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CENTERS FOR YOUTH AND FAMILIES 
 

Chapter 3 
HRD-48: Confidentiality 
 
I. PURPOSE 

To provide the confidentiality necessary regarding information, records or material concerning employees, clients 
or Agency business. 

 
II. POLICY 

It is the policy of The Centers to provide a strict confidentiality policy, which protects the property of the 
employees, clients, or Agency. 

 
III. PROCEDURE 
 

A. No information, records or material concerning employees, clients or Agency business may be used, 
released or discussed with anyone outside the Agency or with other Agency employees without written 
authorization of Administration. 

 
B. The Agency, as the custodian of the client record, must take care to assure that it is maintained to serve 

the client, in accordance with legal accrediting, regulatory, and agency requirements. 
 

C. All client and employee information shall be regarded as confidential and available only to predetermined 
authorized users. 
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CENTERS FOR YOUTH AND FAMILIES 
 
Policy/Number Chapter 5 Documentation Retention and Destruction Policy 
  
Effective Date January 2024 
Next Review January 2027 
 This policy is reviewed every 3 years. 
Approval TITLE SIGNATURE 
 Chief 

Administrative 
Services/Financial 
Officer 

 

 Chief Executive 
Officer 

 
 

 
Purpose: To outline a uniform process for the retention and destruction of agency 

documents. 
 
Policy: Documents must be retained according to the schedule set forth in this 

plan and destroyed according to the procedure outlined herein. 
 
Procedures: 
 

I. At least annually, each program and department within The Centers will 
review the documents on the retention list and destroy stored records as 
appropriate. 
A. The Client Records Department will be notified and approve of 

the stored records/documents to be destroyed for all client-
identifiable data. 

B. The Chief Financial Officer will be notified and approve of the 
stored records/documents to be destroyed for all non-client data. 

C. The Foundation Executive Director will be notified and approve 
of stored records/documents to be destroyed for all donor related 
data. 

II. Records/Documentation Containing Client-identifiable Data 
A. All client records and client-identifiable data will be retained 

according to the attached schedule. 
B. All client-identifiable data must be destroyed in a manner that 

makes it impossible to reconstruct and read the information. 
i. Client information must be disposed of in designated 

containers. 
ii. The Centers is serviced by a document destruction company 

that supplies a certificate of destruction that is signed and 
includes the date and method of destruction.  All programs 
have access to a designated container. 

iii. The disposal/destruction of documents on the attached list 
must be kept on a log by the manager of the program in 
which the documents are generated (see sample log 
attached). 

iv. Official, approved document destruction collection bins can 
be obtained through the Business Office. 

III. All Other Documents/Records 
A. Non-client records will be disposed of according to the attached 

schedule. 
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B. The Centers is serviced by a document destruction company that 
supplies a certificate of destruction that is signed and includes 
the date of destruction and method of destruction. All programs 
have access to a designated container. 

C. The manager of the program or department disposing of 
documents is required to keep a log of those documents 
destroyed. 

D. Official, approved document destruction collection bins can be 
obtained through the Business Office. 

IV. Storing of Documents Until Destruction 
A. Generally, all programs and departments keep current data and 

data from the previous year in active files. 
B. Documents older than the previous year should be stored in a 

box that is clearly marked with the specific content listed and the 
date that the contents may be destroyed. 

V. Disposition of documents not included on this list should be verified by 
calling the Client Records Coordinator (for client identifiable information) 
or the Chief Financial Officer (for non-client information). 
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Centers for Youth and Families, Inc.   
   
   
 
Document 

 
Classification 

 
Years 

1099's Accounting 7 
Abuse allegations reports Clinical Majority + 10 
Accident Report/claims (settled cases) Human Resources 7 
Accident Reports and claims (settled cases) General 7 
Accounting of Disclosure Information Clinical 6 
Accounts Payable/Ledgers/Aging/Journals 
(support) 

Accounting 3 

Accounts Receivable/Ledgers/Aging/Journals 
(support) 

