San Francisco Department of Child Support Services
Karen Roye
Child Support Services Director

The San Francisco Department of Child Support Services

RETENTION AND DESTRUCTION POLICY

The Department of Child Support Services (“DCSS”) hereby adopts this Record Retention and
Destruction Policy pursuant to Chapter 8 of the San Francisco Administrative Code. This policy
supersedes all previous record retention and destruction policies issued by DCSS. This policy
covers all records and documents, regardless of physical form or characteristics, made or
received by the DCSS in connection with the transaction of public business. The purpose of this
policy is to provide a system for managing the records of the DCSS, to safely store and retain
those records that need to be retained, to comply with all applicable legal requirements regarding
document retention and destruction, and to identify and establish guidelines for the destruction of
those documents that are obsolete or for which retention is otherwise not required.

A. RETENTION SCHEDULE

Under City and state law, DCSS must retain any record for the period of its immediate or current
utility and thereafter may destroy the record unless City or state law or contractual obligations
require the City to retain the record for a specific period. For record retention and destruction
purposes, the term “record” is defined as set forth in Section 8.1 of the San Francisco
Administrative Code as follows:

“Records,” as used in this Chapter, shall mean such paper, book,
photograph, film, sound recording, map, drawing or other
document, or any copy thereof, as has been made or received by
DCSS in connection with the transaction of public business and
may have been retained by DCSS as evidence of DCSS’s
activities, for the information contained therein, or to protect the
legal or financial rights of the City and County or of persons
directly affected by the activities of the City and County.

Email and other electronic materials are “records” for purposes of this document retention policy
to the extent they otherwise meet the definition of “records” in Section 8.1. DCSS may destroy
documents and other materials that do not qualify as “records” under Section 8.1, including those
described below in Category 4, when no longer needed, unless otherwise specified under
DCSS’s Records Policy and Schedule. DCSS must classify all records under one of the
following four categories:

1. Category 1: Permanent Retention.

e Essential records. Essential records are records necessary for the continuity of government
and the protection of the rights and interests of individuals. Admin. Code Section 8.9.
Essential records should be stored in the same manner as permanent records: by
microfilming the records or placing them on an optical imaging storage system, placing the
original film or tape in a State-approved storage vault, and delivering a copy delivered to
DCSS. Admin. Code Sections 8.9, 8.4. Examples of essential records include advice letters




and opinions, policy memoranda, building permits, business licenses, and interpretive
materials such as manuals.

2. Category 2: Current Records.

DCSS may classify as current records those records it retains in the office or facility for
employee convenience, ready reference, or other reasons. DCSS shall retain current records as
follows:

e Where applicable law specifies a retention period. DCSS shall retain current records in
accordance with time periods specified in federal, state, or local law. Examples of records for
which the law specifies particular retention periods include the Statement of Economic
Interest Form 700 (required by California Government Code Section 81009(e)) and Accident
Injury reports.

e Where applicable law does not specify a retention period. If the law does not specify a
particular time period for retention, DCSS shall retain records for the time periods specified
in the Schedule (See Attachment A). DCSS shall retain current records for a minimum of
two years, although such records may be treated as “storage records” and stored off-site
during the applicable retention period. Examples of current records include invoices for
purchases of supplies, DCSS memoranda, and budget documents.

3. Category 3: Storage Records.

DCSS may classify records as storage records and retain them off-site. These records are subject
to the same retention requirements as current records and is reflected on DCSS Records
Retention Schedule. The California Department Child Support Services requires all local child
support agencies to maintain Title IV-D closed case records for a period of four years and four
months from the date of case closure per 22CCR 111450, and purge from all systems unless the
case is subject to an open federal or state audit, civil litigation, or a court order that extends the
retention period.

