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Access, Maintenance and Security of Children’s, Foster Home, and Adoption Records

A. All House of New Records shall be stored in a locked, secure area and be retrievable.

B. The system shall include a mechanism to track the location of records that have been removed from the storage area, and to ensure that the component parts of the records are kept together.

C. When information about persons served is maintained in an electronic or automated information system, security measures shall be taken to prevent unauthorized access to such information.

D. When required by law, rule or policy, all access to records will conform with HIPPA regulations.

E. The St. Louisville Receptionist shall be designated to administer and maintain the children and adoption records system. The Licensing Assistant will be designated to administer and maintain the foster home records.

F. Access to all records shall be on a “need-to-know” basis and limited to the following personnel:

1. Members of the Executive Management Team (Executive Director, Chief Financial Officer and Director of Consumer Relations);

2. Members of the Licensing and Placement Team (Placement Specialist Supervisor, Placement Specialist, Licensing Specialist Supervisor, Licensing Specialist);

3. Members of the Financial Team (Accountant);

4. Members of the Clinical Services Team (Clinician 1, Clinician 2);

5. Members of a Quality Assurance Team;

6. File Clerk and/or Receptionist;

7. Representatives from a child’s custodial agency or ODJFS; and/or

8. By the expressed written authorization of the Executive Director.

G. Children’s Records: House of New Hope will maintain an Individualized Case Record (ICR) for each child in out-of-home care which shall include, but not be limited to, the documentation as required by Chapters 5101:2-5, 5101:2-7, 5101:2-9, 5101:2-39, 5101:2-42 and 5101:2-48 of the Administrative Code as applicable to the certified functions of the agency.

H. Adoption Records: House of New Hope will maintain personal files and individual records on each child, birth mother, and adoptive parent receiving services.  

1. Adoptive Family Case Record shall contain:

i. ODJFS 1691

ii. All supporting documents required by ODJFS for home study approval

iii. Case notes

iv. Copy of the Home Study Assessment report or Updated report.

v. Copy of denial or approval notification sent to adoptive applicant as required by rule 5101:2-48-12 of the administrative code.

vi. Documentation of the registration or waiver of registration of the applicant with the “Ohio Adoption Photo Listing”.

vii. Child Study Inventory

viii. Documentation of information provided to the adoptive family pursuant to rule 5101:2-48-25 of the Administrative Code and the adoptive families receipt of the information

ix. Copy of ODJFS 1654

x. A copy of the child’s case plan

xi. A copy of the ODJFS 1699

xii. Documentation surrounding the removal of the child from the applicant if applicable

xiii. Documentation regarding any agency review

xiv. Documentation regarding the existence of the state adoption subsidy record or Title IV-E adoption assistance record or any subsidy or adoption assistance agreement

xv. Documentation of education and training activities
xvi. Foster caregiver records are considered the property of House of New Hope. Foster parents may have access to their records with a 24-hour notice. Removal of foster caregiver records from House of New Hope property is prohibited.

I. Foster Home Records: House of New Hope shall maintain a case record on all foster parents recommended by the agency in accordance with OAC rule.

J. Administrative Records: House of New Hope shall maintain a record of all Board Meeting minutes and actions, all financial records and receipts, and training payment invoices.

Access, Maintenance and Security of Personnel Records

A. All House of New Hope personnel records shall be stored in a locked, secure area and be retrreivable.

B. The Chief Financial Officer shall be designated to administer and maintain the personnel record system.

C. Access to personnel records shall be limited to Executive Management and Supervisory staff. Employees may access their personnel records in accordance with House of New Hope policy.

Disposal of Records
A. Foster Child Records

a) Foster children records are to be kept until 7 years past the child’s age of majority.
b) Archived records will be stored via date of birth order by year discharged from foster care. 

B. Adoption Records

a) Adoption records are to be kept indefinitely.  
b) These records require separation of information on the biological parent and child’s birth name prior to adoption, from information obtained after adoption.  

C. Foster Home Records

a) Foster home records are to be kept for 5 years from the date of transfer or withdrawal of license. 

b) These records should be stored in alphabetical order by date of termination with our agency.
D. Personnel Records

a) Personnel records are to be maintained for 7 years from the termination of the staff person. 

b) Personnel records are maintained in alphabetical order by date of termination.

E. Administrative Records

a) Administrative records are maintained no less than 7 years from the date of creation of the material; see schedule below for recommendations. 

b) Administrative records are stored according to the fiscal year and type of item (e.g. all receipts from FY 2006 would be kept together; all invoices kept together, etc., in date order). Additionally not everything needs to be saved via paper.  The finance department should determine what items to keep. Destruction date should be put on the outside of the box. 

	RECORD CATEGORY

	RETENTION SCHEDULE



	

	ACCOUNTING, FINANCE AND PAYROLL

  

Accounts payable and receivable records

7 years

Books of accounts 

7 years

Banking records

7 years 

Financial statements; annual reports to government agencies

permanent

Budgets

permanent

Payroll records

7 years

Employee benefit plans

1 year after term of plan

Records of property subject to gain or loss treatment

7 years after taxable disposition

Records supporting items of income, deductions and credits

7 years




	BOARD OF TRUSTEES
	  

	Minutes
	indefinitely

	Associated Meeting documents 
	indefinitely


