Procedure 6570P

Records Management

The district records officer shall have the responsibility for the safekeeping of all records accord-
ing to the retention schedule cited below. The district records officer shall have authority to dis-
pose 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 ap-
plicable, 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 at-
taining 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 reten-
tion period, records series should be kept in office files after “cut-off” only as long as is neces-
sary to satisfy (I) active reference, (2) audit, when required, and (3) other operational require-
ments. 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 record .........cccoocevvvevenieiieenesie s Permanent

Cumulative reCord .......coovvrieeieiieeee e 5 years after graduation or
withdrawal from high school

Confidential reports and records ..........ccccevvvevieiiiesivennnns 5 years after graduation or
withdrawal from high school

Special SErvices reCords ........ccuvvmrmriveresiesieesesriesieeneens 5 years after graduation or service
has been terminated

Student disCipling records ........cccoocvvvveriveiesieene e s 2 years

Teacher Records

Elementary teacher grade books ..........ccccecvvvieiivenvinnnne. 3 years

Secondary teacher grade DOOKS .........cccccoeviiiiiininiiennne 5 years after graduation
Lesson plan booKS ........cccccevveeiieiice e 1 year

Faculty handbooK ...........ccccovveeiiiic e Until superceded

Individual Schools

AENdanCe Card ........ccccvvveieiieieere e 3 years

Daily attendance report ........cccooevinieniienienieneeseeee e Until after audit
Field trip authorization (parent) ..........cccocevvevvesiveresennnn. 1 year

Use of private VENhiCIes .........ccooeiiiiiiiiieee 1 year

Food Services

Cafeteria receipt DOOKS ........cccoveiiiiiiiiii e 6 years
Daily lunch and milk count report .........cccccevevveivnnenne. 3 years
Free or reduced price lunch applications ..........ccc.c.ce.... 3 years
Meal tiCKet 109 ....ooveiiiicee 3 years
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PUIChase OFdErS ......cccoveieiieie e 6 years
Reimbursement Claims .........ccooeveiiiniieneeee e 6 years
Revenue and expenditure ledger .........ccocvvveveiivervennne. 6 years
TIME CANAS ..o 6 years

Health Office

ACCIdent INJUIY rePOIt .....c.eeverieiieie e 5 years after child's 21st birthday

MediCation FEQUESL .......cecverieeieriese e 5 years

Student health card ... Until graduation
Maintenance

Engineering & architectural drawings ..........ccccccevvreenne. As long as district retains property

Maintenance folder on building .........ccccccoveiiiiiiiiie. 6 years

WOrk order reqQUESL ........cocveveeieieere e 6 years

Mileage claim form ... 6 years

VandaliSm repOrt ........ccovevveveiiieieece e 3 years

Laundry checklist .........cccoooiiiiiii e 6 years

Boiler vessel record ..........ccvveeiieiveie e Until boiler is disposed of

BUAQEL FEQUEST ..o 2 years

Rental of school facilities ..........c.ccccoveveiievecieceee e 3 years
Transportation

BUS TUET FEPOITS ..o 2 years

BUS SChedUIES .......ceeveeicieceee e 4 years

Employee time Sheet ... 2 years

BUS tiIMe SNEEL ..o 4 years

Transportation repPorts ........cocvevveeerererenese e 3 years

PUIChase OFdErS ......ccocveieiieieee e 6 years

ACCIAENT TEPOMS vt 3 years

Transportation reqUESES ........cccvvveruereeseerie e e eiesee e 6 years

Accounting Services

Cancelled Checks .......cccovvieeiiee e 6 years

ChecCK regISIEr ...ocveiieciieie e 6 years

VOUCHETr TOIMS .o 6 years (used as claims and
supporting invoices)

Consultant CONEIACES .........cccvereerieririiee e 6 years

PUIChase OFEN ......ccveiieeieciece e 6 years

Warrant regiSters .......covvvereresieisieeiene e 6 years

Record of part-time students..........ccccoceviveveeieiiene e Until after audit

Classroom COUNE rEPONT .......eevveeeeriieiieeriesie e Until after audit

Records supporting ESEA Title |

& Title HI ClaimS ..o 5 years

Records supporting NDEA Title Va,

ESEA Title 11 claims .......ccooviieiieceee e 3 years

Textbook and library book inventories ............cccceveeennene Useful life of each item

