Records Retention Schedule

Louisiana Secretary of Staie, Division of Archives, Records Management and History

Post Office Box 94125, Baton Rouge, LA 70804

Hittp:fAivww.sos.la.gov

S5 ARC 932 (01/12)

of 13 R2014-298 C
Indicate Use of Form

Page 1

Agency No | Agenc ecti
rgency gency / Division / Section __ _X_ORIGINAL SUBMISSION
009:000 | Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile RENEWAL
ok Justice @ —
it % __REPLACEMENT PAGE
em Retention Period O
Number Records Series Title T %- 3 . __ADDENDUM PAGE
Total AT E] B 5 Remarks
In Office in . g1 81 38 &
Storage Retention wi<| aa>
Reports, memoranda, routine correspondence,
1 General Administrative Office Files ACT 2FY ACT + 2FY P {8 [N y | directives, meeting notes
ACT=Until end of the FY created or received.
Calalog of effective agsncy-wide policies and standard
. ing pro res at facilities
2 Policy and Procedures ACT PERM | PERM p |Rr | |y | Orerating procedures atfaciilie .
ACT=until end of the FY in which superseded or
abolished.
Shift rosters, On call rosters, security equipment
3 reports, end of shift reports, daily logs, inspections, tool
. audits, key control reports, meeting notes, Unusual
Security Records ACT SEY ACT+ SFY M IS |N U | Occurrence Reports and other security related
documents
ACT=Until end of the FY created or received.
Custody Orders, Sentencing Orders, pleadings for
4 post-adjudication relief including releases, modification,
and any reports associated, Civil Service disciplinary
Legal Records ACT 5FY ACT + 5FY M IS |N I case records of pleadings, discovery, judgments or
dispositions and other legal related documents
ACT=Until end of the FY in which matter is closed.
Calendars, phone message pads ACT 1FY ACT + 1FY P |8 [N U ) .
5 ACT=Until end of the FY created or recaived.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when vsed define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30} M - May Contain Confidential Information Y ~Yes
CY - Calendar Year (Jan 1 —Dec 31) C — Confidential information N - No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30) A~ Transfer to State Archives Identification Code
MO —Months WK —Week DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent S — Review by State Archives | = Impatant
O — Other {Specify in Remarks) U= Useful
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Records Retention Schedule SS ARC 932 (01/12)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 2 of 13
Post Office Box 94125, Baton Rouge, LA 70804 Http:/iwww.sos.la.gov indicate Use of Form
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
5_009;0’00 Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile - f;ENEWAL
: Justice . & —
'.g __REPLACEMENT PAGE
Item Retention Period _
Number Records Series Title 4::_.- g & . —_ADDENDUM PAGE
In Total 3|S5 &8¢ B Remarks
In Office Storage Retention {%; E f'g S =

Former employee personnel record, including the [-9,
payrall information, timesheets, NCIC background
checks, bank deposit info, new hire info, emergency
contact form, drug free workplace receipt, receipt of
employee manual, essential functions form, FLSA

6 Personnel Records ~ Held by Civil Service (for ACT 5CY M ls In | | form, recoupment of overpayment, refatives employed,

Employees that separated prior to 10/1/2000) PPR reports and ratings, employee grisvances,
disciplinary records, retirement forms, beneficiary

designations, and military status forms.
Civil Service maintains record permanently.
ACT= until end of CY in which employee separates.

Formmer employee personnel record, including the 19
form, payroll information, timesheets, NCIC
background checks, bank depaosit info, new hire info,

gizsonnel Records -Nor-vital information Held by emergency contact form, essential functions form,
T ACT 5CY sy c 5 N i recoupment of overpayment, PPR/PES docun::ents.
{for Employees that separated between 10/1/2000 employee grievances, disciplinary records, retirement
and 6/30/2011) forms, beneficiary designations, and military status.
ACT=until end of CY in which employee separates.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks columny) P - Public Record Use 0J.J - office of Juvenile Justice
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — V&S
CY — Calendar Year (Jan 1 — Dec 31) C — Confidential Informaticn N-No
AY — Academic Year (Aug 1 — July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 ~ Sept 30) A - Transfer to State Archives Identification Code
MQ - Months WK —~Week DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent S — Review by State Archives I = Important
O - Other (Specify in Remarks) U= Useful

e foretl  -so-11 (IMUL/)’L@\M EM 71 //ff

Date Signed Secretary of State, State Archives & Records Services Date Approved




Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:/fww.sos la.gov

SS ARC 932 (01/12)

