
SRAD12 Record Storage
Records for eligibility and enrollment files, provider payments, coalition contracted staff background screenings, procurement, fiscal records and other documents required for the implementation of the school readiness and VPK programs and the monitoring there of are to be kept for 5 years or until any outstanding issues are resolved whichever date is later in accordance with State of Florida-General Records Schedule-For State and Governmental Agencies GS-1SL or Federal requirements.  All confidential records that are no longer legally required to be kept will be shredded.  At no time will records containing confidential information be discarded without shredding first. 
ECS will maintain on site and if requested with the ELC of North Florida, for appropriate monitoring and audit purposes, verification of all coalition contracted staff personnel assigned to work on this contract.
Audit reports will be kept based on Florida’s Single Audit Act, s. 215.97, F.S.
Attendance records may not be altered or amended after December 31 of the subsequent year.
(1) Public records shall be maintained and preserved as follows: 

(a) All public records should be kept in the buildings in which they are ordinarily used.

(b) Insofar as practicable, a custodian of public records of vital, permanent, or archival records shall keep them in fireproof and waterproof safes, vaults, or rooms fitted with noncombustible materials and in such arrangement as to be easily accessible for convenient use.

(c) 1.    Record books should be copied or repaired, renovated, or rebound if worn, mutilated, damaged, or difficult to read.

2. Whenever any state, county, or municipal records are in need of repair, restoration, or rebinding, the head of the concerned state agency, department, board, or commission; the board of county commissioners of such county; or the governing body of such municipality may authorize that such records be removed from the building or office in which such records are ordinarily kept for the length of time required to repair, restore, or rebind them.

Any public official who causes a record book to be copied shall attest and certify under oath that the copy is an accurate copy of the original book. The copy shall then have the force and effect of the original.

Changes/Revisions:

	Date of Change/Revision
	Person making change/revision
	Change/Revision

	2/26/2009
	T. Matheny
	Added: … or Federal requirements.  All confidential records that are no longer legally required to be kept should be shredded. 


	4/20/2015
	T. Matheny
	.., coalition contracted staff background screenings, fiscal records

ECS will maintain on site and if requested with the ELC of North Florida, for appropriate monitoring and audit purposes, verification of all coalition contracted staff personnel assigned to work on this contract. 

At no time will records containing confidential information be discarded without shredding first.
eligibility and enrollment files, provider payments, coalition staff background screenings, and other documents required for the implementation of the school readiness and VPK programs

Attendance records may not be altered or amended after December 31 of the subsequent year.
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