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Health Resources Administration
Family Health Services Division

The mission of the Family Health Services Division is to assure the availability of and
access to preventive and protective core public health services for individuals and families by
providing leadership in collaboration with communities and public-private partners.

The major focus of the Division is the support of families through preventive and
interventive health and health support services, emphasizing reduction of infant mortality and
support of familics with children with special health risks or needs. The division has three
Branches: Children with Special Health Needs, Maternal and Child Health Branch (MCHB),
and the WIC Services Branches.

Children with Special Health Needs Branch. The Children with Special Health Needs
Branch promotes family-centered, community-based coordinated systems of services for children
with special health care needs (CSCN) and their families, in order to assure that all CSHCN will
receive appropriate services to optimize health, growth, and development, and to assure access to
quality health care services. This is accomplished through public health functions including
assessing and monitoring health status to identify and address problems, development of
standards, community and professional education, community partnerships, linking CSHCN and
their families to health and other services, and conducting special studies and projects. Programs
include: Newborn Metabolic Screening, Newborn Hearing Screening, Birth Defects, Early
Intervention (Part C of Individuals with Disabilities Education Act), Respite, Preschool
Developmental Screening, Children with Special Health Needs/Social Work, Nutrition, and
Genetics programs.

Marumoto, Claire. Guide to Government in Hawaii (Twelfth Edition). Honolulu, Hawaii:
Legislative Reference Bureau, June 2002, pgs. 78-79.



FORM SA

(10.71)
SUBMIT IN TRIPLICATE

State Archives
folani Palace Grounds, Ronolula, Hawali 36813

STATE OF HAWAII
RECORDS DISPOSITION AUTHORIZATION

Attention: State Archivist

1 In compliance with Section 94-3 Hawaii Revised Statutes, as amended, I hereby request

(] Continuous authorization  to destroy

or aotherwise dispose of the numbered record items listed below. D Authorization
ITEM NO { FORM KO DESCRIPTION 4 FRO:‘EARS oR PEK‘T’::OUCH RETENTION
T !
, The following item on SA-1 Records Disposition Authorization ,‘
! dated January 26, 1998 is hereby revised: ‘
DEPARTMENT OF HEALTH |
Family Health Services Division |
Children With Special Health Needs Branch !
Early Intervention Section i
(formerly Zero-To-Three Hawaii Project) ;‘
1 Care Coordination Case Records ‘{ f
a. without Psychological Services 1989 Present | 7 years
I after close
Disposition: Retain in office 2 years after close of file, then may l ot file.
| transfer to State Records Center for remainder of authorized |
| retention period. Destroy at the end of the authorized retention : |
; period. | ‘
f |
!
b , with Psychological Services 1989 Present ‘ 3 years .'
i from age
} Disposition: Retain in office 2 years after close of file, then may | of
‘ i transfer to State Records Center for remainder of authorized 4 majority
, i retention period. Destroy at the end of the authorized retention [
i period. |
| | | : |
o |
| | | |
| | | | ,
! ‘ | 5 !
| | | ? | |
S | |
. : z -]
| ¢ Record stems Nos. N/A — S
f S wil] be preserved on microfilm in accordance with Section 92-31 Hawaii Revised Statutes ’
Z t v requested that Kecord items Nos N/A — ——e ~.4
- - - —

DEPT. OF HEALTH

4 <
’/:/[ (7 é/,[/\"" /fé/k-/_._A - — AGENCY

$15KATIRE OF RECONDS OFFICLR

DATE

] 5 ! hereby cernfy that the records as lhinted, unless exceptions are histed below, do not appear to be of sufficient value for legal, admimstrative or research purposes 10 warranc (nrther presersa-

tjor f‘(f no None
’| o1, eplions —
e o o S |
\ |
! . e \
| PR - — e

/

b Hecord nems Noso N/A j _
|
i
!

to be transferred to DStnta Archives

U AggNCY

STATE ARCHIVIST

v Deetrenuction or

iproved

@ Continuous authorication

B Authorization

COMPTROLLER

b [3] 2004

e P _// oY

e e




CoBMIT 1N TRIPLICATE STATE OF HAWAII
RECORDS DISPOSITION AUTHORIZATION

State Archives Attention: State Archivist
Tolani Palace Grounds, Honclulu, Hawaii 96813

