Division of Public Health

Records Management
FAQ

Q.
What is a record?

A.
A file/document that serves as evidence of an organization’s business 
activities.  Everything you do in the course of performing your job.

Q. What are record types?

A.
Paper, x-ray, film, microfilm and electronic are all record types.

Q. What are public records?

A.
"Public record" shall mean all documents, papers, letters, maps, books, 
photographs, films, sound recordings, magnetic or other tapes, electronic data-processing records, artifacts, or other documentary material, regardless of physical form or characteristics, made or received pursuant to law or ordinance in connection with the transaction of public business by any agency of North Carolina government or its subdivisions. Agency of North Carolina government or its subdivisions shall mean and include every public office, public officer or official (State or local, elected or appointed), institution, board, commission, bureau, council, department, authority or other unit of government of the State or of any county, unit, special district or other political subdivision of government. 
Q. Can anyone see my records?

A.
Yes, except as restricted by specific provisions in state or federal law.

Q.
What about my confidential records?

A.
Not all government records are open to public inspection.  Exceptions to the access requirements are in the General Statutes, federal law and program rules.  

Q.
I do not think I have any records.
A.
Every office in government generates, receives or uses records.  Computer files of any kind, including drafts and E-mail, are public records.  Even if your records are not the official or final version, your records are public records.  Not all records have high historical, legal or fiscal value, but they must be maintained and destroyed in accordance with the provisions of the appropriate records schedule.

Q.
What is historical value?

A.
Historical records document significant events, actions, decisions, conditions, relationships and similar developments.  These records have administrative, legal, fiscal or evidential importance for the government or its citizens. 

Q.
What is the “Records Retention and Disposition Schedule”?

A.
This document is a tool for the employees in an office to use to manage the records in their office.  Lists records commonly found in an office and gives an assessment of value by indicating when records may be destroyed.

Q.
May I destroy my records according to the disposition?
A.
No record involved in a pending audit, legal or other official action may be destroyed before that audit or action is resolved.  You must follow the DHHS Records Retention & Disposition Schedule for Grants memo distributed semi-annually by the DHHS Office of the Controller. 

Q.
How do I destroy records?

A.
Programs with an Approved Records & Disposition Schedule may destroy records in one of the following ways: 

· burned, unless prohibited by local ordinance; 

· shredded, or torn up so as to destroy the record content of the documents or material concerned; 

· placed in acid vats so as to reduce the paper to pulp and to terminate the existence of the documents or materials concerned; 

· buried under such conditions that the record nature of the documents or materials will be terminated; 

· sold as waste paper, provided the purchaser agrees in writing the documents/materials concerned will not be resold as documents or records. 
Q.
What is the difference between a General Schedule and a Program Schedule?

A.
General Schedule consists of common records to all offices (i.e., announcement files, catalogs, conferences and workshops).  These records may not be transferred to the State Records Center (SRC).


Program Schedule consists of records unique to your office (i.e., patient files, test results, statistical reports, and certificates of live births).  These records may be transferred to the SRC.
Q.
Why do I have to have a schedule?

A.
It is the law.  According to G.S. 121-5 and G.S. 123-3, you may only destroy public records with the consent of the Department of Cultural Resources.  DCR can only give consent if there is a schedule.

Q.
Who must have a schedule?

A.
All Programs of the Division of Public Health are required to have a Records Retention & Disposition Schedule.  All Programs are listed in the DHHS Program Management Database.
Q.
How do I complete a schedule?

A.
If a Program does not have a Records Retention & Disposition Schedule, the Program Manager or designee must develop one.  Complete the “Public Records Series Listing” form and return to the SRC.

Q.
When do I review my schedule?

A.
Schedules should be reviewed annually.  If the schedule needs updating (i.e., records no longer in use, disposition changes), complete the “Public Series Listing” form and return to the SRC.

Q.
What should I do with old records on my schedule?

A.
Review the schedule for the disposition and follow procedures for disposal.  

Q.
Where can I store my records?
A.
If specified in the Program Schedule, records that require storage may be transferred to the SRC.  Follow the procedures for Records Transfer in the SRC handbook (Instructions for Transfer). 
Q.
How can I destroy records if they are not listed on the Records and Disposition Schedule?
A.
Discuss with your DPH Records Officer to review the records in question to determine if the records have historical value.  If the records do not hold any historical value, you will need to complete the “Public Records Series Listing” form and return to the SRC.

Q. When is it appropriate to delete my E-mail?
A.
Electronic mail is just as much a record as any traditional paper record, and must be treated the same way.  The content of a message determines the importance of it.  If a particular message contains policy, states decisions, outlines procedures, shows action, gives guidance or is unique, then it must be filed and retained the same length of time as paper records.  It is inappropriate to destroy E-mail because storage limits have been reached.  Refer to the SRC Handbook for guidelines (http://www.ah.dcr.state.nc.us/records).
Q. What do I do with electronic records?  Can I just keep them?
A.
Regardless of format, all records must be destroyed once they meet their retention requirements.


Q.
Do I have to print my E-mail to file it?

A.
As long as the E-mail is not a permanent record, as defined by the schedule, you may elect to keep it in electronic format.
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