4. Category 4: No Retention Required.

DCSS may classify documents and other materials that do not meet the definition of a “record”
pursuant to Administrative Code Section 8.1 as Category 4 documents. Unless applicable law or
the Schedule states otherwise, DCSS may destroy such documents and materials (including
originals and duplicates) that it no longer needs in order to function or continue operating.
Examples include materials and documents generated for the convenience of the person
generating them, draft documents (other than drafts subject to disclosure under Administrative
Code section 67.24(a)) that are superseded by subsequent versions or rendered moot by DCSS
action, duplicate copies that are no longer needed, telephone message slips, miscellaneous
correspondence that do not require follow-up or departmental action, notepads, and emails that
do not contain information that DCSS is required to retain under this policy.



B. TYPES OF RECORDS
1. Records Not Addressed in the Retention Schedule

DCSS may destroy records and other documents or materials that are not required to be retained
by law and are not expressly addressed in the Schedule, provided that DCSS has retained the
documents for the periods prescribed for substantially similar documents.

2. Historical Records

Historical records are records that DCSS no longer uses, but that may be of historical interest or
significance because of their age or research value. DCSS may not destroy historical records
except in accordance with the procedures set forth in Administrative Code Section 8.7.

3. Records Relating to Pending Claims and Litigation

The retention periods set forth in the Schedule do not apply to materials that are relevant to a
pending claim or litigation against the City, even if the records are otherwise eligible for
destruction.

Once DCSS becomes aware of the existence of a claim or litigation against the City, it must
notify the City Attorney's Office, who must then shall notify all affected City departments.
Notwithstanding the Schedule, the respective departments must retain all documents and other
materials related to the claim or litigation until the City Attorney’ office reports that the claim or
litigation has been finally resolved. -

4, Backup Tapes and Similar Archival Systems

It shall be the policy of the DCSS that back-up tapes and similar archival systems serve the
limited purpose of providing a means of recovery in cases of disaster, departmental system
failure, or unauthorized deletion. They are not available for departmental use except in these
limited situations. Electronic records such as e-mails that an employee has properly deleted
under the department’s records retention and destruction policy but that remain on back-up tapes
or similar archival systems are analogous to paper records that the department has lawfully
discarded but may be found in a City owned dumpster. Neither the Public Records Act nor the
Sunshine Ordinance requires the City to search the trash for such records, whether paper or
electronic

5. Records Relating to Emergencies/Disasters and Cost Recovery

DCSS must retain all records relating to emergencies/disasters and cost recovery for the Federal
Emergency Management Agency (FEMA) and California Governor’s Office of Emergency
Services (CAL OES) programs and activities that are governed by 44 CFR §13.42. Title 44.
Section 13.42 of the Code of Federal Regulations requires DCSS to retain any records
documenting the costs it incurs in responding to an emergency or disaster for three years. The
California Code of Regulations requires DCSS to retain all financial and program records related
to cost or expenditures eligible for state financial assistance for three years (19 CCR § 2980(e)).
The three-year retention period starts on the date the Project Worksheet file is officially closed
by receipt of a closure letter from the State of California. Because state and federal regulations
change from time to time, the Controller’s Office will issue specific rules for file retention on
any given disaster that will reflect the most up to date retention requirements.



6. Records Relating to Financial Matters

The Controller’s Office must approve the destruction of all records pertaining to financial
matters before DCSS destroys them. Admin. Code Section 8.3. The Controller’s Office reviews
and approves each department’s Schedule. Departments may destroy documents consistent with
the Schedule. DCSS must obtain approval from the Controller’s Office to destroy documents
pertaining to financial matters that do not fall within the Schedule.

7. Records Relating to Payroll

The Retirement Board must approve the destruction of all records pertaining to payroll checks,
time cards, and related documents proposed for destruction before DCSS destroys them. Admin.
Code Section 8.3. The Retirement Board reviews and approves each department’s Schedule.
DCSS’s may destroy documents consistent with the Schedule unless the Retirement Board
requests the documents be sent to them. DCSS must obtain approval from the Retirement Board
to destroy documents pertaining to payroll checks, time cards, and related documents that do not
fall within the Schedule.

