Marshall County Group Homes, Inc.


RECORDS RETENTION POLICY
I. Policy

       It is the policy of MCGH to maintain consumer case file information required by 
245 D Licensing.  All consumer records will be maintained for (5) Five years following discharge or termination from the program.
II. Procedure
Consumer Record:

All out-of-service files will be kept in their entirety for (5) years following termination or discharge from the program.  Clerical staff will review the out-of-service files once per year for destruction of old records.
The following will be maintained:  

	Record
	Type of information
	# of Years

	Consumer file
	All of record
	5

	Consumer information
	Service agreements, MA bills, Medicare Bills
	5 

	
	Financial information
	7

	
	Closing summary
	retain

	
	Informational Cover Sheet
	retain

	Consumer Accounts
	Bank statements, receipts, records
	5


Consumer Record information will be stored in the main storage files in the basement of Cedar South, in a storage box as an out-of-service case file.  The remaining case file information will be destroyed per the process in the table above.  After the seven (7) year period the entire record will be destroyed.  

Intake files for consumers who do not enter program:  If referral information and 
admission paperwork has been done but consumer never enters program as 
scheduled, this information will be kept for one (1) year in the main files.
Agency Records:

	Record
	Type of information
	# of Years

	OSHA Logs
	All OSHA Records
	5

	Fire Drill 
	All facility fire drill information
	5

	Accounting
	Payroll, Bank statements, Treasurer Report, Accountant reports
	7

	Staff Information
	Meeting Notices 
	1

	
	Staff meeting Summaries
	5

	Employee file 
	Entire Employee file
	5

	Hepatitis  B docs
	Hepatitis B immunization record
	30

	Board Information
	Meeting Minutes
	5

	Insurance Policies
	 (WC, UE, Lib etc.)
	5
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