Washington State Archives Public Health Departments and Districts Records Retention Schedule
Office of the Secretary of State Version 4.0 — January 2011

This schedule applies to: Public Health Departments and Districts

Scope of records retention schedule

This records retention schedule covers the public records of public health departments and districts relating to the functions of agency management, asset
management, environmental health management, health care and treatment, human resource management, pharmacy management, research, and vital
statistics management. It is to be used in conjunction with the other approved schedules that relate to the functions of the agency.

All current approved records retention schedules can be accessed online at: http://www.sos.wa.gov/archives/RecordsRetentionSchedules.aspx.

Disposition of public records

Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule.
Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the efficient and effective
management of local resources.

Public records designated as ARCHIVAL (Permanent/Retention) must not be destreyed. | Records designated as ARCHIVAL (Appraisal Required) must be appraised
by the Washington State Archives before disposition. "Public recérds"must not be déstroyed if'they are subjéctto 'ofgoing or reasonably anticipated litigation
and must be managed in accordance with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are subject to an
existing public records request in accordance with Chapter 42.56 RCW and must be managed in accordance with the agency’s policies and procedures for public
records requests.

Revocation of previously issued records retention schedules

All previously approved disposition authorities for records that are covered by this retention schedule are revoked, including those listed in all general and
agency unique retention schedules. Local government agencies must ensure that the retention and disposition of public records is in accordance with current
approved records retention schedules.

Authority
This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on January 27, 2011.

Signature on File Signature of File Signature on File

For the Attorney General: Cindy Evans For the State Auditor: Mark Rapozo The State Archivist: Jerry Handfield
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REVISION HISTORY

Version Date of Approval Extent of Revision

1.0 December 1999 Initial version.

2.0 July 2001 Major revision.
Name changed from “Health Districts and Departments” to “Health Departments and Districts”. Records series
common to all local government agencies now appear in the new Local Government Common Records Retention

3.0 March 26, 2009 Schedule (CORE) and have been removed from this schedule. All Disposition Authority Numbers (DANs) in the
Health Departments and Districts Records Retention Schedule now begin with the prefix “HE”; there have been no
chapges to titles, descriptions, retention periods,.or.archival.designations.
Revision of entireschedule; including series.titles;descriptions) retention periods, and archival designations. Entire
schedule/has been reorganized and restructured! The “Secondary Copy” and “Remarks” columns have been removed
and the entire schedule has been reformatted. Records series common to all local government agencies and covered

4.0 January 27, 2011 by the Local Government Common Records Retention Schdule (CORE) have been removed.

The following records series have been discontinued in version 4.0 of the Public Health Departments and Districts
Records Retentiontion Schedule and disposition authority for them is pending in revisions to the Local Government
Common Records Retention Schedule (CORE): HE55-01A-09 and HE55-01C-13.

For assistance and advice in applying this records retention schedule,

please contact Washington State Archives at:

recordsmanagement@sos.wa.gov

or contact your Regional Archivist.
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

1.

AGENCY MANAGEMENT

The function relating to the overarching management of agency business and its general administration. Also includes management of the agency’s interaction
with the community, and legal matters.

See CORE’s AGENCY MANAGEMENT - Risk Management/Insurance function for additional records relating to risk management.

1.1 COMMUNITY RELATIONS
The activity of the local government agency interacting with its community.
DISPOSITION
'LEOM DESCRIPTION OF RECORDS AUTHORITY o1 ::;.E,:“TT(I)%NAgFON DESIGNATION
: NUMBER (DAN)
1.1.1 Crisis Lines HE2011-000._| Retain for 6 years after date NON-ARCHIVAL
Records relating to phone calls received by the agency through a crisis phone line. Rev. 0 of contact NON-ESSENTIAL
) ) \ then OPR
Note: WAC 388-865-0452(7) fequires the retention of recards documenting €Erisis phone Destro
contacts. ¥
1.1.2 Client Relations HE2011-001 | Retain for 8 years after NON-ARCHIVAL
Records relating to the agency’s interactions with clients or their representatives, Rev.0 inquiry/complaint/grievance | NON-ESSENTIAL
such as inquiries, complaints, and grievances. then OFM
. L Destroy.
Includes, but is not limited to: v
e Inquiries/complaints/grievances received (such as environmental health
complaints, etc.);
e Documentation of agency response(s).
Excludes HIPAA-related complaints covered by HE2011-006.
Page 5 of 76
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

1.2 QUALITY ASSURANCE AND COMPLIANCE
The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws and regulations.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(IEII\'II'T(I)?\INAA(‘ZI'\:':%N DESIGNATION
: NUMBER (DAN)

1.2.1 Client Accidents/Incidents — No Claim Filed (Age 18 and Older) HE2011-002 | Retain for 8 years after date NON-ARCHIVAL
Records relating to accidents/incidents involving clients age 18 and older in the Rev.0 of accident/injury NON-ESSENTIAL
course of receiving health-related services, and where claims for damages are not then OPR
expected or likely to be filed. Includes, but is not limited to, reports and Destroy.
investigations.

Excludes hazardous materialssaccidents and incidents covered by-GS50-19-03.
Excludes accidents/incidents iAvelving non-clientsscoveredsby GS50=06C-03:
Excludes client accident/incidentreports= no'claim filed"(under'age 18) covered by
HE2011-003.

1.2.2 Client Accidents/Incidents — No Claim Filed (Under Age 18) HE2011-003 | Retain for 8 years after NON-ARCHIVAL
Records relating to accidents/incidents involving clients younger than age 18 in the Rev. 0 injury/accident NON-ESSENTIAL

course of receiving health-related services, and where claims for damages are not and OPR
expected or likely to be filed. Includes, but is not limited to, reports and 6 years after juvenile attains
investigations. age 18

th
Excludes hazardous materials accidents and incidents covered by GS50-19-03. Desf:oy
Excludes client accident/incident reports — no claim filed (age 18 and older) covered
by HE2011-002.
Excludes accidents/incidents involving non-clients covered by GS50-06C-03.
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Washington State Archives Public Health Departments and Districts Records Retention Schedule
Office of the Secretary of State Version 4.0 — January 2011

1.2 QUALITY ASSURANCE AND COMPLIANCE

The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws and regulations.

DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;EII\'II'T(I)?\INAA(‘ZI'\:':;N DESIGNATION
NUMBER (DAN)

1.2.3 Health Insurance Portability and Accountability Act (H..P.A.A.) — Accountings of HE2011-004 | Retain for 6 years after date NON-ARCHIVAL
Disclosure Rev.0 of disclosure NON-ESSENTIAL
Records of client requests for accountings of protected health information then OPR
disclosures performed by the agency. Destroy.

Includes, but is not limited to:
e Requests to inspect or @btain copies of anysprotectedshealthsinformation;
e Documentation of clients taking exception toinformation in their records
with which they disagree, and/or request corrections;
e Disclosures of individuals” protected health information made by the agency
or its business associates.
Note: 45 CFR 164.528(a) requires the documentation of disclosures of protected health
information and allows individuals to request such accountings for six years after the
date of request.

1.2.4 Health Insurance Portability and Accountability Act (H.I.P.A.A.) — HE2011-005 | Retain until destruction of NON-ARCHIVAL
Changes/Corrections to Protected Health Information Rev.0 protected health NON-ESSENTIAL
Records relating to amendments or corrections made by the agency to an information subject to OPR
individuals’ protected health information. change(s)

then
Destroy.
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

1.2 QUALITY ASSURANCE AND COMPLIANCE
The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws and regulations.
DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY DI::(.;EII\'II::-(I)?\INAA(‘ZI'\‘I':%N DESIGNATION
: NUMBER (DAN)
1.2.5 Health Insurance Portability and Accountability Act (H.l.P.A.A.) — Complaints HE2011-006 | Retain for 6 years after final NON-ARCHIVAL
Records generated during the agency’s internal processing of complaints of alleged Rev.0 resolution NON-ESSENTIAL
HIPAA violations received and/or evaluated by the agency. then OPR
. L Destroy.
Includes, but is not limited to: y
e Complaints received;
e Complaints submitted bysworkforce members;
e Complaints submitted‘by.clients;
e Background materialsypertaining to complaints received;
e Agency responses to complaints;
e Complaint logs.
Note: 45 CFR 164.530(j)(2) requires the retention of documentation relating to HIPAA-
related complaints for six years.
1.2.6 Health Insurance Portability and Accountability Act (H.I.P.A.A.) — Sanctions to HE2011-007 | Retain for 6 years after NON-ARCHIVAL
Workers Rev.0 fulfillment of sanction NON-ESSENTIAL
Records relating to sanctions applied to workers for non-compliance with privacy then OPR
policies or procedures. Destroy.
1.2.7 Major Incident Reviews HE2011-008 | Retain for 8 years after date ARCHIVAL
Records relating to events identified as major or significant incidents by the agency Rev.0 of incident (Appraisal Required)

for the purposes of improving future responses and to identify training or safety

then

NON-ESSENTIAL

. OPR
issues for incorporation into training procedure. Transfer to Washington
State Archives for appraisal
and selective retention.
Page 8 of 76
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

1.2 QUALITY ASSURANCE AND COMPLIANCE
The activity of enacting policies and procedures in an effort to achieve compliance with quality assurance laws and regulations.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(IEII\'II'T(I)?\INAA(‘ZI'\:'E)N DESIGNATION
: NUMBER (DAN)

1.2.8 Medical Staff Credentialing/Privileging HE2011-009 | Retain for 8 years after ARCHIVAL
Records relating to credentialing or privileging of medcial staff including reviews of Rev. 0 termination of employment | (Appraisal Required)
practitioners’ qualifications and practice history, determinations and restrictions of then NON'EOSFS;NT'AL
privileges, certifications and licensing, peer certifications and evaluations, and Transfer to Washington
quality improvement documentation. State Archives for appraisal

and selective retention.
Excludes personnel records cevered by GS50-04B=06.
Note: RCW 70.41.220 requires thesretention of recerds relatingsto decisions torestrict or
terminate privileges of practitioners.

129 Release of Information Logs HE2011-010 | Retain for 6 years after date NON-ARCHIVAL
Logs documenting the release/disclosure of health information by the agency. Rev.0 of entry NON-ESSENTIAL

then OFM
Destroy.

1.2.10 | Standard of Care HE2011-011 | Retain for 8 years after ARCHIVAL

Records relating to standard of care documentation detailing clinical guidelines Rev.0 obsolete or superseded (Permanent Retention)

and/or protocols for the assessment and treatment of particular conditions.

then
Transfer to Washington
State Archives.

NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

2.

ASSET MANAGEMENT

The function of managing the local government agency’s physical assets (facilities, land, equipment, vehicles, supplies, etc.). Includes asset acquisition,
maintenance, inventory, and disposal.

See CORE’s Asset Management function for additional records relating to asset management.

2.1 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes building, vehicles, and equipment.
DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::(;E::‘TILCI)\INAACI:':LN DESIGNATION
: NUMBER (DAN)

2.1.1 Clinical Instrument Studies HES55-02H-01_| Retain for 2 years after NON-ARCHIVAL

Records relating to clinical laboratory instrument studies. Rev.1 disp@sal ofiinstrument NON-ESSENTIAL
. . : then OFM

Note: WAC 246-338-070 reqdires the retention of records relating to Destro

instrument/method validation studies for the life of the instrument/method plus 2 v:

years.

2.1.2 Radiation Instrument Calibration (Drinking Water) HE2011-012 | Retain for the life of the ARCHIVAL
Calibration data and maintenance of radiation instruments and analytical balances Rev. 0 agency (Permanent Retention)
used to analyze drinking water. then NON'%S:FENHAL

. . , I Transfer to Washington
Note: The Environmental Protection Agency’s Manual for the Certification of State Archives
Laboratories Analyzing Drinking Water (5”’ Edition) Chapter VI, page VI-8 requires the )
permanent retention of records documenting calibration data and maintenance records
on all radiation instruments and analytical balances.

2.1.3 | Sterilizer Spore Tests HE2011-013 | Retain for 3 years after date NON-ARCHIVAL
Records relating to spore tests performed on sterilization equipment in accordance Rev.0 of test NON-ESSENTIAL
with WAC 246-145-030(11)(d). then OPR

Destroy.

Note: WAC 246-145-030(11)(d) requires the retention of records relating to sterilizer
testing for at least 3 years.

2. ASSET
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.

ENVIRONMENTAL HEALTH MANAGEMENT

The function of enforcing laws and regulations and enacting measures to ensure environmental health.

3.1 AUDITING AND INSPECTION
The activity of auditing and inspecting sites or facilities to monitor compliance with applicable laws and regulations.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(.I)-EII\'JI'TIOOI\INAACI'\‘I':)ON DESIGNATION
: NUMBER (DAN)

3.1.1 Business Registers HE55-01J-05 | Retain until obsolete or NON-ARCHIVAL
Registers of business establishments that are subject to periodic inspections to Rev. 1 superseded NON-ESSENTIAL
evaluate compliance with applicable laws and regulations. then OFM

Destroy.

3.1.2 Condemnation/Demolition.Orders HES55-01J-04 | Retain for/6 years after date NON-ARCHIVAL

Records relating to the demolition, decoftamination, or disposal of a structtre or Rev.1 of order NON-ESSENTIAL

vehicle by order of the agency in accordance with RCW 64.44.050.

Excludes Hazardous Waste — Chemical Site Inspections covered by HE55-01M-02.

then
Destroy.

OPR

3. ENVIRONMENTAL
HEALTH
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.1 AUDITING AND INSPECTION
The activity of auditing and inspecting sites or facilities to monitor compliance with applicable laws and regulations.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TEJCI)\INAACI::)ON DESIGNATION
: NUMBER (DAN)

3.13 Facility Inspections (General) HE55-02L-01 | Retain for 6 years after date NON-ARCHIVAL
Records relating to the inspection of facilities or establishments where not covered Rev. 1 of inspection NON-ESSENTIAL
by a more specific record series. then OPR

Destroy.

Includes, but is not limited to inspections of the following: 4

e Dairies, food, meat processing, and food establishments;

e Living environments such as,parks, recreational facilities, schools, and

farmworker housing;

e Spas, swimming beaches, and pools;

e Sewers (public and private);

e Schools.
Excludes solid waste facility inspections covered by HE55-01J-24.
Excludes records relating to agency facility inspections covered by GS50-06B-27.