8. ° Records with Legal Significance

The City Attorney's Office must approve the destruction of all records having legal significance
proposed for destruction before DCSS destroys them. (Admin. Code Section 8.3). The City
Attorney’s Office reviews and approves each department’s Schedule. DCSSs may destroy
documents consistent with the Schedule. DCSS must obtain approval from the City Attorney's
Office to destroy documents that contain legal significance that do not fall within the Schedule.

C. EMAIL SYSTEM

The email system does not fulfill DCSS’s record retention obligations. DCSS provides an email
system to its employees as a convenient and efficient medium of communication. However, the
email system is not a medium for storage of information or any of DCSS's records.

If DCSS’s Schedule requires the retention of an email itself, an attachment to the email, or a link
in the email, DCSS may not rely on the email system to satisfy the retention requirement. DCSS
staff must determine with regard to each email or attachment whether DCSS's Schedule requires
retention of a particular record. If the Schedule requires retention of the email, staff must retain
it in a form outside the email system (i.¢., scanned and saved to electronic files or other storage
systems used by DCSS) in accordance with the Schedule. If the Schedule does not require
retention of the email the staff may either delete it as soon as it is no longer necessary for the
immediate discharge of official duties or store it elsewhere for as long as the staff deems
appropriate. In any case, whether to satisfy records retention obligations or merely to serve
administrative needs, the staff must not store the email communication on the email system.

D. STORAGE OF RECORDS

Records may be stored in DCSS’s office space or equipment if the records are in active use or
are maintained in the office for convenience or ready reference. Examples of active files
appropriately maintained in DCSS’s office space or equipment include active chronological files,
research and reference files, active litigation files, administrative files and personnel files.
Inactive records, for which use or reference has diminished sufficiently to permit removal from
the DCSS office space or equipment, may be sent to the City’s off-site storage facility or
maintained in DCSS’s storage facility.



Storage of records imposes considerable costs on DCSS. Accordingly, records should be stored
only when necessary, and should be promptly destroyed once the applicable retention period has
passed and the records are no longer needed.

Attachment — DCSS Records Retention and Destruction Schedule

APPROVALS

This Record Retention and Destruction Policy and attached Schedule are hereby approved:

Department Head
/
% af1alanao
Karen Roye Date Approved

Department Head/Director

Approved by the Mayor’s Designee:

Sean Elsbernd
Chief of Staff

LNIUAL tVALY#YS
Mayor’s Designee Date Approved

Approved as to Records Relating to Financial Matters:

l\ v \:Luu

Date\Appr&ved

Ben Rosenfield
Controller

r’s Office
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Approved as to Records of Legal Significance:

Dennis Herrera

City Attorney
City Attorney Date Approved

Approved as to Records Relating to Payroll Matters:

Jay Huish
Employees’ Retirement System

Ay P J /;Af{ Y

Employeéis’ Retirement System Date hpproved



Records Retention and Destruction Schedules for
HR, Financial and General Documents (Add/Delete to meet individual departmental needs)

Anﬁoueé 1: Permanent Retention: Records that are permanent or essential shall be retained and preserved indefinitely.
Category 2: Current Records: Are records, which for convenience, ready reference, or other reasons are retained in the office space and equipment of the Department for a minimum of 2 years.
Category 3: Storage Records: Are records that are retained offsite.
Category 4. No Retention Required: Documents and other materials that are not "records" as defined by Administrative Cade Section 8.1, need not be retained unless retention is otherwise required by local
law or by the attached Record Retention and Destruction Schedule.

DEPT

DIVIStO
N

RECORD CATEGORY

RECORD TITLE/DESCRIPTION

DOCUMENT
LINK

RETENTIO
N
CATEGORY

RETENTION PERIOD

REMARKS

N/A

Total

On Site

Off
Site

CsSs

N/A

Personnel/Human
Resources

Employment
applications/resumes

N/A

3 years (or the
duration of any
claim or
litigation
involving hiring
practices)

3 years (or the duration of any claim
or litigation involving hiring practices)

N/A

Title VII; Americans with
Disabilities Act (ADA); Age
Discrimination in Employment Act
(ADEA); Vietnam Era Veterans
Readjustment Assistance Act
(VEVRAA) - 1 year

California Department of Fair
Employment and Housing Act; Cal.
Fair Pay Act - 3 years.

