
Records Management Basics
&

GS-15 Schedule Updates
Katie Ray
Records Management Analyst
Library of Virginia





About Me
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 Records Management Analyst with Library of 
Virginia 

 Designated analyst for health and human 
services agencies, including VDSS & local 
departments of social services

 Point of contact for questions about everyday 
records management, retention schedules, 
destruction, preservation, and more

Katie Ray



Agenda
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What is records management?

Why should I practice records management?

What is a public record?

How long do I need to keep public records?

What are the recent changes to GS-15, Social Services?

How do I manage public records?

How do I destroy public records?

Q&A



What is 
records management?

1



records lifecycle

CREATE MAINTAIN

USE DISPOSITION

ARCHIVE

DESTROY



Why should I practice 
records management?
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It’s the law!

All state and local agencies must: 
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1

 Designate a records officer
 Establish and maintain a records 

management program
 Destroy records and report to LVA
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Records management 
facilitates access and 
efficiency. 

2
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Institutional knowledge is 
lost when that knowledge 
is not documented, 
organized, and accessible. 
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Storage and discovery 
are expensive!
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$290/ 
month

Physical storage
Electronic storage
Date migration
E-discovery
“Spoliation of evidence”
“Defensible disposition”

4
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Records become a 
liability over time.
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What is a public record?
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“
“Public record” means…

recorded information that documents a transaction or activity 
by or with any public officer, agency or employee of an agency. 

Va. Code§ 42.1-77
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public records ≠ 
open records

 Public records can be open or closed.

 Examples of closed records:

 attorney-client privileged records 
 attorney work product
 minutes of closed meetings
 vendor proprietary information software
 records protected by HIPAA, FERPA



“
“Public record” means…

recorded information that documents a transaction or activity by or 
with any public officer, agency or employee of an agency. 

Va. Code § 42.1-77

Regardless of physical form or characteristic, the recorded 
information is a public record if it is produced, collected, received or 
retained in pursuance of law or in connection with the transaction of 
public business. 

The medium upon which such information is recorded has no bearing 
on the determination of whether the recording is a public record.





“
“Public record” means…

recorded information that documents a transaction or activity by or 
with any public officer, agency or employee of an agency. 

Regardless of physical form or characteristic, the recorded information 
is a public record if it is produced, collected, received or retained in 
pursuance of law or in connection with the transaction of public 
business. 

The medium upon which such information is recorded has no bearing 
on the determination of whether the recording is a public record.

Va. Code§ 42.1-77

For purposes of this chapter, "public record" shall not include 
nonrecord materials, meaning materials made or acquired and 
preserved solely for reference use or exhibition purposes, extra copies 
of documents preserved only for convenience or reference, and stocks 
of publications.



What is not a public record?
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personal information
notices of social events



What is not a public record?
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reference materials, 
trade journals, 
listserv messages, 
spam



What is not a public record?
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non-auditable surplus 

(blank stationery, 
blank forms)



What is not a public record?
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duplicates

(extra copies kept 
for convenience; 
stocks of 
publications)



How long do I need to 
keep public records?
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categories 
of records
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NON-RECORDS

SHORT-TERM

LONG-TERM

PERMANENT



Where to find 
retention 
schedules
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Where to find 
retention 
schedules
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General Schedule
Common records created and 

maintained by localities and state 
agencies

Specific Schedule
Records unique to an 
agency that reflect its 

responsibilities



general schedules 
(local agencies)
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1

2

3





record series
Series title

Series 
description Series number

Retention Disposition



What are the recent 
changes to GS-15, 
Social Services?
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Changes to GS - 15: 

Categories
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Series re-ordered under 3 categories:

• Benefits
• Family Services
• Licensing Programs

*With the exception of Virginia Juvenile Community Crime Control Act (VJCCCA): 
Programs and Services



Changes to GS - 15:

Standardized retention language
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Examples: 

Family Services: Adult Services/Adult Protective Services (APS) - Cases with Report 
5 years after case closure > 5 years after closed

