Procedure 65701

Records Management

The district records officer shall have the responsibility for the safekeeping of all records according to the
retention schedule cited below. The district records officer shall have authority to dispose of materials after
the recommended retention period.

Official public records have a statutory minimum retention of 6 years. The retention period for office files
and memoranda is based on operational requirements for each office. Whenever applicable, the retention
period starts with the "cut-off." "Cut-off" is a term used to indicate files or records may be terminated on a
predetermined date. "Cut-off" prevents current records from attaining unmanageable size and facilitates the
filing of new records. Calendar year records may be "cut-off" on December 31, and a new file established on
January [; all fiscal year records can be "cut-off" only upon the completion of an action or event, such as
termination of contract, final payment of a contract, termination of employment, etc. Regardless of the
duration of the retention period, records series should be kept in office files after "cut-off" only as long as is
necessary to satisfy (1) active reference, (2) audit, when required, and (3) other operational requirements.
Once these three factors have been satisfied, the records should be transferred to a records center for the
remainder of the retention period.

The retention period shall be as follows:

Student Records

Student permanent TECOTd.........couuiiiiiiiiiiii s Permanent
Cumulative record ........covviciniiniiininicniniiriins 5 years after graduation or withdrawal from high school
Confidential reports and records ........c.ccccooevivinunnc. 5 years after graduation or withdrawal from high school
Special services records..........cocviviriiiiiiiiiiinins 5 years after graduation or service has been terminated
Student diSCIPIINE TECOTAS .......c.vuiiiiiiiiiic e 2 years

Teacher Records

Elementary teacher grade DOOKS .........ccccuiiiiiiiiiiciii et 3 years
Secondary teacher grade DOOKS ............cccuiuiuiicieniiniiiicisice e 5 years after graduation
LeSSON Plan DOOKS ..o e 1 year
Faculty handbook..........c.cciiiciiicc s Until superseded
Individual Schools

AHENdANCE CAT.......ccviiiiiii s 3 years
Daily attendance TePOTt ... s Until after audit
Field trip authorization (PArent) ...t 1 year
USe Of PIIvate VERICIES ......coiiuiieiiiiciciiiici e 1 year

Food Services

Cafeteria receipt DOOKS .......c.cccoiiiiiiiiiiiiiiicc e 6 years
Daily lunch and milk COUNE FEPOTL .....c.uuvuiiiiciiiiiiiciiii s 3 years
Free or reduced price lunch applications ..........c.cccuciriiiiciniiiicicisces e 3 years
Meal tHCKEL 10G ...t 3 years
PUICRASE OTAETS ..o 6 years
Reimbursement Claims ..........cceuiiiiiiiiii e 6 years
Revenue and expenditure Iedger ... 6 years
TIME CATAS....oviiiiiiii e 6 years
Health Office

Accident INJUIY TEPOIt .....cccviviiiiiiiiii s 5 years after child's 2Ist birthday
MediCatioN TEQUESL........ccuieiieiiiic e 5 years
Student health Card ... Until graduation
Maintenance

Engineering & architectural drawings..........cccccueinuvcuniniincincinineincicineenns As long as district retains property
Maintenance folder on building ..........cccveviiiiiiiiiiii s 6 years
WOTK OTAET TEQUEST ......cviiieiii e 6 years
Mileage claim fOITN .......ccuiiiiiiiiii e 6 years
VandaliSIm FEPOTIt.......ccuiiiiiiiiii s 3 years
Laundry ChEeCKIISt ...t 6 years
Boiler VeSSel TECOT ..ot Until disposal of boiler
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BUAGEL TEQUESL ..o 2 years
Rental of SChOOL fACIIHES .......cuuuuiuiiiiiiciciiiici e 3 years

Transportation

BUS fUEL TEPOILS.....coviiviiiiiiiic e 2 years
BUS SCHEAUIES ... 4 years
EMPIOyee tMe SRt .......c.ciuiiiiiiiic e 2 years
BUS HIME SHEEL ... 4 years
TransSpOrtation TEPOTES ......c.cuiuiiiiiiiicict e 3 years
PUICRASE OTAETS ..ot 6 years
ACCIAENE TEPOTES ..o bbb 3 years
Transportation TEQUESES ..ot 6 years

