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Tne Agl3l1cy will follow retention periods for common records as listed in the State of Alaska (3eneral Administrative Recorcis Retention Schedule, unless those 
r~cords have been listed on tills schedule; 

Unless otherwise noted all records are retained on Fiscal year basis. 

All records that have potential p~rmanent legal and histor!c~1 value may be reviewed by the State Archivist fqr possible retention in the Alaska State Archives in 
accordance with AS 40.21.030. Accessioned records maY be rElClPpraised for permanent value every four years or at the archivist's discr.etloD; 
,. , . . . . 

Unless othelWise noted all records series are nonconfidentiaL This recon:lsschecME} superoedes #064503. 

statutory Authority: AS 8~64.369; AS 11.81.430; AS 12.55.155; AS 18.08; AS 18,15.250; AS 25,20.026; Af!, 47.1'7.020; AS :1-7.24.0'1'0; AS-47;24.110; 
7 AAe 16.010·.090; 7 AAe 26.010-999. ' , 

The EMS Program ensures that qualified and properlyequjpp~d emergency medioal s~rvices personnel are available to respond to the,emergencymedl,cal 
needs of Alaska's citizens and visitors. ' : . , . 

NOTE: Under 4 Me 59.00Sit is the responsibility of agencies to ensure that records created and mai~tained in ,electronic sy~te~~' ~~~'~in\~~~~~sib!e a'h~"­
durable for their prescribed retention period.:This requires addreSSing the issues of periodic media refreshment, digital migration strategies·and:security pll?\lS. 
Backups produced for system recovery purposes do not ~ervE:} a r~cord~t;lepjng fLlnction or substitute for·.~~chlved b~~ln.essessentia! dup!iqate~. ;. . , 
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P~rsu"mtto the provisions of AS 40.21.~nd 4 AAC5.9, t!1e records listed belq* are ~pproved for f('!tention and,'disposition as lnglcated. 
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RECORDS RETENTION SCHEDULE CONTINl,JATION 
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Records Series Title and Description 

Certification Flies (Original): 

(Master Microfilm): 

(Duplicate Microfilm): 

This series conalsts of certification files for Emerge!1cy Medical 
Technicians (EMT), Instructors and Defibrillator Technicians, ' 
Includes applicatio,ns for, certification, examination score sheets, 
certlficates, 

Application for Certification. InPQmplete (Original): 

(Master Micrpfilm): 

,(Duplicate Microfilm): 

This series is Identical to Item ~ except thatth13 recordf3, arE! not 
complete, If there is no, activity for two years, flPpllcatlon Is 
considered abandoned, 

Arrangecj alphabetlca.llY by na,me of appliCi3l}t 

3 Gra(:ling Sheets & Regls.tr~tlon F(mn!i 
(Originals): 

(Electronic): .. 

This series consists of grading sheets, registration and other 
forms scanned vyith an optlcal mark reader into the Registration 
and Te$t Corrf:lction databases, ' 

Arranged chronologically. 
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", Some da~E! Is entered,in the EMs Certification 
datab/i:ls9-, refer to Item #6. 

The secllon maintains certifications for over. 3,500 
Individuals. ' , . ' " 

C=Until'certlflcali6i1 ap'f:?liccitlon deter.ml!1ed to be 
'of no further administrative use . 
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Ref,?T to 4 Me 59,005 (Retention- &Preservation 
",?f~lectronic,Re~ords). ,::",. " . 
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RECORDS RETENTION $CHEDULE CONTINUATION 

Records Series Title and Description 

EMS Training C()ur!il!'l Files: 

This series consists of applications fpr course approval, course 
completion forms, class rosters and. associated correspondence. 

Arr~nged Py cou(se n~mber. 

Training Program FiI~s: 

This series consists of correspondence <\f]d infofll1'ltion on 
yar!ous SUbjects related. to EM.S tnlining, including the State EMS 
Training Committee and the National Council of,State EMS 
Tra.lnlng Ooof~ln·ators. ~ , ,,' . 

A,rranQed alphabetically by subject. 

EMS Certification Database: 
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EMT's must complete cl'rtlficatior] within 1 year of 
completing Initial class, ,Recertification matarials . 
mUst be y.;lthi.n 2' ye"?'f~':9f datEr pf appUcatlon. 
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RECORDS RETENTION' SCHEDULE CONTINUATION 
¥ .- • ,.' • • ••• '... • 

Reqords ~erles Title and Description 

Out·of-Hosplt~II:MS Service (Ground a. Air M~dlcal) 
~ertificatlon: 

Thi$ series contains applications, certificates, correspondence 
and other l11aterials related to the certification of oul"of-ho€!pital 
provider agenc,:ies certified in accoraance with 7 MG, 26.210 & 
7AAQ 26,390. " . 

Alaska Trauma ~$glstry (Electronic): 

Abstract Worksheets (Originals): 

The worksheets are completed by Trauma Register Abstractors 
based on data extrac~ed from hospital records after patient 
discharge and includes: patient demographics, circiJmstances of 
injury, pre-hospital and in-hospital response t!mesand treatmant, 
severity of InJury, diagnosis, length of hospltEllstay, cost of . 
hospitalization, and discharge condition. T~ls inform",tion Is Input 
into the Trauma Registry. 

GENERAL ADMINISTRATIVE RECORDS: 

Includslil administrative records related to Budget Preparation; 
GEmeral Accountirig; Grant Management; Prqcurement, Lea$lng & 
Property; General AdministratiVe; Personnel 'Administration; and, 
I.nformation Te~hnolo.gy. .' ...... . 

Emergency Medial Services' staff will ~oHow retention periods as 
listed In the, (3eneral Admh'listratlve' Records Retention Schedule 
(GRS). ' , 
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Retention Disposition 
RecprdsState Vital 

Office A Destroy R. ecor.d Center rcl1ives 
Remarks 

C+2 10 

30 
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C+12 C=UntIl oertlfication records are complete, 

. Annual accrual.rate··is)ess tl)an- 'one cubic,foot 
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30 .- Refer to 4 AAG q9.,005 (RElten~lon & Preservation 
... , 'pf Electronic Recprds). '. " " 
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Thi~ seri~~ i~~:confideritial ~nder. 
AS 18.23.010 - 070. . . ; 
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'" ~ .. ', . ~ . 
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See See :'. " 
GRS GR~ .. 

Destroy duplicate, copies of rec.orcjs when no 
longer nEfe'deClfdr business puiposes:' " 

• • .~. • • " f· 

The Ganeral Scne'dulemay be accessed on the 
.' Records Management homepage •. ,When .... 

transferring,re'co(ds to the,records cente!" please 
refer to the rel,want item number from the GRS, 