Page 3 of 13

Indicate Use of Form

Agency No | Agency / Division / Section
e , , _X_ORIGINAL SUBMISSION
009.000 | Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile RENEWAL
Justice o e
'g __REPLACEMENT PAGE
item Retention Period ~ i B
Number Records Series Title 2| E & . __ADDENDUM PAGE
Total 3IE 8 =5 Remarks
In Office s 21 5| a5 B
Storage Retention Wy L4 nal >
' Vital information in the personnel record, including the
personal data of the employee, application for
. employment, authorizations for former employer to
8 Personnel Records- Vital Records Held by OJJ release information, orientation checklists, personnel

(for Employees that separated between 10/1/2000 | ACT 70CY ACT+ 70CY c S N \" actions, commendations, and separation documents

through 6/30/2011) Will be kept for 70 FY for employees who separated
on or after 10/1/2000 through 6/30/2011.
ACT=until end of CY in which employee separates.
Personnel record functions for OJJ moved to

9 Department of Public Safety-Office of Management

and Finance-Human Resources on 7/1/2011. All

Personnel Records- Held by DPS employee files for active and future employees after

( for Employees that separated on or after ACT 70 CY ACT+70CY M | 8§ IN vy | thatdate are held by that agency.

7/1/2011) Will be kept for 70FY for employees who separated
on or after to 7/1/2011 in accordance with DPS-OMF-
HR policy.
ACT= until end of CY in which employee separates.

Permitted Retention Period Abbreviations

ACT — Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY — Calendar Year {Jan 1 - Dec 31)

AY — Academic Year (Aug 1~ July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO — Months WK —Week DY - Day(s)

PERM —~ Permanent

Security Status Codes

P — Public Record

M — May Contain Confidential Information

C - Confidential Information

State Records Center Use
Y - Yes
N-No

Archival Processing Codes

A —Transfer to State Archives
R ~ Retain in Agency Archives

S — Review by State Archives

O - Other (Specify in Remarks)

Vital Record Identification
Code

V= Vital
[ = Important
U= Useful

Agency Abbreviations
0.JJ - office of Juvenile Justice
DPS- Department of Public Safety Services
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Records Retention Schedule S5 ARC 932 (01/12)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 4 of 13
Post Office Box 94125, Baton Rou Jhwww.sos.la. .
: .t. G B LA s Hitpdi Sy Indicate Use of Form
Agency No | Agency / Division / Section _X_ORIGINAL SUBMISSION
009.000 | Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile RENEWAL
Justice 0 -
g __REPLACEMENT PAGE
item Retention Period -1 8
Number Records Series Title Z|E 2 . __ADDENDUM PAGE
In Total 3 51! 82l ® Remarks
In Office . 8! 21 8§ £
Storage Retention 7] < wnmou| >
Includes all intake forms (initial assessments,
sentence computation, JETS Master form, admission
summary, housing reports), case management
{behavioral pian, progress notes and reports, monthly
status reports, modification reports), disciplinary/crisis
intervention, furloughs, visitation logs,
Juvenile Secure Master Records, Non-medical, correspondence, court chronology reports and
Non sex offender ACT 6FY ACT + 6FY c |Ss |N ! summaries, historical medical records including
vaccinations, and education documentation including
10 initial assessments, quarterly staffing reports, bi-
annual TABE assessments, special education
evaluations and IEPSs.
ACT=Until the end of the FY in which Youth Juvenile
leaves custody of OJJ.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Use | Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Y - Yes 0JJ= Office of Juvenile of Justice
FY- Fiscal Year (July 1- June 30) M —~ May Contain Confidential Information N - No
CY - Calendar Year (Jan 1 — Dec 31) C — Confidential information
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record Identification
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives hade
MO ~Months WK ~Week DY - Day(s) R - Retain in Agency Archives Vs Vil
PERM — Permanent S — Review by State Archives | = Important
O — Other (Specify in Remarks) U= Useful
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¥gency Approval T Date Signed Secretary of State, State Archives & Records Services Date Approved




