RECORDS MANAGEMENT

RESPONSIBILITIES:
· Staff and management are familiar with the retention of the records for which they are responsible.  

· Records of DSHS management (i.e., office chief and above) are potentially archival which means important to the history of the department and/or state.  They cannot be destroyed without approval from the Division of Archives and Records Management, Office of the Secretary of State.

WHEN AN EMPLOYEE LEAVES:

· Employee reviews their files; and forwards active work files (paper and electronic) to successor or, if none, to manager/supervisor who gives them to a relevant worker.  

· Inactive files with remaining retention are kept per the records retention schedule.   The recommendation is these files are sent to State Records Center for storage. 

· Files with no remaining retention or retention value are destroyed.

WHEN A MANAGER/SUPERVISOR LEAVES:  

· Manager/supervisor reviews their files; and forwards active work files (paper and electronic) to successor or, if none, to office chief who gives them to a relevant worker.  

· Inactive files with remaining retention are kept per the records retention schedule.   It is recommended that these files are sent to State Records Center for storage. 

· Files with no remaining retention or retention value are destroyed.

WHEN AN OFFICE CHIEF / REGIONAL ADMINISTRATOR / DIRECTOR LEAVES:  
May be archival - Office Chief / Regional Administrator records fall under GS10, Executive Level Records.

· Office Chief reviews their files; and forwards active work files (paper and electronic) to successor or, if none, to director who gives them to a relevant worker.  

· Inactive files with remaining retention are kept per the records retention schedule.   The recommendation is these files are sent to State Records Center for storage. 

· Files with no remaining retention are sent to State Archives to determine whether archival or not.

· Files with no retention value are destroyed.

WHEN AN ASSISTANT SECRETARY OR THE DSHS SECRETARY LEAVES:  
The records of these positions are automatically considered archival and must be filed under GS10, Executive Level Records.  State Archives, to include the Digital Archives, determines which records to keep.

