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I. Policy
A.
The record retention schedule, specified in this Policy, specifies when specific documents may be destroyed.  The Policy applies to the Juvenile Services Division (JSD), Care Management Systems, Juvenile Assessment Center, and Calumet Center.

II. Definitions
A.
Active Case Record: The record of a case accepted and opened on the Juvenile Agency Information System (JAIS).  It contains documents necessary to support eligibility and current status.

B.
Inactive Case Record: The record of a case when a juvenile’s wardship is terminated and has been dis-enrolled from a CMS; and the case is closed on the JAIS.  The juvenile is no longer receiving services or financial assistance. 

III. Procedure
A. The following chart provides the Juvenile Services Division Retention and Disposal schedule.

	Record Series, Title and Description
	Retention Period

	Policy Manual and any Updates
	Permanent

	Care Management Organization Records

          Audit Reports

          Payment Documents

          Audited Financial Statements

          Complaint Investigations

          Contracts with Care Management Organizations

          Miscellaneous Paperwork
	10 Years

	At-Risk Juvenile Records
	10 Years

	CAFS Correspondence with the State of Michigan
	6 Years

	Intergovernmental Agreements with Circuit Court, FIA, and Wayne County
	10 Years

	Annual Child Care Fund and Budget
	10 Years


	Federal Grants, Applications, Awards, and Contracts
	10 Years or Audit, whichever is first

	Electronic Mail
	60 Days

	Meeting Minutes for Contract Negotiations
	10 Years

	Meeting Minutes with Contractors
	10 Years

	Recurring Meeting Minutes
	10 Years


B. The JAC will transfer all Court terminated case files to CAFS in storage boxes.  Each quarter the JAC will notify CAFS of terminated records to be picked up at the JAC for CAFS storage.

IV. Exhibits
None

V. References
Certified Retention and Disposal filed with the State Archives of Michigan

