6570 P
Management Support

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 facili-
tates the filing of new records. Calendar year records may be “cut-off” on December 31, 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. Re-
gardless 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 opera-
tional 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 1ecord ..o Permanent
Cumulative record ... 5 years after graduation or withdrawal
from high school
Confidential reports and records .........ccccoeviviiviiniininininnns 5 years after graduation or withdrawal
from high school
Special services 1ecords ... 5 years after graduation or service has
been terminated
Student discipline records ... 2 years
Teacher Records
Elementary teacher grade bOOKS .........ccccccuniuniiniivcinincincicininns 3 years
Secondary teacher grade DOOKS ..........cccueucuniuniincivcinieniicicininne 5 years after graduation
Lesson plan bOOKS ... 1 year
Faculty handbook ... Until superceded
Individual Schools
Attendance card ... 3 years
Daily attendance report ... Until after audit
Field trip authorization (parent)...........cccccccoeuvinciocivnincinciccininenn. 1 year
Use of private VEhicles ... 1 year
Food Services
Cafeteria receipt BOOKS ... 6 years
Daily lunch and milk count report .........ccccvvcecinincinciccininenn. 3 years
Free or reduced price lunch applications ..........ccccceeveuvcucieniunn. 3 years
Meal ticket 10g ......coovviiiviiiiiiics 3 years
Purchase OTders ... 6 years
Reimbursement claims .........ccccocuviviiiiiiiniiniiics 6 years
Revenue and expenditure ledger ... 6 years
Time Cards ... 6 years
Health Office
Accident INJUIY TEPOTt ......coccucvriiiicieiriiceireee s 5 years after child's 21st birthday
Medication request ... 5 years
Student health card ..o Until graduation
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Maintenance

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

Maintenance folder on building ..........cccccovuivviiviiviiiiiiiiiis 6 years

Work order request ... 6 years

Mileage claim fOrm ... 6 years

VandaliSm report ... 3 years

Laundry checkliSt ..o 6 years

Boiler vessel record ... Until boiler is disposed of

Budget request .........cceviiiiiii 2 years

Rental of SChoOl facilities ........c.coccueieriunciciniiriciciececeeeeeeas 3 years
Transportation

Bus fuel reports ... 2 years

Bus Schedules ... 4 years

Employee time sheet ..o 2 years

Bus time Sheet ........ccccuiiiiiiiicciccc e 4 years

Transportation rePorts ... 3 years

Purchase Orders ... 6 years

Accident TEPOTES ......covivviiiiiii s 3 years

Transportation requests ... 6 years
Accounting Services

Cancelled Checks ... 6 years

Check TEGISLET ........cuuieiiiiciiieiieic e 6 years

Voucher fOImS ... 6 years (used as claims and supporting

invoices)

Consultant CONLIACES .........coivviiiiiiiiiiis 6 years

Purchase Order ... 6 years

Warrant 1egisters ... 6 years

Record of part-time students............ccccevvviiviiiiniiiiiis Until after audit

Classroom COUNt FEPOIt .....cccvviiviiviiiiniiiiies Until after audit

Records supporting ESEA Title I

& Title III claims ..o 5 years

Records supporting NDEA Title Va,

ESEA Title II claims ..., 3 years

Textbook and library book inventories ........c.ccocoviviiviiivinnnnes Useful life of each item

Cash receipts transmittal fOrms ...........cccocevivincivcionininciccininenns 6 years

Monthly transmittal of district receipts ...........ccococuceurerrcucciniuenn. 3 years

DiStrict INVOICE ..uvvieieciiiiictctctc s 6 years

Trial balances ... 3 years

Receipt DOOKS ......cvvmiimiiiiiiicis 6 years

County Treasurer Financial Reports ... 6 years

State apportioNMent ...........ccceeveiieieinceec s 6 years

Banking 1ecords ... 6 years

State Auditor's REPOrts ... 5 years

General ledger ... 6 years

Deposit SLPS.......ccviiiiiiiii s Until after audit
Personnel Service

Employee file ... 6 years

Employment interview forms ... 2 years

Employment requiSition ... 2 years

Letters of 1esignation ... 6 years

ADSENCce 1eCOTd ......cviiiiiiiiiiii s 6 years

Employee history card ... 6 years

Application for employment 6 years (hired)
2 years (nonhired)
Letters of recommendation ... Termination plus 6 years
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Employee contracts ... 6 years
Professional credit application ..........cccccvcviiviiiiiiiiniicis 6 years
Title IX and affirmative action sSUIveys .........coovvivviviniivinnns 6 years
District Payroll
Employee 1ecord ... 6 years after termination
Personnel pay history record ... Permanent
Personnel action fOrm ... 6 years after termination
TIMe CArdS....cooviuieiiiicicrccc s Until after audit
Payroll WOTk report ... 6 years
Teacher SUb TEPOIt ... 6 years
Payroll warrant register ... 6 years
Warrant request fOrm ..o 6 years
Tax sheltered agreements ............cccccuveuncuecininincincininescieieeenns 4 years after expiration
Jury or military service agreements ..........c.ccccocovurivinivininininininns 6 years
GarniShments ... 6 years
Retirement fOImS .......ccccoocviiiiiiiiiiiiicccs 6 years
Labor & industry quarterly report ... 6 years
Medical insurance listings .......ccccccocvivvinniiiiiiinis 6 years
Payroll deductions...........cccoiuviiiviiiiiiiiiiiies Until termination
Labor & industries accident claims .........ccccccevvviiviiiiiviininnnns Permanent
Federal tax TetUINS ..o 4 years
Budget Services
Final budget ......ccccouviiiiiiiiiiicccccc s Permanent
Annual report of school funds ... 6 years
Monthly financial reports to board .........ccccceevciecininiinciccininenn. Permanent
Budget status report ... 2 years
Purchasing
Bids and formal qUOLES .........cccceviiiiiiiiiiiiiiis 6 years
Purchasing requiSition ... 3 years
Purchase Orders ... 6 years
Inventory list of district property ........ccocviviviiviivininiis 6 years after superseded
District
Copies of board minutes and resolutions ...........ccccceeveiviiivinnens Permanent
Verbatim transcripts of meetings.........c.ccooveviviviniviniviivinicinns 6 years

Associated Student Body

AUILS .o 5 years
Banking 1ecords ... 6 years
Minutes of MEEtiNgS .......ccccouvvviiiriiiiiiiiiccs Permanent
Purchase authorizations ... 6 years
RECEIPLS .ooevtiiitctcct s 6 years
INVOICES oo 6 years
VOUCKETS ... 6 years
General ledger ... 6 years
WaATTANES ..o s 6 years
BUAGELS ..o Permanent

Adoption Date: 04.15.03
Stanwood-Camano School District
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