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SUBJECT: RETENTIONOFRECORDSANDREPORTS

Policy
It shallbethepolicyof theDepartmentofAlcohol& DrugServicesto retaindocumentsaccordingto
applicablestateandfederallawsandregulationsaswellas CountyPolicies,whenappropriate.It shall
bethepolicyof DADSto ensurethatdocumentsrequiredby legalor regulatoryactionsarenot
tamperedwithor destroyeduntil so directed by DADSadministrationor CountyCounsel.It shallbethe
policyof DADSto destroydocumentsaccordingto HIPAApoliciesandprocedures.

Procedures
ThefoliowinQproceduresrelatespecifically to the retentionof client charts created bv staff
workinQfor or on the behalfof the Departmentof Alcohol & DruQServices.Other records will be
retained in accordancewith HHSPolicv & Procedures. Allclientrecordscreatedby theDepartment
of Alcohol& DrugServicesanditscontractprovidersarethepropertyof thedepartment.Recordswill
be storedsecurelyinaccordancewithHIPAAregulationsandtheprovisionsof42 CFRpart2. Whena
clientchartis closed,it will be reviewed,by a clinicianor clinicalsupervisor,for completeness.It will be
labeledto identifyit as a closedchartandsecuredunderlockandkey,in a mannerthatpermitseasy
access,shouldit beneededat a laterdate.Recordsshallbe retainedfor a periodof not lessthanseven
yearsaftertheclosingof a case.Recordsof servicesprovidedto minorswill be retainedfor a periodof
not lessthansevenyearsaftera minor'seighteenthbirthday.

Recordsmaybedestroyedaftertheyhavebeenretainedfor theminimumperiodsnotedabove.
Recordswill bedestroyedinaccordancewith HIPAAandtheprovisionsof 42 CFRpart2.


