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Maryland 4-H Youth Development Program
Records Retention 
Effective July 1, 2007
	Document
	Retention Duration

	Accident/Incident Reports
	Retain.

	American Camp Association Accreditation Files – accreditation standards, standard status reports, proof of compliance for purposes of accreditation, self-study material, and accreditation reports.
	Retain for 1 year after subsequent reaccreditation, send to State 4-H Office.  State 4-H office will then send to University Archives at the University of Maryland for permanent retention.

	Behavioral Expectations
	Retain for 4 years, then destroy. *

	Annual Financial Summary Reports
	Retain for 5 years, then destroy. *

	Code of Animal Science Ethics
	Retain for 4 years, then destroy. *

	Health Forms
	Retain youth health forms until youth turns 21.  Staff records of persons who have had exposure to blood borne pathogens are required by OSHA to be maintained for the period of employee, plus 30 years.  Other staff health records are to be maintained for 20 years.*

	Health Logs
	Retain.

	Human Subjects Files
	Records detailing work done by students and faculty on human subjects, review of research, and permission given by Institutional Review Board.  Retain for 10 years after completion of research, then destroy.

	Maryland Cooperative Extension Volunteer Files
	Retain for 10 years after volunteer leaves the program, then destroy.*

	Member Enrollment Forms
	Retain for 7 years, then destroy. *, ***

	Parental Release and Informed Consent Forms
	Retain for 4 years, then destroy. *


*
Unless a situation arose and then original should be maintained with Accident/Incident Report.
***
Records Retention Timeline on Photo Release is still pending.

Pending Approval from State Archivist.
Equal Opportunity Program
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