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T  he Depar  tm  ent of Chi  ldr  e  n, Youth  , an  d Fam  ili  es has a s  tand  ar  di  ze  d f  or  m  at f  or cas  e   

r  ec  or  di  ng, c  as  e r  ec  or  d c  onte  nt a  nd c  a  s  e r  ec  or  d or  ga  ni  zat  io  n (  T  r  ainin  g Sc  h  oo  l, Com  m  unit  y   

R  es  ourc  es  / Chi  ldr  en  ’s B  eha  v  ior  al He  alt  h, an  d A  dop  ti  on Subsi  d  y r  e  c  or  ds ar  e exc  epte  d)  .   T  his   

s  ys  t  em acc  om  m  odates c  as  e s  pec  if  ic inf  or  m  ation s  oug  ht a  nd m  aintaine  d b  y t  he s  taff  .   

Po  ss  ess  ing s  epar  ate pers  on  al r  ec  or  ds  , notes  , dup  lic  at  e f  iles  , or an  y i  nf  orm  ation r  ec  e  i  ved f  r  om   

and/  or ab  out pers  ons c  urr  ent  l  y or pr  e  vi  o  usl  y in  vo  lv  ed with the De  pa  r  tm  ent is pr  oh  ib  ite  d.   It is   

th  e in  tent of the Depar  tm  ent (  exc  ept as ind  ic  ated a  bo  ve) t  o c  ons  o  lid  ate al  l c  as  e-r  ela  ted   

inf  or  m  ation in  to o  ne per  m  anent f  am  il  y r  ec  or  d.

W  hile the T  r  ainin  g Sc  h  oo  l (  RIT  S) m  a  y be in poss  ess  io  n of al  l or p  ar  t of the per  m  anent f  am  il  y 

r  ec  or  d, th  is r  ec  or  d is a  t no t  im  e be inc  or  p  or  ate  d i  nto th  e RIT  S r  ec  or  d.   Al  l m  ater  ial  s and r  ec  or  ds 

s  ent f  r  om an  y o  ther d  i  visi  on to th  e RIT  S ar  e r  etur  ne  d to the D  epar  tm  ent’s M  as  ter F  ile up  on a 

you  th’s disc  har  g  e.   If the c  h  ild c  ont  inu  es to n  ee  d De  par  tm  ental s  er  vic  es upo  n d  isc  har  ge, 

m  ater  ials and r  ec  or  ds ar  e m  anaged i  n c  onf  or  m  anc  e with D  C      Y  F     P  o      li  c      y     1      200  .      16  2      0  ,     C  a  s      e         

T      r      an  s      f      e  r   Be  t      w  ee  n     t  h  e     R  h  o      d  e     I  s      la  n      d     T      r      ainin  g     S  c      h  o      o  l     an  d     F      a  m      i  l      y     Se  r      vi  c      e  s     U  n      i  ts     o  r     J      u      v  e      n  i      l  e         

P  r      ob  a      t  i  o      n  .  

R  e  l  a  t      e  d     Pr  o  c      e  du  r  e

Con  t      e  n  t      s     a  nd     Fo  r  m  a  t     f      or     D  e  p  ar  t      m  e  n  t      a      l     R  e      c  o  r  d     K      e  e      ping  

Relat  ed Polic  y

Comp  re  h  e  n  s      i  v      e     A  s  s      ess  m      e  nt     a  nd     S  e      r  v      i  c  e     P  l  a  nning   

Rhode     I  s  l  a  nd     Child  re  n      ’s     I      n  f      o  r  m  a  t      ion     S      ys  t      e  m         

(      RIC  H      I  S  T      )  

C  as  e     t      ra  n  s  f      e      r     B  e  t      w      ee  n     t      he     Rhode     I  s      l  a  nd     T      ra  ining     S      c  hool     a  nd     F  a  mi  l      y     S      er  v      i  c  e      s     Uni  t      s         

or J  u  v      e  nile     P      r  ob  a  t      ion  
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A. T  he DC  YF c  as  e r  ec  or  d is a har  d c  o  ver  , t  hr  ee-ri  ng b  ind  er with pr  e-  pri  nte  d i  ndex   

di  vi  der  s outl  in  ing the c  onte  nts of ea  c  h r  ec  or  d s  ec  tio  n:

1. Cas  e r  ec  or  d b  in  der  s c  om  e in t  wo s  i  zes to acc  om  m  odate the v  ar  yi  ng am  ounts of 
m  ater  ial acc  um  ulated in c  a  s  e r  ec  or  ds ov  er tim  e;

2. A c  le  ar pl  as  tic i  ns  er  t is atta  c  hed to the s  pin  e of eac  h bi  nder  ; a tab is i  ns  er  ted on   
whic  h   is t  yp  ed  :

a. Sur  nam  e of f  am  il  y;
b. Nam  e of m  other  ; and

c. RICHIST num  ber  .
3. Cas  e r  ec  or  d b  in  der  s ar  e us  ed o  nl  y wh  il  e th  e c  as  e is be  ing s  er  vic  e  d:

a. T  he bind  er  s ar  e d  es  ign  ed t  o be r  e  us  ed;

b. Clos  ed c  as  es ar  e r  em  oved f  r  om the bind  er (  incl  ud  ing d  iv  iders  )   

an  d s  tor  ed i  n m  anila f  ol  ders  ; an  d

c. Em  pt  y bi  nder  s g  ener  at  ed b  y Fam  il  y Ser  vic  es cl  os  ings ar  e r  etur  n  ed   
t  o Intak  e f  or r  e-  us  e.

4. Cas  e r  ec  or  d d  i  vid  er  s c  ons  o  lid  ate al  l m  ater  ials int  o s  pe  c  if  ic s  ec  tions  .
a. Pr  e-  pr  in  ted r  ec  or  d s  ec  ti  ons incl  ude:

i. Narr  ati  ve/C  as  e Ac  ti  vit  y N  ot  e

ii. Ris  k and Pr  ot  ec  ti  ve C  apac  i  t  y Ass  es  sm  ent and Ser  vic  e Pl  an   
in c  onf  orm  anc  e with DC      Y  F     P      oli  c      y     7      00.  0      07  5      ,     C  o  m      p  r      ehe  n      s      iv  e   

A  ss      e  s      s  m      en  t     an  d     Se  r      vi  c      e     P  l      an  n      ing  , Doc  um  entati  on of 

Adm  inis  tr  ati  ve Re  vi  e  w;

iii. Repor  ts a  nd Ev  al  uat  ions (  f  il  ed b  y p  ar  tici  pan  t wi  th e  ac  h   

s  ub- di  vid  ed   b  y a c  o  ver s  he  et)  ;

iv. Med  ic  al/  Dent  al (  f  il  ed b  y par  tic  ip  ant with eac  h s  u  b-  div  id  ed b  y   
a c  over s  he  et)  ;

v. Lega  l;
vi. Corr  es  pond  enc  e;

vii. Speci  al F  or  m  s  /Doc  um  ents  ;

viii. Chi  ld Pr  otec  t  iv  e S  erv  ic  es  ;

ix. Speci  al Ser  vic  es  .

b. O  n the bac  k of eac  h di  vid  er is pr  in  ted the s  p  ec  if  ic f  orm  s  , doc  um  ents  , or
other  m  ater  ia  l to be inc  or  po  r  ated into tha  t s  ec  ti  on as well as
i  ns  tr  uc  tio  ns on ho  w s  uc  h m  ater  ial is to be f  ile  d.
i. T  wo div  iders  , "Le  ga  l" and "  Speci  al F  or  m  s  /Doc  um  ents  ,"

ar  e env  el  opes in whic  h ar  e s  tor  ed s  pec  if  ic d  oc  um  ents or
other m  ater  ial wh  ic  h c  an  not be th  r  ee-  hol  e p  unc  he  d.

ii. As c  hang  es i  n po  lic  y occ  ur or as ne  w f  or  m  s ar  e deve  lo  ped,
ins  tr  uc  tio  ns f  or inc  or  por  ati  o  n in  to t  he c  as  e r  ec  or  d ar  e p  r  ovi  ded.