Records Retention Schedule SS ARC 932 (01/12)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 5 of 13
t Offi ; .508.1a. s
Post Office Box 94125, BE‘I{{:)IT Rouge, LA 70804 Http:/fwww.sos.la.gov indicita Ubie of Earm
Agency No | Agency / Division / Section _X_ORIGINAL SUBMISSION
009.000 | Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile RENEWAL
Justice " -
: '.g __REPLACEMENT PAGE
item Retention Period - o
Number Records Series Title 18| & 5 = AUDENDUM PAGS
Total 31| 3L = Remarks
In Office i . g1 8| 85 £
Storage Retention W< BO >
Audit and compliance records for accreditation by the
American Correctional Association
11 ACA records ACT 4FY ACT +4FY P {S N u ) D o
ACT=Until the end of the FY in which accreditation is
o issued.
12 57 g .
Original Approved Retention Schedules and PERM PERM p R N U Approved Agency Record Retention Schedules and
Disposal Authorizations Disposal Authorizations
Leave records, leave slips, timesheets, overtime
reports, payrolls reports. FMLA paperwork, ISIS data
H Human Resources-Time and Attendance ACT 5CY ACT + 5CY M S [N u en‘:ry ma‘:e,ﬁa,s P pap
ACT=Until the end of the CY created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define term in remarks column) P ~ Public Record Usa ACA = American Correctional Association
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | '~ Y©S
CY -~ Calendar Year (Jan 1 ~ Dec 31) C - Confidential Information N -No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO —Months WK —~Week DY - Day(s) R - Retain in Agency Archives V=Yital
PERM — Permanent S — Review by State Archives I = Important
U= Useful

O - Other (Specify in Remarks)
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Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Http://iwww.sos.la.gov

sSARC 932 (0112) P2 (vl — DO .

Page 6 of 13
Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
009.000 | Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile RENEWAL
Justice Y %
g X REPLACEMENT PAGE
item Retention Period = | &
Number Records Series Title z| 3| &, - POIBERUURFRGRE
Total S| E| &8 5 Remarks
In Office in . sl e| zg £
Storage Retention w < no| >
Screening Records (Physical examinations, pre-
14 employment screening, drug test results of applicants, ACT 3FY ACT + 3FY c S N U | ACT=until end of the FY created or received.
background checks/fingerprinting for volunieers)
15 : - ;
Incident Records (Accident and Incident Reporisof | pct 3FY | ACT+#3FY |C |S |N |1 | ACT= untilend of FY in which matter s closed.
Employees and Youth)
Human Resources- General Files (Civil Service
16 audits, unclassified authority, WAE, SER request, SER | acy 3FY ACT+3FY [P |S |N | U | ACT=uniilend of FY created or received.
charts, affirmative action plan, annual PPR reporting
statistical reports and other general related documents)
Contracts (all contracts, cooperative endeavors, . o )
17 memorandum of understanding ) ACT 10FY ACT + 10FY P 5 N u tAe?; ;L;rtnglsend of the FY in which contract expires or
. .. . Administrative Remedy Procedure complaints and
- ;?(;Jégd%?:vances-Admlmstratwe Remedy ACT aFy ACT+ 3FY M ls |n U | records of the grievance process
ACT=until end of FY in which matter is closed.
Youth Disciplinary Reports/ Disciplinary Board
Appeal (Records memorializing youth code of conduct ACT=Until Yi ich ;
L violations, notes and outcomes of code of conduct ACT BFY ACT+BFY M IS |N U ap;a?gzvgjz;nnc?u‘;feﬁe SO
hearing, audio files of code of conduct hearing and ’
appeals.)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y =Yes
CY — Calendar Year (Jan 1 — Dec 31) C - Confidential Information N -No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK —Week DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent S — Review by State Archives | = Important
O - Other (Specify in Remarks) U= Useful
i : ,_ 52% COM
ml“-—\ (‘? b 7/]7/29}0{ C/ L L ale ![;/4 / /0 /“7“

