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Policy

Head Start grantees and delegates are required to retain their financial records, supporting documents, statistical records, and all other records, (including children’s) records,  pertinent to their award for three years from the date of submission of the final annual expenditure report. 
Procedure

Retention: The records that must be maintained by grantees and delegate agencies include: (1) Child and family records such as emergency contact information; (2) child records such as attendance records; (3) family records such as family conference documentation; and (4) program records such as staff personnel files. These records must be kept in order to administer quality programs in an organized manner, provide evidence of compliance with Head Start Program Performance Standards, and meet State and local law requirements.  However, the following are exceptions to the three year retention requirement:

· If any litigation, claim, financial management review, or audit starts before the expiration of the 3-year period, the records must be retained until all litigation, claims or audit findings involving the records have been resolved and final action taken. 

· When records are transferred to or retained by ACF or OHS, the 3-year requirement for those records, is no longer applicable to the grantee. 

· When indirect cost rate proposals, cost allocation plans, and any similar accounting computations of the rate at which a particular group of costs is chargeable are submitted to the Federal government, the 3-year retention period starts on the date of submission to the Federal government. 

· Copies of original records may be substituted for the original records, if authorized by ACF or OHS. 

· When ACF or OHS requests transfer of to records, its custody when it determines the records, have long term retention value, or arranges for grantee to retain the records, beyond the usual 3-year period, the period of retention for those records, will be determined by ACF or OHS.   

· All records, pertinent to the acquisition of, or major renovation of, a facility must be retained for the period of ownership (or occupancy in the case of leased facilities) plus an additional three years.

Record Storage:  

· United Community Action Network (UCAN) Administrative, Fiscal and Human Resource Records are maintained at the UCAN Martha Young Service Center (See UCAN Document Retention Policy).

· Student Records are maintained at classroom site during program year.

· Student Records of previously enrolled children are maintained at the UCAN Administrative offices for an additional year.

· Student Records older than 2 years are transferred to secure storage facilities until which time that records meet the federal standard of retention.

Purging and Destruction:

· Records in storage will be reviewed by the Program Operations Supervisor annually (in the summer months); at which time all records which have been retained at least 3 years and 6 months will be purged and destroyed by shredding, excluding the exemptions listed above.
· The Program Operations Supervisor will secure a vendor for shredding to occur at the storage site, unless it does not meet the quantity requirement by vendor, if this occurs UCAN Head Start will transport records to the Head Start Administrative Offices for shredding disposal and will be kept secured until that time.
This Policy complies with Head Start Performance Standards 45 CFR 74.48, 74.53 and 1309.41

