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Policy: 
ELCPC-81.2 

Title: Records Retention and Confidentiality of Data for 
IACET Continuing Education Units 

 Review Date:  
February 2024 

Next Review Date: 
February 2025 

References:  IACET Regulations and Criteria 
s. 1002.72, F.S. 
s. 1002.84, F.S. 
Chapter 119, F.S. 

 
Purpose: To ensure confidential Coalition data is maintained and transmitted 
securely for Operating IACET CEU Program 

 
Policy: 

 
 The Coalition shall comply with the confidentiality provisions and the 

record retention requirements of Sections 119.021 and 1002.84, and 
1002.72, Florida Statutes, where applicable. The Coalition shall abide 
by data security measures imposed as necessary or applicable to 
comply with the Health Insurance Portability and Accountability Act 
(HIPAA). 

 
 All Coalition records, classified as public records, must be open and 

available for inspection by any person. It is the responsibility of the 
Coalition to maintain records in a location that is accessible to the 
public. The individual records of children enrolled in School Readiness 
programs provided under section 1002.84, Florida Statutes, when held 
in the possession of the Coalition, are confidential and exempt from 
the provisions of Section 119.07, Florida Statutes. 

 
 The Coalition shall ensure that records of participants requesting 

Continuing Education Units (CEUs) are stored in a manner consistent with 
IACET (International Association for Continuing Education Training) 
standards and prevailing state and federal laws regarding such records. 
This includes but is not limited to retention of records for 7 years, 
retention of records in a password-protected database, back-up of said 
records nightly along with all other Coalition documents.  Official 
transcripts may only be obtained upon receipt of a Transcript Request 
Form completed and signed by the participant.  Requests for transcripts 
from third parties must be accompanied by the Transcript Request form 
completed and signed by the participant.
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Maintenance of Confidential Data 
 The Early Learning Coalition of Pinellas County and its partnering 

agencies who receive early learning records in order to carry out official 
functions protects the data in a manner that may not permit the personal 
identification of children or their parents by persons other than those 
authorized to receive the records; 

 Subcontractors of the Early Learning Coalition of Pinellas County must 
have documented procedures to maintain confidentiality of early 
childhood records consistent with this policy; 

 Requests for review of public documents must be submitted in writing to 
the Executive Director. Copies may be furnished at $1 per page to cover 
copying and labor costs. The Executive Director will review any 
documents before release to ensure no client data or other confidential 
data is disclosed. 

 
Transmission of Confidential Data 

 The Early Learning Coalition of Pinellas County and its contractors must 
safeguard confidential data such as names and addresses, social security 
numbers, and federal employment identification numbers. Unencrypted 
transfer of confidential information by email is prohibited, and e-mail 
transition of data is not secure. 