(This is done by the central
Department of Human Resources
through the application tracking
system, except for some transfers
where application tracking is not
used, and therefore we keep onsite
records.)

Css

N/A

Personnel/Human
Resources

Accident-Injury Reports

N/A

5 years

5 years

N/A

Laws: Cal-OSHA and OSHA

CSS

N/A

Personnel/Human
Resources

Accomodation Report

N/A

5 years

5 years

N/A

Laws: Americans with Disabilities
Act as Amended (ADAAA); Section
503 of the Rehabilitation Act of
1973

1 year from the date of making the
record or of the personnel action
involved, whichever occurs later. In
the case of involuntary termination,
retain the terminated employee’s
personnel or employment records
for 1 year from the date of
termination.

CSs

N/A

Personnel/Human
Resources

Acting assignment documents

N/A

5 years

5 years

N/A

Department of Human Resources
Policy
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Records Retention and Destruction Schedules for
HR, Financial and General Documents (Add/Delete to meet individual departmental needs)

DEPT DIVISIO [RECORD CATEGORY | RECORD TITLE/DESCRIPTION |DOCUMENT | RETENTIO RETENTION PERIOD REMARKS
N LINK N
CATEGORY
N/A Total On Site o.:
Site
Title VII; Americans with
Disabilities Act (ADA); Age
Discrimination in Employment Act
(ADEA); Vietnam Era Veterans
Readjustment Assistance Act
(VEVRAA) - 1 year
3 years (or the California Department of Fair
duration of any Employment and Housing Act; Cal.
css N/A Personnel/Human Employment N/A 2 claim or 3 years (or the duration of any claim N/A |Fair Pay Act - 3 years.
Resources applications/resumes litigation or litigation involving hiring practices)
involving hiring (This is done by the central
practices) Department of Human Resources
through the application tracking
system, except for some transfers
§ where application tracking is not
used, and therefore we keep onsite
records.)
http://sfgov.o
rg/civilservic Civil Service Commission policy - 5
efsites/sfgov. years following separation if there
org.civil_serv 5 years is no litigation or review by a
iceffiles/2007 fOllCHING yue regulatory agency pending
. %20Updated separalion f | e storage
CcsS N/A mmaoszm_\ higman >oo_> mﬂo%ﬂoamﬂ_oznancmﬂm %20Citywide | 2,3 Hma,._m O | during term of N/A  |Americans with Disabilities Act as
esources And related documents %20Employe tigation or .employment Amended (ADAAA); Vietnam Era
e%20Person review by a Veterans Readjustment Assistance
nel%20Reco regulatory Act (VEVRAA) - 2 years
rds%20Guid agency pending
elines.pdf
5years
following
separation if On-site storage 5 years following separation if
css N/A ma sonnelHuman  |ADA applications and N/A g [thereisno {4 ing term of N/A |there is no litigation or review by a
esources administrative files litigation or employment regulatory agency pending
review by a
regulatory --
agency pending
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Records Retention and Destruction Schedules for
HR, Financial and General Documents (Add/Delete to meet individual departmental needs)

DEPT DIVISIO | RECORD CATEGORY | RECORD TITLE/DESCRIPTION |DOCUMENT | RETENTIO RETENTION PERIOD REMARKS
N LINK N
CATEGORY
N/A Total On Site O.:
Site
Title VII; Americans with
Disabilities Act (ADA); Age
Discrimination in Employment Act
(ADEA); Vietnam Era Veterans
Readjustment Assistance Act
(VEVRAA) - 1 year
3 years (or the California Department of Fair
duration of any Employment and Housing Act; Cal.
css N/A Personnel/Human Employment N/A 2 claim or 3 years (or the duration of any claim N/A [Fair Pay Act - 3 years.
Resources applications/resumes litigation or litigation involving hiring practices)
involving hiring (This is done by the central
practices) Department of Human Resources
through the application tracking
system, except for some transfers
where application tracking is not
used, and therefore we keep onsite
records.)
L . Audit Work papers and Supporting
CSs N/A  |Administrative Documents for Audit Reports N/A 2 Permanent N/A N/A
css NA  [Administrative WMMMM \mmm“uwsai ork N/A 2 |7years 7 years N/A NIA
4 years, 4
months after
. Citizen/client complaints filed with disposition or |4 years, 4 months after disposition or
G N/A  |Client Records Ombudsman/State Hearing Board N/A 2 after associated |after associated case has closed NIA NIA
case has
closed
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Records Retention and Destruction Schedules for
HR, Financial and General Documents (Add/Delete to meet individual departmental needs)

