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Please note records retained under this guidance are also not necessarily subject to public disclosure as most Youth Court documents are confidential in nature.  This guidance is specific to certain Youth Court documents and only supplements the requirements in policy #1570 and #1290.  
Guidance
· Each Youth Court should make every attempt to retain documents in the share file established for each Youth Court office. Unless required by the court, documents that are scanned and saved in the share directory, can be shredded.  E-mails sent or received regarding a youth should be saved to the electronic share file and deleted from an employee’s Outlook box. 
· Juvenile files maintained in paper form are subject to the same retention schedule. However, to protect client confidentiality, e-mails and paper documents about individual clients should be in a single paper file with access limited to people with the authority to know about individual clients.  Client file information may include but is not limited to screening documents, assessments, progress and staffing reports. Client files must be destroyed pursuant to Judicial Branch policy 1290. 
· Media files viewed in Youth Court as part of evidence in a preliminary inquiry should not be retained in the Youth Court file. Evidence, such as police camera footage, is retained by the investigating law enforcement agency. 
· Paper records destroyed pursuant to Judicial Branch Policy 1290 must be shredded or incinerated.  
· Formal court files prepared and maintained by the Clerk of the Court are not subject to this guidance.  The District Court Uniform Case Filing Standards and statute govern retention standards for formal court files. 
Questions about the records retention guidance should be directed to the Youth Court Bureau Chief. 
July 2024
 