3.14 Hazardous Waste — Business Audits HE55-01M-01 | Retain for 6 years after ARCHIVAL
Records relating to audits of businesses responsible for creating hazardous waste. Rev.1 completion of audit (Appraisal Required)

then
Transfer to Washington
State Archives for appraisal
and selective retention.

NON-ESSENTIAL
OPR

3. ENVIRONMENTAL
HEALTH
MANAGEMENT
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Washington State Archives Public Health Departments and Districts Records Retention Schedule
Office of the Secretary of State Version 4.0 — January 2011

3.1 AUDITING AND INSPECTION

The activity of auditing and inspecting sites or facilities to monitor compliance with applicable laws and regulations.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\;T&NAAC'::LN DESIGNATION
: NUMBER (DAN)

3.15 Hazardous Waste — Chemical Site Inspections HE55-01M-02 | Retain until no longer ARCHIVAL
Records relating to the agency’s inspection of chemical sites which may, or are Rev. 1 needed for agency business | (Appraisal Required)
known to, collect or create hazardous waste. then ESSENTIAL

. - Transfer to Washington OPR
Includes, but is not limited to: . .
. . State Archives for appraisal
e Inspection documentation; . .
. _ . . . ] and selective retention.
e Docuemntation of chemicalsité’s corrective actions inresponseto
inspections.
Excludes hazardous materialsrabatementsproject files covered by GS50-19=1.0¢

3.1.6 | Hazardous Waste — Collector’s Audits HE55-01M-03 | Retain for 6 years after NON-ARCHIVAL

Records relating to inspections of hazardous waste collectors. Rev. 1 completion of audit NON-ESSENTIAL
then OPR
Destroy.

3.1.7 On-Site Sewage Systems — Maintenance and Inspection HE2011-014 | Retain until notification NON-ARCHIVAL
Records relating to reports received from maintenance, inspection, and pumping Rev. 0 that system has been NON-ESSENTIAL
specialists, septic tank pumpers, or other servicers performing on-site sewage decommissioned OPR
disposal system inspections. then

Destroy.

3. ENVIRONMENTAL
HEALTH Page 13 of 76
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.1 AUDITING AND INSPECTION
The activity of auditing and inspecting sites or facilities to monitor compliance with applicable laws and regulations.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;I;II\"TTZJCI)\INAACI::)ON DESIGNATION
NUMBER (DAN)

3.1.8 Planning Department Recommendations HE55-01J-15 | Retain for 6 years after date ARCHIVAL
Records relating to reports, criteria, and recommendations developed by the Rev. 1 of report or (Appraisal Required)
agency for the local Planning Department on health-related issues. recommendation NON'E;::NHAL

then
Transfer to Washington
State Archives for appraisal
and selective retention.

3.1.9 Recreational Shellfish Beach Classifications HE2011-:015 | Retain for/1 year after ARCHIVAL
Agency files on the annual classification/reclassification of recreational shellfish Rev.0 updated/superseded (Permanent Retention)
beaches based on the risk to public health from consuming shellfish. then NON'EOSFSI\EINTIAL

Transfer to Washington
State Archives.

3.1.10 | Sewage Treatment Site Inspections HE55-01J-21 | Retain for 50 years after ARCHIVAL

Records relating to the inspection of public and private sewage treatment sites. Rev. 1 closure of sewage (Appraisal Required)

Includes documentation of any problems discovered during the course of
investigation and related corrective action(s).

treatment site

then
Transfer to Washington
State Archives for appraisal
and selective retention.

NON-ESSENTIAL
OPR

3. ENVIRONMENTAL
HEALTH
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.1 AUDITING AND INSPECTION
The activity of auditing and inspecting sites or facilities to monitor compliance with applicable laws and regulations.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TEJCI)\INAACI:::Z)N DESIGNATION
NUMBER (DAN)

3.1.11 | Solid Waste — Characterization and Disposal (General) HE2011-016 | Retain for 5 years after NON-ARCHIVAL
Records relating to solid waste characterization advice provided by the agency Rev.0 advice provided NON-ESSENTIAL
where the waste is not determined to be hazardous waste. then OPR

Destroy.

3.1.12 | Solid Waste — Characterization (Hazardous Waste) HE55-01M-04 | Retain for 50 years after NON-ARCHIVAL
Records relating to solid wasté*eharagcterizationadvicejprovided bythe agefiey to Rev. 1 advigesprovided NON-ESSENTIAL
other entities where the waste,is determined to be/hazardous wastes then OPR

Destroy.

3.1.13 | Solid Waste - Facility Inspections HE55-01J-24 | Retain for the life of the ARCHIVAL
Records relating to the permitting, inspection, and/or monitoring of solid waste Rev.1 facility (Appraisal Required)
disposal sites. then ESSENTIAL

. __ Transfer to Washington OPR
Includes, but is not limited to: . .
. State Archives for appraisal

y Incme.rators; and selective retention.

e Landfills;

e Recycling facilities;

e Sewage sludge sites;

e Transfer stations.
Excludes general facility inspections covered by HE55-02L-01.

3.1.14 | Vector/Pest Control HE55-01K-05 | Retain for 6 years after date NON-ARCHIVAL
Records relating to inspections for rodent and other types of pest infestations. Rev. 1 of inspection NON-ESSENTIAL

then
Destroy.

OPR

3. ENVIRONMENTAL
HEALTH
MANAGEMENT
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Public Health Departments and Districts Records Retention Schedule

Washington State Archives
Version 4.0 — January 2011

Office of the Secretary of State

3.1 AUDITING AND INSPECTION

The activity of auditing and inspecting sites or facilities to monitor compliance with applicable laws and regulations.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\;T(';’“NAAC'::LN DESIGNATION
: NUMBER (DAN)
3.1.15 | Water Well Reports HE55-01J-26 | Retain until no longer NON-ARCHIVAL
Copies of water well reports submitted by well drillers to the Department of Rev. 1 needed for agency business NON-ESSENTIAL
Ecology describing the location, ownership, construction details, and lithology of then OFM
completed wells. Destroy.
3. ENVIRONMENTAL
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and monitoring compliance with local, state, and federal licensing or permitting
requirements.

DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;';'I\ELCI’“NAAC'::LN DESIGNATION
: NUMBER (DAN)

3.2.1 | Building Plan Reviews HE55-01J-01 | Retain for 6 years after NON-ARCHIVAL
Records relating to reviews of construction project plans for changes to facilities, Rev. 1 completion of review NON-ESSENTIAL
new construction, or building alterations or additions in the agency’s jurisdiction, then OPR
including school construction/modification reviews performed in accordance with Destroy.

Chapter 246-366A WAC.
3.2.2 Burial/Cremation/Transit Permits HE55-01F-04_.[ Retain for |1 year after ARCHIVAL
Permits issued for the burialj.cremation, or transit of deceased individudls. Rev.4 expiration/of permit (Appraisal Required)
then ESSENTIAL
Transfer to Washington OFM
State Archives for appraisal
and selective retention.

3.2.3 | Food and Beverage Service Permits — Denied HE55-02L-04 | Retain for 1 year after date NON-ARCHIVAL

Records relating to the denial of food and beverage service permits for which Rev. 1 of denial NON-ESSENTIAL

individuals in the agency have applied.

Excludes food and beverage service permits for non-temporary establishments
covered by HE55-02L-02.

Excludes food and beverage service permits for temporary establishments covered
by HE55-02L-03.

then
Destroy.

OFM

3. ENVIRONMENTAL
HEALTH
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and monitoring compliance with local, state, and federal licensing or permitting
requirements.

DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::(-;I;II:'E)CI)\INAACI::LN DESIGNATION
: NUMBER (DAN)

3.24 Food and Beverage Service Permits — Non-Temporary Establishments HE55-02L-02 | Retain for 6 years after NON-ARCHIVAL
Records relating to the permitting of food and/or beverage service establishments Rev. 1 close of establishment ESSENTIAL
in the agency. Includes permits and related records. then OPR

Destroy.
Excludes denied food and beverage service permits covered by HE55-02L-04. y
Excludes food and beverage(services permits for temporary establishments covered
by HE55-02L-03.

3.25 Food and Beverage Service Permits — Temporary Establishments HE55-02L-03 | Retain for 6 years after NON-ARCHIVAL
Records relating to the issuance of food and beverage service permits to workers in Rev. 1 expiration of permit ESSENTIAL
the agency. Includes permits and related records. then OFM

Destroy.
Excludes denied food and beverage service permits covered by HE55-02L-04. 4
Excludes food and beverage service permits for non-temporary establishments
covered by HE55-02L-02.

3.2.6 Food Borne lliness Complaints and Investigations HE55-01D-06 | Retain for 6 years after ARCHIVAL
Records relating to food borne illness complaints received and any resultant agency Rev. 1 matter settled (Permanent Retention)

response or investigation.

then
Transfer to Washington
State Archives.

NON-ESSENTIAL
OPR
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and monitoring compliance with local, state, and federal licensing or permitting
requirements.

DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::(-;EII:'TE)CI)\INAACI::LN DESIGNATION
NUMBER (DAN)

3.2.7 Food Worker Permits HE55-02L-06 | Retain until expired or NON-ARCHIVAL
Records relating to the issuance of food worker permits in accordance with Chapter Rev. 1 superseded ESSENTIAL
246-217 WAC. then OFM

Destroy.

3.2.8 Hazardous Waste — Permits HE20%1-017==Retain*for,50 years after ARCHIVAL
Records relating to permits forthe disposal of contaminated, soils.and/orether Rev.0 expiration of permit (Permanent Retention)
industrial waste. then ESSENTIAL

. . Transfer to Washington OPR
Includes, but is not limited to: .
. - . State Archives.
e Permit application materials;
e Correspondence.

3.2.9 Inter and Disinter Permits HE55-01F-09 | Retain for 6 years after ARCHIVAL
Records relating to the issuance of permits for the interment or disinterment of Rev. 1 expiration of permit (Appraisal Required)
deceased persons. then ESS(E)';';'AL

Transfer to Washington

State Archives for appraisal

and selective retention.

3. ENVIRONMENTAL
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and monitoring compliance with local, state, and federal licensing or permitting
requirements.

DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::(;E::‘T;CI)\INAACI::LN DESIGNATION
NUMBER (DAN)
3.2.10 | Licenses Issued Registers HE55-01A-10 | Retain for 6 years ARCHIVAL
Registers of licenses issued by the agency. Rev. 1 afterexpiration of last (Appraisal Required)
license listed NON-ESSENTIAL
then OFM
Transfer to Washington
State Archives for appraisal
and selective retention.

3.2.11 | On-Site Sewage Systems — Permits HES55-01J-18 | Retain until notification that ARCHIVAL
Records relating to permits for the installation, repair, alteration, or expansion of an Rev.1 system has been (Permanent Retention)
on-site sewage system. decommissioned ESSENTIAL

. .. then OPR
Includes, but is not limited to: .
. . Transfer to Washington
. Approve'd, denied, and I?psed permits; State Archives.
e Percolation tests and soil probes;
e Permit application materials;
e Waivers granted.
3.2.12 | Permit and Approval Summaries HE55-01J-13 | Retain for 6 years after ARCHIVAL
Summaries of permits and approvals granted by the agency. Rev. 1 expiration/termination of (Appraisal Required)
permit or approval ESSENTIAL
then OPR
Transfer to Washington
State Archives for appraisal
and selective retention.
3. ENVIRONMENTAL
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and monitoring compliance with local, state, and federal licensing or permitting
requirements.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(;EII:'TE)CI)\INAACI::LN DESIGNATION
NUMBER (DAN)

3.2.13 | Permits and Approvals HE55-01J-14 | Retain for 6 years after NON-ARCHIVAL
Records relating to permits and approvals issued by the agency where not covered Rev. 1 expiration of NON-ESSENTIAL
by a more specific records series. permit/approval OPR
Includes, but is not limited to: Dg;te:oy.

e Animal shelters, stables; stockyards, andZ66noticliceERsing;
e Camps (summer, labor,'penal, church, etc.);

e Dairies and food procéssing/plants;

e Garbage/recycling vehicles;

e Gas piping and plumbing;

e Hospitals, nursing homes, boarding homes, and dormitories;
e Hotels and resorts;

e Pest control companies;

e Schools;

e Solid/hazardous waste recycling events.

3.2.14 | Solid Waste — Closed Landfills HE55-01J-02 | Retain for 50 years after ARCHIVAL

Records relating to the closed landfill sites. Rev. 1 site closure (Permanent Retention)
then ESSENTIAL
Transfer to Washington OPR
State Archives.
3. ENVIRONMENTAL
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.2 LICENSING AND PERMITTING
The activity of licensing and permitting establishments or activities, and monitoring compliance with local, state, and federal licensing or permitting
requirements.

DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::(-;EII:'E)CI)\INAACI::LN DESIGNATION
: NUMBER (DAN)
3.2.15 | Water Recreation Facility Permits HE2011-018 | Retain for 3 years after ARCHIVAL
Permits issued by agency for the construction of water recreation facilities. Rev.0 expiration (Appraisal Required)
then NON-ESSENTIAL
Includes, but is not limited to: . OFM
Apolication f Transfer to Washington
o .
pp.lca |on| orm(s()j, e p——— licati State Archives for appraisal
e Pertinent plans and spécifications submitted"with application. and selective retention.

3.2.16 | Water Supply System Permits HE55-01J-25 | Retain for/the life of the ARCHIVAL
Records relating to the permitting and ongoing inspection of public and/or private Rev.1 agency (Permanent Retention)
water supply systems. then ESSENTIAL

. _ . . Transfer to Washington OPR
Includes, but is not limited to documentation relating to: .
o State Archives.
e Distribution systems;
e Filtering;
e Treatment installations;
e Water quality analysis.
3. ENVIRONMENTAL
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.3 TESTING AND ANALYSIS
The activity of testing and analyzing environmental samples.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)

3.3.1 Drinking Water — Laboratory Assessments/Certification Reviews HE2011-019 | Retain for 6 years after NON-ARCHIVAL
Records relating to on-site laboratory assessments and/or certification program Rev.0 completion of NON-ESSENTIAL
reviews of labs that analyze drinking water. assessment/review OPR

. . e . and
Note: The Environmental Protection Agency’s Manual for the Certification of . .

. . s th o e . until completion of two
Laboratories Analyzing Drinking Water (5™ Edition) Chapter Ill, page 1lI-9 requires the b t audit
retention of records relating toslaberatory assessments and-on=sitercertificationreviews U hsequen auarts
for at least 6 years to include the last two onssite audits. thep

Destroy.