Accounting Services

CanCelled CHECKS.........cuuiiiiiiic e 6 years
CRECK TEZISLET ..ot 6 years
VOUCKET fOTTIIS ..ottt 6 years
(used as claims and supporting invoices)
CoNSUItANE CONMETACES ..ot 6 years
PULCRASE OFAET ... 6 years
WaATTANE TEZISTETS ...vveiiiect bbb 6 years
Record of part-time StUAENLES ..........cccviiiiiiiiiiiii s Until after audit
ClasSTOOM COUNE TEPOTL ....cuviuiiiiiiiiiii s Until after audit
Records supporting ESEA Title I and Title III claims ........ccccoovuviiiiiiiniiiiiniiiicccccens 5 years
Records supporting NDEA Title Va, ESEA Title II claims ........cccccooviviiiiinininiiiniiiincncncccnns 3 years
Textbook and library book iNVENtOries ... Useful life of each item
Cash receipts transSmittal FOITNS ..........ccocuciiuiiiiiiciiic s 6 years
Monthly transmittal Of diStriCt FECEIPES ......cuiuuiuiiiiciiiiiic e 3 years
DISEIICE INVOICE ...ttt sttt a s 6 years
TriAl DAlANCES .....oucviiiiiiiii e 3 years
ReCEIPE DOOKS ...iviiiiiiciici e 6 years
County Treasurer Financial REPOILS..........cccccviiiiiiiiiiiiiiiiiiiic s 6 years
State apPOTtIONIMENT ........coviiiiiiicc s 6 years
Banking rECOTAS .......cccviiiiiiiiiicc e 6 years
State AUItOr's REPOILS .....coviiiiiiiiiiiiiiii s 5 years
GeNeTal IEAGET ..o s 6 years
DEPOSIt SIIPS ...cvviiviiiiiiiiii s Until after audit
Personnel Services
EMPIOYEE fIl ..o 6 years
Employment interview fOrmS........ccocviiiiiiiiiiiiii s s 2 years
Employment reqUISTEION ........ccuiviiiiiiiiiii s 2 years
Letters of T€SIGNAtION ....c.cciiiiiiiiiiii s 6 years
ADSEINCE TECOTA ... 6 years
EMPIOyee RISLOTY CATA ..ot 6 years
Application for employment.........ccouiiiiiiiiniiiiii e 6 years (hired)
................................................................................................................................................................ 2 years (nonhired)
Letters of recommendation ... Termination plus 6 years
EMPIOYEE CONTACES .....oucviiiieiiiiiciicic s 6 years
Professional credit appliCatioN ..........ccccviiiiiiiiiiiiiiiii s 6 years
Title IX and affirmative action SUIVEYS........ccccceiiiiiiiiiiii s 6 years

District Payroll

EmMPployee 1eCOrd ........coiiiiiiiiiii s 6 years after termination
Personnel pay hiStOry TECOTA ..o Permanent
Personnel action fOIM .........cccviiiiiiiiiii s 6 years after termination
TIME CATAS....oviiiiii s Until after audit
Payroll WOTK TEPOTL ...t 6 years
TEACKET SUD TEPOIT .....ouciiii e 6 years
Payroll Warrant reZiSter ..o 6 years
Warrant request fOTTN ..o s 6 years

Page 2 of 3



Procedure 65701

Tax sheltered agreements ... saes 4 years after expiration
Jury or military Service agreements ... 6 years
GATTESIIMENTS ..ot 6 years
Retirement fOTMIS ..o s 6 year
Labor & industry quarterly Ieport ... s 6 years
Medical inSUrance HSHNGS ........couviuiiiiiiiiiiiiii s 6 years
Payroll dedUCtionsS ..o s Until termination
Labor & industries accident Claims.........c.coiviiriiniiiii s Permanent
Federal tax TOHUIMIS ... 4 years

Budget Services

FINAl DUAGEL.....coviiiiiiii s Permanent
Annual report of SChOOL fUNAS ... 6 years
Monthly financial reports t0 DOArd.........c.ccoiiiiiriiiiciiic e Permanent
Budget StAtUS TEPOTt......ccuiviiiiiiiii e 2 years
Purchasing

Bids and formal qUOLES ..........cccviiiiiiiii 6 years
PUrchasing reQUISTHION ..........cuiiuiiiiciiiiiicici i 3 years
PUICRASE OTAETS ..o 6 years
Inventory list of district PrOPerty ... 6 years after superseded
District

Copies of board minutes and 1eSOIULIONS...........ccocviiviiiiiiii s Permanent
Verbatim transcripts of MEEHINGS .........cccvviiiiiiiiiiiiiii s 6 years

Associated Student Body

AUAIES oo 5 years
Banking reCOTAS ..ot 6 years
Minutes of MEEHINEGS ......ccocviiiiiiiiiiii s Permanent
Purchase authOTiZatioNs ..o 6 years
RECEIPLS oviviieetttct bRt 6 years
INVOIEES. .ottt ettt ettt bbb bbb bbb bbb bbb bbb bbb bbb bbbttt bbb bt eee 6 years
VOUCKETS ..ot bbb 6 years
GenNeTal IRAGET ..o 6 years
WATTANES. ...ttt 6 years
BUAGELS ..o s Permanent
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