DEPT DIVISIO | RECORD CATEGORY| RECORD TITLE/DESCRIPTION |DOCUMENT | RETENTIO RETENTION PERIOD REMARKS
N LINK N
CATEGORY
Total On Site Off
N/A Site
Titte VII; Americans with
Disabilities Act (ADA); Age
Discrimination in Employment Act
(ADEA); Vietnam Era Veterans
Readjustment Assistance Act
(VEVRAA) - 1 year
3 years (or the California Department of Fair
. duration of any Employment and Housing Act; Cal.
Personnel/Human Empioyment claim or 3 years (or the duration of any claim Fair Pay Act - 3 vears
CSs N/A Sts N/A 2 L o= - " . N/A y years.
Resources applications/resumes litigation or litigation involving hiring practices)
involving hiring (This is done by the central
practices) Department of Human Resources
through the application tracking
system, except for some transfers
where application tracking is not
used, and therefore we keep onsite
records.)
CSsS N/A  |Administrative Confidentiality Forms N/A 2 Mmﬁmm_.w_wmm_. 7 years after separation e el =01
California Government Code
Sections 81009(d)(e), §81010,
Per. VHuman §87200; 2 Cal. Code of Regs.
css NA (e Conflict of Interest - Form 700 N/A 2 7 years 5 years 2 years |§18115, §18730; SF Campaign &
GRDEICES Gov Conduct Code Article Ill Sec
1; CSC Personnel Records
Guidelines
Term of the Controller's Retention Schedule;
CSS N/A  |Contracts/Grants Contracts/Agreements/MOUs N/A 2 agreement plus | Term of the agreement plus 7 years N/A  |Admin Code Section 8.3
7 years
css N/A  |Contracts/Grants Contracts/Grant Correspondence N/A 2 7 years 7 years N/A Admin Code 67.24
and Reporis
Css N/A  |Administrative Correspondence, Miscellaneous N/A 2 7 years 7 years N/A N/A
css N/A mmao::m_\ Human 165 examination working file N/A 7 years 7 years N/A N/A
esources
CSs N/A fersonnSlEiman Department Head Calendars N/A 2 2 years 2 years N/A fAdmin Code Sections 3 and 67.26;
Resources 5
Personnel/Human DHR referral documentation,
e NIA Resources requisitions, staff requests NIA 2 i years 7 years A A
Employee relations case files
CSS N/A Fersontelliiman (grievances, disciplinary action, N/A 2 f years .mnmq 7 years after separation N/A  |Dept policy
Resources ° ] separation
violence in workplace reports)
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Records Retention and Destruction Schedules for
HR, Financial and General Documents (Add/Delete to meet individual departmental needs)

DEPT DIVISIO | RECORD CATEGORY | RECORD TITLE/DESCRIPTION |DOCUMENT | RETENTIO RETENTION PERIOD REMARKS
N LINK N
CATEGORY
N/A Total On Site O.m
Site

Title VII; Americans with

Discrimination in Employment Act
(ADEA); Vietnam Era Veterans
Readjustment Assistance Act
(VEVRAA) - 1 year

3years (or the California Department of Fair
duration of any Employment and Housing Act; Cal.
Personnel/Human Employment claim or 3 years (or the duration of any claim Fair Pay Act - 3 vears
css N/A it N/A 2 o e B et ; N/A y years.
Resources applications/resumes . litigation or litigation involving hiring practices)
5<o_,.=:m hiring {This is done by the central
practices) Department of Human Resources

through the application tracking
system, except for some transfers
where application tracking is not
used, and therefore we keep onsite
records.)

