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DOCUMENT POLICY

continued from page 5

Where no retention period specified by law. Where no specific
retention period is specified by law, the retention period for records
that the organization is required to retain shall be specified in the
aftached Record Retention and Destruction Schedule. Records shall
be retained for a minimum of two years, although such records may
be freated as “storage records” and placed in storage at any time
during the applicable retention period. Examples of current records
include: comrespondence, schedules and administrative records.
Category 3: Storage Records. Storage records are records that are
retained off-site. Storage records are subject to the same retention
requirements as current records. Example of storage records include:
invoices and payroll reports.

Category 4: No Retention Required. Documents and other materials
that are not “records” need not be retained unless retention is
ofherwise required by local law or by the aftached Record Retention
and Destruction Schedule. Documents and other materials (including
originals and duplicates) that are not otherwise required to be
retained, are not necessary to the functioning or continuity of the
organization and which have no legal significance may be destroyed
when no longer needed. Examples include materials and documents
generated for the convenience of the person generating them, draft
documents (other than some contracts) that have been superseded
by subsequent versions, or rendered moot by organizational action,
and duplicate copies of records that are no longer needed.
Specific examples include telephone message slips, miscellaneous
correspondence not requiring follow-up or departmental action,
notepads, e-mails that do not contain information required to be
retained under this policy, and chronological files. With limited
exceptions, no specific retention requirements are assigned to
documentsin this category. Instead, itis up to the originator or recipient
to determine when the document’s business utility has ended.

B. Records not Addressed in the Record Retention Schedule

Records and other documents or materials that are not expressly
addressed by the aftached schedule may be destroyed at any time

provided that they have been retained for the periods prescribed for
substantially similar records.

C. Storage of Records

Records may be stored in the [NAME OF ORGANIZATION]'s office
if the records are in active use or are maintained in the office for
convenience orready reference. Examples of active files appropriately
maintained in the organization’s office space include active
chronological files, research and reference files, legislative drafting
files, pending complaint files, administrative files, and personnel files.
Inactive records, for which use or reference has diminished sufficiently
to permit removal from the [NAME OF ORGANIZATION]'s office, may
be sent to an off-site storage facility.

D. Historical Records

Historical records are records that are no longer of use to the
organization but which because of their age or research value may
be of historical interest or significance. Historical records may not be
destroyed.

E. Pending Claims and Litigation

The retention periods set forth in the atftached record retention
schedule shall not apply to materials that are otherwise eligible
for destruction, but which may be relevant to a pending claim or
litigation against the organization. Once the [NAME OF ORGANIZATION]
becomes aware of the existence of a claim against the organization,
the organization will retain all documents and other materials related
to the claim until such time as the claim or subsequent litigation has
been resolved. When the organization has reason to believe that one
or more other related locations or entities have records relating to
the claim or litigation, those departments will also be notified by the
organization of the need to retain such records.

When completed, the policy should be communicated to both staff
and board members so that all are familiar with procedures and
potential consequences for failures to comply. ,§,

NEW MEMBERS

SSCIP would like to welcome the following new members:

+$+ FasPsych, LLC

0§0 Herland, Inc., dba Clearview
Counseling Centers

+$+ J. P Rock of Ages, LLC
0§0 Madera Assisted Living Home
+3+ Positive Potential, LLC

+3+ S&N Care
0§’ Second Chance Group Homes, LLC
+$+ Unity Group Homes, LLC
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SSCIP Members are reminded that employees who are required
to drive as part of their duties must have a driving record check
evidenced by a Motor Vehicle Record (MVR), which shows their
experience for the past 39 months. The requirement is part of the
Driver Standards for SSCIP Pool Members.

MVRs for prospective employees should be reviewed before a
decision to hire, and MVRs for existing employees should not be
older than 39 months. The Policy suggests that Members have
anyone applying for a job bring a copy of their MVR with them.

MVRs are available through the Arzona Deparfment of

Transportation.

A change in policy on maintaining MURs

In a change of policy effective January 2008, SSCIP Members are
responsible for maintaining the MVRs. They should not be submitted
to Southwest Risk Services but should be available to Southwest Risk

Services on request.

