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Record Maintenance and Retention Policy
[bookmark: BACKGROUND]BACKGROUND
The Workforce Alliance is required to maintain and retain records of all fiscal and program activities funded from public and private sources.  With some exceptions, such records shall be available to the public.  This policy sets forth the minimum requirements, the timeframes for records retention, and the extent to which such records may be made available to the public.  
1.     Records Retention 
a. Retain all records pertinent to the grant, grant agreements, interagency agreements, contracts or any other award, including financial, statistical, property, applicant or registrant records, and supporting documentation, for a period of at least three (3) years after submittal of the final expenditure report (closeout) for that funding period to the awarding agency.

b. Retain all records of non-expendable property for a period of at least three (3) years after final disposition of property.

c. Retain all records pertinent to applicants, registrants, eligible applicants/registrants, participants, current and former employees, and applicants for employment for a period of not less than three years from the close of the applicant program year.

d. Retain records regarding complaints and actions taken on the complaints for a period of not less than 3 years from the date of resolution of the complaint.

e. Retain all records beyond the required three (3) years if any litigation or audit is begun or a claim is instituted involving the grant or agreement covered by the records. The records shall be retained for an additional three (3) years after the litigation, audit, or claim has been resolved. 

f. After the files have been retained for the appropriate period defined above in sections a-e, approval of two Senior Staff members must be granted before destruction.  A destruction log shall be kept and maintained.
Copies of records made by microfilming, photocopying, or similar methods may be substituted for the original records if they are preserved with integrity and are admissible as evidence. 
[bookmark: _GoBack]If the Workforce Alliance fails to no longer exist, all records will be transferred to the appropriate oversight body or funding organization. 
2.    Public Access to Records 
Personal records of all participants will be private and confidential, and will not be disclosed to the public. Personal information may be made available to Workforce Alliance partners on a selective basis consistent with the registrant’s signed "Release of Information" form. In addition, this information may be made available to persons or entities having responsibilities under WIA/Grant Provider including representatives of: 
a. The Department of Labor Designated Auditors/Monitors

b. United States Office of Management and Budget

c. The State of Kansas or Designated Auditors/Monitors

d. Regional Economic Area Partnership as the Chief Elected Officials Board

e. Appropriate governmental authorities involved in the administration of WIA/Grant Provider to the extent necessary for its proper administration 
The conditions under which information may be released or withheld are shown below: 
a. Participants will have access to all information concerning themselves as individuals unless the records or information are exempted from disclosure as determined by legal counsel.

b. Requests for information shall be submitted to the Vice President/Chief Operating Officer.  Requests will be reviewed and determined if they are part of the public domain.  If it is determined that the request covers information in the public domain the requestor will be notified of the cost of providing records (cost will include staff time to gather and prepare records and duplicating costs).  The appropriate records will be provided as soon as logistically possible.
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