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Using Records Retention Schedules:
Which Records Series (DANs) Do Law Enforcement Agencies Use

for Employee Misconduct Records?

Purpose: Provide guidance to local government law enforcement agencies on which records
series (DANs) apply to different types of employee misconduct investigation records.

Was the employee under investigation “
a law enforcement officer?

Did the investigation result in
findings of employee misconduct?

v +

Use Misconduct Use Misconduct
Yes Investigation Files— Investigation Files—
Founded (GS50-04B-46) Unfounded (GS50-04B-47)
in the Local CORE in the Local CORE
schedule schedule

Use Internal Review/Investigation
“ (Formal Discipline Not

Imposed)(LE03-01-05) in the Law
Enforcement Schedule UNLESS:

Was the law enforcement officer
penalized financially through loss of pay
or accrued leave?

Use Internal Review/Investigation
(Formal Discipline
Imposed)(LE2010-059) in the Law
Enforcement Schedule UNLESS:

Do the records document incidents which
have gained public notoriety or

significance?

For All Employees:

Letters or notices of i .
disciplinary actions fall under Use Internal Review/Investigation—
Employee Work History Notorious/Historically Significant

- Incidents (LE2015-006) in the Law
(GS50-04B-06) in the Local Enforcement Schedule

CORE schedule

Additional advice regarding the management of public records is available from
Washington State Archives:

www.sos.wa.gov/archives
recordsmanagement@sos.wa.gov
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