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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14843
TITLE: Accounts payable records
DATES: 1993-2005.

ARRANGEMENT: Alphabetical by vendor, thereunder chronological
DESCRIPTION:

Bills which document calls made from state offices and state
cellular phones. Bills also include the number called and the
length, time, and date of phone call.

RETENTION AND DISPOSITION AUTHORIZATION:
Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:
Paper: Retain in Office for 3 years and then destroy.
APPRAISAL:

These records have fiscal value(s).

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14822
TITLE: Accounts payable summary reports
DATES: 1994-2005.

ARRANGEMENT: Alphabetical by vendor name
DESCRIPTION:

These electronic data and reports are prepared from a Quattro Pro
database to document, in summary form, the accounts payable
information sent to the Department of Community and Economic
Development (DCED) accounting personnel. Information includes
vendor name, description of transaction, date invoice or bill
received by Office of Child Care, date sent to DCED Accounting,
and amount paid.

RETENTION AND DISPOSITION AUTHORIZATION:
Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:

Paper: Retain in Office for 3 years and then destroy.

Computer data files: Retain in Office until superseded and then
delete.

APPRAISAL:

These records have fiscal value(s).

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.

10/08/26 17:18



Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14708

TITLE: Agency history files

DATES: 1993-2005.

ARRANGEMENT: Chronological.

DESCRIPTION:
These accomplishment summary reports, correspondence, director's
reports, mission statements, organizational documents, strategic
plans, task force organization records, and related documentation
are maintained to preserve the accomplishments and history of the
Office of Child Care. Information includes a summary sheet,
produced annually, which outlines the Office's accomplishments
during the previous year, and that of outstanding agency
employees. Also included are employee names, goal statements, and
organizational information.

RETENTION:

Permanent. Retain for 5 year(s)

DISPOSITION:
Transfer to Archives.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule Agency
history records, GRS-1723.

AUTHORIZED: 11-28-2018

FORMAT MANAGEMENT:

Paper: Retain in Office for 5 years or until administrative need
ends and then transfer to State Archives with authority to weed.

APPRAISAL:

These records have historical value(s).

Director's reports, mission statements, organizational documents,
strategic plans, and related records document agency history

10/08/26 17:18



Utah State Archives

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14708
TITLE: Agency history files

(continued)

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.

Page:
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31272

TITLE: Arise Attendance web application
DATES: 2023-

ARRANGEMENT.: Alphanumerically.
DESCRIPTION:

Attendance information of some children receiving a child care
subsidy is recorded in this system for auditing purposes. Child
care providers can elect to use this state-provided system or opt
for another electronic attendance tracking system that meets the
same criteria. See Utah Code 35A-3-2-209: Award of child care
subsidy services, and CCDF Federal Regulations: 45 CFR 98.90.
Information includes daily attendance sign-in and sign-out times

of children who receive subsidy. Administrative need remains as
long as data is being requested by and provided to other
government agencies, for the purposes of an ongoing investigation
or legal matter, overpayments remain unpaid, or data is being
used to identify statistical information and trends. Privacy
annotation: List of personal data included: first name, last

name, middle name, job title, business email address, DWS case
number. Purpose personal data is collected, maintained, or used:
Child care providers providing care for children receiving

subsidy and parents/guardians need to be able to select the
correct child to sign them in and out of their program daily. For
audit purposes, DWS requires the name and role of the person who
signs the child in and out. Legal authority for collecting,

keeping, or using personal data: Utah Code 35A-3-2-209 Award of
child care subsidy services, and CCDF Federal Regulations: 45 CFR
98.90.

RETENTION:

Retain for 3 year(s) or until administrative value has been met

DISPOSITION:
Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the Records
Management Committee.

APPROVED: 08/2025
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31272
TITLE: Arise Attendance web application

(continued)

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 3 years or until
business need ends, whichever is shorter and then delete.

APPRAISAL:

These records have administrative value(s).

