


EFFECTIVE SCHEDULE DATE: 2/14/2013

RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Class Rosters 100187 Retain 1 Years after closed Confidential Destruction

This series documents persons assigned to classes or group 
therapy, the type of session, date and time, and class 
instructors. This series may include, but is not limited to: lists, 
logs, registers, and reports.

Consent for Release of Confidential Information 100188 Retain 3 Years after closed Confidential Destruction

This series consists of the form that was signed by the 
probationer giving ASAP permission to release information 
regarding probationer's participation in the program, and that 
was removed from the probationer's file at the close of the case.

Evaluations: Pre-Court and Habitual Offender 100191 Retain 1 Years after event Confidential Destruction

This series documents the information submitted to and used by 
a court to assess an individual's fitness for having driving 
privileges restored or restricted.  This series may include but is 
not limited to: court petitions, appointment letters, diagnostic 
tests, criminal history records, Department of Motor Vehicles 
driver history records, interviewer's notes, evaluations, and 
recommendations to the court.

Habitual Offender Intervention Interview 100192 Retain 1 Years after closed Confidential Destruction

This series documents an offender's compliance with the 
Department of Motor Vehicles abstract requirements in order to 
obtain or retain a driver's license.  This series may include but is 
not limited to: DMV reports, payment receipts, and verification of 
class attendance.
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Probationer Files: Completed 100194 Retain 0 Months  after closed Confidential Destruction

This series documents the local case files of adult and juvenile 
offenders, as well as voluntary clients, who have participated in 
and successfully completed a program for alcohol- or 
drug-related offenses and habitual-offender supervision. This 
series may include but is not limited to: court referrals, 
Department of Motor Vehicles abstracts and transcripts, State 
Police criminal record search, case summary form, notes, 
reports, treatment information, agreements, receipts, tests, and 
correspondence.

Probationer Files: Did Not Complete 100195 Retain 1 Years after closed Confidential Destruction

This series documents the local case files of adult and juvenile 
offenders, as well as voluntary clients, who have participated in, 
but did not successfully complete, a program for alcohol- or 
drug-related offenses and habitual-offender supervision. This 
series may include but is not limited to: court referrals, 
Department of Motor Vehicles abstracts and transcripts, State 
Police criminal record search, case summary form, notes, 
reports, treatment information, agreements, receipts, tests, and 
correspondence.

Probationer Index 100196 Retain 20 Years after separation Confidential Destruction

This series documents the name, social security number, 
address, referring court, and participation dates of all past and 
current participants in each program; and may also document 
date of arrest, conviction, and referrals.  This series may 
include, but is not limited to: paper and electronic indexes.
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