Accounting 3 

Actuarial Reports Pension Indefinitely 
Agency policies Corporate 7 
Annual Financial Statements Accounting Indefinitely 
Articles of Incorporation Corporate Indefinitely 
Audit Reports Accounting Indefinitely 
Automobile Logs General 7 
Bad Debt Deduction Accounting 4 
Bank Deposit Slips Accounting 4 
Bank Reconciliations Accounting 4 
Bank Statements Accounting 4 
Benefit Plans Human Resources Indefinitely 
Board Committees and Councils Corporate 3 
Board Minutes Corporate Indefinitely 
Budgets Accounting 2 
Business Licenses Corporate Indefinitely 
Bylaws Corporate Indefinitely 
Cancelled Checks Accounting 4 
Cancelled checks for important payments such 
as taxes, property 

Accounting Indefinitely 

Cancelled Payroll Checks Payroll 4 
Cash Receipts Journal/Ledger Accounting 4 
Chart of Accounts Accounting Indefinitely 
Check Register Accounting 3 
Client complaint log Clinical 3 
Clinical record Clinical Majority + 10 
Clinical record (Counseling Services) Clinical 10 years after 

discharge 
Construction Records Real Property Indefinitely 
Contracts and Leases (expired) Accounting 7 
Contracts-Major Corporate Indefinitely 
Contracts-Minor Corporate Life + 4  
Controlled Substance Book Clinical 5 years 
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Corporate Minutes Corporate Indefinitely 
Correspondence (general) General 3 
Correspondence (legal and important matters 
only) 

Corporate Indefinitely 

Correspondence (routine w/ customers/vendors) General 2 
Daily deposit batches Foundation 4 
Data Backup Disc IS 7 
Daily Nursing Log (Residential) 
Deeds, Mortgages & bills of sale 

Clinical 
Accounting 

6 months 
Indefinitely 

Depreciation Records/Schedules Accounting 4 
Education records Clinical Majority + 10  
Electronic gift histories Foundation Indefinitely 
Electronic Payment Records Accounting 4 
Emergency services log Clinical 1 
Employee Medical Records Human Resources Term. + 30 
Employee payroll records (W-4, annual earnings 
record, etc.) 

Accounting 6 

Employee personnel records after termination Human Resources 7 
Employment Applications Human Resources 3 
Employment Contracts Payroll 7 
Fire Inspection Reports Insurance 6 
Foster Parent Record Clinical Term. + 7  
Garnishments Payroll 7 
General Journals/Ledgers/Vouchers Accounting 4 
Government Reports (quarterly, annual) Payroll 7 
Group Disability Records Insurance 6 
Incident reports General Majority + 10 
Income eligibility forms Dietary Current + 5 
Insurance Policies Insurance Indefinitely 
Inventory Records Accounting 6 
Investigation notes/reports General Majority + 10  
IRS Determination Letter Pension Indefinitely 
JC Committee Minutes (PIC, Safety, etc.) General 3 
Lease Payment Records Real Property Life + 4  
Leasehold Improvements Real Property Life + 4 
Leases/Mortgages Corporate Indefinitely 
Legal Correspondence Corporate Indefinitely 
Licenses and Permits General Indefinitely 
Loan Payment Schedules Accounting 7 
Loan Records Bank 7 
Major Fixed Asset Purchases Accounting Indefinitely 
Meeting Minutes General 3 
Monthly Financial Statements Accounting 3 
Monthly Trial Balance Accounting 3 
Notes payable ledgers (computer runs) Accounting 7 
Notes Receivable ledgers (computer runs) Accounting 7 
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OSHA Records Human Resources Term. + 30 
Parent Center participant information - over 18 
y.o. 

At risk youth 3 

Parent Center participant information - under 18 
y.o. 