1. In compliance with Section 94-3 Hawaii Revised Statutes, as amended, I hereby request [ X] Continuous authorization to destroy

- otherwise dispose of the numbered record items listed below. [C] Authorization
r'=d NO. FORM NO. DESCRIPTION YEARS Ok PERIOD RETENTION
FROM THROUGH
DEPARTMENT OF HEALTH
Family Health Services Division
Children with Special Health Needs Branch
Early Intervention Section
6. Project Kako'o Family Files 1995 1998 *
* Retention: 3 years from close of case or un-=
til resolution of all issues resulting from
litigation, claim, negotiation, audit or other
action involving the record, whichever is
later.
Disposition: Keep in office for authorized
retention period, then destroy.
7. Technical Assistance Files 1995 present ok

%% Retention: 3 years from close of case or un-
til resolution of all issues resulting from
litigation, claim, negotiation, audit or other
action involving the record, whichever is
later.

Disposition: Keep in office for authorized
retention period, then destroy.

éb Administrator, Family Health Services Division
g

2. . Record items Nos. N/A

will be preserved on microfilm in accordance with Section 92-31 Hawaii Revised Statutes.

It is requested that Record items Nos. N/A

be transferred to the State Archives.

3.
p [ N S
)%m/f/é/\ﬁ Xz DEPARTMENT OF HEALTH /LW«W/\

SIGNATURE OF RECORDS OFFICER AGENCY BIGNATURE OF HEAD OF DEPARTMENT

DATE

4. 1 hereby certify that the records as listed, unless exceptions are listed below, do not appear to be of sufficient value for legal, administrative, or research purposes to warrant further preserva-

tion. Exceptions: none

R« ‘ms Nos N/A

i AA A S

U0 beals ™0 " ovo

= to be transferred to [ ] State Archives %ww o

3

RATE:

5. Destruction or other disposal, with exceptions indicated, @ Continuous authorization

COMPTROLLER ]

approved. ‘ [] Authorization
Sty Gty WY/ a3




M ) e STATE OF HAWAII
SUB N RIPI'CA
RECORDS DISPOSITION AUTHORIZATION

State Archives Attention: State Archivist
Iolani Palace Grounds, Honolulu, Hawaii 968183

1. In compliance with Section 94-3 Hawaii Revised Statutes, as amended, I hereby request [E Continuous authorization to destroy
or otherwise dispose of the numbered record items listed below. [: Authorization
B DESCRIPTION YEARS OR PERIOD RETENTION
- Mo FORM NO. ’ FROM THROUGH ’

DEPARTMENT OF HEALTH
Family Health Services Division
Children with Special Health Care Needs Branch

1. Infant & Toddler Service Files 1990 present 5 years
from close
of case.

Disposition: Retain in office for 1 year.
May transfer to State Records
Center for remainder of autho-
rized retention period, then
destroy.

V Tty R

Administrator, Family Health Services Division]

i

N/A

2. . Record items Nos.

will be preserved on microfilm in accordance with Section 92-31 Hawaii Revised Statutes.

It 15 requested that Record items Nos. N/A

be transferred to the State Archives.

3
nadlne. e DEPARTMENT OF HEALTH B kA Abrdcr~_

o 3/24/99

41 hereby certify that the records as listed, unless exceptions are listed below, do not appear to be of sufficient value for legal, administrative, or research purposes to warrant further preserva-

none

uon. Exceptions:

R items Nos N/A
i m
—— to be transferred to [__] State Archives W ﬂ Jorisr—

— I P TET,

tionsindicatgd, Continuous authorization

(] Authorization
. /27

5. Destruction or ot
approved.

disposal, with exc

P Vi v COMPTROLLER —




TORM SA-1  (10-71) STATE OF HAWAINIl

©  SUBMIT (N TRIPLICATE
RECORDS DISPOSITION AUTHORIZATION
Attention: State Archivist