Family Services: Assisted Living Facility Assessments and Preadmission Screenings
5 years after date of assessment > 5 years after event

Family Services: CPS Cases [Multiple Series]
3 years from the date of the complaint > 3 years after receipt 

Benefits: Overpayment Cases
3 years after resolution, claim paid, administratively closed, or written off > 3 years after closed



Changes to GS - 15:

Standardized retention language
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Family Services: Adoptions - Children Originating in Virginia
Retain until closure of file then transfer to VDSS for permanent retention.
> Permanent, In Agency

This series documents the adoption of children in the custody of Virginia Department of Social 
Services (VDSS) at the time the adoption process begins. This series may include, but is not 
limited to: home visits and parental screening records. Upon closure, these records are 
transferred to VDSS for permanent retention. 



Changes to GS - 15:

Standardized retention language
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Family Services: Adoptions - Children Originating Outside Virginia
Retain until child's 18th birthday or for length of time specified by originating agency.
> Retain 0 years after event.

This series documents courtesy reviews of children living in Virginia conducted by social 
services on behalf of an out-of-state social service. This series may include, but is not limited to: 
home studies. These records are retained for 5 years after case closure or until the child's 18th 
birthday, whichever is sooner. 



Changes to GS - 15:

Standardized retention language
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Family Services: Child Protective Services (CPS) Cases - Founded with Multiple 
Complaints
Retain until the longest founded complaint case on the alleged abuser or victim is eligible for 
destruction
> Retain 0 years after expiration.

This series documents the investigations of multiple child abuse and neglect complaints, 
whether valid or invalid, that involve either the same alleged abuser or the same victim. This 
series may include, but is not limited to: CPS referrals; court orders; safety and risk 
assessments; medical, school, and/or psychological reports; and worker notes. Final disposition 
occurs when all complaint cases on the alleged abuser or victim are eligible for disposition. 



Changes to GS - 15:

Revised series retention

39

Family Services: Benefits Case Records
Retain 3 years after benefit issuance > Retain 3 years after closed



Changes to GS - 15:

Revised series title
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Comprehensive Services Records
Retain 3 years after last review

Children’s Services Records
Retain 3 years after closed



Changes to GS - 15:

New series
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CPS Cases: Invalid 
Retain 1 year after receipt

Code of Virginia § 63.2-1514B:
"Records of complaints and reports determined to be not valid shall be purged one 
year after the date of the complaint or report if there are no subsequent complaints 
or reports regarding the same child or the person who is the subject of the complaint 
or report in that one year."



Changes to GS - 15:

Split series 
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CPS Cases - Unfounded: No Request to Maintain File
Retain 3 years after last complaint

CPS Cases: Unfounded, No Request to 
Maintain File, 
After June 30, 2020
Retain 3 years after receipt

CPS Cases: Unfounded, No Request to 
Maintain File, 
Before July 1, 2020
Retain 1 year after receipt



Changes to GS - 15:

Split series 
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CPS Cases - Unfounded: Request to Maintain File
Retain 5 years from the date of complaint 

CPS Cases: Unfounded, Request to Maintain 
File, 
After June 30, 2020
Retain 5 years after receipt

CPS Cases: Unfounded, Request to 
Maintain File, 
Before July 1, 2020
Retain 3 years after receipt



Changes to GS - 15:

Split series 
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CPS Cases: Founded, Level 1 - Sexual Abuse
Retain 25 years after date of complaint

CPS Cases: Founded, Level 1 - Sexual Abuse,  
After June 30, 2010
Retain 25 years after receipt

CPS Cases: Founded, Level 1 - Sexual Abuse, 
Before July 1, 2010
Retain 18 years after receipt



Changes to GS - 15:
Consolidated series 
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Fraud Investigations: Founded
Retain 75 years after creation

Fraud Cases: Founded - Permanent 
Disqualification
Retain 75 years after fraud is proven

Fraud Cases: Founded - Temporary 
Disqualification
Retain 5 years after period of benefits 
disqualification ends

VDSS Manual: "If the investigation results in a determination of fraud and subsequent IPV [Intentional Program Violation] 
disqualification, the applicable case file must be retained for the life of the individual or until the agency is notified that the 
record is no longer needed." 