3.3.2 Drinking Water — Radionuclide Analysis of Compliance HE2011-020 | Retain for 10 years after NON-ARCHIVAL

Records relating to radionuclide analyses of compliance samples. Rev.0 date of report NON-ESSENTIAL

Note: The Environmental Protection Agency’s Manual for the Certification of
Laboratories Analyzing Drinking Water (5”’ Edition) Chapter IV, page IV-12 requires the
retention of records relating to radionuclide analyses of compliance samples for 10
years (see 40 CFR 141.33).

then
Destroy.

OPR
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Washington State Archives Public Health Departments and Districts Records Retention Schedule
Office of the Secretary of State Version 4.0 — January 2011

3.3 TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

DISPOSITION

'Lf)"" DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:\'TT:)?\'NAAC':FON DESIGNATION
: NUMBER (DAN)
333 Laboratory Quality Assurance and Control (Environmental Lab) HE2011-021 | Retain for 10 years after NON-ARCHIVAL
Records relating to quality assurance testing and control activities in environmental Rev.0 conclusion of NON-ESSENTIAL
labs, including labs that analyze drinking water. analysis/testing/calibration OPR

or
until completion of Dept. of
Ecology audit, whichever is

Includes, but is not limited to:
e Documentation of analytical methods;
e Instrument calibrations;

ur : sooner
e Proficiency testing; then
e Method detection limit,studies; Destroy.

e Method validation studies.
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.3 TESTING AND ANALYSIS
The activity of testing and analyzing environmental samples.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)
334 Public Water Systems — Analysis for Lead/Copper HE2011-022 | Retain for 12 years after NON-ARCHIVAL
Records relating to the testing of water samples from public water systems for lead Rev.0 date of report NON-ESSENTIAL

and copper.

Includes, but is not limited to:
e Instrument logs;
e Sample collection and gontrol documentation;
e Raw data and calculations;

Quality control data.

Excludes bacteriological and turbidity analyses covered by HE2011-023.
Excludes chemical analyses covered by HE2011-024.
Excludes general public water system analyses covered by HE55-02H-03.

Note: The Environmental Protection Agency’s Manual for the Certification of
Laboratories Analyzing Drinking Water (5”’ Edition) Chapter IV, page IV-9 requires the
retention of records relating to chemical analyses for lead and copper for twelve years
(see 40 CFR 141.91).

then
Destroy.

OPR
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.3 TESTING AND ANALYSIS
The activity of testing and analyzing environmental samples.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)
3.35 Public Water Systems — Bacteriological and Turbidity Analyses HE2011-023 | Retain for 5 years after NON-ARCHIVAL
Records relating to bacteriological and turbidity analyses of Group A and/or Group Rev.0 completion of analysis NON-ESSENTIAL

B public water systems.

Includes, but is not limited to:
e Instrument logs;
e Sample collection and gontrol documentation;
e Raw data and calculations;

Quality control data.

Excludes analyses for lead/copper covered by HE2011-022.
Excludes chemical analyses covered by HE2011-024.
Excludes general public water system analyses covered by HE55-02H-03.

Note: WACs 246-290-480(1)(a) and 246-291-260(1)(a) require the retention of
bacteriological and turbidity analysis results for 5 years.

then
Destroy.

OPR
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

3.3 TESTING AND ANALYSIS
The activity of testing and analyzing environmental samples.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)
3.3.6 Public Water Systems — Chemical Analyses HE2011-024 | Retain for the life of the NON-ARCHIVAL
Records relating to chemical analyses of Group A and/or Group B public water Rev.0 public water system NON-ESSENTIAL

systems.

Includes, but is not limited to:
e Instrument logs;
e Sample collection and gontrol documentation;
e Raw data and calculations;

Quality control data.

Excludes analyses for lead/copper covered by HE2011-022.
Excludes bacteriological and turbidity analyses covered by HE2011-023.
Excludes general public water system analyses covered by HE55-02H-03.

Note: WACs 246-290-480(1)(a) and 246-291-260(1)(a) require the retention of chemical
analysis results for as long as the system is in operation.

then
Destroy.

OPR

3. ENVIRONMENTAL
HEALTH
MANAGEMENT

Page 27 of 76




Washington State Archives Public Health Departments and Districts Records Retention Schedule
Office of the Secretary of State Version 4.0 — January 2011

3.3 TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)

3.3.7 Public Water Systems — General HE55-02H-03 | Retain for 5 years after NON-ARCHIVAL
Records relating to the analysis of Group A and/or Group B public water systems Rev. 1 conclusion of analysis NON-ESSENTIAL
where not covered by a more specific records series. then OFM

Destroy.
Includes, but is not limited to: v
e Instrument logs;
e Sample collection and gontrol documentation;
e Raw data and calculations;
e Quality control data.
Excludes analyses for lead/copper covered by HE2011-022.
Excludes bacteriological and turbidity analyses covered by HE2011-023.
Excludes chemical analyses covered by HE2011-024.

3.3.8 Sample Management HE2011-025 | Retain for 10 years after NON-ARCHIVAL
Records relating to the management and tracking of samples received by the Rev.0 conclusion of sample testing NON-ESSENTIAL
environmental laboratory for testing or analysis. then OPR

. L Destro
Includes, but is not limited to: v
e Chain of custody documentation;
e Sample receipt documentation.
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Washington State Archives Public Health Departments and Districts Records Retention Schedule
Office of the Secretary of State Version 4.0 — January 2011

3.3 TESTING AND ANALYSIS

The activity of testing and analyzing environmental samples.

DISPOSITION
IL‘;M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?VNAI.\CI'\'I':)ON DESIGNATION
: NUMBER (DAN)

3.3.9 Effluent/Discharge Monitoring Data and Supporting Documentation HE2011-026 | Retain for 10 years after NON-ARCHIVAL
Records relating to the monitoring of sites or locations that discharge pollutants or Rev.0 testing completed NON-ESSENTIAL
effluents, including data and site monitoring support documentation. and OPR

. L until fulfillment of retention
Includes, but is not limited to: ) o

. . . o requirement(s) specified on
e Biosolid testing (e.g. land application); . .

) ) discharge permit
e Field/remote testing; then
. Ind.ustrlal pre-tr‘eatment menitoring; Bestroy.
e Solid waste testing;
e Wastewater treatment monitoring (operational monitoring, etc.).
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule
Version 4.0 — January 2011

4.

HEALTH CARE AND TREATMENT

The function relating to the assessment, diagnosis, and treatment of clients.

4.1 ASSESSMENT AND REFERRAL
The activity of assessing clients’ health care needs and referring them to health care providers outside of the agency, when appropriate.
ITEM DISPOSITION RETENTION AND
NO DESCRIPTION OF RECORDS AUTHORITY DISPOSITION ACTION DESIGNATION
: NUMBER (DAN)

4.1.1 | Encounter Forms/Fee Sheets HE2011-027 | Retain for 6 years after NON-ARCHIVAL
Records documenting services or procedures provided to clients and pertinent Rev.0 provision of health-related NON-ESSENTIAL
coding or billing information associated with services provided. services OPR

then
Destroy.

4.1.2 HIV Test Reports HE55-01D-07"| Retain for 2 years after date NON-ARCHIVAL
Records relating to non-identifiable client HIV test reports received from the Rev. 1 of receipt NON-ESSENTIAL
Department of Health lab. then OFM

Destroy.

4.1.3 | Referrals HE55-01C-16 | Retain for 2 years after date NON-ARCHIVAL
Records relating to individuals referred to the agency from private practices or Rev. 1 of referral NON-ESSENTIAL
other agencies, or by the agency for services from non-agency providers. Includes then OFM
maternal referrals. Destroy.
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Washington State Archives Public Health Departments and Districts Records Retention Schedule
Office of the Secretary of State Version 4.0 — January 2011

4.1 ASSESSMENT AND REFERRAL

The activity of assessing clients’ health care needs and referring them to health care providers outside of the agency, when appropriate.

DISPOSITION
ILEO“.’I DESCRIPTION OF RECORDS AUTHORITY DI::;i:\‘TT:)?“NA"::':z)N AT
NUMBER (DAN)

4.1.4 Screening and Referral Logs HE55-01C-02 | Retain for 2 years after NON-ARCHIVAL
Logs documenting summary information about the screening of clients for medical Rev. 1 screening/referral NON-ESSENTIAL
conditions and subsequent results, diagnosis, recommendation, and/or referral then OFM
information. Destroy.

Includes, but is not limited to:
e Alcoholism screening recofrds;
e Cancer screening records;
e (Cardiac screening andisuspect logs;
e Dental health screening;
e Diabetes screening and suspect logs;
e Glaucoma screening and suspect logs;
e Hypertension screening and suspect logs;
e Sexually transmitted disease screening logs;
e Pregnancy logs and testing.
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

4.2 CLIENT ADMINISTRATION

The activity of administering health care and treatment services provided for clients.
DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY RETENTION AND DESIGNATION
: NUMBER (DAN) DISPOSITION ACTION

4.2.1 Master Patient Index HE55-01D-04 | Retain until destruction of ARCHIVAL
Records documenting patient identification, registration, medical, and billing Rev. 1 pertinent medical record (Appraisal Required)
information for each individual registered at the hospital. then ESS(E)':}IIAL
Note: The American Health Information Management Association (AHIMA) recommends Transfer tc_) Washington .

. L2 State Archives for appraisal
the permanent retention of the master patient index. . .
and selective retention.

4.2.2 Operative Indexes HE2011-028 _| Retain for 10 years after ARCHIVAL

Logs of surgical operations performed by the hospital and pertinent staff; Rev. 0 date of entry (Permanent Retention)

equipment, or facility information.

Note: The American Health Information Management Association (AHIMA) recommends
the retention of operatives indexes for 10 years.

then
Transfer to Washington
State Archives.

NON-ESSENTIAL
OFM

4. HEALTH CARE AND
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

4.3 CLIENT BILLING
The activity of billing clients for services rendered.
DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::;E'I\;T&NAAC'::LN DESIGNATION
: NUMBER (DAN)

4.3.1 | Client Billing and Financial Assistance HE55-01C-14 | Retain for 6 years after final NON-ARCHIVAL
Records relating to billing of insurance and third party payers for the provision of Rev. 1 account activity NON-ESSENTIAL
medical services. then OPR

Destroy.
Includes, but is not limited to: v
e Applications for financial assistance;
e C(lient eligibility documentation;
e  DSHS pre-authorizations;
e Client refunds.

4.3.2 | Clinical Resource Management/Utilization Review HE2011-029 | Retain for 8 years after NON-ARCHIVAL
Records relating to comparisons of medical resource requests to treatment Rev.0 completion of utilization NON-ESSENTIAL
guidelines, and resultant determinations of medical necessity. review OPR

then
Destroy.

433 Department of Social and Health Services Billing HE55-01A-06 | Retain for 6 years after NON-ARCHIVAL

Records relating to claims billed to the Department of Social and Health Services, Rev. 1 expiration of Department of | NON-ESSENTIAL

regardless of whether the claim has been paid or denied.

Includes, but is not limited to:
e Medical assistance remittances;
e Status reports;
e (Claim documents.

Social and Health Services
contract

then
Destroy.

OFM
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Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

4.3 CLIENT BILLING
The activity of billing clients for services rendered.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\]TTIOCI)\INAACI::)ON DESIGNATION
: NUMBER (DAN)
4.3.4 | Financial Assessments HE55-01A-03 | Retain for 6 years after date NON-ARCHIVAL
Records relating to the assessment of clients’ financial resources and their ability to Rev. 1 of assessment NON-ESSENTIAL

fund medical treatment, including patient eligibility records.

then
Destroy.

OPR

4. HEALTH CARE AND
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4.4 CLIENT MEDICAL RECORDS

The activity of managing documentation relating to the assessment and treatment of clients.

DISPOSITION
'Lf)"" DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:\'TT:)?\'NAAC':FON DESIGNATION
: NUMBER (DAN)

4.4.1 | Client Medical Records — Age 18 and Over HE55-01B-01 | Retain for 8 years after last NON-ARCHIVAL
Records created by the public health agency on a per-client basis to document Rev. 1 provision of health-related ESSENTIAL
health care services provided to clients age 18 and over. services OPR

then

Includes, but is not limited to:

e Clinical assessment and treatment records (including alcohol treatment, child
care, child neglect or abuse)childrenfith*special’needs, dentabhealth,dental
sealant treatment, diabetes treatment, family practice;and,planningpgeneral
clinical services, immunizations, maternal health, methadone treatment,
phenylketonuria, rheumatic fever, STDs, tuberculosis, well child, and WIC);

e Medication administration records;

e C(lient treatment history;

e Dental records.

Destroy.

Excludes mental health counseling records covered by HE2011-032.
Excludes radiologic reports covered by HE2011-034.

Excludes client medical records for which a disclosure authorization has been made
in the final year of retention covered by HE2011-031.
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4.4 CLIENT MEDICAL RECORDS
The activity of managing documentation relating to the assessment and treatment of clients.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)

4.4.2 Client Medical Records — Under Age 18 HE2011-030 | Retain for 8 years after last NON-ARCHIVAL
Records created by the public health agency on a per-client basis to document Rev.0 provision of health-related ESSENTIAL
health care services provided to clients under age 18. services OPR

and
Includes, but is not limited to: . .
. . . , 3 years after client attains
e Clinical assessment and treatment records (including alcohol treatment, child age 18
care, child neglect or abuse)childrenfith*special’needs, dentabhealth,dental then
sealant treatment, diabetes treatment, family practice;and,planningpgeneral Béstroy
clinical services, immunizations, maternal health, methadone treatment, '
phenylketonuria, rheumatic fever, STDs, tuberculosis, well child, and WIC);
e Medication administration records;
e C(lient treatment history;
e Dental records.
Excludes mental health counseling records covered by HE2011-032.
Excludes radiologic reports covered by HE2011-034.
Excludes client medical records for which a disclosure authorization has been made
in the final year of retention covered by HE2011-031.

