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Subject


Document Retention
Purpose

This policy states requirements for document retention.
Policy
All records that are made at the RCC regardless of eligibility will be retained for a minimum of 3 years post exit date of the record form the VWN. The documents will 

include intake, preliminary assessment, application for funding, intensive service records 

and any documented consultation, follow up and training services provided at or by the 

Center will be maintained in a secure environment. Storage of Adult and Dislocated 

Worker records will be provided onsite by the RCC. Records older than 3 years old post 

exit date may be shredded and discarded in a secure manner only as outlined by State of 

Virginia- WIA Unit policy. The RCC may color code records for purposes of 

identification of time period of service to the jobseeker. Rotation of records out of the 

active system will be the responsibility of the RCC staff after all follow up attempts and 

service delivery is completed. Records of jobseekers who are not eligible will also be maintained in this same fashion. 
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