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State of Tennessee 
Department of Children's Services (DCS) 

Records Retention 

Child/Youth Records 

 

RDA # Child/Youth Record Series Title/Description/Disposition 

1246 SEALED ADOPTION FILES : Approved July 14
th

, 1983 

Sealed adoption files (confidential) - forms, documents, reports, summaries, 
correspondence, etc., sealed before transfer to state records center; to be 
retrieved only by authorized DCS personnel. 

Disposition: Hold in agency until final decree of adoption. Transfer to state 
record center for permanent retention. 

  
2368 

CLOSED CHILD WELFARE BEBEFIT/ADOPTIONS ASSISTANCE 
CASE FILES: Approved June 22

nd
, 2016 

To help determine if a state is in compliance with Federal IV-E eligibility 
requirements and to validate the basis of a state’s financial claim. These 
records main include eligibility forms, Placement Agreements, Application for 
Adoption Assistance and CS-0674 Special or Extraordinary Board Rate 
Request. 

Disposition: Case records will be cut off at closure and retained until the 
youngest Alleged Child Victim’s (ACV) 18

th 
birthday then destroyed. If the 

case record closes within 7 years of the youngest ACV’s 18
th 

birthday or 
after the youngest ACV’s 18

th 
birthday, records will be cut off at closure 

and retained 7yrs then destroyed. 

  
2993  

CLOSED CHILD SAFETY CASE MANAGEMENT FILES: Approved 

Date: February 25
th

, 2016 

Closed Child Protective Services (CPS)/Department of Children Services 
(DCS) Assessment Files (CPS), Family Support Services (FSS), Special 
Investigations Unit (SIU) and Family Crisis Intervention Program (FCIP) of 
Child Fatality, Child Sexual, Severe Physical, Physical, Medical, Emotional 
Abuse, Moral Abuse, and Neglect .Documentation of Investigation 
Activities, E.G., Interviews, Evaluations, etc. 

Disposition: Case records will be cut off at closure and retained until the 
youngest Alleged Child Victim’s (ACV) 18

th 
birthday then destroyed. If the 

case record closes within 7 years of the youngest ACV’s 18
th 

birthday or 
after the youngest ACV’s 18

th 
birthday, records will be cut off at closure 

and retained 7yrs then destroyed. 

  

2982 
 

CLOSED DCS-HOME COUNTY CHILD CASE FILES: Approved 

June 22
nd

, 2016 

"Original" case file records, including demographics, assessment, treatment, 
permanency plan. Case recordings/notes, disciplinary reports, placement, 
court order. Photographs and other miscellaneous information on social 
services and juvenile justice children no longer in the physical custody, 
control or supervision of the state. 
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RDA # Child/Youth Record Series Title/Description/Disposition 

 
Disposition: Case records will be cut off at closure and retained until the 
youngest Alleged Child Victim’s (ACV) 18

th 
birthday then destroyed. If the 

case record closes within 7 years of the youngest ACV’s 18
th  

birthday or 

after the youngest ACV’s 18
th 

birthday, records will be cut off at closure 
and retained 7yrs then destroyed. 

Note: These records are now created under RDA 11016 Closed Family 
Case Files. No new Home County Child Case Files are being created. 

  

2875 CLOSED DCS-RESIDENTIAL TREATMENT FACILITIES CHILD 
FILES: Approved June 22

nd
, 2016 

Original case file records, including demographics, assessment, permanency 
plan, disciplinary reports, photographs, and other miscellaneous information, 
but not to include specific educational records, specific medical records, or 
case recordings/notes on a child no longer in the physical custody, control or 
supervision of DCS. 

Disposition: Case records will be cut off at closure and retained until the 
youngest Alleged Child Victim’s (ACV) 19

th 
birthday then destroyed. If the 

case record closes within 7 years of the youngest ACV’s 18
th 

birthday or 
after the youngest ACV’s 19

th 
birthday, records will be cut off at closure 

and retained 7yrs then destroyed. 

  

11016 CLOSED FAMILY CASE FILES:  Approved Date:  June 22
nd

, 2016 

The records are generated by DCS Case Managers within the normal 
course of business. These files may include the following information 
from every member of the family being served: Social History, Medical 
History, Education, Legal Documents, Placement Agreements, Drug and 
Alcohol Assessments, Copies of Birth Certificates, Copies of Social 
Security Cards and case recordings. 

Disposition: Case records will be cut off at closure and retained until the 
youngest Alleged Child Victim’s (ACV) 18

th 
birthday then destroyed. If the 

case record closes within 7 years of the youngest ACV’s 18
th 

birthday or 
after the youngest ACV’s 18

th 
birthday, records will be cut off at closure 

and retained 7yrs then destroyed. 

11172 TFACTS:  Approved Date: June 22
nd

, 2016 

Statewide Automated Child Welfare Information System (SACWIS) that 
includes case management for Child Protective Services, Foster Care, 
Juvenile Justice, Foster Homes, Adoptive Homes and Adoption Case 
Files. The TFACTS application houses electronic data related to the 
tracking and case of children in state custody, and those at jeopardy of 
being in state custody, along with supporting information about the social 
workers supporting those children. 

 

 
Disposition:  Permanent retention 

 


