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Mesabi Behavioral Health Network
 Adopted by the Board on October 12, 2026
1. Purpose
This policy ensures that data is stored securely and appropriately while providing for collaboration. It is designed to:	Comment by Cassandra Hainey: need to complete this sentence :)
· Allow for shared work on Workgroup documents
· Promote transparency with all public facing documents
· Control access to sensitive data
· Limit access to incomplete documents
· Establish standards of storage and access
2. Scope
This policy applies to all:
· Participating providers, agencies, and network members
· Staff
· Governance board members
(collectively, “Members”)
3. Data Classification

Data and documents are classified in one of three ways:
1. Public 
a. MBHN minutes	Comment by Cassandra Hainey: had "Agendas and minutes,"  but minutes only might make more sense - for discussion	Comment by Cassandra Hainey: Or perhaps just have the agenda for the upcoming meeting on the website. It can be part of sending it out to members to post the upcoming agenda to the site?
b. Policies
c. Press releases 
d. Published annual reports
e. Newsletters
2. Internal Use
a. Draft projects including policies and agendas
b. Workgroup agendas and minutes, unless designated as public by the Workgroup or Governance Board
c. Member contact information
3. Sensitive/Confidential
a. Donor information
b. Voting information
i. Decisions will be public when approved by the Governance Board unless otherwise designated
4. Data Storage
Data and documents will be stored in the following manner:
· Public
· Documents will be shared on MBHN page of BTBHN website
· MBHN Coordinator will share documents on website within 30 days of their approval	Comment by Cassandra Hainey: ?? No idea what is reasonable	Comment by Cassandra Hainey: not sure of verbiage...approval for policies, agendas don't really need approval. Maybe agendas are actually drafts because they can be changed day-of and we only post minutes to the website? 	Comment by Cassandra Hainey: FYI - I was looking at how to add minutes/policies to a wordpress site in a way that looked nice. It is also possible to have password protected items on our site. I am not recommending this because we can just not add the things we want to limit access to, but wanted you to know it is an option.
· Internal Use
· Documents and data will be shared in MBHN Teams Channel with the relevant Workgroup
· Each Workgroup will have its own folder
· Access to each folder in Teams Channel will be limited to Workgroup members
· Access to Workgroup folders will be granted by owner (SLC PHHS employee designee)
· Access is reviewed periodically and removed when member leaves Workgroup
· Sensitive/Confidential
· Documents and data will be stored in the MBHN Teams Channel Governance Board folder
· Access to the Governance Board Folder will be restricted to Governance Board members
· Access to Governance Board folder will be granted by owner (SLC PHHS employee designee)
· Access is reviewed periodically and removed when member leaves Governance Board
5. Security and Backups
A minimum of two Saint Louis County PHHS employees will be owners of the MBHN Teams Channel. The MBHN Coordinator will notify the Teams Channel owners when members should be added or removed based on their participation in the Governance Board and MBHN workgroups.
6. Document Lifecycle
Policies will be reviewed annually on a quarterly basis as follows:
· Policies approved January – March will be reviewed annually in March
· Polices approved April-June will be reviewed annually in June
· Polices approved July-September will be reviewed annually in September
· Policies approved October-December will be reviewed annually in December
The most up-to-date policy will be shared with the date adopted/updated included on the document.
Minutes, agendas, and other documents will be kept in perpetuity	Comment by Cassandra Hainey: we are not a nonprofit, but according to the MN Council of Nonprofits, minutes are kept in perpetuity 	Comment by Cassandra Hainey: Document Retention Requirements - Minnesota Council of Nonprofits
Minutes posted to the website will be kept on a rolling 12-month basis.
7. Policy Review
This policy will be reviewed annually by the Governance Board and updated as needed.
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