Policy # FCSS-0059.07

FAMILY & COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY

NAME:



FILE CLOSING AND DESTROYING PROCEDURES
DEPARTMENT:

ADMINISTRATION

EFFECIVE DATE:

JUNE 20, 2007
During the course of operating as a business that maintains a number of files for keeping records regarding personnel, client, agency and financial matters, Rimbey FCSS/RCHHS has established the following guidelines for the contents of these files to be destroyed.


Personnel Records


10 years from last activity


Client Files



10 years from last activity


Financial Records


  7 years from last activity**

A file may be closed and removed to closed files after twelve months of inactivity or at the discretion of the FCSS/RCHHS Executive Director.
All files that are to be destroyed are to have their contents shredded.

** As per Revenue Canada guidelines   
Revised/Reviewed Date:  May 30, 2019 
This Policy shall be reviewed at the discretion of the Board but at least annually.


