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DEPARTMENT OF HEALTH & SOCIAL SERVICES KEY
- ' A - AfterAudit Numerals - Years in addition
DIVISION OF BEHAVIORAL HEALTH CFY - Current Fiscal Year lo survantyear:
' cY - Current Year TO - Termof Office
C - Current or as defined Microfilming

The Ageney will follow retention periods far common records as listed in the State of Alaska General Administrative Records Retention Schedule, Unless those
records have been listed on this schedule. )

Unless otherwise noted all records are refained an Fiscal year basis.

All records that have potentlal permanent legal and historical value may be reviewed by the State Archivist for possible retention in the Alaska State Archives in
accardance with AS 40.21,030. Accessloned records may be reappraised for permanent value every four years or at the archivists discretion.. ‘

“Unless otherwise noted all record series are confidential under 42 USC 4582, CFR Part 2 (1875). This records schedule supercedes #65304..

Statutory/Regulatory Autharity: AS 47.30.470-500 (Mental Health); AS 47,37 & 7 AAC 29 (Uniform Alcoholism & Intoxication Treatment ‘Act);
AS 28,35.030 (Miscelianeous Provisions); 7 AAC 78 (Grant Programs). .

Prevention & Early Intervention's mission Is to develop a clear, coordinated and comprehansive approach to promotion of healthy Individugls, prevention of -
behavioral health problems, and earlier intervention when a problem Is recognized. Pragrams in this section include Suicide Preventlon, Substance Abuse.

Prevention, Fetal Alcoho! Spectrum Disorders, Resiliency and Youth Development, Alcohol Safety Action Program, Tobacco enforcement and vendor/youth
education, Alcohol and Drug Information Schools, and Early Mental Health Promotion. ' ’ : ‘

NOTE: Under 4 AAC 59.005 it is the responsibility of agencies to ensure that records created and maintained in electronic systems _réméin a};_cééé,ib!e and '
durable for their prescribed retention period. This requires addressing the issues of periodic media refreshment, digital migration strategies and security plans.
Backups produced for system recovery purposes do not serve a recerdkeeping funcfion or substitute for archived business essentlal duplicates.

iPurs',ua‘n“f‘ o thenpro,visi'ons of AS4021 éﬁd 4 AAC59, the reco;'ds Iisted below areapproved forre’cention and d'is‘p,osi'ﬁoh aé indiqéfécf.
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AgencyID - . 168
“Refention | _Disposition ——
Mot . - Records| Stats | vital ™%t porarks .
No. Records Series Title and Description Office Genter IArchives Destroy Record . quarks ‘
" - P SO e e e L BTN SOt pe TS i e mm———— BRI NGRS
' ‘ inal): o i ¢ . . M x | C=Until microfimed. Qriginal records may be
1 Client Files (Original) ’ disposed after the film Is certified "tue and
v carrect.” Anchorage is the pnly office that
(Mester Microfiim): - 10 ¥ 10 | milgrofiims its client files. Workcopy microfilm is
ST disiributed to the-Anchorage and Juneau Division.
(Workcopy Mjcrnﬂ[m): 10 . . 10 of Beha\’ioral Health Ofﬁces
Records serles consists of court judgments, referral slips, testing Seme information Is input Intothie Client Tracking
records used fo determine appropriate treatment, release forms, | System, which tracks assignments that an alcohol
assignment to treatment forms, correspandencs and reports fram offender must.complete as part of his court’
the treatment agency. sentenge. This system also creates financial
records for sach court case mciud;ng invpices,:
reoelpts and balance statements
2 | Fleld Ofilce Client Files: oMo | - - lewo o _=Unﬁ! the cllent completes prograrn,
‘ h Refer to ltem 1. ‘

This series is normally malntained by the grantee treatment
agency (provider); however, in the case of business failure or
cessation of treatment programs, the filés may be transferred to
Brevention & Easly intervention for retention.
Arranged alphabetically by defunct agency.

3 | Client Treatmant Choice Shests: . 1 P o .
This series documents the client's choice of treatment options and
notification of teatment agencies-and charges. ’
Arranged chronolegically. )
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AgencylD 188,

Includes administralive records related to Budget Preparation;
General Accounting; Grant Management Procurement, Leasing &
Properly; General Administrative; Personnel Admmlstratlon* and,
Information Technology.

Prevention & Early intervention staff will fellow retention periods
as listed In the General Admimstrative Records Retention
Schedule (GRS). .

GRS | GRS

........... Ratenﬂon — Disosition e v
e | ' Records| State || vital
e [ T | o Remarks
No. Records Serles Title and Description Office, Center JArchives Destroy Record e 2
4 | Tobacco Compliance Investigation Records (Orlgina! & c+7 . . C#7 C=Until case Is closed.
Electronic) Certain data is'entered Into the enforcement
Includes Premlses Inspections, Enforcement Compliance database.
Investigations and Synar Compliance lnvestigations. Records
consist of court judgments, citetions, correspondence and reports.
5 | GENERAL ADMINISTRATIVE RECORDS: - | - | see | see Dstioy GUpIGals coples Of racords Whe" no
o R A ' ) longer needed for business purposes.

The Geheral Schedule may he accessed onthe
Records Management homepage. When,
transferring records to the records center, please
refer to the relevant item number from the GRS,