PRIMARY DESIGNATION:
Protected Utah Code 63G-2-305(2) (2025)

10/08/26 17:18



AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Office of Child Care

31362
Care About Childcare - Child Care Program information

2020-

ARRANGEMENT: Alphanumerical.
DESCRIPTION:

Information is collected about the program to communicate to
programs, inform our public search for child care, establish

ratings in the Child Care Quality System and report program rates
for child care subsidy. See Utah Code 35A-3-203 - Office of Child
Care, and CCDF Federal Regulations: 45 CFR 98.90. Records contain
business contact information; staff information; capacity,
enrollment, and vacancies; number of subsidy children served,;
care schedule; attributes of the program; rates; certifications;

Child Care Quality System application, scores and ratings;

grants; ratios and group size verifications; and family

engagement documentation. Business need remains as long as data
is being requested by and provided to other government agencies;
data is being used for the purposes of an ongoing investigation

or legal matter; overpayments remain unpaid; or data is being

used to identify statistical information and trends. Privacy
annotation: List of personal data included: first name, last

name, middle name, languages spoken, job title, certifications,
business phone number, business email address, business work
address. Purpose personal data is collected, maintained, or

used: Business phone number, email address, work address and
languages spoken at the program is collected so that information
can be shared about the program on our public search for care and
the Office of Child Care and its partners can reach out to the
program. Staff names, job titles and business certifications are
utilized when scoring the program in the Child Care Quality
System and awarding the program a rating. Legal authority for
collecting, keeping, or using personal data: Utah Code 35A-3-203

- Office of Child Care, and CCDF Regulations: 45 CFR 98.33 and
98.53.

RETENTION:

Retain for 3 year(s) or until administrative value met, whichever is greater

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the Records
Management Committee.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31362
TITLE: Care About Childcare - Child Care Program information

(continued)

APPROVED: 12/2025

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 3 years or until
business need ends, whichever is greater, and then delete.

APPRAISAL:

These records have administrative, and/or fiscal value(s).

PRIMARY DESIGNATION:
Protected Utah Code 63G-2-309(2) (2025)

10/08/26 17:18



Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care
SERIES: 31361

TITLE: Care About Childcare user accounts

DATES: 2020-

ARRANGEMENT: Alphanumerical.

DESCRIPTION:

Information is collected on individuals that create accounts in
Care About Childcare to connect the account with their regulated
employer; communicate opportunities; record and track
professional development courses, credentials and degrees;
register for professional development courses; and apply for
scholarships and incentives. See Utah Code 35A-3-203 - Office of
Child Care, and CCDF Federal Regulations: 45 CFR 98.90. Records
contain contact information, DHHS-Office of Background Processing
background check number (if applicable), demographic information,
current/work history, professional development courses,
credentials, degrees, scholarships, incentives and course
registrations and attendance. Business use remains as long as
data is being requested by and provided to other government
agencies; data is being used for the purposes of an ongoing
investigation or legal matter; overpayments remain unpaid; or
data is being used to identify statistical information and

trends. Privacy annotation: List of personal data included:

first name, last name, middle name, maiden name, date of birth,
home address, personal email address, home telephone number,
mobile phone number, gender, education history, race, ethnicity,
languages spoken, photograph, employment status, job title,
certifications, employment history. Purpose personal data is
collected, maintained, or used: Demographic data is collected on
the youth and early childhood workforce for reporting and
informational purposes. Contact information is used to reach out
to users about opportunities available through Office of Child
Care and its partners and information about courses they have
registered for. Address is used to determine the region of the
state the individual lives in to connect them with their local

child care resource and referral agency. Employment status and
background check # links the user's account to their employer.
The registry houses work history and education history
information to award points for the Child Care Quality System and
scholarships and incentives to the individual. Legal authority

for collecting, keeping, or using personal data: Utah Code
35A-3-203 - Office of Child Care, and CCDF Federal Regulations:
45 CFR 98.44.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31361
TITLE: Care About Childcare user accounts

(continued)

RETENTION:

Retain for 3 year(s) or until administrative value met, whichever is greater

DISPOSITION:
Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the Records
Management Committee.

APPROVED: 12/2025

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 3 years or until
business need ends, whichever is greater, and then delete.

APPRAISAL:

These records have administrative, and/or fiscal value(s).

PRIMARY DESIGNATION:
Private Utah Code 63G-2-302(1)(a) and (2)(d) (2025)

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14824

TITLE: Child Care Advisory Committee correspondence

DATES: 1990-2005.

ARRANGEMENT: Chronological

DESCRIPTION:
This correspondence of the Advisory Committee, letters of
appointment, and letters of nomination document the history of
committee membership. The correspondence is primarily with the
Office of Child Care and includes policy recommendations and
decisions. The letters of nomination are segregated from the
correspondence and include recommendations from interested
parties outside of the office for appointments to the Advisory
Committee. The letters of appointment are also segregated and
include the official appointments to the Advisory Committee from
the governor.