Sample copies of a release form that can be used to obtain
an employee’s permission to access driving records have been
provided to Members. Members should keep the signed and dated

release in the employee’s personnel file.

For assistance or further information, contact Southwest Risk Services
at 602-996-8810. 496
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ANTI-SCALD DEVICES

continued from page 1

Water temperature may be kept higher than 120° F for a number
of reasons. In institutional settings, a large volume of hot water may
be required. For dishwasher use, water may need to be kept hot to
improve solvent action. Another reason for keeping temperatures
higher is prevention of bacterial overgrowth in the water supply.

As aresult, the University of Michigan Trauma Burn Center recommends
that anti-scald safety devices, which limit the water flow to a trickle if
it exceeds 120° F, should be installed on showerheads and faucets.
These products are inexpensive, easy to install and ideal for older
homes and buildings built before code requirements for safe showers
and bathtub temperature limits were in place.

Such devices are available at Lowes, the home improvement outlet.
Called "h,otstop,” the devices are available for installation on faucets
and showerheads at a nominal cost. According to the product
specification sheet, "h,otstop,” devices are:
¢  Compatible with any tub or shower valve
¢ Easy to install in minutes
¢ Designed to reduce flow when water temperature

exceeds 117°F

“Because it is an end-point device, it can be installed in apartments
and other areas where there is no access to behind the wall piping
and accommodates installations where different areas of the home
require high hot water temperatures,” the sheet says.

Ofther precautions recommended by the Burn Center include:

* Set your hot water heater at 120° F, unless other uses require hotter
water.

* Make sure the plumbing has been or is done through the local
code official with all the necessary permits and inspections, by a
licensed plumber.

* Make sure maintenance is done on hot water heating systems.

* Never leave a child alone while drawing water in a bathtub or
bathing.

* Test the water temperature before bathing or showering.

If an accident should occur and there is minor scolding:

*  Apply cold water or ice immediately. This reduces the amount of
skin damage caused by the bum and eases the pain. The cold
should be applied for at least five minutes and continued until
pain is relieved, or for one hour, whichever comes first. Be careful
not to apply cold so long that the burned area tums numb, since
frostbite can occur.

* Aspirin or acetaminophen may be used to reduce pain.

 Blisters should not be broken.

* The use of anesthetic creams or sprays is not recommended,

since they may slow healing.

Any severe burn — or one that continues to be painful for more than 48
hours — should be seen by a physician. Severe bums require prompt
attention and may necessitate hospitalization, antibiotics and skin

grafts. .§,
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SSCIP BOARD OF TRUSTEES

Rick Hill

President
AZ Outdoor Specialists

Dolores Zimmerman

Vice President
Intermountain Centers

Rita Schmidt

Secretary/Treasurer
AZ DES/Office of Procurement

Sorrel Bowman-Rogers

Family Service Agency

Van Braswell

AZ DES/Div. of Employee Services

Roger Deshaies

C.PES.

Chris George

SAGE Consulting

Richard Hargrove

Abrio Family Services & Supports, Inc.

Pamela Henleylohnson

New Beginnings Treatment Center

Brian Lensch

AZ DES/DDD

Alice McLain-Snuffer

AZ DES/Div. of Child, Youth &
Family

Diann Patterson

AZ Dept. of Juvenile Corrections

Ralph Romero

AZ Dept. of Education

Connie Smith

Southwest Behavioral
Health Services

Melissa Thomas

Administrator:

SOUTHWEST RISK SERVICES

14902 North 73rd Street
Scottsdale, AZ 85260

ADHS/DBHS

SSCY

The Social Service Contractors Indemnity Pool
(SSCIP) newsletter is published quarterly by the

Pool’s Administrator:

SOUTHWEST RISK SERVICES
14902 North 73rd Street
Scottsdale, Arizona 85260
Telephone (602) 996-8810
Fax (602) 996-9045

Toll Free (888) 309-4339

WWW.SSCip.org

SSCIP is a non-profit corporation created in 1987.
lts primary purpose is to provide property and
casualty coverages to social service providers
contracted with the State of Arizona and other

political subdivisions.

SSCIP is governed by a 15 member Board of
Trustees elected by its members. The newsletter
is published in a continuous effort to inform and
educate its members. Suggestions for articles are

welcome.
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