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203.035W Complex Workplace Violence Prevention Team Files
Records created to document information about potentially

violent situations in the workplace. Records are also created
for team planning and administration. °

WYVPT Paper Records
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A. WVPT Paper Records

1.

Incident records:

Containing information regarding specific workplace violence situations or concerns,
including demographic information on the persons reporting the incidents, descriptions of
events related to workplace violence situations (such as persons involved, dates and
locations), interview notes, team assessments, and interventions/actions taken and
recommended.

Disposition: TEMPORARY. Destroy two years after the incident has been referred or
resolved by the WVPT or until any litigation/third party action has been resolved.

Administrative Records:
Containing documents related to the overall operation of the team, including statistical
information, program evaluations, policies and procedures, program literature, contract

information, training and education announcement.

Disposition: TEMPORARY. Destroy when two years old.



-

REQUEST FOR RECORDS DISPOSITION AUTHORITY — CONTINUATIO

JOB NUMBER

PAGE

OF

7.
ITEM
NO.

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9. GRS OR
SUPERSEDED
JOB CITATION

10. ACTION
TAKEN (NARA
USE ONLY)

B. WVPT Computer Records

c.

1. Incident records:

2. Administrative records: See B Lor clesu"ly‘h%
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Disposition: TEMPORARY. Destroy two years
after the incident has been referred or resolved by

the WVPT or until any litigation/third party action

has been resolved. Destroy by deleting all appropriate
portions of floppy discs, tapes, and other electronic
media that contain information about the incident.
Computers are to be degaussed when they leave the
possession of the WVPT. A WVPT core team member
will destroy all files with a witness present.

Disposition: TEMPORARY. Destroy two years after the

incident has been referred or resolved by the WVPT or
any litigation/third party action has been resolved. Destr]
deleting all appropriate portions of floppy discs, tapes, ar
electronic media that contain information about the incid
Computers are to be degaussed when they leave the poss
of the WVPT. A WVPT core team member will destroy
files with a witness present.
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