n Public Schools (K-12) Records Retention Schedule

Office of the Secretary of State Version 8.3 (June 202 0)
Washington State Archives

This schedule applies to: Public Schools (K-12) and Educational Service Districts

Scope of records retention schedule
This records retention schedule authorizes the destruction/transfer of the public records of public schools (such as those operated by school districts, charter
schools, state government agencies, etc.) as well as educational service districts. This schedule is to be used in conjunction with the Local Government Common
Records Retention Schedule (CORE) / State Government General Records Retention Schedule (SGGRRS), which authorizes the destruction/transfer of public records
common to all government agencies.

Disposition of public records

Public records covered by records series within this records retention schedule (regardless of format) must be retained for the minimum retention period as

specified in this schedule. Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the
ired)” must be appraised

efficient and effective man .
ti t stro co nated as fAr praisal Re
by the Washington State n. Public/records must no troyed if they are subject to ongoing or reasonabliyanticipated litigation. Such
h the ag licies and proce s fo Ids. Public rec t

public records must be man ot be destroyed if they are subject
to an existing public records request in accordance with chapter 42.56 RCW. Such public records must be managed in accordance with the agency’s policies and
procedures for public records requests.

Public records designated a

Authority

This records retention schedule was approved for the use by local governments by the Local Records Committee in accordance with RCW 40.14.070 on June 3,
2020.

Signature on File Signature on File Signature on File
For the State Auditor: Al Rose For the Attorney General: Matt Kernutt The State Archivist: Steve Excell

This records retention schedule was approved for use by state agencies by the State Records Committee in accordance with RCW 40.14.050 on June 3, 2020.

Signature on File Signature on File - Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Management: The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Steve Excell

Page 1 of 89



SNS

Office of the Secretary of State
Washington State Archives

Public Schools (K-12) Records Retention Schedule

Version 8.3 (June 2020)

Revocation of previously issued records retention schedules

All previously issued records retention schedules to school districts, educational service districts, Washington State School for the Blind, and Washington School
for the Deaf are revoked. Agencies should take measures to ensure that the retention and disposition of public records is in accordance with current approved
records retention schedules.

Revision History

record column deleted. (Secondary records are covered by CORE DAN GS50-02-04.)

Version| Date Approved Extent of Revision

1.0 1976 Initial version.
2.0 1980
2.1 1982-1983
3.0 January 1986
40 Ma1r9cg43 1,
5.0 March 1999
5.1 July 2001

December

March 27
6.0 2003 ’
6.1 May 2007 Online version; updated electronic records information.
70 July 29, 2008 Major revision. Records series common to all Ioca.l government ag(.encie.s .now appea?r in the new Local vaernment Con.vmo.n Records Rfet::’ntflon

Schedule (CORE) and have been removed from this schedule. All Disposition Authority Numbers (DANs) in the now begin with the prefix “SD”.
7.1 July 30, 2009 |Changes to structure/format only; no changes to records series. Indexes added.
September 29, Attenc?ance/Absencg secti.on completely revised: FFecord§ series covgring fie.lc! trips and parental permissio.ns upda.t(.ed. Two new records series added,

7.2 2011 14 revised, and 18 discontinued. (Please see Revision Guide for details.) Revision numbers added and previous revision notes removed. Secondary
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8.0 November 29, |Major revision. Health Services section updated. Reformatted entire schedule. 13 new series added; 15 modified for state audit requirements. Archival
' 2012 designations changed. Removed series covered by CORE. (All changes are detailed in the Revision Guide.)
Student Assessment updated, including mandatory state and optional school/district testing. Student Assignment updated, including special programs
as defined by statute (highly capable, transitional bilingual, etc.). New series added to cover certificated years of experience, investigations of
September 25, . A L . . . . .
8.1 2014 employee sexual misconduct, investigations of employee physical/verbal abuse, and bus light/sign failure to stop violation records. Total of 9 new
series added; 20 modified for accuracy, clarity and end-user ease. Removed 1 series covered by CORE. (All changes are detailed in the Summary of
Changes.)
December 18 Retention and disposition action modified in SD2014-020 (employee sexual misconduct) and SD2014-021 (employee physical/verbal abuse) to specify
8.2 ’ |that in the event the accused dies before reaching age 80, the associated records need to be retained for a total of 30 years or 10 years (respectively)
2014 . . . L . . .
after date of the most recent accusation and completion of investigation (if any). (All changes are detailed in the Summary of Changes.)
Scope of schedule broadened to include all public (K- 12) schools (|ncIud|ng charter schools and those operated by state agencies such as the Military
8.3 June 3, 2020 |Dep ’s Yeuth Aca i isions throughout the schedule,
espécially with i

For assistance and advice in applying this records retention schedule,
please contact your agency’s Records Officer
or Washington State Archives at:

recordsmanagement@sos.wa.gov
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1. AGENCY MANAGEMENT

This section covers records relating to agency management that are not covered by the Local Government Common Records Retention Schedule (CORE) / State
Government General Records Retention Schedule (SGGRRS).

