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I. PURPOSE:   
 

This policy provides standards for the retention and destruction of all agency 
records, and archiving of agency paper records. 

 
II. POLICY DEFINITIONS:  
 
 Agency archive coordinator: An OYA employee who develops and maintains 

agencywide archiving procedures and provides information and consultation to 
OYA staff about records storage and archiving. OYA’s records officer, or their 
designee, is the agency archive coordinator. 

 
 Agency retention coordinator: An OYA employee who develops and maintains 

OYA record retention schedules; provides information and consultation to OYA 
staff about records retention and destruction. OYA’s records officer, or their 
designee, is the agency retention coordinator. 

 
  

OREGON YOUTH AUTHORITY 
 

Policy Statement 
 

Part I – Administrative Services 
 
 

https://www.oregonlegislature.gov/bills_laws/ors/ors357.html
https://secure.sos.state.or.us/oard/displayDivisionRules.action;JSESSIONID_OARD=zj4cYUsHVtyq-j8MD3I3erf4RKuvQLWv2uAPw2r9eCSpELaiLxiF!-727831794?selectedDivision=591
https://oya.sharepoint.com/:x:/s/policies/EV0uU3YZWv9GuAOQaaheGj8BxxBlvPOki6iA_qukye7Atg?e=5rlXw8
https://oya.sharepoint.com/sites/policies/Document%20Library/Forms/Policy%20Manual%20view.aspx?viewid=cfec59c4%2D876f%2D4982%2D9f27%2Db69fbc6dfb84
https://oya.sharepoint.com/:w:/r/sites/procedures/Document%20Library/OSII%20Manual.docx?d=wf684c38d8ff64824b8ae4f9bbdc3f699&csf=1&web=1&e=a5AM1Q
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III: POLICY: 
 

OYA is responsible for managing its records to be accessible for administrative 
purposes, preserved for historical or research purposes, and destroyed when 
they are no longer necessary. Records management practices must comply with 
state and federal laws, and the Oregon Secretary of State, State Archives and 
Audits Division. 
 
All master documents have a designated retention period. OYA is legally 
protected when its records are maintained and destroyed according to retention 
schedules approved by the Secretary of State. Records may not be destroyed 
until the retention period has expired. They must be destroyed at the end of the 
retention period unless they are related to an active tort claim or lawsuit, in which 
case they must be kept until the conclusion of the litigation.  

 
IV. GENERAL STANDARDS: 
 

A. Record retention 
 

1. An agency retention coordinator must develop and maintain OYA 
record retention schedules. The retention coordinator must also 
provide information and consultation to OYA staff about records 
retention and destruction. 

 
2. Staff may refer to OYA policy I-E-1.4 Public Records Management 

for guidance on whether or not certain types of communication 
(e.g., voicemail messages, e-mail, text messages) must be retained 
as public records. 

 
B. An agency archive coordinator must develop and maintain agencywide 

archiving procedures and provide information and consultation to OYA 
staff about paper records storage and archiving. 

 
The agency archive coordinator must consult the State Archivist for advice 
and assistance with determining the disposition of certain record types not 
accounted for in the agency or statewide special retention schedules. 

 
C. The supervisor/manager for each OYA work unit must appoint an archive 

and retention representative who will collaborate with the agency archive 
coordinator and agency retention coordinator to achieve the following: 

 
 1. Proper access, storage and destruction of records that safeguards 

confidentiality of materials and does not allow access by 
unauthorized persons, pursuant to OYA policy I-E-3.2 (Information 
Asset Classification and Protection);  
 

2. Cost effective record storage and access; 
 
3. Regular destruction of records according to retention schedules; 

and 
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4. Transfer of paper records to the State Archive Center, when 
necessary. 

 
V. AGENCYWIDE PROCEDURE REQUIRED: YES 
 

The public policy and government relations manager or their designee must 
ensure an agencywide procedure addresses the following topics: 
 
1. Maintenance of an archive and retention representative list. 
 
2. Who may access and order archived records. 
 
3. Standard process to request, receive and return records that are waiting to 

be archived, and currently archived records. 
 

4. Standard process to coordinate, assemble and prepare terminated youth  
case files and records for transfer to the State Archive Center by July 1 of 
each year. 

 
5. Standard process to ensure records that have reached retention expiration 

are destroyed. 
 