RETENTION:

Permanent. Retain for 5 year(s)

DISPOSITION:
Transfer to Archives.

RETENTION AND DISPOSITION AUTHORIZATION:
Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:

Paper: Retain in Office for 5 years and then transfer to State
Archives with authority to weed.

APPRAISAL:

These records have administrative, and/or historical value(s).
Correspondence documents the decisions of the CCAC.

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 03/2015.

10/08/26 17:18
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Utah State Archives

Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14823

TITLE: Child Care Advisory Committee minutes

DATES: 1990-2005.

ARRANGEMENT: Chronological.

DESCRIPTION:
These agenda, minutes, travel reimbursements, and related
documents pertain to the Child Care Advisory Committee. They
document the history of the committee, and the decisions or
recommendations made. Information includes the dates and
locations of meetings, names of persons present, travel
itineraries for members of the committee, and reimbursement
authorizations for members.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule Open
meeting recordings, GRS-1712.

AUTHORIZED: 10-30-2018

FORMAT MANAGEMENT:

Paper: Retain in Office for 5 years and then transfer to State
Archives with authority to weed.

APPRAISAL:

These records have historical value(s).

These records have evidentiary value and serve as a history of
board and committee actions. They contain minutes of open
committee and board meetings as required by UCA 52-4-7. (2005)
Records may also include agenda, recordings, recordings and
minutes of closed portions of meetings, and other supporting
documentation.

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 09/2015.

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14707
TITLE: Child Care Developmental Block Grant contract files
DATES: 1992-2005.

ARRANGEMENT: Numerical by contract number.
DESCRIPTION:

This series documents participation in the Child Care
Developmental Block Grant program. They are maintained to
document the obligations of the Office of Child Care to the
Department of Human Services, which is responsible for
implementing the federal program in Utah. Information includes a
copy of the contract, objectives of the contract, reports,
correspondence, etc.

RETENTION AND DISPOSITION AUTHORIZATION:
Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:

Paper: Retain in Office for 1 year after expiration of contract
and then transfer to State Records Center. Retain in State
Records Center for 5 years and then destroy.

APPRAISAL:

These records have legal value(s).

This disposition is based on UCA 78-12-23 (1984), which says
actions may not be brought against contracts six years after
expiration.

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14844

TITLE: Child Care Developmental Block Grant correspondence and policy files
DATES: 1992-2005.

ARRANGEMENT: Chronological

DESCRIPTION:

Business-related correspondence which provide unique information
about agency functions, policies, procedures, or programs. These
records document material discussions and decisions made
regarding all agency interests, and may originate on paper,
electronic mail, or other media. This correspondence is filed
separately from program case files, and project files.

RETENTION:

Permanent. Retain for 5 year(s)

DISPOSITION:
Transfer to Archives.

RETENTION AND DISPOSITION AUTHORIZATION:
Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:

Paper: Retain in Office for 5 years and then transfer to State
Archives with authority to weed.

APPRAISAL:

These records have administrative, and/or historical value(s).

Correspondence documents decisions regarding the grant, policies
and procedures.

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 03/2015.

10/08/26 17:18
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AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Office of Child Care

31281
Child Care Provider Portal

2015-

ARRANGEMENT: Alphanumerical.
DESCRIPTION:

Information is collected so that child care providers who accept
Department of Workforce Services child care subsidy payments on
behalf of customers are paid accurately and efficiently, and

child care providers' income can be reported accurately on IRS

tax forms. See Utah Code 35A-3-2-209 Award of child care subsidy
services. Information includes payment information regarding
children approved for subsidy, and information from child care
providers to manage banking and portal accessibility. Privacy
annotation: List of personal data included: first name, last

name, middle name, banking information, business phone number,
business email address, business work address, business federal
tax identification number, DWS customer name and child(ren)'s
name(s), child(ren)'s age(s), subsidy payment information,

historical transaction information Purpose personal data is
collected, maintained, or used: Child care providers business
contact information and banking information is collected so that
subsidy payments can be directly deposited into their account.
Child care providers provide their federal tax identification

number so that income can be reported accurately on an IRS 1099
form. Customer information is provided so that child care

providers can certify the child is enrolled and met minimum
attendance requirements and to report any custom rates for
customers' child(ren) below the Department's set subsidy rate for
the age of the child. Legal authority for collecting, keeping,

or using personal data: Utah Code 35A-3-2-209 Award of child care
subsidy services , and CCDF Regulations: 45 CFR 98. The BLS uses
a cooperative agreement (CA) to fund cooperative statistical
programs because of the agency's ongoing involvement in the
programs, pursuant to the Federal Grant and Cooperative Agreement
Act of 1977 (31 USC 6301-08).

RETENTION:

Retain for 3 year(s)

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule Check
issuance case files, GRS-2573.

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31281
TITLE: Child Care Provider Portal

(continued)

AUTHORIZED: 06-12-2019

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 3 years and then
delete.

APPRAISAL:

These records have administrative, fiscal, and/or historical value(s).

PRIMARY DESIGNATION:
Protected Utah Code 63G-2-305(2) (2025)

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 26276

TITLE: Child care subsidy history files

DATES: 1992-

ARRANGEMENT: Chronological.

ANNUAL ACCUMULATION: 1.00 cubic foot.

DESCRIPTION:
The Office of Child Care maintains market rate studies, income
eligibility and copayment tables, subsidy payment tables, needs
assessments and audits of child care subsidy programs. The Utah
Child Care and Development Fund (CCDF) state plans are also
available, which include program requirements. Privacy
annotation: List of personal data included: first name, last
name, middle name, banking information, business phone number,
business email address, business work address, business federal
tax identification number, DWS customer name and child(ren)'s
name(s), child(ren)'s age(s), subsidy payment information,
historical transaction information. Purpose personal data is
collected, maintained, or used: Child care providers business
contact information and banking information is collected so that
subsidy payments can be directly deposited into their account.
Child care providers provide their federal tax identification
number so that income can be reported accurately on an IRS 1099
form. Customer information is provided so that child care
providers can certify the child is enrolled and met minimum
attendance requirements and to report any custom rates for
customers' child(ren) below the Department's set subsidy rate for
the age of the child. Legal authority for collecting, keeping,
or using personal data: Utah Code 35A-3-2-209 Award of child care
subsidy services, and CCDF Regulations: 45 CFR 98.

RETENTION:

Permanent. Retain for 21 year(s)

DISPOSITION:
Transfer to Archives.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule
Program and policy development records, GRS-1717.

AUTHORIZED: 02-26-2020

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 26276
TITLE: Child care subsidy history files

(continued)

FORMAT MANAGEMENT:

Paper: Retain in Office for 1 year and then transfer to State
Records Center. Retain in State Records Center for 20 years and
then transfer to State Archives with authority to weed.

Computer data files: Retain in Office for 21 years and then
transfer to State Archives with authority to weed.

APPRAISAL:

These records have administrative, fiscal, and/or historical value(s).

Anyone wishing to know the history of child care subsidy can use
this series for research.

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 06/2020.

10/08/26 17:18
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AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Office of Child Care

31360
Developmental screening data

2022-

ARRANGEMENT: Database.
DESCRIPTION:

Development screening information is collected from
parents/guardians so that their child care program can review it
with them and provide possible referrals and connections to
resources based on results. If parent/guardian gives permission,
data is shared with the Utah Department of Health and Human
Services (DHHS) systems to share screening data across providers
(Child Health Advanced Record System) and track trends across the
state (Early Childhood Integrated Data System). See Utah Code
35A-3-2 - Office of Child Care. Child care program business
information is collected to establish a sub-account for the

program. Parent/guardian contact information, child's identifying
information, including age, is collected to track individual

progress and inform what questionnaire should be used. Responses
to the Ages and Stages questionnaire(s) (developmental screening)
are recorded. Business need remains as long as data is being
requested by and provided to other government agencies or data is
being used to identify statistical information and

trends. Privacy annotation: List of personal data included:

first name, last name, middle name, date of birth, home address,
mobile phone number, gender, business phone number, business
email address, business work address, child's first, middle and

last name; child's date of birth; child's weeks premature;

child's gender; child's birth weight. Purpose personal data is
collected, maintained, or used: The purpose is to provide
developmental screenings using Ages & Stages Questionnaires to
screen children birth through age five so that child care

programs may refer families to relevant resources and services as
needed. With parent/guardian permission, data is shared across
providers and collected statewide to track trends. Legal

authority for collecting, keeping, or using personal data: Utah

Code 35A-3-2 - Office of Child Care; CCDF Regulations: 45 CFR
98.33.

RETENTION:

Retain for 6 year(s) or until administrative value met, whichever is greater

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31360
TITLE: Developmental screening data

(continued)

Retention and disposition for this series were specifically approved by the Records
Management Committee.

APPROVED: 12/2025

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 6 years or until
business need ends, whichever is greater, and then delete.

APPRAISAL:

These records have administrative value(s).

PRIMARY DESIGNATION:
Private Utah Code 63G-2-302(1)(a,b,0) and (2)(d) (2025)

10/08/26 17:18
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AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Office of Child Care

31363
Early EdU applications

2017-

ARRANGEMENT: Chronological by date.
DESCRIPTION:

Information is collected on early childhood educator applicants
interested in participating in these online, affordable college
courses around early care and education offered in conjunction
with the Utah Education Network and Southern Utah University.
This information helps our office determine priority for seats in

the courses offered, better understand who is being served and
register students in the courses. See Utah Code 35A-3-203 -
Office of Child Care, and CCDF Federal Regulations: 45 CFR 98.90.
The application includes name, contact information, address, the
course(s) they are interested in taking, education history and
goals, current employer, job title, hours worked, wage

information, how courses will assist them in their career and
information on how they heard about the program. Business need
remains as long as data is being requested by and provided to
other government agencies or data is being used to identify
statistical information and trends. Privacy annotation: List of
personal data included: first name, last name, middle name, home
address, personal email address, mobile phone number, education
history, employment status, job title, wage/salary. Purpose
personal data is collected, maintained, or used: PII is collected

to contact the individual and register them in the course,

collect demographics on those interested in the courses to report
who is being served and to prioritize applicants, if a waitlist

is needed. Legal authority for collecting, keeping, or using
personal data: Utah Code 35A-3-203 - Office of Child Care, and
CCDF Federal Regulations: 45 CFR 98.44.

RETENTION:

Retain for 3 year(s) or until administrative value met, whichever is greater

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the Records
Management Committee.

APPROVED: 12/2025

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31363
TITLE: Early EJU applications

(continued)

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 3 years or until
business need ends, whichever is greater, and then delete.

APPRAISAL:

These records have administrative, and/or fiscal value(s).

PRIMARY DESIGNATION:
Protected Utah Code 63G-2-305(85) (2025)

10/08/26 17:18
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AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Office of Child Care

31359
Education Savings Incentive application

2024-

ARRANGEMENT: Chronological by date.
DESCRIPTION:

Information is collected to determine eligibility for the

Education Savings Incentive and distribute matching payments to
my529 accounts. See Utah Code 35A-9-603 - Education Savings
Incentive Program. Information is collected on the applicant, the
applicant's eligible child(ren) and eligibility for the program

based on tax documents and contributions to my529 savings
accounts in the past calendar year. Business need is present as
long as 1) data is being requested by and provided to other
government agencies, 2) records are needed for the purposes of an
ongoing investigation or legal matter; 3) overpayments remain
unpaid; or 4) data is being used to identify statistical

information and trends. Privacy annotation: List of personal

data included: first name, last name, middle name, maiden name,
social security number, date of birth, home address, personal

email address, home telephone number, my529 account beneficiary
first, middle and last name and date of birth; my529 account
number and account balance, amount deposited in my529 account for
specified year, 1040 tax form for specified year. Purpose

personal data is collected, maintained, or used: The incentive
supports higher education access for individuals identified as
experiencing intergenerational poverty to receive a state match

of deposits into eligible my529 accounts. Information is

collected from the applicant to determine eligibility and make
matching payments into the correct accounts. Legal authority for
collecting, keeping, or using personal data: Utah Code 35A-9-603
Education Savings Incentive Program.

RETENTION:

Retain for 6 year(s) or until administrative value met, whichever is greater

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the Records
Management Committee.

APPROVED: 12/2025

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31359
TITLE: Education Savings Incentive application

(continued)

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 6 years or until
business need ends, whichever is greater, and then delete.

APPRAISAL:

These records have administrative, and/or fiscal value(s).

PRIMARY DESIGNATION:
Private Utah Code 63G-2-305(7) (2025)

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14846

TITLE: Employer Task Force minutes
DATES: 1993-2005.
ARRANGEMENT.: Chronological
DESCRIPTION:

These minutes, agency, and any related documents or supporting
materials associated with the meetings of the Office of Child

Care Employer Task Force document the history of the task force
and its conclusions or recommendations. Information includes
names of persons present, meeting dates, items considered, and
conclusions reached or recommendations made.