State Archives
lolani Palace Grounds, Henelulu., Hawaii %4813

1. In complisnce with Section 94-3 Hawaii Revised Statutes, as amended, I hereby r t  [X] Cond suthorization  to destroy
o otherwise dispose of the numbered record items listed below. (] Authorization
=M NO. FORM NO. DESCRIPTION YEARS OR FERIOD RETENTION
FROM THROUGH
The following item on the Records Control Schedule
dated December 23, 1980 is hereby revised:
DEPARTMENT OF HEALTH
FHS Family Health Services Division
Children with Special Health Needs Branch |
|
c-1 Children with Special Health Needs Client 1936 present |
Records |
(1 Social Service/Intake Records see
attached
Disposition: see attached sheet shaet
(2) Medical Case History see
attached
Disposition: see attached sheet sheet

Authority for Retention: HRS 622-58

Y/ .

Administratoy, Family %%a{iy Services Division

2. . Record items Nos. -
will be preserved on microfilm in accordance with Section 92-31 Hawaii Revised Statutes.

It is requested that Record items Nos.

be transferred to the State Archives.

3
——
DEPARTMENT OF HEALTH 2
IGNATURE OF RECORDS OFFICER AGENCY ﬁﬂ&ﬂl?ull OF HEAD OF DEFARTMENT
DATE 7' 7-?5'
4+ | hereby certify that the records as listed, unless exceptions are listed below, do not appear to be of sufficient value for legal, administrative, or research purposes to warrant further preserva-

uon. Exceptions:

items Nos “} 7 : Zz )
to be transferred to [ __] State Archives %j @(—m Z N

] 20ENCY - W sn:;, 5;7%

[

m Continuous authorization
[ Authorization

5. Destruction or r disposal, with exceptions indicated,

approved.

ouie: 2o 2499

ITCOMPTROLLER



Attachment to SA-1

DEPARTMENT OF HEALTH
Family Health Services Division
Children with Special Health Needs Branch

Children with Special Health Needs Client Records
item no. FHS C-1

(1) Social Service / Intake records
Retention: 7 years from close of case.

Disposition: Retain in Client Record 7 years after close of case, then remove and
destroy.

(2) Medical Case History
a. Basic Medical Information

Retention: Adults: 25 years from date of last entry.
Minors: 25 years from age of majority.

Disposition: Retain in office 7 years from close of case, then segregate from non-
basic medical information. Transfer to State Records Center for remainder of

retention period.

b. Non-Basic Medical Information

Retention: Adults: 7 years from date of last entry.
Minors: 7 years from age of majority.

Disposition: Retain in office 7 years from close of case, then segregate from basic
medical information. Destroy adult non-basic medical information. Transfer
minor non-basic medical information to State Records Center for remainder of
retention period.



et T TRIPLICATE STATE OF RAWAIL
) RECORDS DISPOSITION AUTHORIZATION

8tote Archives Atienition: Statc Acchivist
leiymi Palace Groonds, Henelulu. Hawaill 96813

I 1. ip compliance with Section 94.3 Hawaii Revised Statutes, as amended, I hereby request m Continuous authorization to destroy

I or otherwise dispose of the numbered record items listed below. [T Authorization

["W‘* I YEARS OR PERIOD RETENTION
| NTIO!

N
NO. | FORM NO DESCRIPTIO TROM THROGGH |

5 DEPARTMENT OF HEALTH

Family Health Services Division

, Children With Special Health Needs Branch
i Zero-To-Three Hawai'i Project

See attached sheet.

; EMB Litusbiin Binnch

.

J )

2 . Record itemns Nos.

