






DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF HEALTH SERVICE REGULATION 
HEALTH CARE PERSONNEL REGISTRY SECTION 

ITEM   41044.  INACTIVE HEALTH CARE PERSONNEL INVESTIGATIONS DATABASE (ELECTRONIC) FILE.  

Electronic records concerning inactive unsubstantiated allegations after investigation excluding  
records involving juveniles. Electronic file includes facility identifying information, agency investigation  
reports, intake reports, completed screenings and investigations, interviews, and correspondence. File 
 may also include patient medical data, names and addresses of individuals, and other related data.  
Data is entered into this database from Inactive Health Care Personnel Unsubstantiated Investigations 
File (Item 41046). (Comply with applicable provisions of G.S. 131E-105 regarding confidentiality of  
investigative records.) (File maintenance and backup procedures conducted by LAN administrator.) 

DISPOSITION INSTRUCTIONS: Update in office routinely. Destroy in office 4 years after record  
becomes inactive if no litigation, claim, audit, or other official action involving the records has been  
initiated. If official action has been initiated, destroy in office after completion of action and resolution 
of issues involved. 

ITEM   41045.  HEALTH CARE PERSONNEL REGISTRY DATABASE (ELECTRONIC) FILE.  
Electronic records concerning allegations that are unsubstanciated after investigation excluding  
records involving juveniles. Electronic file includes facility identifying information, agency investigative  
reports, intake reports, completed screenings and investigations, interviews, and correspondence. File 
 may also include patient medical record data, names and addresses of individuals, and other related  
data. Data is entered into this database from Active Health Care Personnel Investigations File (Item  
41041). (Comply with applicable provisions of G.S. 131E-105 regarding confidentiality of investigative 
records.) (File maintenance and backup procedures conducted by LAN administrator.) 

DISPOSITION INSTRUCTIONS: Update in office routinely. Transfer pending allegation records to Inactive 
 Health Care Personnel Investigations Database (Electronic) File (Item 41044) when allegation becomes 
 unsubstantiated and inactive. Destroy in office remaining records after 4 years if no litigation, claim,  
audit, or other official action involving the records has been initiated. If official action has been initiated, 
 destroy in office after completion of action and resolution of issues involved. 

ITEM   41047.  INTENT TO REMOVE NOTICES FILE.  
Returned letters of intent to remove nurse aides from registry listing. 
DISPOSITION INSTRUCTIONS: Destroy in office after 30 days. 

ITEM   41048.  JUVENILE HEALTH CARE PERSONNEL INVESTIGATIONS FILE.  
Records concerning investigations of juvenile health care personnel and/or patient. File includes  
agency investigation reports, intake reports, completed screening forms, investigation records,  
correspondence, and records related to actions involving contested cases filed against agency with  
Office of Administrative Hearings. File also includes patient medical records, conclusions, interviews, 
and allegations. (Comply with applicable provisions of G.S. 7A-544, and 7A-675 regarding  
confidentiality of juvenile records.) 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center 3 years after juvenile reaches 18 
years of age. Records will be held in the State Records Center 5 additional years and then destroyed. 
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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF HEALTH SERVICE REGULATION 
HEALTH CARE PERSONNEL REGISTRY SECTION 

ITEM   41050.  NURSE AIDE REGISTRY DATABASE (ELECTRONIC) FILE.  
Machine readable records concerning nurse aides that have met the requirements for Nurses Aide  
Registry listing. File includes names of nurse aides, addresses, social security numbers, dates of  
listing, records of actions taken by the section, and other related data. File also includes records on  
nurse aides training programs and competency evaluation programs regulated by the department.  
(Electronic database systems are connected via a local area network (LAN).) (Electronic files on hard 
drives of the LAN are backed up routinely to magnetic tapes.) (Comply with applicable provisions of 5 
USC Section 552a regarding records maintained on individuals.) 
DISPOSITION INSTRUCTIONS: Retain in office electronic file permanently. Agency representative will 
update periodically. 

ITEM   41184.  JUVENILE HEALTH CARE PERSONNEL INVESTIGATION DATABASE (ELECTRONIC) FILE.  

Machine readable records concerning investigations of juvenile health care personnel and/or patient. 
Electronic file includes drafts of correspondence, investigation reports, intake reports, and other  
related records. (Electronic database systems are connected via a local area network (LAN).)  
(Electronic files on hard drives of the LAN are backed up routinely to magnetic tapes.) (Comply with  
applicable provisions of G.S. 7A-544 and 7A-675 regarding confidentiality of juvenile records.) 