RETENTION:

Permanent. Retain for 5 year(s)

DISPOSITION:
Transfer to Archives.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule Open
meeting minutes & supplementary materials, GRS-1709.

AUTHORIZED: 10-28-2020

FORMAT MANAGEMENT:

Paper: Retain in Office for 5 years and then transfer to State
Archives with authority to weed.

APPRAISAL:

These records have historical value(s).
minutes document decisions of the committee.

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31364

TITLE: Environment Rating Scale (ERS) observations
DATES: 2019-

ARRANGEMENT: Database.

DESCRIPTION:

Observation information is recorded and collected to award points
to child care programs in the Child Care Quality System and to
provide technical assistance and coaching. See Utah Code 35A-3-2
- Office of Child Care, and CCDF Federal Regulations: 45 CFR
98.53. Records contain facility name and address, facility ID
number given by Office of Licensing, name of assessor, classroom
teacher name(s) and classroom observation scores. Business need
remains as long as data is being requested by and provided to
other government agencies; data is being used for the purposes of
an ongoing investigation or legal matter; or data is being used

to identify statistical information and trends. Privacy

annotation: List of personal data included: first name, last

name, business work address. Purpose personal data is collected,
maintained, or used: Data is collected to rate programs in the

Child Care Quality System and to provide technical assistance,
training and coaching to assist child care programs with

improving quality. Legal authority for collecting, keeping, or

using personal data: Utah Code 35A-3-2 - Office of Child Care,

and CCDF Federal Regulations: 45 CFR 98.53.

RETENTION:

Retain for 3 year(s) or until administrative value met, whichever is greater

DISPOSITION:
Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series were specifically approved by the Records
Management Committee.

APPROVED: 12/2025

FORMAT MANAGEMENT:

Computer data files: Retain in Office for 3 years or until
business need is met, whichever is greater, and then delete.

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 31364
TITLE: Environment Rating Scale (ERS) observations

(continued)
APPRAISAL:

These records have administrative value(s).

PRIMARY DESIGNATION:
Protected Utah Code 63G-2-305(25) (2025)

10/08/26 17:18
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Utah State Archives

Page: 28
AGENCY: Department of Workforce Services. Office of Child Care
SERIES: 14825 1
TITLE: Executive correspondence
DATES: 1990-2005.
ARRANGEMENT:

Alphabetical by subject, employee name, or outside correspondent name, thereunder
chronological

DESCRIPTION:

This correspondence of the director of the Office of Child Care
and general office correspondence with high ranking state and
national officials document the communication of an executive
nature of the Office of Child Care. Correspondence included could
be with the Governor's Office, the Office of Planning and Budget,
members of the State Legislature, and members of the Utah
Congressional Delegation.

RETENTION:

Permanent. Retain for 5 year(s)

DISPOSITION:
Transfer to Archives.

RETENTION AND DISPOSITION AUTHORIZATION:
Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:

Paper: Retain in Office for 5 years and then transfer to State
Archives with authority to weed.

APPRAISAL:

These records have administrative, and/or historical value(s).
Correspondence documents decisions, policies and procedures.

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 03/2015.

10/08/26 17:18



AGENCY:

SERIES:
TITLE:
DATES:

Utah State Archives
Page:

Department of Workforce Services. Office of Child Care

26275
Grant case files

1990-

ARRANGEMENT: Alphabetical by program name and thereunder chronological.

ANNUAL ACCUMULATION: 3.00 cubic feet.
DESCRIPTION:

The Office of Child Care manages grants for child care, preschool
and out-of-school time services. These grant files include
accepted grant proposals and applications for grant programs such
as Child Care Quality System Intensive Coaching, Becoming High
Quality, High Quality School Readiness, School-Age Quality and
Teen Afterschool Prevention. The grant files include, contracts,
project reports, studies, certificates, agreements, memoranda,
correspondence, and other records relating to the receipt,

review, award, evaluation, status and monitoring of grants;
allocation of funds and project budgets. Privacy

annotation: List of personal data included: first name, last

name, employment status, job title, certifications, business

phone number, business email address, business work address,
wage/salary, education history, student attendance/ID#s. Purpose
personal data is collected, maintained, or used: Information is
collected to award and administer the grant accurately and
effectively and monitor that the agreed-upon responsibilities and
outcomes in the contract are being met. Legal authority for
collecting, keeping, or using personal data: Utah Code 35A-3-2
Office of Child Care CCDF Regulations: 45 CFR 98.