Changes to GS - 15:
New series
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Virginia Juvenile Community Crime Control Act (VJCCCA): Programs and Services
Retain 18 years after birth 

This series documents juvenile cases that appear before an intake officer, are formally 
processed by the court, and all others that are funded by the Virginia Juvenile Community 
Crime Control Act (VJCCCA). This series may include, but is not limited to: assessments, 
correspondence, court orders and petitions, educational and social history, intake 
demographics, offense history, referrals, and reports.



Changes to GS - 15:
Consolidated series
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Adoptive and Foster Home Provider Records
Retain 3 years after end of state fiscal year

Adult Day Care Providers
Retain 3 years after last action 

Childcare Provider Records
Retain 5 years after last action

Approved Adult Services Providers Records
Retain 3 years after last action 

Licensing Programs: 
Provider Files for Licensed Programs
5 years after closed

This series documents the approval, monitoring, 
and investigation of licensed day and residential 
care facilities or programs for children and adults…

Licensing Programs: 
Provider Files for Unlicensed Programs
5 years after closed

This series documents the monitoring and 
investigation of unlicensed day and residential care 
facilities or programs for children and adults, 
including religious institutions that have obtained 
and maintained the requirements for an exemption 
from licensure; certified preschools during their 
period of certification; and providers alleged to be 
subject to licensure, but operating without a 
license...



Questions?
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How do I manage public 
records? 

6



Pro vid e  o r c o o rd in a te  t ra in in g
Pro vid e  c o n s u lta t io n
Co o rd in a te  d e s tru c t io n
Cre a te  a n d  e n fo rc e  p o lic ie s  & p ro c e d u re s
Co m m u n ic a te  with  Lib ra ry o f Virg in ia
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Designate your agency’s RM champion: 
The Records Officer



Make an agency file plan.
- Internal crosswalk or roadmap
- Translates the retention schedule for 

your agency
- Gives you control over your 

agency’s records

- What? What are the files called 
internally? What is the format?

- Who? Who manages the files?
- Where? Where should the files be 

located?
- When? When were the files created? 

When can they be destroyed?



File related records together 
within a shared system. 

Organize your electronic records like a 
grocery store. 

If you have a new person start tomorrow, 
they should be able to find records. 



Name files so that they are easily 
organized and sorted by date and/or 
subject. 

Use descriptive file and 
folder names.



How do I destroy 
public records? 
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RM-3: now online!



Where to find the RM-3
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Form 
Creator 

completes 
form on 

LVA 
website

Approving 
Official 
receives 
email, 

reviews 
form, and 
approves

Records 
Officer 
receives 
email, 

reviews 
form, and 
approves

Certificate 
may be 

viewed via 
Completed 

Form 
Search on 
LVA website

In-progress certificates may be reviewed via In-Progress Dashboard on LVA website

(Path 1) 
Records 
Officer 
affirms 
final 

destruction 

(Path 2)
Form 

Creator
affirms 
final 

destruction

OR

Documenting destruction 
with the RM-3 form

Records 
are 

destroyed



Secure destruction
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CONFIDENTIAL DESTRUCTION
Shredding, pulping, burning

For electronic records: electronic 
shredding, overwriting the hard drive’s 
free space, or magnetic-media 
degaussing

NON-CONFIDENTIAL DESTRUCTION
Landfill

Recycling
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Closing 
Thoughts



You create public records. 
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Almost no one destroys records too soon.
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Who are we trying to help?



Q&A
Katie Ray
Records Management Analyst
Library of Virginia 
katie.ray@lva.virginia.gov
804-692-3608

72

All forms and schedules, as well as additional 
resources, available at:
www.lva.virginia.gov/agencies/records
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