Procedure 6570P

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-off7 on December 3 1, and a
new file established on January 1; 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 (I) 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.

E-mail messages with public record content should be retained in E-mail format only as
long as they are being worked on or distributed. Upon completion, E-mail messages
containing public record information should be printed out or transferred to an electronic
document management system, filed with the appropriate records series, and retained for
the minimum retention period assigned by the Local government General Records
Retention Schedule or a records retention schedule approved specifically for the agency
by the Local Records Committee.

The district will retain records in compliance with the General Records Retention
Schedule For School Districts And Educational Service Districts in Washington State

found at:
http://www.secstate.wa.gov/archives/pdf/School%20Districts%20March%202003.pdf

The retention period shall be as follows:

Student Records
Student permanent record...........oooeviiiiiiiiiiiiiiiiiien. Permanent
Cumulative 1eCord .......cuvvuiinieiiiiei e 5 years after graduation or
withdrawal from
high school
Confidential reports and records ..........ccecveevvervieeviennenne 5 years after graduation or
withdrawal from high
school
Special services record........ccoeverrenniineeneeneenseeneeneeeeen 5 years after graduation or
service has been
terminated
Student discipling FECOTdS wmmssssrummssmsmsmamnosmmomess 2 years
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Procedure 6570P
Teacher Records

Elementary teacher grade books ..........cccceceeveririncnnnnnens 3 years
Secondary teacher grade books........c.ccoceeveviiiiiiinnnnnnns 5 years after graduation
Lessan plan Dok, .coraumenmmmmnssammsmassmmmres 1 year
Faculty handBook...ssasmmsmmamassmmnsnammnsomsisss Until superseded
Individual Schools
Attendance Card ..........oocveevieeieniienneinene e 3 years
Daily attendanes TEPOLL.coimssasussammunmnmssmmnmmsmn IJntil after audit
Field trip authorization (Parent) ......xsssssmissssnamsnine s 1 year
Use of private vehicles.......c..ccoceverevnviininiininiiicniiiiicnn, 1 year

Food Services

Cafeteria receipt BOOKS ........cccevererviiriniinicniiicicniiienenes 6 years

Daily lunch and milk count r€port ..........ccuovevuniiiniinnnnnes 3 years

Free or reduced price lunch applications ..........cccccccecevcerenene 3 years

Meal ticket 10g ...coveeiereiiiiiicieee 3 years

1112170573 o SO —— 6 years

Reitabintsement Slaiis .. csmanmimsmmemsmsrssmsmmsmmisie 6 years

Revenue and expenditure ledger..........ccceeveerveervennenveniuennne. 6 years

TIME CArAS..cuvieeiieeiieerieertee ettt 6 years

Health Office

Accident INJUIY T@POTT ....cevierueerierreneeeieeie e 5 years after child's 21°
birthday

Medication TEQUESTE.........ccvvtirierieeieeieeireereeeeeeee e sreesaeeneees 5 years

Biodent health CaFd.comssmmmmarssmms s oss s Until graduation

Maintenance

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

Maintenance folder on building.......c..coccovevvevinercnenencnennns 6 years

WoOrk order TeQUESL ......c.eeeveeeueeiereieeeneeeee et seee e 6 years

Mileage claim form..........ocecvereriieneniienenenieenieneneeneeseenene 6 years

VandaliSm r€POTt.......ceeverveeierrenierienieneneneeee e 3 years

L1113 T g 1T o R — 6 years

Boiler vessel 1ecord.........ooviiiiinieniiiienceeeee e Until boiler is disposed of

Budget TeqUEST .....cooveviiiieienieeieneeeteeese e 2 years

Bental of sehianl Faeilifies.. cnssmasnmwsnummsmmsmmmnmsns 3 years

Transportation

Bus fuel 1€pOrts....c.eeveveiiienieiieiceee e 2 years

Bus Schedules.........coovieeiiieieiieeieeceeieeeseeee e 4 years

Employee time Sheet........cccocvveriveiiiiiininencreeeereeeneene 2 years

BUs time Sheet......c.ccovveeeiiirienierieeceerieeese e 4 years

Transportalicn TEHOTHS s sossmssmmnssmnmssansms i s 3 years
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PUECHASE OBAETS ..... ..o vsnioennniniichininsissnisitsss isss sisidisins submeinsmmaratn 6 years
ACCIAent TEPOTLS ....veevieieereeieeeeteenee e eeesteeeeeteeseesaaseaeennens 3 years
Transportation TEQUESES......c.cvcuevreriiriirereiierenrcreereeeeeeenees 6 years

Accounting Services

Cancelled Checks.......cocevereiieninieneniiicneniceneeeeeeens 6 years
Check PERISIET «uuasuswmarssssmasmmmminsssomssessremismm 6 years
VOURHET TOMTES! 500 050000 0 mis s s ionsn v onstns .0 56 00 s saii o 6 years (used as claims and
supporting invoices)
Consultant CONLIACES........cveerveereereeniieriierceesireenseesreesaessessseens 6 years
Purchase Order..........cocceerereeenininieenenierenesteeeceeseeereneens 6 years
Warrant TEGISLETIS .....everuerrierierierieriereenentereese e s eaees 6 years
Reeord of part-time StEdERS owummvsssmvessmsm s Until after audit
Classroom COUNt TEPOTL........evueervereerreerererreerereenreseeeesaesnes Until after audit
Records supporting ESEA Title I
& Title IIT Claims .....c.eevveveveeeierrerienieeeene et 5 years
Records supporting NDEA Title Va,
ESEA Title IT claims......ccccocceevereenenrennenenenieneneseesnesenns 3 years
Textbook and library book inventories..........cc.ceceverueereennee. Useful life of each item
Cash receipts transmittal forms..........ccccevevverererererrreerennene. 6 years
Monthly transmittal of district receipts.........ccccevvervrrveruennenne. 3 years
DISHICE INVOICE....ceveveneeeiiieieeeereeeeeeesesecsee et seens 6 years
Trial balances ........ccoceeveevierieiininiieneeieeereete e 3 years
Receipt DooKS isanuwmssnmsasnnssassmsmammeasssmmmssim 6 years
County Treasurer Financial Reports.........cccocvevireeveesrennennen. 6 years
State apPOrtioNMENt .........ccceeeveeereeeriienrenieniereerresiresneesaeens 6 years
Banking records ........ccccceeiiiiieniienniieneeneeneee e 6 years
State Auditor's Reports .......c.ccceeeeererenerieneinincneneniennns 5 years
General 16dRer susennusamenismmnsmomnmiasmmissmsmsi 6 years
DICTIOSTE SIUDS i arcusion s innaiananss s e swes o o ssawieasa 15 3434 ks b inas b ane Until after audit

