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The purpose of this policy is to establish the retention schedule and guidelines for destruction of Adult Protective Service (APS) reports and requests. 

The Division of Senior & Disability Services (DSDS) shall establish an electronic case record in Case Compass for every report of Abuse, Neglect, and/or Exploitation (ANE) of an eligible adult. The case record may include any paper documents deemed pertinent. The entire record shall be stored in a method that can be easily retrieved and produced in paper and/or electronic format. 

	Related Policy

1706.20: Case Record Documentation


 Retention Schedule

Six (6) years after an Investigation, ANE Report, Protective Services Case, or request has been closed and no new reports/requests have been received, all paper documents will be shredded and electronically stored information purged. Any record containing litigation will be retained for six (6) years after the court case has been closed.

A. Paper Records

Prior to destroying a paper record, staff shall search in Case Compass to ensure the following:

1. There is no pending litigation or if there was litigation, it has been at least six years since it was completed. 

2. Any additional reports/requests on the eligible adult have been closed for at least six years. If there are additional reports/requests that have been received within the last six years, all records shall be retained until the most recent has been closed at least six years.

B. Electronic Records

Prior to purging the electronic record, staff shall search for reference to paper files and the location of such files. If a paper file exists as part of the official electronic case record, it shall be destroyed when the case is purged from Case Compass.
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