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PREAMBLE/BACKGROUND

The Canadian Association for Spiritual Care (CASC/ACSS) is a national professional association committed to best practice in spiritual and religious care, counselling, education and research. The Association has a responsibility to ensure that all its paper and electronic records are properly categorized, maintained, protected, and/or disposed off in a secure and orderly fashion. This policy will ensure the integrity and safeguarding of the records. 

POLICY

1. Reporting to the Finance Committee (represented by the Executive of the Board), the National Office will have the responsibility to gather and safeguard:

· The personal information of members

· The financial and administrative transactions

· Minutes of all meetings (physical and electronic) of the Board, Executive, Commissions and Committees

· All confidential material and correspondence

The National Office will also ensure that this material is backed-up and is securely stored in-house as well as off-site.

2. The National Office will coordinate all archival activities of the hardcopy material with the off-site records retention facility. The National Office will also ensure that an electronic copy of all its records is backed-up daily on an internal storage media, as well as weekly off-site back-ups. 

PROCEDURE

1- The National Office will protect the private information of all members of the Association at all times by securing safe storage and by engaging in accepted archival practice.

2- Access to personal information of a member may only be given:

a. On the written request of a member 

b. In response to a written request from the Peer Review Coordinator or the Chair of the Ethics Committee in respect to the work of that position. 

c. In respect to any other circumstance submitted in writing with reason for making the request that is authorized by the Board and signed by the Executive.
3- The staff of the National Office will obtain two (2) copies of the minutes of the Board, Executive, Commissions and Committees after every meeting, retaining one (paper and electronic) copy at the National Office, and the other copy for storage at the off-site archive location.

4- The National Office staff will coordinate all archival activities with the personnel of the off-site storage facilities to ensure that all our physical and virtual records are maintained in a safe, confidential and orderly manner according to accepted archival principles.

5- The National Office Staff will coordinate the safe disposal of records as follows:

GUIDELINES FOR RECORDS RETENTION AND DISPOSAL:

A – PERMANENT RECORDS KEPT AT THE NATIONAL OFFICE UNLESS OTHERWISE NOTED:

1- The Constitution and the By-laws of the Corporation and the Foundation including revised versions of the same.

2- The Charity Status documentation and government approvals for the Association and the Foundation.

3- Records of Ethics and Judicial legal investigations

4- Minutes of Annual General Meetings, Board, Executive, and Commissions and Committee meetings, as well as the Communiqué.

5- Records of active members including:

a) Certification – Summary Sheet Only for:

· Step 1, 2 and 3 for Specialists 

· Step 1, 2 and 3 for Associate Supervisors 

b) Consultants for Teaching Supervisors 

c) Any investigations (Ethics, Professional Practice, Education Standards, and other committee recommendations)

d) Academic Assessments.

e) Withdrawal of certification.

6- Electronic data for inactive members.

7- Electronic copies of financial audits, budgets and accounting records for Cappe/Acpep and the Foundation.

B- NON-PERMANENT RECORDS:

The following are non-permanent records and may be disposed of according to the following schedule:



RECORDS TYPE 



        DISPOSAL TIME          
    ACTION

1- Files and documentation related to a deceased member 


   


that are stored either physically or electronically 
       
       
2 years
 

National Office

2- Hardcopy Files and Documentation for inactive members
5 years


National Office

3- Students Evaluations by Teaching Supervisors

       
5 years  
       Teaching Supervisors

4- Teaching Centre Unit Report Forms



 5 years


National Office

5- Financial audits, budgets and accounting records not 

stored electronically
7 years


National Office



6- RAC (Regional Admitting Chairs) reports re:

· Advanced 






After certification is
     RAC


· Appendix V 





granted, otherwise

· Provisional Supervisors




kept indefinitely  












 

7- Peer review Documents





After ratification  of 
National Office

next Peer review

8- Site Accreditation Documents




Upon subsequent
  Accreditation

site accreditation
Committee Chair


9-
Annual list of Accredited Sites




Upon receipt of 

Accreditation











most recent list

Committee Chair
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