Agency Approval

Date Signed

Secretary of State, State Archwes & Records Services

Date Approved



Records Retention Schedule SS ARC 932 (01/12)

t.ouisiana Secretary of State, Division of Archives, Records Management and History Page 7 of 13
Post Office Box 24125, Baton Rouge, LA 70804 Http://www.s0s la.gov Indicate Use of Form
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
s : Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile -
009.000 RENEWAL
Justice -
8 __REPLACEMENT PAGE
ltemn : 3]
Number Records Series Title Retentlon Period E|E| &, —-ADDENDUM PAGE
In Total 3| 5] &¢ sl Remarks
In Office Storage | Retention 1 %| 58] 5

Employee training attendance verifications, TREC
reports, lesson plans, actual presentations and
suppaorting documentation, video copies of prior
presentations, commenit records, American Heart
Association site reviews and other related training
documents

ACT=until end of FY in which employee separates.

20 Training Records- Data Entry backup materials,

Lesson plans, supporting materials for staff ACT 6FY ACT +6FY P IS N §]
development presentations

Health Department/Fire Marshal/other regulatory
agency inspections, reports, plans of aclion,
21 Safety/Sanitation Records ACT 5FY ACT+8EY | P |5 [N | U | o e P

ACT=until end of FY crealed or received.

Audit Plan, audit working papers, consulting
Internal Audit ACT 3FY ACT + 3FY P S N v | engagement working papers, research papers

22 ACT=until end of FY project closed/report issued.
Audits, Inspections, correspondence, reports, and
accounting documents related to payments made to
contractors far servjce_s renc‘iered_ bya contraclec{ )

| Placement and s Sences Records for Youh | e v | aomeary [P (s [n [ | v g o
fora contract program provider for youth under
supervision
ACT=until end of FY created or received.

Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ Y©S
CY ~ Calendar Year (Jan 1 ~ Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Identification Code
MO — Months WK —Week DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent S — Review by State Archives 1= Important
O — Other (Specify in Remarks) U= Useful

2:’!2&:’__”/ C&LLLL% _ 2M TG k <

Date Signed Secretary of State, State Archives & Records Services Date Approved




Records Retention Schedule SS ARC 932 (01/12)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 8 of 13
Post Office Box 94125, Baton Rouge, LA 70804 Hitp://www.sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section X ORIGINAL SUBMISSION
009.000 | Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile B EENEWAL
Justice -
8 __REPLACEMENT PAGE
ltem Retention Period - 8
Number Records Series Title 2| 3| & 5 __ADDENDUM PAGE
In Total 2| 5| &¢ T Remarks
In Office Storage Retention (?J E g 8 >

Audits, Inspections, correspondence, reports, and
Placement and Fiscal Services Records for Youth accounting documents related to payments made for
4 ACT 3FY ACT + 3FY P |S |N U | youth residing in juvenile detention centers

in Juvenile Detention Centers
ACT=until end of FY created or received.
ACT=until end of CY in which Secretary's term of office

. ; terminates
25 Records of the Secreta ACT O ACT + M |s [N |u '
Y \/ ' C/Y (Note: Records must be reviewed by State Archives
prior to disposal).
26 Statistical Information ACT PERM PERM P IR |N U | Historical aggregate data collections by the agency.

Contract, expenditure and revenue reports, purchasing
27 reports, financial reports, grant award letters and other
Grants ACT 3FY ACT + 3FY P s N U | correspondence, invoices

ACT=until end of the FY grant is closed out.