1.1. COMMUNITY RELATIONS

The activity of the agency’s interaction with its community.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-01-52
Rev. 2

Historical Records, Materials and Artifacts from Commemorative Events and Displays

idu ist

Records ti Is,
oc nted in other records

and educational se

(such as boar

Includes, i li
e Award lists;
e Baccalaureate and commencement programs;
e  Cumulative class rankings;

Diploma order lists;

Exhibits;

e Final grade point summaries;

e Honor Roll lists;

e Graduating class history files;

e Student newspapers, yearbooks/annuals.

Excludes records covered by:
e  Graduate List (DAN SD51-20-10);
e Interscholastic Activities — Achievements (DAN SD51-20-02).
Note: Other historical materials and artifacts (non-records) should also be retained by the school

for commemorative events and displays (school reunions, centennials, etc.) or made available to
local heritage organizations. Items may include banners, posters, trophies, uniforms, etc.

Retain until no longer needed
or siness

selective retention.

ARCHIVAL
(Appraisal Required)
NON-ESSENTIAL

OPR

1. AGENCY
MANAGEMENT
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1.1. COMMUNITY RELATIONS
The activity of the agency’s interaction with its community.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-20-08 | Photo/Media Release — External Usage Retain for 6 years after end of | NON-ARCHIVAL
Rev. 1 Records documenting permission for non-school/district entities (such as television/radio school year NON-ESSENTIAL
. . . OPR
stations, newspapers, school photographers, etc.) to use student images. Student images then
include, but are not limited to, photos, video, and audio recordings. Destroy.
SD51-20-09 | Photo/Medi etai e: NON-ARCHIVAL
Rev. 1 Records docum age/ recordi NON'ESSENT'AL
during offici in
school n th
taken by school-contracted photographer. Student images include, but are not limited to, Destroy.
photos, video, and audio recordings.
SD2012-062 | Photo/Media Release — Denial of Permission Retain until end of school NON-ARCHIVAL
Rev.0 Records documenting parent/legal guardian denial of permission for the school/district to | Year or until superseded, NON'ESF?:NT'AL
use student images recorded during official school activities/events. Includes opting-out. whichever is later
then
Destroy.
1. AGENCY
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1.1. COMMUNITY RELATIONS
The activity of the agency’s interaction with its community.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-01-35 | Public Research Access Requests Retain for 3 years after NON-ARCHIVAL
Rev. 2 Records relating to requests for access to school/district records for research purposes. resolution of request NON'(E)SFS;NHAL
Includes, but is not limited to: then
e Research activity records/logs; Destroy.
e Correspondence/communications with the requester;
° r te s e/ ica t q
Excludes co
° horizati ledse of Student Records — Priop\Consent uired (D.
SD51-05F-02);
e Authorization For/Release of Student Records — Prior Consent or Documentation
Required (DAN SD2012-068);
e  Public Disclosure/Records Requests (DAN GS2010-014 / GS 05001).
SD2020-007 | Video Consent Form for Teacher Candidate Exam Video Submission Retain for 6 years after NON-ARCHIVAL
Rev. 0 Records documenting the affirmation or denial of consent for students to be filmed as part | destruction of video NON'E;::NHAL
of the requirements for an Educative Teacher Performance Assessment (edTPA) Teacher then
Candidate’s certification. Destroy.
Note: The Professional Educator Standards Board and the Office of Superintendent of Public
Instruction require these records to be retained by the school/district or the Teacher Candidate’s
certification program.
1. AGENCY
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1.2. PLANNING, MISSION, AND CHARTER
The activity of documenting and determining the agency’s objectives, and the means for obtaining them.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-07-08 | Demographic and Enrollment Projections Retain for 3 years after end of | NON-ARCHIVAL
Rev. 1 fiscal year NON-ESSENTIAL
then OFM
Destroy.
SD2011-153 | School Saf ns etai e: e NON-ARCHIVAL
Rev. 1 Records relating to the agenegy’s r ensuring st d staff safety at school. solete or sup@rsedet NON'%S::NTIAL
Includes, but is net limited to: h
e S ool epared in acc ith RCW 28A. ; es
e Harassment, intimidation and bullying prevention plans prepared and maintained
in accordance with RCW 28A.600.477.
1. AGENCY
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1.3. REPORTING
The activity of providing information as required by regulating authorities. Also includes voluntary reporting.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-12-05 | Healthy Youth Survey Results Retain for 6 years after end of SSSEASRSCE:[I\_/I':'L
Rev. 2 School/district results of the (voluntary) Healthy Child Student Survey sponsored by the fiscal year OPR
Office of Superintendent of Public Instruction, the Departments of Health, Social and Health | then
Services, and Commerce, and the Family Policy Council. Destroy.
Note: Statewide survey results are designated as Archival in accordance with the Office of
Superinten f rd jon
SD51-03C-17 |Impact Ai 3 submittal ofithe NON-ARCHIVAL
Rev. 2 Federal i ents/legal guar ce with 34 CFR .pI ation for federaldmpact NON'ESFS“EINTIAL
§222.35, where the children are determined to be not eligible. aid
Excludes surveys documenting children who are eligible for federal impact aid, covered by: then
e Financial Transactions — Bond, Grant and Levy Projects (DAN GS2011-183); Destroy.
e Grants Received by Agency (DAN GS 23004).