Cash receipts transmittal forms ...........ccccoooevivevieiieiiiennne 6 years
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Monthly transmittal of district receipts .........ccccccevvvreenee. 3 years
DIStIIC INVOICE ..ot 6 years
Trial DalanCes ........cccoeevieiice e 3 years
ReCeipt DOOKS ..o 6 years
County Treasurer Financial Reports .........cccceevevvivenne 6 years
State apportioNMENt ..........cccoviveiiriiniieesee e 6 years
Banking reCords ........ccoovvieveeriesiene e 6 years
State Auditor's REPOITS ......cccocvevieririieieee e 5 years
General [eAdger .......ooveiveececeec e 6 years
DePOSIt SHIPS..c.vveiecieceee e Until after audit

Personnel Service

EMPIoyee file .....ooveeeeee e 6 years

Employment interview forms ..........cccccooevenieninncnnnnn. 2 years

Employment requisition ..........cccccevveveviienesiie e 2 years

Letters of resignation ...........ccccevveiininiienenie e 6 years

ADSENCE FECOIT ....vveieciecee e 6 years

Employee history card .........ccooceeenininnienenieseec e 6 years

Application for employment .........cccccceevveviiiieiieieiienne 6 years (hired)

2 years (nonhired)

Letters of recommendation ..........ccccooevenenenieicnene, Termination plus 6 years
Employee CoNtracts .........ccoveveiiiennsie e 6 years

Professional credit application ..........ccccooevviiiininnnnne 6 years

Title IX and affirmative action SUIVEYS .........cccocevvennne 6 years

District Payroll

EMPIOYEE reCord ......ccoovieeiieeciee e 6 years after termination
Personnel pay history record ..........ccccoovveiinieiennnennn Permanent

Personnel action form .........ccccoccvvievenie e 6 years after termination
TIME CANAS...cnviieie e Until after audit

Payroll WOrk report .........cccceevevevieneee e 6 years

Teacher SUD rePOrt ......ccoovveie e 6 years

Payroll warrant register ..........coccovevenieninneeie e 6 years

Warrant request Form .......cccccevevveie e 6 years

Tax sheltered agreements ...........ccocceveveiieninnenie e 4 years after expiration
Jury or military service agreements ..........ccccveververieernnns 6 years

GarniShMeNtS ... 6 years

Retirement Forms ... 6 years

Labor & industry quarterly report ..........cccocevvevcvencnennn. 6 years

Medical insurance liStings .......ccccoevveveiiienese e 6 years

Payroll deducCtions...........ccoceviriiiienninee e Until termination

Labor & industries accident claims ...........cccocevieiiiennne. Permanent

Federal taX returns ........cccoceveeeceene e 4 years

Budget Services

Final bUudget ......cooveiieeceeee e Permanent
Annual report of school funds ..., 6 years
Monthly financial reports to board ..........ccccoevveivennne. Permanent
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Budget Status report .........ccceeeveeieeneeie e ee e 2 years
Purchasing

Bids and formal quOtes .........cccceevevveii e 6 years

Purchasing requiSItion .........cccoovviriinienienneee e 3 years

PUIChase OFdErS ......ccvveieiieie e 6 years

Inventory list of district property ........ccccoeeevveiiviicnnnnn. 6 years after superseded
District

Copies of board minutes and resolutions......................... Permanent

Verbatim transcripts of meetings........c.ccccevvvvvevivervinnne. 6 years

Associated Student Body

AUTITS oo s 5 years
Banking reCords ........cccoovvveeveerieniese e 6 years
Minutes of MEELINGS ......ovvvriiiiiie e Permanent
Purchase authorizations ...........ccccccvveveniienn e 6 years
RECEIPLS .ot 6 years
INVOICES ..vveeeeeieceece e 6 years
VWOUCKEIS .ot 6 years
General 1edger .......oovevveececeee e 6 years
WAITANTES ..o 6 years
BUAGELS .o s Permanent
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