443 Client Medical Records — Disclosure Authorized HE2011-031 | Retain for 1 year after NON-ARCHIVAL
Client medical records for which a disclosure has been authorized in accordance Rev.0 receipt of authorization to ESSENTIAL
with RCW 70.02.040. disclose OPR
Note: RCW 70.02.160 requires the retention of existing health care information for at Dth:’n
least one year following receipt of an authorization to disclose that health care estroy.
information.
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4.4 CLIENT MEDICAL RECORDS
The activity of managing documentation relating to the assessment and treatment of clients.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?VNAACI'\I":)C)N DESIGNATION
: NUMBER (DAN)

4.4.4 Counseling HE2011-032 | Retain for 5 years after NON-ARCHIVAL
Records relating to the provision of mental health counseling and services on a per- Rev.0 client’s last visit ESSENTIAL
client basis by a licensed mental health counselor. then OPR

Destroy.
Includes, but is not limited to: v
e Counseling notes and summaries;
e Prescriptions.
Excludes client medical records far which a disclosure authorization:has been‘made
in the final year of retention,‘ecevéredby-HE2011-031.
Note: WAC 246-809-035(4) requires the retention of all records relating to counseling
services billed to a third-party payer for 5 years following the client’s last visit.

4.4.5 Interpretation Requests HE2011-033 | Retain until added to client’s NON-ARCHIVAL
Records relating to requests received by the hospital to provide language Rev. 0 medical record. NON-ESSENTIAL
interpretation during medical visits and/or consultations. OPR

4.4.6 Radiologic Reports HE2011-034 | Retain for 5 years after date NON-ARCHIVAL
Records relating to reports and printouts created by radiologists in the course of Rev.0 of report NON-ESSENTIAL
examining and assessing radiological images where the radiologist’s final report has then OPR
been added to the client medical record. Destroy.

Note: 42 CFR 482.26(d)(2) requires the retention of radiologic reports and printouts for 5
years.
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4.4 CLIENT MEDICAL RECORDS

The activity of managing documentation relating to the assessment and treatment of clients.

DISPOSITION
'Lf)"‘" DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:\'TT:)?\'NAAC':FON DESIGNATION
NUMBER (DAN)

4.4.7 Staff Signature Lists HE2011-035 | Retain for 8 years after NON-ARCHIVAL
Records documenting the signatures of staff who sign charts and other Rev.0 obsolete or superseded NON-ESSENTIAL
documentation relating to the provision of health-related services on behalf of the then OPR
agency. Destroy.

4. HEALTH CARE AND Page 38 of 76
TREATMENT




Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

4.5

CLINICAL LABORATORY

The activity of performing laboratory analysis to determine a medical diagnosis.

ITEM
NO.

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY
NUMBER (DAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

45.1

Quality Assurance/Control (Clinical Laboratory)
Records relating to quality assurance and control testing/validations performed.

Includes, but is not limited to:
e Performance specifications;
e Requisitions;
e Instrument documentation;
e Specimen identification'and, tracking records:

Note: WAC 246-338-070 requiressthe retention of records relating to clinical quality
assurance and control records for 2 years.

HE55-02H-02
Rev. 1

Retain for 2 years after

completion of testing
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

45.2

Specimen Testing (Clinical Laboratory)
Records relating to the clinical testing of specimens in agency laboratories.

Includes, but is not limited to:
e Accession/test logs;
e Test requisitions (or equivalent);
e Test records and reports.

Note: WAC 246-338-070 requires the retention of clinical lab records and reports for 2
years.

HE2011-036
Rev. 0

Retain for 2 years after

completion of testing
then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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4.5 CLINICAL LABORATORY
The activity of performing laboratory analysis to determine a medical diagnosis.
DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY RETENTION AND DESIGNATION
: NUMBER (DAN) DISPOSITION ACTION

453 Test Procedures HE2011-037 | Retain for 2 years after NON-ARCHIVAL
Records relating to test procedures implemented by the laboratory in accordance Rev.0 procedure has been NON-ESSENTIAL
with 42 CFR 493.1105. discontinued OPR
Note: WAC 246-338-070, the Clinical Laboratory Improvement Amendments (CLIA), and then
the College of American Pathologists require or recommend the retention of test Destroy.
procedures for 2 years.

454 Test Reports — General HE2011-038 =|"Retain for 2 years after NON-ARCHIVAL
Reports and results for specimens tested.at a clinical laboratory and Whete.not Revd0 examination of slide NON-ESSENTIAL
covered by a more specific series. then OFM
Note: WAC 246-338-070 and the Clinical Laboratory Improvement Amendments (CLIA) Destroy.
require the retention of general test reports for 2 years.
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4.6 INFECTIOUS AND COMMUNICABLE DISEASE CONTROL AND PREVENTION
The activity of responding to potential and confirmed infectious or communicable disease threats.
DISPOSITION
'LEOM DESCRIPTION OF RECORDS AUTHORITY RETENTION AND DESIGNATION
: NUMBER (DAN) DISPOSITION ACTION

4.6.1 | Animal Bites and Treatment HE55-01D-01 | Retain for 6 years after last NON-ARCHIVAL
Records relating to animal bites reported to the agency, or to agency treatment of Rev. 1 action NON-ESSENTIAL
animals that potentially pose a threat to human health and safety. then OPR

Destroy.

4.6.2 Case and Contact Registers — Sexually Transmitted Diseases HE55-01D-12 | Retain for 2 years after date NON-ARCHIVAL
Registers, logs, or other summary,records documentingelients whoware caffiers of Rev. 1 of entry NON-ESSENTIAL
sexually transmitted diseases: then OFM

Destroy.

4.6.3 | Case and Contact Registers — Tuberculosis HE55-01D-15 | Retain for 10 years after date | NON-ARCHIVAL
Registers, logs, or other summary records documenting active and/or inactive Rev. 1 of entry NON-ESSENTIAL
tuberculosis cases in the agency. then OPR

Destroy.

4.6.4 Emergency Detention Orders HE2011-039 | Retain for 3 years after ARCHIVAL

Records relating to emergency detention orders issued for the purposes of isolation Rev.0 expiration of order (Appraisal Required)

or quarantine in accordance with RCW 70.41.220.

then

NON-ESSENTIAL

4. HEALTH CARE AND
TREATMENT

Transfer to Washington State OFM
Archives for appraisal and
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Page 41 of 76




Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

4.6 INFECTIOUS AND COMMUNICABLE DISEASE CONTROL AND PREVENTION
The activity of responding to potential and confirmed infectious or communicable disease threats.
DISPOSITION
ILI;M DESCRIPTION OF RECORDS AUTHORITY DI::(.;EII\'JI'T:)?\INAACI'\‘I'::Z)N DESIGNATION
NUMBER (DAN)

4.6.5 Emergency Incident Response HE2011-040 | Retain for 8 years after ARCHIVAL
Records relating to the agency’s response to health emergencies (such as HIN1) Rev.0 provision of last incident- (Appraisal Required)
and its coordination or involvement in such response. related services NON'%SSENHAL
Includes, but is not limited to: then

! } o . Transfer to Washington State
e Staff badging and credentialing information; Archives for appraisal and
* Correspondence; selective retention.
e Incident action plans andwether planning andsprocedures developedoman
incident-specific basis;
e Staff schedules and station assignments;
e Update (“situation”) reports for internal and/or public use.

4.6.6 Epidemiologic Investigations and Reports HE55-01D-05 | Retain for 6 years after date ARCHIVAL
Records and reports pertaining to disease outbreak, response, treatment methods, Rev. 1 of record or report (Appraisal Required)
demographic and diagnostic data. then NON-ESSENTIAL

Transfer to Washington State OPR
Archives for appraisal and
selective retention.

4.6.7 Positive Culture Notifications HE55-01D-14 | Retain for 2 years after date NON-ARCHIVAL

Notifications received from laboratories regarding positive cultures and preliminary Rev. 1 of notification NON-ESSENTIAL

test results for certain diseases and conditions pursuant to WAC 246-101-210. then OFM
Destroy.
4. HEALTH CARE AND Page 42 of 76
TREATMENT




Washington State Archives
Office of the Secretary of State

Public Health Departments and Districts Records Retention Schedule

Version 4.0 — January 2011

4.6 INFECTIOUS AND COMMUNICABLE DISEASE CONTROL AND PREVENTION
The activity of responding to potential and confirmed infectious or communicable disease threats.
DISPOSITION
'LEOM DESCRIPTION OF RECORDS AUTHORITY RETENTION AND DESIGNATION
. NUMBER (DAN) DISPOSITION ACTION

4.6.8 Sexually Transmitted Disease Case Reports HE55-01D-13 | Retain for 2 years after final ARCHIVAL
Case reports detailing the diagnosis, progress, demographic, and location Rev. 1 report activity (Appraisal Required)
information on sexually transmitted diseases reported to and/or treated by the then NON-ESSENTIAL

. OFM
agency. Transfer to Washington State
Archives for appraisal and
selective retention.

4.6.9 Typhoid Fever Carriers HE55-01D-18_| Retain for 6 years after death | NON-ARCHIVAL
Records relating to individuals known to carry/typhoid fever, including signed Rev. 4 of carrier NON-ESSENTIAL
carrier agreements. then OPR

Destroy.

4.6.10 | Vaccine Information Statements HE55-01C-18 | Retain until obsolete or NON-ARCHIVAL
The agency’s master copy of Department of Health informational statements given Rev. 1 superseded NON-ESSENTIAL
to parents of children being vaccinated. then OFM

Destroy.

4. HEALTH CARE AND
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4.7 WOMEN, INFANTS AND CHILDREN (WIC) PROGRAM OPERATIONS
The activity of managing and administering public health WIC programs.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;EII\']I:::)?\INAACI'\‘I':::)N DESIGNATION
: NUMBER (DAN)

4.7.1 | A-19 Billing Requests HE2011-041 | Retain for 6 years after date NON-ARCHIVAL
Records relating to A-19 billing requests submitted by local agencies to the State Rev.0 submitted NON-ESSENTIAL
WIC Office for expenses incurred. then OPR

Destroy.

4.7.2 CIMS (Client Information Management System) Supplemental Documentation HE2011-042 | Retain for 4 years after date NON-ARCHIVAL
Supplemental documentationsereated by the locakageney-as:supporting Rev. 0 of document NON-ESSENTIAL
documentation to client filesiin the CIMS electronic/system. then OPR

Destroy.

Includes, but is not limited to: v

e Prescription forms;

e Rights and responsibilities forms;

e Signature forms;

e Signed check stubs;

e Handwritten check receipts;

e Signed transfer/Verification of Certification (VOC) stubs.
Note: The Washington State WIC Manual requires the retention of CIMS documents for
4 years.
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4.7 WOMEN, INFANTS AND CHILDREN (WIC) PROGRAM OPERATIONS
The activity of managing and administering public health WIC programs.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;EII\']I'T:)?\INAACI'\‘I':::)N DESIGNATION
: NUMBER (DAN)

4.7.3 Expenditure Reports HE2011-043 | Retain for 4 years after NON-ARCHIVAL
Records relating to expenditure reports created by the local agency and submitted Rev.0 report submitted NON-ESSENTIAL
to the state WIC office. then OPR

. L Destroy.
Includes, but is not limited to: y
e Expenditure Report Total forms;
e Supporting documentation:
Note: The Washington State WICManual requiressthe'retention of expenditurereports
for 4 years.

4.7.4 | Ineligible Client Files HE55-01W-04 | Retain for 4 years after NON-ARCHIVAL
Records relating to clients who have been determined to be ineligible to receive Rev. 1 ineligibility determination NON-ESSENTIAL
WIC program resources. then OPR

. . . L , . Destroy.
Note: The Washington State WIC Manual requires the retention of ineligible client files
for 4 years.

4.7.5 Language Interpreter Usage Logs HE2011-044 | Retain for 4 years after date NON-ARCHIVAL
Logs documenting requests to outside vendors for translation support services in Rev.0 of last entry NON-ESSENTIAL
clinic operations. then OPR

. . . . Destroy.
Note: The Washington State WIC Manual requires the retention of interpreter usage
logs for 4 years.
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4.7 WOMEN, INFANTS AND CHILDREN (WIC) PROGRAM OPERATIONS
The activity of managing and administering public health WIC programs.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::(.;EII\']I:::)?\INAACI'\‘I':::)N DESIGNATION
. NUMBER (DAN)

4.7.6 Nutrition Education Plan HE2011-045 | Retain for 4 years after date NON-ARCHIVAL
Records relating to annual Nutrition Education Plans created by local agencies in Rev.0 submitted to state WIC NON-ESSENTIAL
accordance with 7 CFR 246.11(d). office OPR

h
Note: The Washington State WIC Manual requires the retention of nutrition education then
Destroy.
plans for 4 years.

4.7.7 Terminated Client Files HE2017-046 | Retainfon4 years after NON-ARCHIVAL
Records relating to client files*ferindividuals whese' program certification Was,been Rev. 0 termination NON-ESSENTIAL
terminated. then OPR

. . . . . Destroy.
Note: The Washington State WIC Manual requires the retention of terminated client
files for 4 years.

4.7.8 Time Studies HE2011-047 | Retain for 4 years after NON-ARCHIVAL
Records relating to time studies and support documentation completed by the local Rev.0 study completed NON-ESSENTIAL
agency for program resource planning and allocation. then OPR

Destroy.
Note: The Washington State WIC Manual requires the retention of time studies for 4 estroy
years.

4.7.9 Waiting Lists HE55-01W-10 | Retain for 4 years after date NON-ARCHIVAL
Lists of individuals who are waiting to be accepted/certified into the WIC program. Rev. 1 of last entry NON-ESSENTIAL

then OPR
Note: The Washington State WIC Manual requires the retention of waiting lists for 4 Destro
years. y-
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5.

HUMAN RESOURCE MANAGEMENT

The function of managing the local government agency’s workforce, where not covered by the Local Government Common Records Retention Schedule (CORE).

5.1 PERFORMANCE MANAGEMENT
The activity of assessing and directing employee progress toward performance goals.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?\INAACI'\:';N DESIGNATION
: NUMBER (DAN)

5.1.1 | Staff Plans/Schedules HE2011-049 | Retain until completion of NON-ARCHIVAL
Records relating to staff plans and schedules for nursing staff, social workers and Rev. 0 Joint Commission on NON-ESSENTIAL
other medical staff. Accreditation of Healthcare OPR

Organizations audit
Excludes physician call schedules covered by HE2011-050. tien
Destroy.
5.1.2 | Physician Call Schedules HE2011-050 | Retain for 5 years after NON-ARCHIVAL
Schedules documenting on-call schedules for hospital physicians. Rev. 0 superseded NON-ESSENTIAL
then OFM
Excludes staff plans/schedules covered by HE2011-049.
Destroy.
Note: 42 CFR 489.20(r)(1-3) requires the retention of physician on-call schedules.
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5.2 STAFF DEVELOPMENT/TRAINING
The activity of enhancing employees’ competencies and skills through programs and training.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)

5.2.1 Health Insurance Portability and Accountability Act (H.I.P.A.A.) — Training HE2011-048 | Retain for 6 years after NON-ARCHIVAL
Records relating to the provision of privacy/HIPAA training programs for agency Rev.0 superseded NON-ESSENTIAL
employees. then OPR

Destroy.
Includes, but is not limited to: v
e Training development records;
e Training handouts, worksheets, PowerPoint presentations, etc:
MANAGEMENT
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6. PHARMACY MANAGEMENT

The activity of operating a pharmacy and/or acquiring, distributing, or dispensing drugs.

