmging standards
I ncludes application and rel ated correspondence. Pursuant upon approval . DESTROY hard copies after
to IC 25-34.1-5-7, schools desiring to offer courses of verification of electronic inmages for
study for certain professions nmust renew every cal endar conpl eteness and legibility. DELETE
year. el ectronic records when the school is
renewed for the new approval period and
after recei pt of STATE BOARD OF ACCOUNTS
Audit Report and satisfaction of unsettled
char ges.
9(84- 315 PENDI NG DOCUMENTS DESTROY after six (6) nonths.
A person may send in information to start the licensure
process, such as a transcript or a diploma. The application
is not conpleted or pursued and the information is
subsequent|ly worthl ess.
Confidential, [IC 5-14-3-4(a)(7), (2003 |IC Suppl enent)]

10(85- 550 SURVEY VI SIT REPORT (NURSI NG FACI LI TI ES) TRANSFER to the T NDI ANA ARCHI VES for
Survey is nmade of nursing facility by Board' s Educati onal EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
Consultant. A survey is done when the school opens, after to archival principles, after one (1) year
its first year, after the first class graduates, and every or after next survey visit is conpleted,
five (5) years thereafter. whi chever is later.

11|85-552 APPL| CATI ON FOR ACCREDI TATI ON TRANSFER to the | NDI ANA ARCHI VES f or
A school nust apply to the nursing board for accreditation. | EVALUATI ON, SAMPLI NG and WEEDI NG pur suant
No fee is involved. to archival principles after one (1) year.

12|85- 555 CURRI CULUM QUTLI NES & REVI SI ONS TRANSFER to the | NDI ANA ARCHI VES f or
Infornation sent by schools to the board. EVALUATI ON, SAMPLI NG and WEEDI NG pur suant

to archival principles after one (1) year.

13]90- 126 EXAM NATI ON MATERI ALS DESTROY non- appeal ed candi date exam
Includes test papers, answer sheets, test booklets, grades, | materials after adninistrative appeal
score sheets, cassette tapes, and ear nolds fromthe period has | apsed. |f appeal ed, DESTROY
Hearing Aid Deal er Exam nati on. after adjudication of the appeal.
Di scl osure of these records may be affected by IC
5-14-3-4(a)(7) and | C 5-14-3-4(b)(3) and (4).

14190- 93 RENEWALS I MAGE according to | ARA i nagi ng standards
Bi enni al renewal required by statute for various boards. upon recei pt. DESTROY hard copy records
Fees nay be required. Verbal infornation received by the after verification of electronic records
Pr of essi onal Licensing Agency fromthe Ofice of the for conpleteness and legibility. DELETE
Attorney General indicates records fromtwo (2) renewal el ectronic images after four (4) years, and
cycles are frequently needed for investigations by after recei pt of STATE BOARD OF ACCOUNTS
attorneys in the Ofice of the Attorney Ceneral. Audit Report and satisfaction of unsettled

char ges.
15[90- 99 CONTI NUI NG EDUCATI ON FI LES DESTROY files with no fee involved after

Consi sts of applications for approval of progranms being
adm ni stered to/for |icensees, docunmentation of approval.

expiration of approval,
is renewed.

unl ess the approval

DESTROY files with fees involved after
expiration of approval, unless the approval
is renewed, and after recei pt of STATE
BOARD OF ACCOUNTS Audit Report and
satisfaction of unsettled charges.
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91-71

CONSUVMER COWPLAI NTS - CLOSED

File consists of copies of docunentation regarding the
conpl ai nt, which may include the Consunmer Conplaint form
State Form Nunmber 30846, sent fromthe O fice of the
Attorney General. The agency refers the conplaint to a
menber of the appropriate board for review Al files in
this series have been closed by the Ofice of the Attorney
General because charges are not pursued for whatever
reason. Access to these records may be affected by IC
4-6-9-4(b).

DESTROY after six (6) nonths.
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