DISPOSITION INSTRUCTIONS: Retain in office electronic file permanently. Agency representative will 
update periodically. 
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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF HEALTH SERVICE REGULATION 
HEALTH CARE PERSONNEL REGISTRY SECTION 
HEALTH CARE PERSONNEL REGISTRY INVESTIGATIONS BRANCH 

ITEM   41041.  ACTIVE HEALTH CARE PERSONNEL INVESTIGATIONS FILE.  
Records concerning active investigations of allegations against health care personnel. File includes  
agency investigation reports, intake records, completed screening forms, correspondence, and  
records of actions involving contested cases filed against agency with the Office of Administrative  
Hearings. File also includes patient medical records, allegations, interview records, and findings. Enter 
information when received into Health Care Personnel Registry Investigations Database (Electronic)  
File (Item 41044) and/or Health Care Personnel Registry Database (Electronic) File (Item 41045) as  
appropriate. (Comply with applicable provisions of G.S. 131E-105 regarding confidentiality of  
investigative records.) Amended 9-18-02 
DISPOSITION INSTRUCTIONS: Transfer to Inactive Health Care Personnel Investigations File (Item 
41046), Inactive Health Care Personnel Substantiated Investigations File (Item 46113), or Inactive  
Health Care Personnel Closed Cases File (Item 46114) when case is closed. 

ITEM   41046.  INACTIVE HEALTH CARE PERSONNEL UNSUBSTANTIATED INVESTIGATIONS FILE.  

Records concerning inactive unsubstantiated investigations involving unlicensed health care  
personnel. File includes agency investigation reports, intake reports, completed screening forms,  
correspondence, and other related records. File also includes patient medical records, allegations,  
interviews, findings, and other related records. Data entered into Health Care Personnel Registry  
Database (Electronic) File (Item 41044) and/or Health Care Personnel Registry Database (Electronic) 
File (Item 41045) as appropriate. (Comply with applicable provisions of G.S. 131E-105 regarding  
confidentiality of investigative records.) Amended 9-18-02 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 1 year(s). Records will be 
held for agency in the State Records Center 3 additional years and then destroyed. 

ITEM   46113.  INACTIVE HEALTH CARE PERSONNEL SUBSTANTIATED INVESTIGATIONS FILE.  
Records concerning substantiated investigations of unlicensed health care personnel. File includes  
agency investigation reports, intake reports, completed screening forms, correspondence, and other  
related records. File also includes patient medical records, allegations, interviews, findings, and other  
related records. Data entered into Health Care Personnel Registry Investigations Database (Electronic) 
File (Item 41044) and/or Health Care Personnel Registry Database (Electronic) File (Item 41045) as  
appropriate. (Comply with applicable provisions of G.S. 131E-105 regarding confidentiality of  
investigative records.) Amended 9-18-02 
DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 year(s). Records will be 
held for agency in the State Records Center 5 additional years and then destroyed. 

ITEM   46114.  INACTIVE HEALTH CARE PERSONNEL CLOSED CASES FILE.  
Records concerning cases closed without investigation of unlicensed health care personnel. File  
includes agency investigation reports, intake reports, completed screening forms, correspondence,  
and other related records. File also includes patient medical records, allegations, interviews, findings, 
and other related records. Data entered into Health Care Personnel Registry Investigations Database 
(Electronic) File (Item 41044) and/or Health Care Personnel Registry Database (Electronic) File (Item 
41045) as appropriate. (Comply with applicable provisions of G.S. 131E-105 regarding confidentiality  
of investigative records.) Amended 9-18-02 
DISPOSITION INSTRUCTIONS: Destroy in office when administrative value ends if no litigation, claim, 
audit, or other official action involving the records has been initiated. If official action has been initiated, 
 destroy in office after completion of action and resolution of issues involved. 
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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
DIVISION OF HEALTH SERVICE REGULATION 
HEALTH CARE PERSONNEL REGISTRY SECTION 
NURSE AIDE TRAINING AND REGISTRY ADMINISTRATION 

ITEM   32865.  NURSE AIDE REGISTRY FILE.  
Records concerning nurse aides listed in the Nurse Aide Registry. File includes nurse aides' names,  
addresses, social security numbers, names of supervisors supervising nurse aides, verification for  
employment, correspondence, letters of reference, and other related records. Nurse aides' names,  
addresses, social security numbers, school attended, and other related data entered into Nurse Aide 
Database (Electronic) File (Item 41050) when received. (Comply with applicable provisions of 5 USC 
Section 552a regarding confidentiality of records maintained on individuals.) Amended 3-28-03 

DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 1 year(s). Records will be 
held for agency in the State Records Center 3 additional years and then destroyed. 

ITEM   41051.  NURSE AIDE TRAINING AND COMPETENCY EVALUATION FILE.  
Records concerning nurse aide training and competency evaluation programs. File includes curricula, 
applications for approval, competency evaluations, registered nurses' certificate numbers, and other  
related records. Information entered into Nurse Aide Training Database (Electronic) File (Item 46089)  
when received. Amended 3-28-03 
DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. 

ITEM   46089.  NURSE AIDE TRAINING DATABASE (ELECTRONIC) FILE.  
Electronic records concerning nurse aide training and competency evaluation programs. Electronic file 
includes records concerning state approved nurse aide competency evaluators, program coordinators 
 and instructors, approved or sanctioned clinical sites, and other related records. (File maintenance 
and backup procedures conducted by LAN administrator.) Amended 3-28-03 

DISPOSITION INSTRUCTIONS: Destroy in office when reference value ends. Update in office electronic 
 file periodically. 