-- will be preserved on microfilm in accordance with Section 92-31 Hawaii Revised Statates

It i requested that Record itemns Nos

- be transferred to the State Archives

DEPARTMENT OF HEALTH
_ - Zoro—To—Three Hawai'i Project da/aéjmoé-

SIGHEA € CCORDS OFFICER AGENCY 7 r IKGNXVUIC QOF HMEAD OF DEPARTMENT
wre N2U[TE

4+ 1 hereby certify thac the records as fisted, unless exceptions are hsted below, do not appear to be of sufficient value for legal, administrative, or research purposes to warrant iurther peeserva

ton Exceptions:

i B T items Nos

![' to be transferred to G State Archives on"(m,\/ i t_()\avv\u/vw
% G o1 ;n HIVIST
? aGEMCY oarg 0 N/\I - ﬁa\cj l Qﬂ?

i 5. Destruction or other disposal, with exceptions indicated, [m Continuous authorization
Dute 'M..,_m_ —

| approved.
[: Authorization

.

-




}[ DEPARTMENT OF HEALTH

| FAMILY HEALTH SERVICES DIVISION

| h CHILDREN WITH SPECIAL HEALTH NEEDS BRANCH
i ZERO-TO-THREE HAWAI'l PROJECT

! Item Description of Records

Retention and Disposition

Il +—Eare-Coordination-CaseReeords—1985—Present
Gu?usulcd. Gre Gh-) Aated 701[D4

‘W—W—W - 'Ufﬁ'i'e
Disposition:—E orsited on

2. Inclusion Project Client Files 1994 - Present

Retention: 4 years after close of file.

Dispaosition: Destroy after cited retention.

3. Newborn Hearing Screening Program Records
1992 - Present

a. Screening Files

b. Data base (HiTrack)

¢. Backup Screening Results

Retention: 3 years after close of screening process.
Disposition: Destray after cited retention.
Retension: Non-Permanent.

Disposttion: Delete information in the data base when no
longer needed.

Retention: Non-Permanent.
Dispasition: Destroy when no longer administratively

useful, but do not retain longer than 3 years after close of
screening process.

I| 4. Respite Client Files 1995 - Present

Retention: Non-Permanent.

Disposition: Destroy when no longer administratively
useful, but generally do not retain longer than 3 years
after close of file.

5. Authorization for Services 1995 - Present

Retention: 4 years after close of file.

Dispasition: Destroy after cited retennion.




STATE OF HAWAII
RECORDS DISPOSITION AUTHORIZATION

rOR'T FAl (10-71)
LS LJRMIY IN TRIPLICATE

Attention: State Archivist

State Archives
Tolani Pslace Greunds, Honoluln, Hawaii 96313
1. In 11 with Section 94-3 Hawaii Revised Statutes, as amended, I hereby request [X] C authorization  to destroy
or otherwise dispose of the numbered record items listed below. [ Authorization
.+eM NO. FORM NO. DESCRIPTION YEARS OR PERIOD RETENTION
FROM THROUGH
DEPARTMENT OF HEALTH
FHS Family Health Services Division
Children with Special Health Needs Branch
Cc-5 Prenatal Screening Files 1990 present (see at-
tached
Disposition: see attached sheet sheet)
Restriction: Confidential per HRS 321-331 (9)
Cc-6 Newborn Screening Files 1987 present (see at-
tached
sheet)

see attached sheet
Confidential per HI Admin. Rules

11-143-12

Disposition:
Restriction:

i, Ayl

Administrator] Family Healfh Services Division

2. . Record items Nos.

will be preserved on microfilm in accordance with Section 92-31 Hawaii Revised Statutes.

It is requested thai Record items Nos.

be transferred to the State Archives.

3.

/4

,}%ﬂ//ﬁy ,?%‘/ DEPARTMENT OF HEALTH

SIGNATURK OF RECOR AGENCY
DATE

IGNAYURE OF

(A
="

HMEAD OF DEPARTMENT

4.

I hereby certify that the records as listed. unless exceptions are listed below, do not appear to be of sufficient value for legal, administrative, or research purposes to warrant further preserva-

tion. Exceptions:

-
" items Nos, B
to be transferred 10 [:] State Archives ( ;‘/ é/. ( éé )

B AGENCY % STATE ARCHIYIST

DATE. /,' /T' 94

L_X] Continuous authorization

5. Destruction or other disposal, with exceptions indicated,
D Authorization

approved.
Lo LL

Date:

NOV 22 1994

COMPTROLLER




1 W AN

T

Attachment to SA-1

DEPARTMENT OF HEALTH
Family Health Services Division
Children with Special Health Needs Branch

FHS C-5 PRENATAL SCREENING FILES

(1) Data Collection Records

retention - 1 year from completion of data entry.
disposition - Retain 1 year from completion ¢f data
entry, then destroy.