Budget/canteen projections, payroll projections,
regulation approvals, survey responses and other work

28 Budget Services- Work Papers ACT 3FY ACT + 3FY P |5 |N U | papers
ACT=until end of FY created or received.

Budget documents, reconciliations, income and

29 Fiscal Services-Inmate Welfare Fund ACT 3FY ACT + 3FY M |§ |N U | expense reports
ACT=until end of FY created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y -Yes
CY — Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives Idantification; Code
MO — Months WK —Week DY - Day(s) R - Retain in Agency Archives b
PERM — Permanent S -- Review by State Archives I = Impartant
O - Other (Specify in Remarks) U= Useful

P /o :jff { (;w/bt ' Jﬁ;f@\[ ( [)Ll W, / 0 { 14 adaws dad

Date Signed Secretary of State, State Archives & Records Services Date Approved




Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History

Post Office Box 84125, Baton Rouge, LA 70804

Hitp:/fwww.s0s Ja.gov

58 ARC 932 {01/12)

Page 9 of 13

Indicate Use of Form

Agency No | Agency / Division / Section _X_ORIGINAL SUBMISSION
-009:000 | Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile RENEWAL
I Justice , _
g _ REPLACEMENT PAGE
ltem Retention Period -8
Number Records Series Title 21 S 2 . _ADDENDUM PAGE
Total I E| 88 5 Remarks
In Office In 8| 6 55 B
Storage Retention w| <] a0 5
Cost allocation backup, 1099s and backup, Journal
vouchers, receiving reports, bank
30 statementsfreconcilements, financial repors,
Fiscal Services- Accounting, Administrative warehouse/canteen records, 1SIS reports, bank
Services- Accounting ACT 3FY ACT + 3FY M 18 N U | reconciliation statements, VISA statements, invoices,
annual assessments, postage logs, budget spread,
request for proposals and submissions
ACT=untit end of FY created or received.
44 Annual financial reporis and backups; reguests for
Fiscal Services- Annual Financial Reports, reimbursement; payroll documents, ISIS reports, and
Emergency Cost Recovery Documents ACT 3FY ACT + 3FY P {8 |N U | other refated documents
ACT=untii end of FY created or received.
32 Payment vouchers for agencies, paymenls for housing
Fiscal Services-Accounts Payable ACT 3FY ACT + 3FY P |S |N U | for youth in non-secure residentlal pragrams
ACT=until end of FY created or received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥~ Y8
CY = Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vitat Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives Identification Code
MO —Months WK —Week DY - Day(s) R — Retain in Agency Archives V= Vital
PERM ~ Permanent S — Reviaw by Stale Archives #= Impontant
O - Other (Specify in Remarks) U= Usetul

Conde Bael  P-s0 14
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Date Signed

Secretary of State, State Archwr:é & Records Services

Date Approved




Records Retention Schedule

Louisiana Secretary of State, Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Http:/Awww.sos.la.gov

SS ARC 932 (01/12)

Page 10 of 13

Indicate Use of Form

Agency No Age:-u:_y / Division / Section ' : _ : __ORIGINAL SUBMISSION
009.000 53151:;::“ Department of Public Safety & Corrections, Youth Services, Office of Juvenile _ RENEWAL
L]
'g X REPLACEMENT PAGE
ltem Retention Period - | &
Number Records Series Title 2| 5| 5 AOBENDUMIFAGE
Total 3| E| &8 5 Remarks
In Office in . 2l e| 2§ & ©
Storage Retention o | < | wOo| >
Juvenile treatment records, assessments,
gvalu_ations, includes mental health records and
33 Juvenile Medical Records ACT 6FY ACT + BFY c s N v | juvenile accident and investigation reports
ACT=Until the end of the FY in which Youth Juvenile
leaves custody of OJJ.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 — Dec 31)

AY — Academic Year (Aug 1 — July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO - Months WK —Week DY - Day(s)