Personnel Service

EmPloyee file......cccoieeiiniriieieienecenceeerese e 6 years
Employment interview forms ..........cocoeceveevinveeenesrereereenenens 2 years
. Employment requiSition ...........cccceeveevverieninvieneneeeenieereenn. 2 years
Letiers of TesI PO wovmwssmssmsmmsmnsmmmsss i o 6 years
ADSCICE TROOTH . s s ssnssansosmiesssnsssunssan s osasisssinimt ommsmanenemnrern 6 years
Employee history card ..........cceeceeveeveneeiieneneeecrereereeeen, 6 years
Application for employment ..........ccceceevveveereevierieneeeennen, ....0 years (hired)
2 years (non-hired)
Ligtters of recommendalion . .cuumsmmmnnmssuassssmmsamassssss Termination plus 6 years
EPlOYVEE COMUAOES i susivvsns s s sosswessiss fo ssasinsssssiosssshasnnnes 6 years
Professional credit application..........cccceeeveeveevrenreeceerienneennen, 6 years
Title IX and affirmative action SUIVEYS ........ccceverveerrerrenenne. 6 years
District Payroll
Employee 1eCord.......cccuvveieieiecienieienieieeeeeeerecrecreeeee e 6 years after termination
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Personnel pay history record..........oeeeriereenenieniieenieeniennenns Permanent

Personnel action fOrm ...........cccceeevevveiniiiniiiniiiiinicniniicinens 6 years after termination
G557 v O Until after audit
Payroll Work TEPOTE smssaissssimssmsmsmmmismassessssenssommass 6 years

Teacher Shb TEPOKE.....cnsrrs secissssninsisss s susmarsssissnmmssnmmums s 6 years

Payroll warrant r€giSter..........ceceeveerierienieinenniniecneeeeeneenn 6 years

Warrant request fOrm ........coceevevevenniineneneenineninnececnennes 6 years

Tax sheltered agreements ..........cccceeveeveererienienneeseeneennen. 4 years after expiration
Jury or military Service GpYCeMENtS ..comsommmrissnmsmmpmnssmsind 6 years

GarniShIfeNls: smswmusssmmsamms st 6 years

IR ETICTOOIN TOTTIS! ..... ocms i 00555050 505555, 5500 S0 50060 6 years

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

Medical INSUTANCE .....oeveerreereireieenienieeientesieesee et eaees 6 years

Payroll deductions ..........coceeeeeeieniennienneniienienieeeeeeeeeeeaens Until termination
Labor & industries accident claims ........c.cccevervveveenennnennenne Permanent

Federal 1a% tOlUENB ssumsmmmimasissmmmsmassmnsvosmsnsosssossin 4 years

Budget Services

Fitigl budget .omsmvarssnmmmmsvmsmssmsmssssesswmsssmasnss Permanent
Annual report of sehool funds;...qnwsanommmsnpissnns 6 years
Monthly financial reports to board ...........ccceeveevienenneenennnene. Permanent
Budget status r€port ........coeeeierieriienieeenieeeeeee e 2 years
Purchasing

Bids and formal qUOLES .......cccceceeerereneniiiienenereneneieene 6 years
Purchasing requiSItion .........cccceeeeeveeneenennensesneeseessesneenns 3 years
Purchase orders .........ccoceverienienienienieieeneneerese e 6 years
Inventory list of disttiet Property ..conumusmsmanssmmses 6 years after superseded
District

Copies of board minutes and resolutions..........c.ccoeveruervennene Permanent
Verbatim fransctipts of MECHNES s s avmmmnsmnmnmoipomnssosss 6 years

Associated Student Body

KIS v cosmssins o sonss oniv s, 60 55.7555.05 555454057 5558559 5000 FEHTH S48 SIS A5 500 5 years
Ranking records ........cceoerveeveneerieniereneeeeiene e 6 years
Minutes Of MEELINES ....ccccevvereeeereerienierreirenereereeseeeesaeseeens Permanent
Purchase authorizations ........c.ccccevevviererenienieinenceeneseenens 6 years
RECEIPLS .oovveviiiviiiiieeienecteseetese ettt s 6 years
THETOUIOEE scvinvns e issceens s s s s s s w4 SRSV A3 M 6 years
VOUBHEER i aninnmonimsnmibmennssmsmsivnsbinss i nb s insonn inmenmasmrassmarsnsamnnes 6 years
General [€dEer .......ccovuevvirenieiiieiereereteeeee e 6 years
WATTANES ..o 6 years
BUAEELS .ottt Permanent

Adoption Date: March, 2003
Pateros School District
Revised: August 2006
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