{2) Computer Database

retention - 5 years after completion of data entry.
disposition - Retain files in database 5 years after
completion of data entry, then purge.

{3) Computer Generated Reports
retention - 2 years after generation / run date.
disposition - Retain reports 2 years after dgeneration /

run date, then destroy

FHS C-6 NEWBORN SCREENING FILES

(1) Screening forms and laboratory reports
(a) cases with normal results
retention - 2 years from last entry.
disposition - Retain in office 2 years

2 from last
entry, then destroy.

(b) all other cases

retention - 10 years from close of case.

disposition - Retain 10 years from close of case,
then destroy.

— (2) Computer Database
retention - As long as administratively necessary.

P disposition - Screzning results in database may be

! transferred from active memory 10 years from date
“ cf data entry to 1lnactive memory format. Data in
- inactive memory format will be retained as long as
haw)

acdministratively necessary.

{3) Computer Generated Reports

retention - 2 years after generation / run date.

disposition - Reports may be destroyed 2 years after
generation / run date.



CMoSA r (10:71) STATE OF HAWATR
LUBMIT IN TRIPLICATE .
RECORDS DISPOSITION AUTHORIZATION

Attention: Rtate Archivist

Stote Archives .
" Aani Palace Grounds, Honolula, Hawaii 96813

in compiiance with Section 94-3 Hawaii Revised Statutes, as amended, I hereby request E Conunuous authorization to destroy
atherwise dispose of the numbered record items listed below. D Authorization
: YEARS OR PERIOD ! _--;,_
. _M NUO | FORM NO DESCRIPTION - KETENTION
i FROM THROUGH
! Program items as per attached Records Retention
‘ Schedule for: 5
Family EHea>.th Services Division ;
Crippled Children Services Branch
Community Services for the Developmentally i
Disabled Branch
|
E
r
| i
. i i
| | |
| l
! [
i
.. Kecord jtems Nos. N/A - ,_f
will be preserved on microfilm in accordance with Section 92-31 Hawaii Revised Statutes.
It s requested that Record items Nos,_aS indicated on_attached schedule

be transferred to the State Archives

A Q )
'y 7 , LY
- . / A . N4
/’ng J MI,ZH 0}7 i S T
7 f len) Department of Health 7 ; [Ty IR
fﬂcunuac OF RECORDS OFFICER AGENCY fOI' BIGNATURE OF WEAD OFJoipanTmEnTt  ~ 7

DATE nre 11080
7 | @ s Lo v on -

L hereby certify that the records as listed, unless excepiions are listed below, do not appear to be of sufficient value for legal, administrative, or research purposes to warrant lurther preseria-

Car. Exceptions: items scheduled as "retain" or "permanent" o _

.ms Nos___ @S indicated on attached schedule
IR to be transferred to [K]State Archives

3

AGENCY
RATE

5 Destruction or other disposal, with exceptions indicated, &] Continuous authorization

wpproved
I D Authorization

~ i - ‘_Dnle P




DEPARTMENT OF HEALTH

Family Bealth Services Division
Crippled Children Services Branch

Ztem No. Description Retention
FHS
c-1 CCB Client Records C-1 Total retention: 30 years after
(1) Intake into DOH system: referral last entry/discharge. Transfer
for services, face sheet, consents to Records Center 5 years after
’ discharge/last entry. Retain a°
(2) Case History: Records Center until 30 years ai..r
(a) Diagnosis: discharge summary discharge/last entry.
from agency referring, recom-
mendations for treatment, diag-
nostic reports Tispm /=4
(b) Treatment/training: reports \ -
from physicians, therapists; ravised b 7
evaluations of progress. _ f
Correspondence: referrals, SA-l dated
referral summaries. Requests _7/Q L/msf
for provision of treatment, o e 7o
authorizations, height/weight/ :
head circumference
(c) Close of episode
(3) Close of case, discharge
Discharge summary, discharge recom-
mendation, Report of movement/ter-
mination
C-1la Non-"Permanent" Records: training C-la Destroy 1 year after evaluation
progress logs, flow sheets or summary made, or upon discharge
whichever is earlier.
C-2 Patient Registration and Services Permanent. May microfilm after des-
Summary Card truction of case record noted on card.
c-3 Test Booklets Destroy after 5 years old.
C-4 X-ray films If child transferred to the care of a

private physician, transfer x-ray film
with child.

