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Submitted by: Chairman of the
Assembly at the Request of the Mayor
Prepared by: Information

CLERK’S OFFICE TEChnolo.gy
PPROVED For reading: December 11, 2007

Date..... [R5 7

........................... ANCHORAGE, ALASKA
AR NO. 2007-270

A RESOLUTION OF THE ANCHORAGE ASSEMBLY APPROVING THE
RECORDS RETENTION SCHEDULE FOR ANCHORAGE FIRE
DEPARTMENT/PLANNING AND DEVELOPMENT/DATA SYSTEMS, IN
ACCORDANCE WITH MUNICIPAL POLICY AND PROCEDURE 52.2.

WHEREAS, Anchorage Fire Department/Planning and Development/Data
Systems has created its Records Retention Schedule; and

WHEREAS, in accordance with Municipal Policy and Procedure 52-2, the
Records Management Officer has reviewed the Records Retention Schedule and
forwarded it for review and approval to the Municipal Archivist, Clerk, Internal
Auditor and Controller; and

WHEREAS, the Municipal Archivist, Clerk, Internal Auditor and Controller
have reviewed and approved the Records Retention Schedule;

NOW, therefore, the Anchorage Assembly adopts the Retention Schedule as
submitted, reviewed and approved.

A PASSED AND APPROVED by the Anchorage Municipal Assembly this
L1 day of " D€A., 2007.

ATTEST:

i 5 b~

Municipal Clerk
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ANCHORAGE FIRE

DEPARTMENT

Date: August 13, 2007

To: Craig Goodrich, Fire Chief
Deputy Chief Doug Schrage
Deputy Chief Michelle Weston

Thru: Jim White, Planning & Development Division Chief
Christine Sessions, AFD Records Custodian

CC: Mark Hall, Fire Marshall
Al Tamagni, Communications Officer
Molly Cullom, EMS Contract
Chief Safety Officers {M. Murphy, T. Oxnam, M. Jones)
Annie Miller, Payroll Supervisor

From: Deneen Nichols & Tamara Case, Data Systems
Subject: Data Systems Record Retention Schedule

Data Systems has revised its Records Retention schedule. The primary source of records handled by Data Systems
concerns 911 incident information. We maintain the systems which store the 911 incident information. Data Systems is
proposing a records retention schedule that meets the needs of the Municipality as well as the interests of AFD and the
community.

There are several segments of 911 incident information which includes the electronic E91 | phone calls & radio traffic
recordings, computer aided dispatch {CAD) information. and Records Management System (RMS} incident
information,

Because 911 incident information may involve deaths, criminal activity (arson). property loss. medical information for
patients (including underage patients). and employment-related accident, injury. and hazardous exposure information,
we consulted with the Municipal Attorneys (MAT) office to determine how long 911 incident information should be
retained. We provided the MAT with all of the research that had been done as well as a copy of the proposed records
retention schedule,

Most of the items on the records retention schedule had established sources for setting a records retention period. We
requested that the MAT review these sources and affirm that these were correct as well as assist with establishing a
source for the item for which we were unable to find a source. This item was the routine incidents stored in the records
management system (RMS).

Once a 911 incident reaches the ¢lectronic records imanagement system (RMS). there are 4 broad categories of incident
records created. These are;

I.  Routine incidents

2. Patient Care Reports (PCR)

3. Employee accident. injury. & exposures (AIE)
4. Investigations (fire)

For categories 2-4, the information contained within the RMS application is a subset of the final and complete record.
There are additional documents or evidence that is required to make the final PCR. AIE. or investigation record
complete. All information in the RMS application relevant to the PCR. AIE, and investigation is contained in those
final records. Absenting the relevant information for a PCR, AIE. or investigation. all that remains in the RMS system

is routine incident information.



These final records are held by the appropriate agency (AFD Contract Management for PCR's, AFD Fire Prevention
for investigations, and AFD HR for AIE s) and managed under their records retention schedules.

We propose that routine incident information be destroyed after 10 years. The municipal attorney indicated that i
would be at the discretion of the municipality, Alaska state low provides that the municipality may dispose of records
that it finds "'t be without legal or administrative value or historical interest. " AS 40.21.080. The attomey further
indicated that there was no legal reason to make the retention period for “routine incidents™ longer than 10 years so
long as they are kept and destroyed in compliance with the records retention schedule.

Based on the historical statistical requests within AFD and from external agencies, 10 years is sufficient to provide for
data analysis to evaluate performance, track trends. identify locations for new facilities, evaluate the impact of new
methods. and indicate areas that may require process change. it also provides a reasonable pertod of public access to
open records and meets the legal obligation. Any records which are retained will always be subject to the legal
discovery process in the event of litigation. ‘

We need your agreement and approval for the following items:

t. The 10 year timeframe for routine incident information in the RMS system is sufficient and that AFD
management understands that after the 10 years, this routine incident information will no longer be available
from the Records Management System.

The custodians of the other incident record categories are responsible for maintaining the complete & final
record and what will remain in RMS is routine incident data. This may require those custodians to modify
business process 1o ensure that a complete copy of the RMS incident information is printed and stored with
their final records. It may also require them to create appropriate indexes, summaries, and organize their
complete and final record for easy reference and access in future years. This will be critical when the RMS
routine incident information will not be available.

2

3. AFD management needs to understand that if someone wants an incident report that has exceeded our retention
schedule. we will indicate to the requestor that the official routine incident record has been destroyed per our
records retention schedule. If the incident involves one of the other categories (PCR, AIE, and investigations)
then the other sources should be checked and the requestor directed appropriately.

4. To move forward with this records retention schedule and to follow the established municipal process for
records retention schedule approval. (Policy & Procedure chapter 52 Records Management). With the final
approval of the records retention schedule. the various AFD P&I's and Incident Request Forms shall be
updated 1o reflect the changes.

Please let us know if we have your agreement and approval for items 1-4. We would like to be able to submit this
records retention schedule to the official Municipal approval process by September 10. 2007. Please let us know if you
would like to have a meeting to answer questions and discuss this in more detail. Copies of all of the research that was
done regarding establishing retention timeframes are also available for YOur review.

Please sign below to indicate your approval:

/ /
/{{U\/Lf/( Date: (;' Z/ : C"ﬂ—?‘
b

A &JV\Z“{‘/ e d Date: ;/é /07

Puty Chi Doug Schrage j

P! / f,? g
. ,/ / ) //}'{J (-’f— . / //' _
il [ Ry / N Date: ,//0 /T

Deputy Chief Michelle Weston r
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