6.1 CLIENT MANAGEMENT
The activity of providing for the accurate tracking and management of clients and their pharmacy needs.

DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?\INAQII'\:':)ON DESIGNATION
: NUMBER (DAN)

6.1.1 Client Profile and Medication Records — Age 18 and Over HE2011-051 | Retain for 8 years after date NON-ARCHIVAL
Records relating to the filling and dispensing of medications, created in accordance Rev.0 of last dispensing activity ESSENTIAL
with WAC 246-871-050(2), on each client age 18 and over receiving prescription then OPR
medication from the pharmacy. Destroy.

Includes, but is not limited to:
e C(lient details;
e Parenteral products dispensed;
e Dates and details of dispensations;
e Pharmacist identification;
e C(lient notes, diagnoses, and conditions;
e Prescription and refill records.
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6.1 CLIENT MANAGEMENT
The activity of providing for the accurate tracking and management of clients and their pharmacy needs.
DISPOSITION
IL‘;M DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)

6.1.2 Client Profile and Medication Records — Under Age 18 HE2011-052 | Retain for 8 years after client NON-ARCHIVAL
Records relating to the filling and dispensing of medications, created in accordance Rev.0 attains age 18 ESSENTIAL
with WAC 246-871-050(2), on each client under age 18 receiving prescription then OPR
medication from the pharmacy. Destroy.

Includes, but is not limited to:
e C(lient details;
e Parenteral products dispensed;
e Dates and details of dispensations;
e Pharmacist identification;
e C(lient notes, diagnoses, and conditions;
e Prescription and refill records.
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6.2 INVENTORY/DISTRIBUTION
The activity of documenting the agency’s inventory and/or distribution of pharmaceuticals.
DISPOSITION
'Lf)"" DESCRIPTION OF RECORDS AUTHORITY o1 ::;E:\'TT:)?\'NAAC':FON DESIGNATION
: NUMBER (DAN)
6.2.1 | Drug Batch Data HE2011-053 | Retain for 50 years after NON-ARCHIVAL
Records relating to data received from laboratories on drug batches. Rev.0 completion/cessation of NON-ESSENTIAL
istributi OPR
Note: Excludes records relating to drug/vaccine accountability covered by DAN HE55- batch distribution
then
01D-03.
Destroy.

6.2.2 | Inmate Medications HE2011-054==Retainsfor,8 years after date NON-ARCHIVAL
Records documenting the provision of medicationsto inmates in jails or Rev. 0 medication(s) provided NON-ESSENTIAL
correctional facilities. then OPR

. Destroy.
Excludes inmate health records covered by LE15-01-25 and LE2010-034.

6.2.3 Pharmaceutical Distribution Errors HE2011-055 | Retain for 8 years after date NON-ARCHIVAL

Records relating to drug distribution errors discovered and/or reported upon by Rev. 0 of error NON-ESSENTIAL

the agency in accordance with WAC 246-873-080(11).

then
Destroy.

OPR
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6.2 INVENTORY/DISTRIBUTION
The activity of documenting the agency’s inventory and/or distribution of pharmaceuticals.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)

6.2.4 Pharmaceutical Inventory Accountability HE55-01C-12 | Retain for 6 years after date NON-ARCHIVAL
Records relating to the pharmacy’s acquisition, transfer, distribution, and/or Rev. 1 of destruction/disposition NON-ESSENTIAL
destruction of pharmaceuticals, including controlled substances. then OPR

Destroy.

Includes, but is not limited to: v

e Destruction records;

e Dispensing registers and records/medicationlogs;

e Clinic medication logs;

e Receipt and distribution records,(e.g. invoices, orders, receipts, préscriptions,

biologics inventory and distribution records);

e Transfer records;

e Vaccine sign out records;

e Records of destruction as required by WAC 246-873-080(7)(e).

6.2.5 Therapeutically Equivalent Drug Substitutions HE2011-056 | Retain for 10 years after last NON-ARCHIVAL
Records relating to authorizations for therapeutically equivalent drug substitutions Rev. 0 authorized dispensation NON-ESSENTIAL
in accordance with WAC 246-899-030(3). then OPR

Destroy.
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6.3 QUALITY ASSURANCE AND CONTROL
The activity of enacting policies, methods, and procedures to ensure the provision of quality drugs and medications.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I'T(I)?VNAACI'\'I':)ON DESIGNATION
: NUMBER (DAN)

6.3.1 Pharmaceutical Complaints and Investigations HE2011-057 | Retain for 2 years after ARCHIVAL
Records of complaints regarding pharmaceutical products and related investigation Rev.0 distribution of drug has (Permanent Retention)
records produced in accordance with WAC 246-895-060(8). been completed NON-ESSENTIAL

and OPR
1 year after expiration of
drug
then
Transfer to Washington
State-Archives.

6.3.2 Pharmaceutical Recalls HE2011-058 | Retain for 8 years after last NON-ARCHIVAL
Records relating to the recall of pharmaceuticals which are, or have been, in the Rev. 0 dispensation of drug NON-ESSENTIAL
possession of the agency. then OPR

Destroy.

6.3.3 Pharmacy Policy, Procedure, and Training Manuals HE2011-059 | Retain for 2 years after ARCHIVAL
Manuals of pharmacy policies and procedures which ensure client health, safety, Rev.0 superseded (Permanent Retention)
and welfare, as well as training manuals for pharmacy employees. then NON-ESSENTIAL

Note: WAC 246-871-050(4)(b) and (c) require the retention of pharmacy training, policy,
and procedure manuals for 2 years.

Transfer to Washington
State Archives.

OFM
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7. RESEARCH MANAGEMENT
The function of managing, or engaging in, research activities.
7.1 CLINICAL TRIALS
The activity of performing and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(.I)-EII\'JI'TIOOI\]NA’::I'\‘I'::)N DESIGNATION
: NUMBER (DAN)
7.1.1 | Bioavailability/Bioequivalence Samples — Food and Drug Administration HE2011-060 | Retain for 5 years after date NON-ARCHIVAL
Application Approved Rev.0 on which Food and Drug NON-ESSENTIAL
Reserve samples of any test articles and reference standards used in conducting in Administration application OPR
vivo or in vitro bioavailability/bioequivalence studies where a Food and Drug or supplemental application
Administration application has béen @pproved, ¥étained in accordance with 24,CFR iS'approved
320.63 or 320.38. then
Destroy.
7.1.2 Bioavailability/Bioequivalence Samples — No Food and Drug Administration HE2011-061 | Retain for 5 years after date NON-ARCHIVAL
Application Approved Rev.0 of completion of related NON-ESSENTIAL

Reserve samples of any test articles and reference standards used in conducting in
vivo or in vitro bioavailability/bioequivalence studies where no Food and Drug
Administration application has been approved, retained in accordance with 21 CFR
320.63 or 320.38.

bioavailability study
then
Destroy.

OPR
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7.1 CLINICAL TRIALS
The activity of performing and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TTZJCI)\INAACI:::Z)N DESIGNATION
: NUMBER (DAN)

7.1.3 Device Trials HE2011-062 | Retain for 2 years after date NON-ARCHIVAL
Records relating to investigational medical device clinical trials retained in Rev.0 investigation NON-ESSENTIAL
accordance with 21 CFR 812.140. completed/terminated OPR

. _ and
Includes, but is not limited to:
. . . . " 2 years after records are no
e Investigator records of receipt, use, shipment, or disposition of an .
) o ; longer required as
investigational device; . .
| ) i< Sk ) " ¥ 4 ; supportingiddocumentation
. CJnve.stl.gat:::r protocols aln ocumentation.showing.dates andreasons:e T8¢ dfemathet approval
eviation from protoco., ] ) N application or a notice of
. S.ponsor recon"ds of device shipment and disposition; completion of a product
e Signed investigator agreements; development protocol
e Sponsor records concerning adverse device effects; then
J Othe.r recors:ls required to be maintained by the Food and Drug Destroy.
Administration.
Note: 21 CFR 812.140(d) requires the retention of device trial records for 2 years after
the date on which the investigation is terminated or completed, or the date that the
records are no longer required for purposes of supporting a premarket approval
application or a notice of completion of a product development protocol.

7.14 Trial Drug Management — Food and Drug Administration Application Approved HE2011-063 | Retain for 2 years after date NON-ARCHIVAL

Records relating to the acquisition, shipment, or disposition of investigational drugs Rev.0 marketing application is NON-ESSENTIAL

for which a Food and Drug Administration application has been approved.

Note: 21 CFR 312.57 requires the retention of records and reports showing the receipt,
shipment, or other disposition of investigational drugs for 2 years after a Food and Drug
Administration marketing application is approved.

approved
then
Destroy.

OPR
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7.1 CLINICAL TRIALS
The activity of performing and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI;{:(;EII\"TT:JCI)\INAACI:::Z)N DESIGNATION
: NUMBER (DAN)

7.15 Trial Drug Management — No Food and Drug Administration Application HE2011-064 | Retain for 2 years after NON-ARCHIVAL
Approved Rev.0 investigation discontinued NON-ESSENTIAL
Records relating to the acquisition, shipment, or disposition of investigational drugs and Food and Drug OPR
for which a Food and Drug Administration application has not been approved. Administration notified

, , . . then

Note: 21 CFR 312.57 requires the retention of records and reports showing the receipt, Destro
shipment, or other dispositionofinvestigational drugsfortwowyearswdfter. shipment and v
deliver of the drug for investigational use is discontinued and the Food and Drug
Administration has been notified.

7.1.6 Investigators’ Financial Interest HE2011-065 | Retain for 6 years after date NON-ARCHIVAL
Records relating to the financing of clinical investigations or bioequivalence studies Rev.0 of application approval NON-ESSENTIAL

from which data are intended to be submitted to the Food and Drug Administration
as part of an application for market approval, retained in accordance with 21 CFR
320.36(b) or 21 CFR 54.6.

Includes, but is not limited to:
e Records showing financial interest or arrangement paid to investigators by
sponsors as described in 21 CFR 54.4(a)(3)(i);
e Records showing significant payments made by the sponsor to the
investigator as described in 21 CFR 54.4(a)(3)(ii);

e Records showing financial interests held by clinical investigators as described
in 21 CFR 54.4 (a)(3)(iii).

then
Destroy.

OPR
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7.1 CLINICAL TRIALS
The activity of performing and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TEJCI)\INAACI:::Z)N DESIGNATION
: NUMBER (DAN)

7.1.7 In Vivo/In Vitro Tests HE2011-066 | Retain for 2 years after NON-ARCHIVAL
Records relating to in vivo or in vitro tests conducted on any marketed batch of a Rev.0 expiration date of the batch | NON-ESSENTIAL
drug product. then OPR

. . L . Destroy.
Note: 21 CFR 320.36(a) requires the retention of all records of in vivo or in vitro tests
conducted on aany marketed batch of a drug product for at least two years after the
expiration date of the batch.

7.1.8 | Subject Case Histories — Food dnd Drug Administration"Application*Filed HE2011-067 ™"Retain for 2 years after date NON-ARCHIVAL
Records relating to individuals,administered investigational.drugs or empleyed as a Rev0 marketing-application is NON-ESSENTIAL

control in a drug investigation for which a Food and Drug Administration application
has been filed.

Includes, but is not limited to:
e Case report forms and supporting data;
e Signed and dated consent forms;
e Maedical records.

Note: 21 CFR 312.64 requires the retention of drug disposition and case history records
for two years following the date a Food and Drug Administration marketing applications
is approved for the drug being investigated.

approved
then
Destroy.

OPR
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7.1 CLINICAL TRIALS
The activity of performing and/or sponsoring clinical trials to evaluate the safety and efficacy of investigational drugs or medical devices.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TTZJCI)\INAACI::)ON DESIGNATION
: NUMBER (DAN)
7.1.9 | Subject Case Histories — No Food and Drug Administration Application Filed HE2011-068 | Retain for 2 years after NON-ARCHIVAL
Records relating to individuals administered investigational drugs or employed as a Rev.0 investigation discontinued NON-ESSENTIAL

control in a drug investigation for which a Food and Drug Administration application
has not been filed.

Includes, but is not limited to:
e Case report forms andsupportihg data;
e Signed and dated consentyforms;
e Maedical records.

Note: 21 CFR 312.64 requires the retention of drug disposition and case history records
for two years after the investigation is discontinued and the Food and Drug
Administration is notified.

and the Food and Drug

Administration notified
then

Destroy.

OPR
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7.2 INSTITUTIONAL REVIEW BOARDS
The activity of operating, or having involvement with, an institutional review board.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TEJCI)\INAACI::)ON DESIGNATION
: NUMBER (DAN)

7.2.1 Institutional Review Boards (IRBs) — General Board Records HE2011-069 | Retain for 3 years after date ARCHIVAL
Records relating to Institutional Review Boards and their activities in the Rev. 0 of document (Permanent Retention)
monitoring and oversight of human subject research. then NON'%SSENHAL

. L Transfer to Washington
Includes, but is not limited to: .
. . . o State Archives.
e |IRB review of research proposals and ongoing review activities;
e Minutes of IRB meetings;
e IRB member lists and credentialing.
Note: CFR 46.115(b) requires thesretentionsof records relatingstes/RB activities'ferthree
years.

7.2.2 Institutional Review Boards - Principal Investigator Records HE2011-070 | Retain for 6 years after NON-ARCHIVAL

Records relating to investigator activities in human subject research. Rev.0 completion of research NON-ESSENTIAL

Includes, but is not limited to:
e Documentation of uses and disclosures;
e Authorization/consent forms;
e Business partner contracts;
e Notices of practice
e Responses to requests to amend or correct information;
e C(lient statements of disagreements and complaints.

Excludes grant records covered under CORE’s Grants activity.