RETENTION:

Retain for 7 year(s) after case is closed

DISPOSITION:

Destroy.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule Grant
records, GRS-1859.

AUTHORIZED: 07-23-2018

FORMAT MANAGEMENT:

Paper: Retain in Office for 1 year after case closes and then
transfer to State Records Center. Retain in State Records Center
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 26275
TITLE: Grant case files

(continued)

for 6 years and then destroy.

Computer data files: Retain in Office for 7 years after case
closes and then delete.

APPRAISAL:

These records have administrative, and/or fiscal value(s).

PRIMARY DESIGNATION:
Public

10/08/26 17:18
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14845
TITLE: Internal administrative correspondence
DATES: 1993-2005.

ARRANGEMENT: Alphabetical by subject, thereunder chronological
DESCRIPTION:

Business-related correspondence that is routine or transitory in

nature and does not offer unique information about agency

functions or programs. These records include acknowledgment files
and most day-to-day office and housekeeping correspondence. These
records may originate on paper, electronic mail, or other media.

This correspondence is filed separately from program and project
case files.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule
Transitory correspondence, GRS-1759.

AUTHORIZED: 11-30-2018

FORMAT MANAGEMENT:

Paper: Retain in Office for 3 years or until administrative need
ends, whichever is shorter and then destroy.

APPRAISAL:

These records have administrative value(s).

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.

10/08/26 17:18
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Utah State Archives

Page: 32
AGENCY: Department of Workforce Services. Office of Child Care
SERIES: 14847 3
TITLE: News releases
DATES: 1993-2005.
ARRANGEMENT: Chronological
DESCRIPTION:

These announcements or releases have been sent to the media and
document the public statements of the Office of Child Care.
Information includes release date and a narrative description of

the event or topic covered in the particular event.

RETENTION:

Permanent. Retain for 5 year(s)

DISPOSITION:
Transfer to Archives.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule Public
relations records, GRS-1716.

AUTHORIZED: 12-01-2014

FORMAT MANAGEMENT:

Paper: Retain in Office for 5 years and then transfer to State
Archives with authority to weed.

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.

10/08/26 17:18



Utah State Archives

Page: 33
AGENCY: Department of Workforce Services. Office of Child Care
SERIES: 14706 1
TITLE: Subject correspondence files
DATES: 1990-2005.
ARRANGEMENT: Alphabetical by subject or outside correspondent name, thereunder chronological
DESCRIPTION:

Internal or external correspondence regarding general program
information duplicated elsewhere, which does not include policy
decisions or directives, how the office is organized, how it
functions, its pattern of action, procedures, or achievements.
Includes electronic mail that communicates the above.

RETENTION AND DISPOSITION AUTHORIZATION:
Retention and disposition for this series is proposed and has not yet been approved.

FORMAT MANAGEMENT:
Paper: Retain in Office for 3 years and then destroy.
APPRAISAL:

These records have administrative value(s).

PRIMARY DESIGNATION:
Public

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.
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Utah State Archives
Page:

AGENCY: Department of Workforce Services. Office of Child Care

SERIES: 14848
TITLE: Travel reimbursement files
DATES: 1985-2005.

ARRANGEMENT: Alphabetical by employee surname
DESCRIPTION:

These records document payments made to state employees and
agencies for the purpose of reimbursing travel, transportation,
equipment, service, training, and other reimbursable costs.
Records include correspondence, forms, travel reservations,
travel authorizations, per diem vouchers, transportation

requests, hotel reservations, invoices, itemized expenses, and
other supporting records used to validate reimbursable expenses.

RETENTION AND DISPOSITION AUTHORIZATION:

Retention and disposition for this series is authorized by Archives general schedule
Reimbursement files, GRS-1833.

AUTHORIZED: 01-11-2019

FORMAT MANAGEMENT:

Paper: Retain in Office for 3 years and then destroy.

APPRAISAL:

These records have fiscal value(s).

PRIMARY DESIGNATION:
Public

SECONDARY DESIGNATION(S):

Private. Home address and phone number, social security number [UCA
63G-2-302(1)(e) (2008)], and employee credit card numbers [UCA
63G-2-302(2)(d) (2008)].

REVIEW AND UPDATE STATUS:
This report was reviewed and updated on 07/2015.
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