All others: retain 2 years after di:-
charge, then return to hospital, excep:
for x-ray films retained for teaching
purposes.



Item No.

DEPARTMENT OF HEALTH

Family Health Services Division
Community Services for the Developmentally Disabled Branch

Description

Retention

HS-DD

Cs-1

Cs-2

CsS-3

CS-4

CS-5

Cs-6

cs-7

Child Study Section

Child Development Clinics, Records of
Evaluation and Diagnosis

(a) Evaluation and Diagnosis done
for DOH agency

(b) Evaluation and Diagnosis domne for
non-public health provider of
services

Non-""Permanent" Records of Evaluation
and Diagnosis: test booklets, flow
sheets and logs

Index to Clients Serviced

Diagnostic Observation Center

Individual Case Files: originals of

social, psychological, speech/language

evaluation reports, intake, corre-
spondence, consents

Daily Program (''black book"): daily
activity schedule, daily data sheets,

logs of observations, program summaries

Raw data sheets of observations on
special problems (severe problems
where intemnsive observation necessary)

Index of clients serviced

i_ meva 'D%V'cllJYmer/v\ Dioabihhes D/u.)

(a) Destroy copies of evaluatica dome .
for DOH agencies 5 years after
evaluation completed.

(b) Total retention: 30 years after
evaluation made.
May transfer to Records Center 5
years after evaluation made.
Retain at Records Center until 30
years after evaluation made.

Destroy 5 years after evaluation com-

pleted.

Permanent.

Destroy when 25 years old. May send

" to Records Center after 2 cu. ft.

build up of inactive records.

Destroy when 1 year old.

Destroy when 1 year old, unless longer
retention requested by research com-
ponent.

Permanent.



“tem No.

Description

Retention

Cpr-1

ws

Cp-3

Community Programs Section

Infant Development Programs
Child Development Programs
Case History Records

(1) Intake into DOH system: face
sheet, letter or other document
from outside agency referring
child to program and case history
summary. (Do not file copies of
charts from outside agencies)
Intake action

(2) Case History
(a) Diagnosis: assessments and
evaluations, inter-disciplinary
conference summary (may be from
Child Study Section)

(b) Treatment/training: corre-
spondence with cooperating
physicians or agencies re/

treatment, therapist's treatment
reports, socilal work assessments

(c) Referral to CCB or

(3) Close of case, discharge summary
Index to Clients Serviced

Non~""Permanent" forms

(32) (1) Copy of face sheet and emer-
gency card retained for
reference if Case History
Record is out

(2) Early Learning Profile
(3) Activity Sheets

(3b) (1) Misc.: c0pies‘of WIC certifi-
cation, diet program notes,
field study permission slips,

correspondence not of a clinical

nature, consent forms for non-
medical procedures

(2) Social/Psy: Back-up data for
evaluations and reports.
Parents' Attitude Surveys

(3) Medical: Back-up data for reports,
data from outside agencies used by
this agency in determining treatment

Pians, growth charts, P.T. pre-
scriptions

(4) Test: test booklets

Total retention: 30 years after dis-

charge/last entry.

Retain in office 2 years after dis-
charge/last entry, then may ship to
Records Center until 30 years after
last entry.

Permanent.

(3a) Destroy upon discharge.

(3b) Destroy upon discharge.



Item No. Description

Retention

(3c)(5) Treatment Program: Treatment
Plans

(6) Observation and Progress Notes,
Flow sheets

(3c) Destroy 1 year after evaluati¢
or summary of progress made, ¢
upon discharge, whichever is
earlier,





