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Case Retention and Purges 
 

(Revised 04/04/25) 
 

Related Policies 
General Policy 

Types of Records and Record Retention Schedule 
Vital Records and Non-Destructible Documents 

Alignment with SET 
 
 

 
Related Policies 

 
Additional information can be found in the following policies: 

• ERMS and Records Management 
• HHSA Records Management Plan 

  

 
General Policy 

 
The County has an extensive Records Management Program that requires all departments to 
follow the policies as set forth by Board Policy A-129 and CAO Administrative Policy 40-9.  
Each individual department is responsible for managing its official records. 
 
Each Department has an internal “Records Management Plan” to assist employees in the 
proper storage and retention of records. Records management is everyone’s responsibility, 
and each employee should properly manage official records in the normal course of duties to 
stay in compliance with policy. There are rules and guidelines about the retention and 
destruction of official records, which include paper, film, CD, digital, audio, and video.  
 
For a full list of San Diego County retention guidelines please refer to the CFWB Global 
Retention Schedule.  
 
All Official Records that are digital in nature, should be stored in a certified “trusted system”.  
Child and Family Well-Being (CFWB) has two such systems, Child Welfare Services Case 
Management System (CWS/CMS) and the Electronic Records Management System (ERMS).   
CWS/CMS and ERMS are forever systems.  The information in this policy outlines how long 
records are stored, electronically or as a hard file, prior to being destroyed (Record Retention) 
and what items are to be stored in original format (vital and non-destructible) prior to 
electronic storage. 
  

 
Types of Records 
and Record 
Retention Schedule 

 
The table below displays the types of records and the policy that determines the record 
retention. Once a record has reached its retention date, they may only be destroyed by 
following the destruction of documents process identified in the ERMS/Record Management 
Policy. 
 
NOTE:  CFWB records refers to all records associated with the DSS# (unique number assigned 
by the Department of Social Services to a child welfare case) assigned to the family.  
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Types of Records 
and Record 
Retention Schedule 
(cont.) 

 

Record Type and Contents Record Retention 
Date Legal Authority 

CFWB records  Permanent 
 
*Do not purge* 

WIC 10851(a),(e); 
Government Code (GC) 
Sec. 911.4 (c)(1), (c)(2), 
(A)(B) and (c)(3); PC 
11169(i); California 
Department Social Services 
Manual of Policies and 
Procedures (MPP); CWS 
Sec. 31-075; CWS Sec. 23-
353 

Fatalities Permanent 
 
*Do not purge* 

WIC 10850.4(n), PC 
11169(f), (g), (i); GC Sec. 
911.4 (c)(1), (c) (2), (A)(B) 
and (c)(3) 

Adoption Records Permanent 
 
*Do not purge* 

CDSS Manual; MPP, 
Adoptions Manual, sec. 
35045; CA Code of 
Regulations Title 22 Sec. 
89179. 

ICWA Records Permanent  
 
*Do not purge* 

CDSS Manual of Policies 
and Procedures; CWS, 31-
075 

Guardianship Records Permanent 
 
*Do not purge* 

PC 11169 

Probate/Independent/Non-
Dependent Guardianship 
Records 

Permanent 
 
*Do not purge* 

GC 26205.1 

Foster Home Licensing Case 
Files/Records 

Permanent  
 
*Do not purge* 

CDSS Evaluators’ Manual 
for Foster Home Licensing 
section 2-3151; All County 
Letter(ACL) 03-55 
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Types of Records 
and Record 
Retention Schedule 
(cont.) 

 

Record Type and Contents Record Retention 
Date Legal Authority 

Resource Family Approval 
(RFA) Records/Paperwork 

Permanent 
 
*Do not purge* 

RFA Written Directives 
Section 10-05 

Polinsky Children’s Center 
(PCC) Records 

Permanent 
 
*Do not purge* 

WIC 10851 (a), (e); GC Sec. 
911.4 (c)(1), (c) (2), (A)(B) 
and (c)(3); CDSS CWS Sec. 
31-075; CWS Sec. 23-353 

PCC Medical Clinic Records 19 years  CA Code Regs. Title 22, Sec. 
75055 

  

 
Vital Records and 
Non-Destructible 
Documents 

 
Vital records and non-destructible documents must be stored in their original format in a hard 
file created by the Document Processing Center (DPC) and tracked through the Customer 
Relationship Management (CRM) database in accordance with the ERMS and Records 
Management Policy. 
 
This includes original documents such as but not limited to:  

• Birth certificates  
• Social security cards 
• Photos 
• Letters 

 
Non-destructible and vital records hard copies for adoptions cases are permanent and will not 
be destroyed. All other hard copies of documents will be held for 10 years after the individual 
turns 18 and then destroyed.  Copies of these documents will be found in ERMS. 
SW will make sure that youth age 18 and older have possession of their vital documents.  Any 
vital records in CFWB possession will be retained for 10 years past the age of 18. 
For more information, see ERMS and Records Management Policy.  
  

 
Alignment with SET 

 
This policy aligns with SET Value 5 by ensuring that all parties have mutual understanding of, 
and respect for, one another’s roles, the law, and the rights due to children, youth, and 
families. 
  

 
 

https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure

