POLICY I-ED: OFFICIAL RECORD KEEPING & & ACCESS TO OFFICIAL RECORDS,
01/2013

The official record of child welfare information for DCFS is maintained through the Children’s Reporting

Informatuon System ((:HRIS) M—M&Hﬂ%mmmmmwwm

ﬁuneﬁoﬁ—ami—seme—spemakaed—tmmﬂﬁ.—cHRIs is_a fully automated,_—and—os—a worker-—based chlld-welfare

information system.- Ddata input

instructions for the CHRIS Appllcatlons are Inc!udeg throughcgt the Dlvlsion of ghlldren.ang Famlly Services
Policy and Procedure Manual, »

file of case information will be maintained for data not in CHRIS. Hard cof
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A Retaln all mf'urrnatlon in the automated data system indefinitely to assist the Department in assessing
future” I‘ISk and safety;

B. Records of aII cases where allegations are determined to be true shali be retained by the Child
Maltreatment Central Registry and all hard copy records with true determinations shall be retained
forever.

C. Hard copy records of unsubstantiated reports are not part of the Child Mattreatment Central Registry.
They will be destroyed by the investigating agency at the end of the month in which the determination is
made.

D. Records of all cases where allegations are determined to be unsubstantiated shall not be included in the
Child Maltreatment Central Registry.




E. Hard copy records of unsubstantiated reports will be destroyed at the end of the month in which the
determination is made.

£.__Retain all child protective services, Out-of-Home Placement Services, and supportive services for five
years after the youngest child turns 21 years oid. Retain all other client files for five vears after the file is
closed or the last case activity.

G. Retain all foster and adoptive applicant files that are denied for three (3) years from the date that the
applicant is informed of the decision.

H. Retain all foster and adoptive applicant files where no decision is rendered due.t
three (3) vears from the date of the last documented communication with the:applica

1. __Retain all adoption records for 99 years.

). Refain all rules untll superseded. Superseded rules must be retained on as-nesded basi

or five vears after thé contract ends

K. Retain all records relating to a person or entity contracting with
oris terminated.

. "
L. Retain all administrative records including programmatic financial record £
the biennium in which the records were produced. ’

five years after the end of