Note: 45 CFR 45.115 requires the retention of principal investigators’ records for six
years after completion of research.

then
Destroy.

OPR
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7.2 INSTITUTIONAL REVIEW BOARDS

The activity of operating, or having involvement with, an institutional review board.

ITEM DISPOSITION

NO DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TEJCI)\INAACI::)ON DESIGNATION
: NUMBER (DAN)
7.2.3 Institutional Review Boards (IRBs) — Research Conducted HE2011-071 | Retain for 3 years after ARCHIVAL
IRB records which relate to specific research conducted or that document Rev.0 completion/termination of (Appraisal Required)
decisions pertaining to committee actions on research conducted. research ESSENTIAL

then OPR
Arrange for appraisal and
selective retention by
Washington State Archives.

Includes, but is not limited to:
e Correspondence between the IRB and investigators/researchers;
e Progress reports provided to IRB;
e Reports of unanticipated problems involving risks:to subjects or‘athers;
e Injury reports;
e Significant new findings provided to subjects.

Excludes grant records covered under CORE’s Grants activity.

Note: 45 CFR 46.115(b) requires the retention of records relating to research conducted
for three years after completion of research.
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8.

VITAL RECORDS MANAGEMENT

The function of managing vital records created by the agency.

8.1 CERTIFICATION
The activity of certifying vital events.
DISPOSITION
ILEO“.A DESCRIPTION OF RECORDS AUTHORITY DI::(T)E'I\‘TT;?“NA’::':I[:)N e
NUMBER (DAN)

8.1.1 Birth/Death Certificate Affidavits of Correction HE55-01F-01 | Retain for 1 year after NON-ARCHIVAL
Affidavits related to requests received for the correction of information appearing Rev. 1 transmitted to Department ESSENTIAL
on a birth or death record, including any attached original certificates or certificate of Health OPR
copies. then

Destroy.

8.1.2 Birth/Death Certificates — 1907°and Later HE55-01F-03""|"Retain until no longer ARCHIVAL
Original birth certificates issued by the agency for live births, deaths, or fetal deaths Rev. 1 needed for agency business | (Permanent Retention)
in the local health jurisdiction. then ESSENTIAL

Transfer to Washington OPR
State Archives.

8.1.3 Certificate Request Logs HE2011-072 | Retain for 2 years after date NON-ARCHIVAL
Logs documenting requests received by the agency for birth, death, or other vital Rev.0 of entry NON-ESSENTIAL
records certificates. then OPR

Destroy.

8.1.4 | Certificate Requests HE55-01F-02 | Retain for 2 years after date NON-ARCHIVAL
Formal requests received for certified copies of birth or death certificates, or other Rev. 1 of request NON-ESSENTIAL
vital records. then OFM

Destroy.

8. VITAL RECORDS
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8.1 CERTIFICATION
The activity of certifying vital events.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;EII\"TTIOCI)\INAACI::)ON DESIGNATION
: NUMBER (DAN)
8.1.5 Indexes to Vital Records HE55-01F-08 | Retain until the archival ARCHIVAL
Indexes and other finding aids used to access vital records created by the agency, Rev. 1 records are transferred to (Permanent Retention)
such as birth or death certificates. Washington State Archives ESS(E;:,IIAL

then
Transfer to Washington
State Archives.

8. VITAL RECORDS
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9. LEGACY RECORDS
The function of maintaining and preserving records no longer created and/or received by the agency but which may continue to be in the agency’s possession.
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;EII\"I::-(I)?\INAACI'\'I'E)N DESIGNATION
: NUMBER (DAN)

9.1.1 High Priority Infant Tracking Sheets HE55-01G-02 | Retain for 8 years after NON-ARCHIVAL
Records relating to the tracking of high risk infants as part of Washington State’s Rev. 1 close of file NON-ESSENTIAL
non-operational-High Priority Infant Tracking Project. then OPR

Destroy

9.1.2 Passport Program Interagency Work Orders HE55-01G-04 | Retain for 5 years after NON-ARCHIVAL
Records relating to work ordersskequestingshealtheare assessments:for Rev..1 expiration of work order NON-ESSENTIAL
Department of Social and Health Services foster children as part of the Passport then OFM
Program. Destroy.

9.1.3 | Birth/Death Certificates — Pre-1907 HE2011-073 | Retain until no longer ARCHIVAL
Records relating to birth or death certificates issued by the agency prior to 1907. Rev.0 needed for agency business | (Permanent Retention)

then ESSENTIAL
Transfer to Washington OPR
State Archives.

9. LEGACY RECORDS
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrative, legal, and fiscal use; their evidential and
informational or research value; and their relationship to other records.

Archival — See Archival (Appraisal Required) and Archival (Permanent Retention).

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual
basis.
Public records will be evaluated; sampled, and weeded \according to archival principles by archivists from Washington State Archives (WSA). Records not
selected for retention by WSA may beéxdisposed of afterappraisal.

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. Local government agencies must either transfer these
records to Washington State Archives or retain and preserve these records according to archival best practices until such time as they are
transferred to Washington State Archives (WSA).
WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archives and destruction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the Local Records Committee.
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Essential Records
Public records that local government agencies must have in order to maintain or resume business continuity following a disaster. While the
retention requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its
core functions following a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with chapter 40.10 RCW.
Copies of master indexes, lists, registers, tracking systems, databases and other finding aids should also be transferred with the records.

Local Records Committee
The committee established by RCW 40.14.070 to review and approve disposition of local government records.

Its three members include the State Archivist and one representative each from the Offices of the Attorney General and the State Auditor.

Migration
The periodic transfer of data from,one electronic system tosanother.in orderto ensure.continued integrity and accessibility of data despite changes
over time in hardware, software, and storage media.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”’. Agencies must retain these records for the minimum

retention period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in chapter 40.10 RCW.

Obsolete
Public records which are no longer relevant to current program or primary functional responsibilities of a department or office.

Office of Record
The group, department, or office within an agency responsible for maintaining a primary record from creation (or receipt) through disposition.
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OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified as

official public records; duplicate copies of official public records filed with any agency of the state of Washington;, documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”

OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(1) “Official public records shall include.all originalyyouchers, receipts;and-ether documents necessarystosisolate,andprovesthe validity of every transaction relating to
the receipt, use, and disposition ofall public property and public income from all sources whatsoever; all agreements and contracts to which the state of Washington or
any agency thereof may be a party; all'fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or
documents required by law to be filedéwith erkept by any agency=ef the state ofy\Wdshington;=.. andsdll othersdocuments or records determined by the records
committee... to be official public records.”

Permanent — See Archival (Permanent Retention) and Non-Archival.
Potentially Archival or Potential Archival Value — See Archival (Appraisal Required).

Primary Records
The original record (whether created or received by the agency) which serves as the official record, and must be retained in accordance with a
current approved records retention schedule.

Public Records
RCW 40.14.010 - Definition and classification of public records.
“... The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and
including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public

business...”
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Records Series

A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records
series may consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

Secondary Records
Copies (or duplicates) of the agency’s primary records used for specific legal, fiscal, or administrative purposes.

Secondary records exist for convenience of reference, or for informational purposes, and may be discarded when no longer needed for agency business in
accordance with GS50-02-04.

Security Microfilm
Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and
serves as an emergency/disastér back-up, in accordance with chapter 40.10 RCW.

Washington State Archives provides'Security microfilmsstorage and inspection services. to local'government agencies.
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INDEX: ARCHIVAL / LIFE OF AGENCY RECORDS

AGENCY MANAGEMENT
Quality Assurance and Compliance
MajOr INCIAENT REVIEWS ......eviiieiieeeciieeeeetree e tee et e et e e e eae e e s sata e e e e are e e ennaeas 8
Medical Staff Credentialing/Privileging
StANAArd OF CAre ..oovieiiii et
ASSET MANAGEMENT
Maintenance
Radiation Instrument Calibration (Drinking Water) ........cccceeveeevieeeveescieeciieennne 10
ENVIRONMENTAL HEALTH MANAGEMENT
Auditing and Inspection

Hazardous Waste — BusSiness AUGItS........ccueieruiieiiiiieenniiee e rieee e 12
Hazardous Waste — Chemical Site InSpections..........cct..iee e cib e s 13
Planning Department Recommendationsp.. ... ou........iet . hessmmsats. .. LS. s 14
Recreational Shellfish Beach Classifi€ations....c......eveeeckieeeveeeereiiibeeerieeein s 14
Sewage Treatment Site INSPECLIONS ..ccevveiiiiiiiiiieece e 14

Solid Waste — Facility Inspections
Licensing and Permitting

Burial/Cremation/Transit Permits........cceeeeevvvveeeviveeeiiieeenns

Food Borne lliness Complaints and Investigations

Hazardous Waste - PEIrMItS.......ciivciiiiiieee ettt e e e e iaaeees
Inter and DiSiNter PEIMILS .....viivcuieeeiiiee ettt et e e eaee e e e e e s sae e e e
Licenses [SSUBD REGISTEIS ....uuiiiicuiieeiiieee ettt e esee e et e e eaee e e sre e e s raae e e enees 20
On-Site Sewage Systems — Permits ......oovcuiiiiiiiiiiiiiiiieeiee e eereeeee e 20
Permit and Approval SUMMArIes ......c.ceeeecieieriiiee e esiee e e e e e 20
Solid Waste — Closed Landfills..........cccocueiiiiiiieeiiiiecciee e 21

INDEX TO:

ARCHIVAL/LIFE OF
AGENCY

Water Recreation Facility PErmits......ooccueiiviieeiiniieeieiiec e 22
Water Supply System PermitS......cccceeeriiiiiiiieeeriiee ettt svee e 22
HEALTH CARE AND TREATMENT
Infectious and Communicable Disease Control and Prevention
Emergency Detention Orders..........
Emergency Incident Response
Epidemiologic Investigations and RePOrts .........ccecveereeeniieneeniieenee e 42
Sexually Transmitted Disease Case REPOItS......ccccvevverriiereeenieenieeniee s 43
Patient Administration
Master Patient INAEX......cooiiiiiiiiee ittt e s e e 32
(0] o T=T = 41 VZN [ o [N SR UPPRN 32
LEGACY RECORDS
Birth/Death CertificatesmmRre=1907 ..o u.cccuuiieeeeeeieeeeeieeeereeeeeereesirreeeeeesessanees 63
PHARMACY MANAGEMENT
Quality Assurance/Control
Pharmaceutical Complaints and Investigations .........ccccecveeivceieiivieeenciee s
Pharmacy Policy, Procedure, and Training Manuals
RESEARCH MANAGEMENT
Institutional Review Boards

Institutional Review Boards — Research Conducted ........cccccceeveciiiiieeeeeiccnnnns 60
Institutional Review Boards (IRBs) — General Board Records .......c.ccceeveevueennns 59
VITAL RECORDS MANAGEMENT
Certification
Birth/Death Certificates — 1907 and later........cccevviieveieeiiceee et 61
Indexes 10 Vital RECOIAS .......uuiiiiiiieiiiiieiee ettt e e e e e e s e anenes 62
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INDEX: ESSENTIAL RECORDS

ENVIRONMENTAL HEALTH MANAGEMENT
Auditing and Inspection

Hazardous Waste — Chemical Site INSpections..........ccceecveeevccieeeevcieee e 13
Solid Waste — Facility INSPECLIONS ....cccccvviiiiiiieeeiee et e 15
Licensing and Permitting
Burial/Cremation/Transit PEIMIES ..cc.uveeeeeeiiiiereeeeeeeeeseerireeeeeeesesiereeeeesesesnenees 17
Food and Beverage Service Permits — Non-Temporary Establishments........... 18
Food and Beverage Service Permits — Temporary Establishments.................. 18
FOOd WOTKEE PEIMILS ...veiiiiieieiiiie ettt stee et e e ete e e saee e e sae e e s e e e ennee 19
Hazardous Waste - PEIMILS .....cocuuieiiiiieeiniiee ettt 19
Inter and DisSinter PEIrMItS ......coviieiiiiiee ettt et 19
On-Site Sewage Systems — Permits . £ ...t itececeeesabe e bebeeeeeeeneee s dos 20
Permit and Approval Summaries ....... . .. beveeeeeeenee e hesmmale . o ST 20
Solid Waste — Closed Landfills........ B il e bt ad 21
Water Supply System Permits.......coceiriiereiiiienieeeeeeee et 22

HEALTH CARE AND TREATMENT
Client Medical Records
Client Medical Records — Age 18 and OVEr ......cccocccvviieeieeeeciiiieeeee e 35
Client Medical Records — Discosure Authorized .........ccccceeveiiiiieieeicenciiieeenen, 36

Client Medical Records —Under Age 18........ccceeveiriieeieeniiieeiee e 36
COUNSEIING .ttt sttt sttt e st e sb e e bt e sbeeeanee s 37
Patient Administration
MaASter PAtient INEX . .coocvieriiiiieieenit ettt sba e s e e 32
LEGACY RECORDS
Birth/Death Certificates — Pre=-1007 .......ccuuuiieeeureieeeeeieeeieeeeeeeseeiisreeeesssessnnnes 63
PHARMACY MANAGEMENT
Client Management
Client Profile and Medication Records — Age 18 and OVer ......cc.ccceecueerveeennenn. 49
Client Profile and Medication Records — Under Age 18........ccccovveeevveeecnrennnn. 50

RESEARCH MANAGEMENT
Institutional ReviewyBoards

Institutional Review Boards — Research Conducted ..........cccccevveiiiieeeciieeeenns 60
VITAL RECORDS MANAGEMENT
Certification
Birth/Death Certificate Affidavits of COrrection........ccocveevvevveeecereeeecereecereeens 61
Birth/Death Certificates — 1907 and [ater .....cccvvveveeieiieeeeeeeeeee ettt 61
Indexes 10 Vital RECOIAS .......uuiiiiiiieiiiieiee ettt eaar e e e e e e e eannnes 62
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INDEX: DISPOSITION AUTHORITY NUMBERS (DANs)