c. In eac  h r  ec  or  d s  ec  ti  on n  o m  or  e than one c  op  y of an  y f  orm  , doc  um  ent,   

or lett  er is r  eta  in  ed:

i. Dupl  ic  ate m  ater  ial in c  urr  en  t or pr  e  vi  ous  l  y ex  is  t  ing an  d   
r  eope  ned r  ec  or  ds is r  em  oved an  d de  s  tr  o  yed; an  d

ii. For an  y doc  um  ent or f  or  m whic  h is per  iod  ic  all  y r  ev  is  e  d or   
tim  e- lim  ited, o  ne c  op  y of eac  h or  igi  na  l an  d u  pda  te is f  iled in   
the appr  o  pr  iat  e r  ec  or  d s  ec  t  ion as doc  um  entati  on of pri  or c  as  e   
eve  nts  .

d. Cas  e r  ec  or  d d  i  vid  er  s ar  e a per  m  anent par  t of the f  am  ily r  ec  or  d   
and r  em  ain with t  he c  as  e r  ec  or  d c  onte  nts r  eg  ar  dles  s of c  a  s  e   
ac  ti  vit  y.

B. Al  l c  as  e r  ec  or  ds ar  e s  tor  ed s  ec  ur  el  y an  d l  oc  k  ed dur  ing non-  wor  k hours  :
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1. Rec  or  ds ar  e n  ot b  e l  ef  t on or in em  plo  ye  es des  k  s dur  ing n  on-  wor  k hours  ; an  d
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2. Rec  or  ds or s  ec  tio  ns of r  ec  or  ds ar  e not r  em  oved th  e wo  rk s  ite un  les  s f  or appr  o  ve  d 
wor  k  -r  elated r  e  as  ons as s  pec  if  ie  d i  n po  l  ic  y.   T  he r  eas  on th  e r  ec  or  d is bei  ng   

r  e  ques  te  d a  nd t  he t  i  m  e f  r  am  e it is r  eques  t  ed f  or m  us  t be c  lear  l  y s  tate  d.   I  n all c  as  es   

f  inal appr  ov  al m  us  t be gr  a  nted b  y th  e Un  it A  dm  inis  tr  ator or des  ign  ee.

C. Unles  s tr  a  ns  f  err  ed f  or c  onsoli  dat  ion  , Cas  e Rec  or  ds (i  n  c  ludi  ng di  vi  ders  ) ar  e r  em  oved   

f  r  om the b  in  der a  nd p  lac  e  d i  n a m  anila f  older f  or s  tor  ag  e:

1. Cas  e i  dent  if  yi  ng inf  or  m  ation is t  ype  d o  n a whit  e g  um  med ta  b a  nd a  ttac  he  d to the 

upper lef  t c  or  ner of th  e m  anil  a f  old  er  ;

2. T  he s  even-  d  ig  it RIC  HIST f  am  il  y r  o  ot n  um  ber is hand  wri  tten in ink in l  ar  ge, bo  ld pr  int
on t  he u  pp  er r  igh  t c  or  ner of the m  anil  a f  old  er  ;

a. T  he c  los  ed c  as  e r  ec  or  d is s  ent t  o th  e Mas  t  er Fil  e f  or s  tor  age:
b. Mas  ter Fi  le acc  epts on  l  y c  o  m  plete r  ec  or  ds f  or s  tor  age; and

c. T  em  por  ar  y or par  ti  al r  ec  or  d  s s  ent to m  as  ter File ar  e r  et  ur  ned t  o th  e 
s  ender  .   T  he pr  im  ar  y wor  k  er ens  ur  es tha  t th  is m  ater  ial gets   

i  nc  or  por  at  ed into the per  m  anent f  am  il  y r  ec  or  d.

3. If the c  as  e is r  eac  t  iv  ate  d at a la  ter da  te, a M  as  ter Fi  le e  m  plo  yee plac  es t  he c  ontents in

a b  ind  er  , tak  es the ta  b f  r  om the "Sp  ec  ia  l Fo  rm  s  /Doc  um  ents  ," pl  ac  es it in t  he f  old  er   

an  d f  or  war  ds t  he r  ec  or  d t  o th  e pr  im  ar  y wo  rk  er  .

D. In ad  dit  io  n, em  plo  yees d  oc  um  ent ac  tiv  iti  es in c  onf  or  m  anc  e with DC      Y  F     P  o      li  c      y         
7  00      .01  0      0  ,     R  ho  d      e     I  s      l  a      n  d     C      h  i      ld  r      e      n’  s     In  f      o  r      m      atio  n     S      y  s      t      e  m     (      R  I  CH  IS  T      )      .
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