Records Retention Policy 

CHILDREN’s CASE  
All case files from date of case closing will remain in a secure (locked) location either on-site or at an off-site file facility operated by ______ County Records Center. These files will be retained fir a minimum of 7 years from case closure unless there is a court or statutory requirement that dictates otherwise.   Volunteers are provided instructions regarding case closing procedures in the CASA/GAL Policies and Procedures Manual Part 4. Volunteers and Case Related Policies, Sections 4.3: Record Keeping and 4.13: Closing a Case. 
Electronic children’s case files will be backed up at least once a week and a backup will be stored off site.  
VOLUNTEER 
All volunteer files will be retained for seven (7) years from date of termination or last case assigned in a secure (locked) location either on-site or at an off-site file storage facility operated by ______ County Records Center. At the seven year anniversary of termination or last case assigned, all files pertaining to the past volunteer(s) may be destroyed, except in the event of a high-conflict termination, which will be retained indefinitely. 
Electronic volunteer files will be backed up at least once a week and a backup will be stored off site.  
STAFF 
All staff files will be retained for seven (7) years from date of termination in a secure (locked) location either on-site or at an off-site file storage facility. At the seven year anniversary of termination, all files pertaining to the past employee(s) may be destroyed, except in the event of a high-conflict termination, which will be retained indefinitely.

FINANCIAL 
All financial files will be retained according to IRS regulations, grant specifications or for seven (7) years from the date of receiving funds. These files will be located in a secure office location either on-site or at an off-site file storage facility. At the seven year anniversary of termination or according to IRS regulations or grant specifications, all files pertaining to the past grant/ fiscal year may be destroyed, except in the event of a permanent financial records, which will be retained indefinitely. 