css N/A  |Client Records m_”*m_.oaﬂ Feliet camplaints ifcked N/A 2 3 years 3 years N/A  |Departmental policy

DCSS- Retain records for 4
years/4 mo commencing last day
of quarter in which costs were
claimed, unless claim in sibject to
Federal or State or local audit, civil

CSs N/A  |Fiscal Invoices N/A 2,3 7 years 7 years N/A w.mmmﬂ”mvﬂ or court order extending

CCSF- 5 years after applicable
fiscal year or 3 years after audit,
which ever is longer
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Records Retention and Destruction Schedules for
HR, Financial and General Documents (Add/Delete to meet individual departmental needs)

DEPT DIVISIO | RECORD CATEGORY | RECORD TITLE/DESCRIPTION |DOCUMENT | RETENTIO RETENTION PERIOD REMARKS
N LINK N
CATEGORY
N/A Total On Site o:
Site

Title VII; Americans with

Discrimination in Employment Act
(ADEA); Vietnam Era Veterans
Readjustment Assistance Act
(VEVRAA) - 1 year

3 years (or the California Department of Fair
duration of any Employment and Housing Act; Cal.
Personnel/Human Employment claim or 3 years (or the duration of any claim Fair Pay Act - 3 vears
Css N/A N N/A 2 — PN ] . . N/A y years.
Resources applications/resumes litigation or litigation involving hiring practices)
involving hiring (This is done by the central
practices) Department of Human Resources

through the application tracking
system, except for some transfers
where application tracking is not
used, and therefore we keep onsite
records.)

Department of Human Resources
policy. Civil Service Commission
policy provides that unfair labor
Personnel/Human Meet-and-confer history files practice complaints or contract
Resources (proposals, notes, etc.) N/A 1 7 Years 7 Years A disputes may be destroyed 10
years after date of resolution if
there is no litigation or review by
regulatory agency pending

CSs N/A
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HR, Financial and General Documents (Add/Delete to meet individual departmental needs)

Records Retention and Destruction Schedules for

DEPT DIVISIO

RECORD CATEGORY

RECORD TITLE/DESCRIPTION

DOCUMENT
LINK

RETENTIO
N
CATEGORY

RETENTION PERIOD

REMARKS

N/A

Total

On Site

Off
Site

CSs N/A

Personnel/Human
Resources

Employment
applications/resumes

N/A

3 years (or the
duration of any
claim or
litigation
involving hiring
practices)

3 years (or the duration of any claim

or litigation involving hiring practices)

N/A

Title VII; Americans with
Disabilities Act (ADA); Age
Discrimination in Employment Act
(ADEA); Vietnam Era Veterans
Readjustment Assistance Act
(VEVRAA) - 1 year

California Department of Fair
Employment and Housing Act; Cal.
Fair Pay Act - 3 years.

(This is done by the central
Department of Human Resources
through the application tracking
system, except for some transfers
where application tracking is not
used, and therefore we keep onsite
records.)

CSS N/A

Personnel/Human
Resources

Payroll Files and Time Sheets

N/A

Separation + 7
years

Until Separation

N/A

Administrative Code Section 8.3.
Permission from SFERS required
prior to destruction. The
Retirement Board must approve
the destruction of all records
pertaining to payroll checks, time
cards and related documents
(Admin Code Section 8.3). The
Retirement Board reviews and
approved each Department's
Record Retention and Destruction
Schedule.

Cal. Unemployment Insurance
Code Sec. 1085

Fair Labor Standards Act (FLSA);
Age Discrimination in Employment
Act (ADEA); Family Medical Leave
Act (FMLA); Lilly Ledbetter Fair
Pay Act; Equal Pay Act (EPA)

CSSs N/A

Fiscal

Quotes, Purchase Orders...

N/A

2,3

5 years

5 years

N/A

5 years after applicable fiscal year
or 3 years after audit, which ever is
longer
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