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Best Practices for Management of 
County Social Services Records: 
Common missteps and how to 
avoid them

Social Services Directors’ Legal Conference
June 27, 2017

Presented by:
Records Analysis Unit

Government Records Section

Workshop Objectives

• Identify commons missteps of records management 
and how to avoid them

• Using a Retention and Disposition Schedule

• Records Destruction

• Electronic Records

• Scanning and Microfilm
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Public Records Laws

Holding Records Too Long
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RECORDS RETENTION SCHEDULES

Values of Records

Administrative Fiscal

Historical Legal
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archives.ncdcr.gov

http://archives.ncdcr.gov/
For‐Government/
Retention‐Schedules/
Local‐Schedules
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If you can’t find it in the index…

Ctrl+F
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https://www2.ncdhhs.gov/control/https://www2.ncdhhs.gov/control/
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Ctrl + FCtrl + F

Using the Schedules

Identify 
records series 

in DNCR’s 
Local Health 
Departments 

schedule

Is this 
program 

supported 
by Federal 

funds 
passed 

through NC 
DHHS?

Use the 
DHHS Office 

of the 
Controller’s 
schedule

Use DNCR’s 
schedule

Yes

No
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State Archives of North Carolina
Government Records Section

What starts the 
clock on the 

retention period?

Triggers
RECEIVED

APR 28 2015

COMPLETED
DEC 24 2014
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Not Having Regular Records Destruction

Records Destruction

07 NCAC 04M .0510
METHODS OF DESTRUCTION
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Public Records Destruction Regulation

North Carolina Administrative Code 7.4.M.0510
Electronic Records

data and metadata are overwritten, deleted, and unlinked so 
the data and metadata may not be practicably reconstructed.

• Purge hard drives from computers 
and  copiers before surplussing

• There may be more copies on other 
computers!

• Hitting “delete file” isn’t good 
enough

Audit and Litigation Holds

Remember: 

If there’s a lawsuit, or even a possible lawsuit, you may 
be required to retain records, including the metadata
associated with electronic records EVEN IF THEY COULD 
BE DESTROYED LEGALLY UNDER THE RETENTION RULES
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Unnecessary Records Duplication

Sample Electronic Records
and Imaging Policy



6/9/2017

13

Electronic Means Form

Record Series TitleDescription of RecordsDatesVolumeRetention Period

Scan‐and‐Destroy Authorization
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• Economical

• Ensure file 
integrity

• Protect originals

Microfilming

• Saves space
• Sustainable for 
permanent records

• Provided for in the law 
(G.S. § 8‐45.1

For More Information

ncrecords.wordpress.com
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Records Management Analysts

Raleigh Office

Jason Woolf (jason.woolf@ncdcr.gov)
(828) 296‐7230 x224

archives.ncdcr.gov

Asheville Office

Courtney Bailey
(courtney.bailey@ncdcr.gov)
(919) 807‐7368

Kurt Brenneman 
(kurt.brenneman@ncdcr.gov)
(919) 807‐7357

Rashida Felder
(rashida.felder@ncdcr.gov)
(919) 807‐7364

Mark Holland 
(mark.holland@ncdcr.gov)
(919) 807‐7358

Kelly Policelli
(kelly.policelli@ncdcr.gov)
(919) 807‐7361

Emily Sweitzer 
(emily.sweitzer@ncdcr.gov)
(919) 807‐7360