HE2011-000.......ccccciiiiiiiiiiniiiniieenns 5 HE2011-032.....cccoiiiiiiiiiiiiiiiicen, 35 HE2011-064........coccvviiiiiiiiiiee, 54 HES55-01F-08.......ccoviiiiiiiiiiiicen, 60
HE2011-001......ccoviiiiiiiiiiiiiiies 5 HE2011-033.....ccciiiiiiiiiiiiiiiicen, 35 HE2011-065......ccccciviiiiiiiiiiicnne, 54 HES55-01F-09.....ccccoviiiiiiiiiiiiice, 19
HE2011-002.......c.covvviiiiiiiiiiiiciies 6 HE2011-034......ccoviiiiiiiiiiiiieen, 35 HE2011-066.......cccvvveveriiiiininnnn 55 HES55-01G-02......coovvvviiiiiiiiiiienee, 61
HE2011-003.....ccoooiiiiiiiiiiiiiciies 6 HE2011-035.....ccciiiiiiiiiiiiiiiienen, 36 HE2011-067....ccvviiiiiiiiiiiiiieen, 55 HES55-01G-04......coovvvviiiiiiiiiiieeee, 61
HE2011-004........cooviiiiiiiiiiiieiies 7 HE2011-036.....ccccevviviiiriiiiiiienen, 37 HE2011-068.......coovviiiiiiiiiiienn 56 HES55-01J-01 ..o, 17
HE2011-005.....cccovviiiiiiiniiiiiiciiies 7 HE2011-037....cooiiiiiiiiiiiiiiiiicnnen, 38 HE2011-069......cccocviiiiiiiiiiiieinn, 57 HES55-01J-02 ...coviviiiiiiiiiiiiiic, 21
HE2011-006........ccocuivvriiniiiiiiinens 8 HE2011-038.....ccccevviiiiiiiiiiiiecnen, 38 HE2011-070.....ccccoeiviiiiiiiiiiicinn, 57 HES5-01J-04 .....oovviiiiiiiiiiece, 11
HE2011-007.....ccovviiiiiiiniiiiiiceees 8 HE2011-039....cccciiiiiiiiiiiiiiiiice, 39 HE2011-071....cccoiiiiiiiiiiiiiiice, 58 HES55-01J-05...ccviiiiiiiiiiiiiece, 11
HE2011-008........ccoviiiriiiiiiiiiines 8 HE2011-040......ccccecviviiiiiiiiiiienen, 40 HE2011-072.....cceeviiiiiiiiiiiicee, 59 HES5-01J-13 ..o, 20
HE2011-009......cccovviiiiiiiiiiiiiiiiies 9 HE2011-041.....ccovviiiiiiiiiiiiiiennen, 42 HE2011-073....ccciiiiiiiiiiiiiiien, 61 HES55-01J-14 ....ccviiiiiiiiiiiiie, 21
HE2011-010.....ccovviiiiiiiiiiiiiieiiens 9 HE2011-042........ccovvvviiieiiiiiiienen, 42 HE55-01A-03 .....cooviiiiiiiiiiiice, 32 HES55-01J-15 ..., 14
HE2011-011...ccoiiiiiiiiiiiiiiiniiiiiies 9 HE2011-043...0.......ih 43 HES5-01A-06...0.......i 31 HES55-01J-18 ...viiiiiiiiiiiiiic, 20
HE2011-012.....ccviiiiiiiiiiiieieee, 10 HE2011-044...  cumet.. ... L 43 HES5-01A=10 ....................o. . 20 HES55-01J-21 oo, 14
HE2011-013....cccciiiiiiiiiicncee, 10 HE2011-045...0...cooiiiiiiiice s 44 HES5-01B-01 ...0.....deiiiiiiinnnee, 33 HES5-01J-24 ....oviiiiiiiiiiecen, 15
HE2011-014......ccoooviiiiiiiienee, 13 HE2011-046......cccocvvviiiiiiiiiiienen, 44 HES5-01C-02 .....ccooviiiiiiiiiiie, 29 HES55-01J-25 ....cciiiiiiiiiiiiiec, 22
HE2011-015....cccciiviiiiiniiiiiiiiieenns 14 HE2011-047.....coovviiiiiiiiiiiiiiiicinnns 44 HES55-01C-12 ....coovviiiiiiiiiiniiienee, 50 HES55-01J-26 .....covvviiiiiiiiiiiiicennns 16
HE2011-016.....ccceiviiiiiiiiiieiiene, 15 HE2011-048......ccooviiiiiiiiiiiiiiennn, 45 HE55-01C-14 .....oovviiiiiiiiiiiiiicn, 31 HES55-01K-02 .....ooovvviiiiiiiiiiiiienen, 11
HE2011-017....coviiiiiiiiiiiiieiicee, 19 HE2011-049......cccooviiiiiiiiiiiiiie, 46 HE55-01C-18 ..o, 41 HES55-01K-05 .....ooovvviiiiiiiiiiiiicennn, 15
HE2011-018.....ccviiiiiiiiiiiieieee, 22 HE2011-050......ccccvvviviiiriiiiiiiennen, 46 HE55-01D-01.....oovviiiiiiiiiiiiicenn, 39 HES55-01M-01.....coovviiiiiiiiiiiiienen, 12
HE2011-019.....cccciiiiiiiiiiiiiiieeee, 23 HE2011-051....ccciiiiiiiiiiiiiiiiicnen, 47 HE55-01D-04......cccviiiiiiiiiiiienn, 30 HES55-01M-02......covviviiiiiiiiiiicnnn, 13
HE2011-020......ccoiviiviiiiniiiiiiiinnnnns 23 HE2011-052......cciviiviiiiiiiiiiiiiciins 48 HES55-01D-05.....ccccvviiiiiiiiiniiienee, 40 HES55-01IM-03......cccvviiiiiiiiniiinins 13
HE2011-021.....ocoviviiiiiiiiiiiiiiieeins 24 HE2011-053......coiviiiiiiiiiiiiiiiicins 49 HES55-01D-06......cccvvvvriiiiiniiiinnee, 18 HES55-01IM-04 ......ccovviiiiiiiiniiinins 15
HE2011-022......ccovviiiiiiiiiiiiiieenns 25 HE2011-054......ccovviiiiiiiiiiiiiiicinns 49 HES55-01D-07 ....coovvvvviiiiiiiiniiieinee, 28 HES55-01W-04......cccvvviiiiiiiiiennns 43
HE2011-023......ccoiviiiiiiiiiiiiiiiieeins 26 HE2011-055......cciviiiiiniiiiiiiiiiciins 49 HES55-01D-12....ccovviiiiiiiiiiniiieinee, 39 HES55-01W-10.....coovuviiiiiiiiiniiininnns 44
HE2011-024.......oooviiiiiiiiieieee, 26 HE2011-056......ccccovviviiiiiiiiiiienen, 50 HE55-01D-13....oooiiiiiiiiiiiiice, 41 HES55-02H-01......coovviiiiiiiiiiiiienee, 10
HE2011-025.....ccciiiiiiiiiiiieieee, 27 HE2011-057....ccciiiiiiiiiiiiiiiiiennen, 51 HE55-01D-14 ..o, 40 HES55-02H-02.......coviviiiiiiiiiiicen, 37
HE2011-026.....cccciviiiniiiiiiniieeee, 27 HE2011-058......cccoviiiiiiiiiiiiiienen, 51 HE55-01D-15.....ccoviiiiiiiiiiciicei, 39 HES55-02H-03.......coviiiiiiiiiiiic, 27
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HE2011-028.......coovvviiiinriiiiniiiienns 30 HE2011-060.......ccccvvvviruiiininiiiennnns 52 HES55-01F-01....ooviiiiiiiiiiiin 59 HES55-02L-02......oovviviiiriiiiiicieenee, 18
HE2011-029......ccovviviviiiiiiiiiinenns 31 HE2011-061......ccovvuviiinniiiiiiiiieinns 52 HES55-01F-02.....oooveiiiiiiiiiicieeen 59 HES55-02L-03......oooviiiiiiiiiiiicieeenee, 18
HE2011-030.....ccciiviiiiiniiiiiniiinennns 34 HE2011-062.......ccovuviviviiiiiiiiiiennns 53 HES55-01F-03......cooiiiiiiiiiiieen 59 HES5-02L-04.......cooovviiiiiiiieiieenen, 17
HE2011-031....cccviiiiiiiiiiiiiiiicee, 34 HE2011-063......ccoiiiiiiiiiiiiiiieen, 53 HES55-01F-04.......cooiiiiiiiiiiicn, 17 HES55-02L-06......covvvviiiiiiiiiiienn, 19
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A
A-19 billing requests .......cccoeeevcieeeeciee e 44
accidents/incidents — no claim filed
age 18 and older.......covvveeviiiriieniiceeeeec e, 6
UNAEr age 18..ccoiiiiieiiiieeieeeieeeee et 6
accounting see CORE
accreditation, certification, and license
documentation ............. see CORE
administration (general) .......ccoeeeeeveeeeen L 33
advice nurse and triage l08sS ........cccccueeeeeiiil see CORE

affidavits of correction (birth/death certificates)..see
Birth/Death Certificate Affidavits of Correction

E =] oo I 1 USSR see CORE
alcoholism screening files see Screening and Referral
Logs
alcoholism treatment summaries..see Client Medical
Records
animal
bites and treatment.......cccccevvceeeeeiiee e, 41
animal treatment records.......... see Animal Bites and
Treatment
anNUal reports.....eciieeee e see CORE
application/request for certified copy of birth or
death certificate ............... see Certificate Requests
appointment books and registers................ see CORE
as-built construction project plans.............. see CORE
F= 10 Lo [ [ = SR see CORE

authorizations/consent forms (IRBs) see Institutional
Review Boards — Principa Investigator Records

B
banNKiNg ..ccvvveeiie e see CORE
batch data......ccccceevveeneienieeenne see Drug Batch Data
batch tests (in vivo/in vitro) see In Vivo/In Vitro Tests
beach classifications .......cccoccvvevevieeiiciie e, 14
benefits (HR) ....covvevveeiieeeiieenns see CORE
bids and proposals......cccccceeeeciviiiiiieeenniennn. see CORE
billing
and financial assistange .4 ... .o 33
1] e /U S ST o e SO 33
requests, A-19 (WIC) ... 8. .ot b, 44
bioavailability/bioequivalence samples
FDA application approved .......ccccocveevieeenieennenne 54
no FDA application approved ........ccccceveurrrnnennn. 54
biologics inventory and distribution records ......... see

Pharmaceutical Inventory Accountability
birth/death certificates

1907 and later...cceecueee e 61
affidavits of correction .61
Pre-1907 ..o 63
boards, councils and committees ................ see CORE
budget.....cccieeiee e see CORE
building plan
FEVIEWS.ciiiiiiiiiiicieicieeecececeeeeeeeeeee e e e e e e e e e e eeee s 17
burial/cremation/transit permits.........cccceeveevveennen. 17
business registers........covvvevcieececiee e, 11
DYIAWS oo see CORE

C
calibration
radiation instrument (drinking water)................ 10
call schedules (physicians) .......ccccoccevvirieeneenenninnne 47
cancer screening....... see Screening and Referral Logs
cancer treatment summaries......... see Client Medical
Records

cardiac screening/suspect logs ...... see Screening and
Referrallogs
case
reports (sexually transmitted diseases).............. 43
case and contact registers
sexually transmitted diseases.........cccceevvveeenneen. 41
TUDErCUlOSIS ..eveeeeiiieeiiee e
€ase l0gS..covvcciiieeeeeeieis
certificate
affidavits of correction
request logs

FEOUESES cnvveeiieerteeiee ettt
characterization and disposal
All Others ..o, 15
hazardous Waste........cceevveeeiiiieeeeniiec e, 15
charters (agency) ..ccccvveeccieeeccieeeeiee e, see CORE
check
receipts (WIC) cuuveeeciee et 44
STUBS (WIC) e 44
child neglect or absue reports........ see Client Medical
Records
CIMS supplemental documentation ....................... 44
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claims

for damages....ccccceveeevcveeeeciiee e, see CORE
claims (DSHS billing) ....ccccveeeeiiiee e 33
client

billing and financial assistance .........ccccceeveenee. 33
client complaints........ccceeeuveeeneen. see Client Relations
client grievances .......ccccccevueeeuneen. see Client Relations

client medical records
age 18 and over
COUNSEIING....vveeiiiiie et
disclosure authorized
mental health ...,
UNAEr age 18...couiiiieiiiieeieeeeeeee et

client profile and medication records
age 18 and over ....

under age 18.....ccccevevvvveeeeeeevcvcineeeee s B Ll
client relations .......ccee e, 5
client services forms see encounter forms/fee sheets
client/patient financial assessments...........ccceeue... 34
clinical laboratory

instrument studies.........cccevevceeeeeniee e, 10

quality assurance/control.......ccccccoveeeeeeireeecneennns 39

SPECiMEN tESTING...uuvviviriiiiieieiiivierereiereeerererarerane 39
clinical resource management/utilization review... 33
closed solid waste landfills..........cccoceeeeiiieeeiiiieeenns 21
communications

EXECULIVE..eiiiiviiiriieee e see CORE

NON-EXECULIVE ..eevviiiriiiiieeeeeeeeiiereee e see CORE
complaints

food borne illNess .......cccoeecviiiieeiiiiiciieeeeeeeee 18

HIPAA ...t e e

pharmaceutical
complaints (client)

complaints resulting in court action ............ see CORE

condemnation/demolition orders .....ccoceevvvvveeennnne. 11
consent forms

clinical trials............ see Subject Case Histories, see

Subject Case Histories

construction project files .........cceceevieenennne see CORE
consultant and contractor rosters ............... see CORE
contracts/agreements .........ccceeeeeereenneennenne,
credentialing/privileging ........cocceeveeviveeceeecee e,
CriSIS HNES cuvvvee ettt e
culture notifications, positive