PERM — Permanent

Security Status Codes

P - Public Record

M — May Contain Confidential Information
C - Confidential Information

State Records Center Use
Y -Yes
N-No

Agency Abbreviations

Archival Processing Codes
A — Transfer to State Archives
R - Retain in Agency Archives
S — Review by State Archives
O - Other (Specify in Remarks)

Vital Record Identification
Code

V= Vital
| = Important
U= Useful

Moo L0

217/ 224

15114

Agency 'Appro

Date Signed

Secretary of State, State Archives & Records Services

Date' Approved
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Records Retention Schedule
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Page 11 of 13

Indicate Use of Form

Agency No | Agency / Division / Section ORIGINAL SUBMISSION
009.000 bgztliscl:na Department of Public Safety & Corrections, Youth Services, Office of Juvenile _ RENEWAL
0
.g _X_REPLACEMENT PAGE
ltem Retention Period _ 138
Number Records Series Title g § 2 . ____ ADDENDUM PAGE
In Office i Teml § § g E 5 remarke
Storage Retention w| < | a0 5
Registration documents, acknowledgements of receipt
34 of registration requirements, treatment reports, reports
Juvenile/Offender Records for Sex Offenders ; of completion of rehabilitative protocol
. : ACT - CT A C S N u
Required to Register ! Locy AT+ b ‘:Y ACT= 4yt N vl 06 F?:f s LA
W&/
35 Investigative Reports ACT 6FY ACT +6FY M |R | N u

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY — Calendar Year (Jan 1 — Dec 31)

AY — Academic Year (Aug 1 - July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO — Months WK —Week DY - Day(s)

PERM - Permanent

P — Public Record

Security Status Codes

M — May Contain Confidential Information
C — Confidential Information

State Records Center
Use

Y -Yes
N-No

Archival Processing Codes Vital Record
A — Transfer to State Archives
R — Retain in Agency Archives
S — Review by State Archives
O — Other (Specify in Remarks)

Identification Code
V= Vital

| = Important

U= Useful

Agency Abbreviations

et

Agbrty Approval

i

Daté Signed B

&(/CM /)7//[5 W/N [Z)// Z/// //¢r/ ao

Secretary of State, State Archives & Records Serv:ces Date Approved arns 'VLGCL[?



Records Retention Schedule SS ARC 932 (01/12)

Louisiana Secretary of State, Division of Archives, Records Management and History Page 12 of 13
Post Office Box 94125, Baton Rouge, LA 70804 Http://iwww.sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section ORIGINAL SUBMISSION
009.000 | Louisiana Department of Public Safety & Corrections, Youth Services, Office of Juvenile _RENEW AL
Justice " _—
T X REPLACEMENT PAGE
Item Retention Period -1 8
Number Records Series Title 2|3 & . __ADDENDUM PAGE
15 G In Total 2! 5 ﬁ g & Remarks
il Storage Retention a1l | wdl 8
) ) . Parental contribution assessments and appeals
36 Fiscal Services- Collections ACT 3FY ACT + 3FY M| S |N |

ACT=until end of FY created or received.

Requests for purchase, purchase orders, requests for
- ; . 5 l proposals responses, procurement cardholder files,
37 Administrative Services-Procurement ACT 3FY ACT + 3FY P N procurement card reports

ACT=until end of FY created or received.

Reports of in-home visits, check-ins, notes from calls to
offender, arrests, results of drug screens and other

. related documents, including records and reports
Probation and Parole Supervision Records ACT 6 FY ACT + 6FY M S IN I | received while in a non-secure program.

38
ACT=Until the end of the FY in which Youthﬁuveniie is
under probation or supervision by OJJ.
Teacher progress reports, lesson plans, instruction and
work papers, tests and other classroom related
39 Education Records ACT 1FY ACT + 1FY M | SIN | | dacuments
ACT=until end of FY created or received.
40
Education Records — Grades and Certifications PERM PERM M | R N V | Grades and certifications earned by Juveniles
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y=o
CY — Calendar Year (Jan 1 — Dec 31) C — Confidential Information N:-bo
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