LOCAL HEALTH DEPARTMENT RECORDS RETENTION SCHEDULE PROPOSED CHANGES

L2163-Rabies Vaccination Certification
Current:  Retention schedule for LHDs is 5 years.  
Proposed: One (1) year retention for a one (1) year rabies shot and three (3) years retention for three (3) years rabies shot.  The reason behind this is once the vaccination certificate expires it would no longer be needed.  This change would match the retention in the Local Governments retention schedule. 

L2155-Notice and Order to Vaccinate Dog Against Rabies

Current: Official notice to dog owner to have his dog(s) vaccinated against rabies.

Proposed:  The words “upon release of quarantine” will be added to the end of the sentence to clarify the notification the retention record is referring to.  It will read; Official notice to dog owner to have his dog(s) vaccinated against rabies “upon release of quarantine”.  
L5158 Minor Patient Home Health Medical Records and L2142 Adult Patient Home Health Medical Records

Current: Schedule states these files are kept for 6 years.  
Proposed: Retention schedule updated to 7 Years, reflecting the 2009 Physician Fee Schedule Final Rule- Federal Regulation Section 424.516(f).  Home Health needs to keep Plans of Care for 7 years.

L5214 Individual Personnel Files © KRS 61.878

Current: Personnel records are kept for 70.  
Proposed: Change to reflect the Local Government Retention schedule of 60 Years and 5 Years.  
The following will be kept for 60 years: 1) application 2) Name 3) Last known address 4) Social Security # 5) Letter of resignation 6) Starting and ending dates of employment 7) Retirement information                    8) Verification of Position held.

The following will be destroyed after 5 years after termination of employee.   1) Employee evaluations 2) letters of intent 3) Sign off for reading of policies/procedures 4) Health/life insurance membership 5) I-9 verifying legal residency 6) Job descriptions 7) W-4 8) Copies of contracts 9) leave records 10) Criminal background checks 11) Experience verification forms 12) Copies of driver’s license and birth certificate 13) Resumes 14) General correspondence/memos 15) Complaints 16) Commendations 17) Disciplinary actions taken 18) Personnel actions (P-2 and P-65)  
Current: None

Proposed: Destroy personnel file five (5) years after employee’s death.