D

daily reports/statistical.sSheetsuu.......r smsess see CORE

demolition orders ... Bveeeektec e 11

dental health'screening ... see Secreening and Referral
Logs

deVvice trialS ....coviee e e 55

diabetes screening/suspect logs.... see Screening and
Referral Logs

disclosures (HIPAA) .......ccoveeeiiieeeeee et 7

disclosures (IRBs) ... see Institutional Review Boards —
Principal InvestigatorRrecords

drinking water
laboratory assessments/certification reviews.... 23

radionuclide analysis of compliance................... 23
drug

destruction .............. see Pharmaceutical Inventory
Accountability

distribution .............. see Pharmaceutical Inventory
Accountability

registers....ccoveeevueene see Pharmaceutical Inventory
Accountability

transfers.......coceeeueee. see Pharmaceutical Inventory
Accountability

drug batch data.......ccceeeecieeeccie e 51
drug disposal

trial drugs...c.eeeceeeeiiieeeieee 55, 56
DSHS DIlliNG .veeeveeeiieeee et 33
E
electronic information systems ................... see CORE
emergency

detention Orders.....ccccceeecveeeecieee s, 41

INCIAEABIEPONSE .. 42

prescription fund ........cocceeeeiiiiee e, see CORE
emergency prescription fund........cc.c.ccuu.e.. see CORE

encounter forms/fee sheets
environmental laboratory

chain of custody......cccceveviieiieiiiee e, 28

quality assurance/control (environmental lab) .. 24

sample Management ......ccoceeeveeriieeeneeniieeeneennne
environmental management .
epidemiologic investigations and reports............... 42
establishment registers........... see Business Registers
expenditure

report total forms (WIC) .......ocoveeveviieeieciieecen, 45

reports (WIC) ....ueeeeveieeeeieee e 45
F
facilities plans......cccceeceee v see CORE
facility inspections (general) .....cccceeecveeevcveeeecineenn. 12
fee schedules .....occeeveievieiniiiieieee, see CORE
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fee ShEetsS .. 30 COMPIAINTS evvieeeciiee e 8
fetal death certificates....see Birth/Death Certificates SANCLIONS 1O WOTIKEIS....uvvvvveverererererererererererararenenens 8
financial assessments (client) ......cccccoeveeecveeeiiieenne 34 training .....c.coeveeeneeee.
food HIV test reports
borne illness complaints and investigations....... 18 human subject research
food and beverage service permits authorizations/consents........cccceeevveevveeecreeeeneeenne 59
Lo 1= a1 T=T o P 17 AISCIOSUIES ..vvveeeiii e 59
non-temporary establishments.............cc............ 18 notices of Practice .......ceevveeevvieeeeiiiee e, 59
temporary establishments.............cccoeeeeiiieennns 18 principal investigator records..........cccceevveeenneen. 59
food handler licenses.......... see Food Worker Permits hypertension screening/suspect logs ... see Screening
forms and publications ........ccccceeviiinienneen. see CORE and Referral Logs
G /
gas piping permits............. see Permits and Approvals in Vivo/in vitro tests ...k ...@hee b bk, 57
glaucoma screening/suspect logs .. see Screening and incident reports (client) —'no claim filed
Referral Logs age 18 and older......cccovveeviieiiieeneceeeee e, 6
(=1 ) €SS see CORE incident reports (client) — no claim filed (under age
grievances (client) ......ccccceevveennenn. see Client Relations 18) ittt e e e 6
incident reports/accident claims (non-client/patient)
................................................................. see CORE
H incinerator inspections ........ccccccviiiiiiie 15
index
hazardous materials disposal/destruction... see CORE MASter PAtIENt ....covevveveeceeeeeceeeeeee e 32
hazardous waste OPEIALIVE. ...ttt 32
business audits .........coeeriiiinnnn Vital FECOTAS ...t 62
chemical site iNspections.........c.cooveiiiinnenn, ineligible client files (WIC).......coveveveeereeeeiererenenas 45
collector’s auditS........coecviieeeeeieeiiiieee e injury reports (|RBs)5ee Institutional Review Boards —
PEIMIES. ittt Principal Investigator Records

high priority infant tracking sheets
HIPAA
accountings of disclosure ........ccccceeeveeeecceee e, 7
changes/corrections to records........ccccecvvrevvennnen. 7

inmate Mmedications ........cccoveeeiriieeeniieeeeee e, 51

inquiries (patient) ........ccceeeuueeen. see Client Relations

inspection reports............... see Solid Waste — Facility
Inspections

inspections
chemical sites (hazardous waste) ..........cc.eeu.e... 13
facilities (general) c...coeecvveeeecnreeennen.
on-site sewage systems
sewage treatment sites
solid wate facilities ......ccoeveeeviiiiiiiiieeeec e,
institutional review boards
general board records ........cccceeeeiieeiiiiee e
principal investigator records........cccccceevveeennnenn.
research conducted.......ccccceevvvverunennne.
instrument studies, clinical laboratory
inter and disinter permits ........cocccoevvvevveeniieniennee.
interpretation requests........ccccevevveeeiiieeecieec e,
interpreteplogs (WIC) ......... see Language Interpreter
Usage Logs
investigations
pharmaceutical ........ccccoeeeiieiiiiieeccieececee e, 53
investigator records
device trialS....couiirieiee e,
institutional review boards...............
investigators’ financial interest

L

landfills

INSPECLIONS ..ceviiiiieieiie e
language interpreter usage logs (WIC) ....
leasing/usage (asset)......ccoeevvrereeerrveenreeenne.
liability WaiVers ......cccccviiieeiii e
library Services .......oocccvvvveeeeeeiccciiiieeeee e
licenses issued registers
litigation case files.....ccccccvvveeecvieiiccieee e,
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logs

LoF- 1Y SRR,

certificate requests

OPEIAtIVE . cei ittt

release of information .........ccocccvvveeeiiiiiciiiiinennen. 9

water well.......cccovveeeneene see Water Well Reports
M
Ml SEIVICES . .uviiieiiieciieeeee et see CORE
major incident reviews 8
master patient iNdeX........ccceceerrienieeineenieceeeeen, 32
maternal referrals........ccocceevcieeeeiieeennns see Referrals
medical assistance remittances................. .. ... 33

medical records
clients age 18 and over

(0]
oaths of office ..cuvvvvvieiiiiii see CORE
occupational
exposure to communicable disease ........ see CORE
health and safety ........ccccceeeeviiieeciineeens see CORE

online content management .... ....see CORE

on-site sewage systems

clients under age 18 .......ccccvevevveeevieeeeeciee e,
medication logs (pharmacy) ........ see Pharmaceutical
Inventory Accountability
method
detection limit studies.......cccoeceeiiniiieeeniieienen, 24
MINUEES .t e e see CORE
monthly reports......ccccvveeeeeeeicciiieeee s see CORE
N
notices of practice (IRBs) ...... see Institutional Review
Boards — Principal Investigator Records
nuisance report 10g .....cccceeveeevcciiieeeeeeeeecnns see CORE
nutrition education plan (WIC) .......ccccveeeecveeevneeen. 46

maintenance and inspection .........ccccceevieneennen. 13
WaIVers granted ........ccceeveeevieiniienieeeeee e 20
operative
INAEXES e iiitieeeiitee ettt st e et 32
orders
emergency detention)....
ordinances in effect . eovveereee b,
P
paraprofessional competency certification
dOCUMENTES ...eeeiiiiieeeieee e see CORE
passport program interagency work orders ........... 63
patient eligibility ............... see Financial Assessments
percolation tests.......... see On-Site Sewage Systems —
Permits
permit and approval summaries.........ccccevveeeeeenenne 20
permits
food and beverage service — denied................... 17
food and beverage service — non-temporary
establishments ......coceevieinieiniiineceee 18
food and beverage service — temporary
establishments ......cocceeveiniiniiiniceee 18
fOOd WOTKEr ..o 19
hazardous Waste........cceveeeeiiriieeieniiee e, 19

inter and disinter ......ccocevvieerieeniieneeeeeeee, 19
landfill.......... see Solid Waste — Facility Inspections
ON-Site SEWALE SYSLEMS ..covviieieeiiieeieeeiee e
water recreation facilities
permits and approvals .....cccocceeeecieeeiiieeeeniiee e,
PEISONNEL ..vviiiiiiiiiiieeeciee et
pharmaceutical
complaints and investigations ........c.ccccceuveeenneen. 53
distribution errors.......ccceevveeeieeiiie e 51
inventory accountability .52
FECAIIS..eei e 53
pharmacy policy, procedure, and training manuals 53
physician call schedules ..........cooeiviienienniienienen. 47
planning department recommendations................ 14
plumbing permits.............. see Permits and Approvals
policies and procedures........cccceeeeuveeeennneenn. see CORE
positive culture notifications ..........ccccceeeeeciveeenneen. 42

pregnancy logs/tests see Screening and Referral Logs
prescriptions (WIC) ....c.eevvveevveeiveeeniee e e esveeee
press releases

privileging.......cccceeeveenne
proficiency testing .......ccoceeecieeicciie e, 24
public
diSClOSUrE .t see CORE
public water systems
analyses for lead/copper .......ccceevvevveeveceenreennen. 25
bacteriological and turbidity analyses................. 26
chemical analyses .......cccoecveeeecieee s, 27
EENETAl.uuiiie it 28
Q

quality assurance/control
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clinical 1ab c...oeeeeieieeee e, 39
environmental [ab ......ccccoveiieiii i, 24
R
radiation instrument calibration (drinking water) .. 10
(Yo [To] [oY={ ol =T o o] & £-J SRR 37
recalls (pharmaceuticals) .......cccoeeveeeiciieeeccieeceen, 53
recommendations, planning department............... 14
records
(oo a1 V7= 53 d o o WPt see CORE
management see CORE
recreational
shellfish beach classifications
recruitment/hiring .........ccceeeveeevieeccveeeen e,
recycling facility inspections ..........cccccueeeiie.
FETEITAlS...eviee e
registers
cases and treatments ..... see Master Patient Index
liCENSES ISSUB ..uevieeeieeeeieee e 20
release of information 1ogs .........cccceeeciveeeccieeccnnneen. 9
reports
animal bites ......... see Animal Bites and Treatment
child abuse/neglect ..... see Client Medical Records
client — no claim filed
age 18 and older........cceevcveeevecier e 6
client — no claim filed (under age 18)................... 6
<Y oY [0 [=T 1 g1To] Lo ={ [ oI UUURNY 42
expenditure (WIC) ....c..eeeevvieieeiiee e, 45
BENEIAL..uuiiiiiei e 40
HIV teStS oo 30
pharmaceutical distribution errors..................... 51
(= o [To] fo = o P 37

vaccine reaction........... see Client Medical Records

water Well ..o 16
reviews, major inCident ........ccccceecveeeeiiveececneee e, 8
rights and responsibilities (WIC) .......ccccueevveeviveennen. 44
risk management/insurance ............ccccou..... see CORE
S
sanctions to workers (HIPAA) .......cccceeveveeeecieeeennen. 8
screening and referral 1085 ......cooveevieiiieeniennieenae 31
SECUNITY . eiiiiiiee it see CORE

septic systems
appravals/permits”.’See On-Site Sewage Systems=
Maintenance andJdnspection

denied permits........ see @n-Site Sewage Systems —
Permits
lapsed permits......... see On-Site Sewage Systems —
Permits
permits...... see On-Site Sewage Systems — Permits
waivers...... see On-Site Sewage Systems — Permits
sewage
sludge site inspections........ccccceeevcciiiieeeeeeicciinns 15
treatment site inspections......ccceeeveviieieiiieieienennn, 14
sexually transmitted disease case reports.............. 43
shellfish beach classifications
signature
FOrms (WIC)...eooeeeiee et 44
lists (StAff) cuveeeeereieeeee e, 38

site monitoring
effluent/discharge monitoring data and
supporting documentation ..........ccccceeeeeeenn. 29
solid waste
characterizationand disposal (hazardous waste) 15

closed 1andfills ....c.coovvieeieeriiiniieiiecee e 21
facility inSpections ........ccccccveeeecciee e 15
landfill permits................ see Solid Waste — Facility
Inspections
SPOFE tESTS.ciiiiiiiiiiiiiiiiiiiitieietereeererererererere e 10
staff
plans/schedules........c.cocveeeiecieneneneieeeeeenns 47
SIgNAtUre listS....cooveiviiee e, 38

....see CORE
....see CORE

staff development files ...
staff development/training

standard of care..........
statistical reports
status reports (Billing) .......ccceeveererieninrereeeeee 33
STD screening logs ... see Screening and Referral Logs
sterilizer spOre tests.......covvevviieeecciee e 10
strategic plans.....cccccveeevcieeecciee e see CORE
subject case histories

FDA application filed....... see In Vivo/In Vitro Tests

FDA application not filed see In Vivo/In Vitro Tests
substance abuse program report to DOH.... see CORE
summaries, permits and approvals..... see Permit and

Approval Summaries

T
terminated client files (WIC) .....coovevrvveeeeeeiecrireeene. 46
test

PrOCEAUIES.....uviiiieee et e e e e e e rvvare e 40

reports (clinical [ab) .......ccooviiiiiiiiiiiiice, 39

requisitions (clinical 1ab) .........cccccooeiiieiiinnnen. 39
therapeutically equivalent drug substitutions........ 52
time studies (WIC)......coovecrreeeeeeeeeirreeeee e, 46
transfer station inspections ........cccoeccveevecieeerceneenn. 15
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transfer/VOC stubs (WIC) ......ccoveevveevveeeieeiieeeneene 44
trial drug management
FDA application approved ........ccccevvveeecnveeennnnenn. 55
no FDA application approved .......c.cccceceernueennnen. 56

tuberculosis treatment summaries see Client Medical
Records

typhoid fever carriers.......coccovvieiniiinienneeieeeee 43
U
Utilization review ......ccccceeeeeeecciieeeee e 33
"4
vaccine
information statements (master) .......cccceuvveeeee... 43
reaction reports........... see Client Medical Records

sign out records ....... see Pharmaceutical Inventory
Accountability
Valuation ....eevceviice see CORE
vector/pest CoNtrol.......cceeceececeiicieeeeceeceecvee 15
vital records iNdeXes ......coocvveeerceeeenniieeesrieeesieeeenne 62
VOC StUDS (WIC) ..o 44
w
WaIting lists (WIC) weeeveeeeieeeieecieeee e 46
water
recreation facility permits .......ccccccevveeviineennen. 22
réports...LL L. sé€e Public Water Systems
supply.system permits .22
Well TEPOItS. ...l B Bl b 16
WIC
Check receipts ..o riieeeereeeee e 44
Check STUDS ...ooieeiei e, 44
expenditure reportsS......ccoveeeeencieeesieesireesnieenane 45

ineligible client files ........ccccceeviieeevciie e, 45
language interpreter usage logs .......ccccccvveeeuneee. 45
nutrition education plan........cccccceecveeeeccnee e, 46
Prescriptions ....cveeeeiiieiiieee e 44
rights and responsibilities forms .......c....ccccueen..e. 44
Signature forms.....cooeeeveeriiieiee e 44
terminated client files.......coccvvvveiiiiicieeinieeeee 46
timMe STUAIES .vveeeeiiieiee e
transfer/VOC stubs
WaIting liStS ....vveeeeiiie e
work
o] fe 1=1 SRR see CORE
PIANS et see CORE
Y
youth violence network reports .................. see CORE
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