At risk youth 5 

Patents/Trademarks/Copyrights Corporate Indefinitely 
Payroll Check Register (monthly, quarterly, 
annual) 

Payroll 7 

Payroll journals, records, summaries Payroll 7 
Payroll records and summaries, including 
payment to pensioners 

Payroll 7 

Payroll Tax Returns Payroll Indefinitely 
Pension/profit sharing informational returns 
(5500) 

Accounting Indefinitely 

Pension/Profit Sharing Plans Payroll Indefinitely 
Point Sheets 
Prescription Pads 

Clinical 
Clinical 

10 days after discharge 
5 

Program Attendance Records Clinical Majority + 10  
Program Software IS 7 
Property Appraisals by outside appraisers Accounting Indefinitely 
Property Records (costs, blueprints & plans) Accounting/Facilities Indefinitely 
Psychological Testing Materials 
Real Estate Purchase/Sales Records 

Clinical 
Accounting 

3 years 
Indefinitely 

Retirement & Pension Records Accounting Indefinitely 
Safety Records General 6 
Settled Insurance Claims Insurance 4 
Shelter Reports, Books, Logs, etc. At risk youth 3 
Shift Change Document (Nursing/MHT) Clinical 6 months after 

discharge 
Tax Returns, worksheets, revenue agents' reports 
and other documents relating to determination of 
tax liability 

Accounting Indefinitely 

Time cards/sheets & daily time reports Accounting 4 
Training Manuals General Indefinitely 
TSR Participant Files and program records At risk youth Majority + 3 
W-2 Accounting Indefinitely 
W-4, I-9, application, performance reviews Human Resources 7 
Wage Rate/Grade Tables Human Resources 2 
Workers Compensation Audits Accounting 7 
Year-end detailed G/L Accounting Indefinitely 
Year-end Trial Balance Accounting Indefinitely 
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DOCUMENT DESTRUCTION LOG 
Program or Department:_________________________ 

 
DOCUMENT NAME RETENTION 

PERIOD 
DATES  

DESTROYED 
PERSON AUTHORIZING 

DESTRUCTION 
DESTROYED 

BY/WITNESSED BY 
DESTRUCTION 

DATE 
      
      
      
      
      
      
      
      
      
      
      
      

 
 
 

 



CHIEF CLINICAL OFFICER 
QUALITY CONTROL MANAGER 

David Kuchinski __
___

CHIEF CLINICAL OFFICER 
CHILDREN & ADOLESCENTS 

Rachel Howard

THERAPEUTIC 

FOSTER CARE

LITTLE ROCK 
RESIDENTIAL SERVICES

__

__

MONTICELLO 
RESIDENTIAL SERVICES

NURSING
(Administration)

__

___

CHIEF EXECUTIVE OFFICER 
Melissa Dawson, MPA

___

ACCESS/ADMISSIONS
__

GRANT WRITER/
ADMIN. 

INFECTION
CONTROL

DIETARY
(Clinical)

UAMS
RESIDENTS

___

MEDICAL DIRECTORS 
Dr. Roger Hiatt 

Dr. Cydney Grant 
Dr. John Schay

NURSING
(Medical)

__
__

__
__

ADULT OUTPATIENT 

PRIMARY CARE 
Dr. Thomas DeGraff

__
___

CHIEF STRATEGY OFFICER 
Cole Mitchel

PHARMACY 
Dawood Rassam, RPh

CLIENT RECORDS

AGENCY/REFERRAL 
MARKETING

STATE & FEDERAL 
CONTRACTS

__
__

__
__

__

__

UM / UR /

OUTCOMES

PSYCHOLOGIST 
Dr. Lisa Chappell

FOUNDATION DIRECTOR 
Jamie Higgins

STAFF & COMMUNITY 
ENGAGEMENT

___

CHIEF ADMINISTRATIVE 
SERVICES OFFICER 
Barbara McCrory

ACCOUNTING

__

STAFF 
DEVELOPMENT

RISK MANAGEMENT/
FACILITIES

__
__

DIETARY
(Administration)

__
INFORMATION 
TECHNOLOGY

__
__

BOARD OF DIRECTORS 

FOUNDATION BOARD 
OF TRUSTEES Centers for Youth & Families

Organization Chart 

____

___________________

__

CRISIS/
EMERGENCY SERVICES 

__

CORPORATE COMPLIANCE/ 

____
GRIEVANCE OFFICER

Ashley Hudson

_PRIVACY OFFICER 
Jennifer Stroud

___ ____

HUMAN RESOURCES

Revised December2024

__

 THERAPEUTIC 
COMMUNITIES

CHILDREN & ADOLESCENT 
OUTPATIENT

___

FAMILY CENTERED 
TREATMENT (FCT)

___

__