ITEM   46090.  INITIAL LISTING APPLICATIONS FILE.  
Records in paper and electronic formats concerning nurse aide applicants' initial listing in the State  
Nurse Aide 1 Registry. File includes nurse aides' names, addresses, social security numbers,  
approved training and competency evaluation program information, application forms, and other related 
 data entered into Nurse Aide Registry Database (Electronic) File (Item 41050) when received. (Comply 
 with applicable provisions of 5 USC Section 552a regarding confidentiality of records maintained on  
individuals.) (File maintenance and backup procedures conducted by LAN administrator.) Amended 3- 
28-03 
DISPOSITION INSTRUCTIONS: Destroy in office electronic records when reference value ends.  
Transfer paper records to the State Records Center after 2 years. Records will be held for agency in 
the State Records Center 3 additional years and then destroyed. 
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ITEM  46090.  INITIAL LISTING APPLICATIONS FILE 
Records in concerning nurse aide applicants' and medication aide applicants’ initial listing in the 
State Nurse Aide 1 Registry or the Medication Aide Registry. File includes names, addresses, 
Social Security numbers, approved training and competency evaluation program/testing 
information, application forms, and other related records. (Comply with G.S. § 132-1.10 regarding 
confidentiality of personal identifying information.) 
DISPOSITION INSTRUCTIONS: Destroy in office paper records after 2 years. Retain electronic 
records in office permanently. Destroy records currently held at the State Records Center 2 years 
after date of record. 

ITEM  41047.  INTENT TO REMOVE NOTICES FILE 
Undeliverable letters of intent to remove nurse aides and medication aides from registry listing. 
DISPOSITION INSTRUCTIONS: Destroy in office after 30 days. 

ITEM  48514.  MEDICATION AIDE REGISTRY FILE 
Records concerning medication aides listed in the Medication Aide Registry. File includes 
medication aides' names, addresses, Social Security numbers, names of supervisors, 
correspondence, and other related records. File also includes answer sheets and fiscal log 
sheets. (Comply with G.S. § 132-1.10 regarding confidentiality of personal identifying 
information.) 
DISPOSITION INSTRUCTIONS: Destroy request forms and legal identification documents in 
office after 30 days. Destroy remaining paper records in office after 2 years. Retain electronic 
records in office permanently. 

ITEM  32865.  NURSE AIDE REGISTRY FILE 
Records concerning nurse aides listed in the Nurse Aide Registry. File includes nurse aides' 
names, addresses, Social Security numbers, names of supervisors, scannable verification of 
employment (SVOE), correspondence, and other related records. (Comply with G.S. § 132-1.10 
regarding confidentiality of personal identifying information.) 
DISPOSITION INSTRUCTIONS: Destroy request forms and legal identification documents in 
office after 30 days. Destroy remaining paper records in office after 2 years. Retain electronic 
records in office permanently. Destroy records currently held at the State Records Center 2 years 
after date of record. 

ITEM  41051.  NURSE AIDE TRAINING AND COMPETENCY EVALUATION FILE 
Records concerning nurse aide training and competency evaluation programs. File includes 
curricula, applications for approval, competency evaluations, registered nurses' certificate 
numbers, and other related records. 
DISPOSITION INSTRUCTIONS: Destroy in office paper records when reference value ends. 
Retain electronic records in office permanently. 
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ITEM  41050.  NURSE AIDE REGISTRY DATABASE (ELECTRONIC) FILE 
Machine readable records concerning nurse aides that have met the requirements for Nurses 
Aide Registry listing. File includes names of nurse aides, addresses, social security numbers, 
dates of listing, records of actions taken by the section, and other related data. File also includes 
records on nurse aides training programs and competency evaluation programs regulated by the 
department. (Electronic database systems are connected via a local area network (LAN).) 
(Electronic files on hard drives of the LAN are backed up routinely to magnetic tapes.) (Comply 
with applicable provisions of 5 USC Section 552a regarding records maintained on individuals.) 
DISPOSITION INSTRUCTIONS: Item discontinued. Function and records transferred to Nurse 
Aide Registry File (Item 32865) and Nurse Aide Training and Competency Evaluation File (Item 
41051). 

ITEM  46089.  NURSE AIDE TRAINING DATABASE (ELECTRONIC) FILE 
Electronic records concerning nurse aide training and competency evaluation programs. 
Electronic file includes records concerning state approved nurse aide competency evaluators, 
program coordinators and instructors, approved or sanctioned clinical sites, and other related 
records. (File maintenance and backup procedures conducted by LAN administrator.)  
DISPOSITION INSTRUCTIONS: Item discontinued Function and records transferred to Nurse 
Aide Training and Competency Evaluation File (Item 41051). 
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