1. AGENCY
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1.3. REPORTING

The activity of providing information as required by regulating authorities. Also includes voluntary reporting.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-01-37 | Reporting — Office of Superintendent of Public Instruction (OSPI) — General Retain for 4 years after NON-ARCHIVAL
Rev. 3 Records relating to reports required to be submitted to the Office of Superintendent of submission of report NON'%Ss:NTlAL
Public Instruction (OSPI) in accordance with Title 28A RCW and Title 392 WAC, where not or
covered by a more specific records series. Includes reports, supporting documentation, until completion of State
confirmation of submission, correspondence, inquiries, revisions, corrections, etc. Auditor’s examination report,
Includes, ot lj hi isiso
o A tive i ( Il 1-18 h
° portiohm nt count, P-223, attendanee/absence rep stroy.
e E Aca ing Requi (EALR) i n

reports (RCW 28A.230.095);
e Ethnicity and race data (RCW 28A.300.505);
e Graduation and dropout data;
e School safety plan summary (RCW 28A.600.477);
e Truancy report;
e Weapons and student behavior data.

Excludes records covered by:
e School Safety Plans (DAN SD2011-153);
e Student Transportation Report Records (DAN SD51-05G-07);
e Reporting/Filing (Mandatory) — Agency Management (DAN GS2012-028);
e Reporting to External Agencies (Mandatory) (DAN GS 19004).

1. AGENCY
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1.3. REPORTING
The activity of providing information as required by regulating authorities. Also includes voluntary reporting.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NOMBERBAR) DISPOSITION ACTION
SD2012-063 | Reporting — Student Health and Safety Retain for 4 years after NON-ARCHIVAL
Rev. 1 Records relating to student health and safety submitted to the regulatory agencies as submission of report NON-ESSENTIAL

required by federal, state, or local law, or by school/district policy, where not covered by a
more specific records series.

Includes, but is not limited to:

e R c ttbr r S ou of ic
d es rt in ac wi C24 -420

° status report submitted to t epartment,ofifHealth in
a 28A.210.11

e Data collected from schools and summary reports that detect, prevent and control
communicable diseases;

e Correspondence, such as confirmation of submission, inquiries, etc.;

e Records documenting revisions/corrections.

Note: Health Departments/Districts and Department of Health retain the reports in accordance
with their retention schedules.

then
Destroy.

OPR

1. AGENCY
MANAGEMENT
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1.3. REPORTING
The activity of providing information as required by regulating authorities. Also includes voluntary reporting.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-09-03 | Reporting — Suspected Child Abuse Retain for 6 years after NON-ARCHIVAL

Rev. 2 NON-ESSENTIAL

Records relating to suspected child abuse as reported to the Department of Children,
Youth, and Families (DCYF) Child Protective Services (CPS), or to the proper law
enforcement agency in accordance with RCW 26.44.030. Reports are compiled by agency
personnel regarding students who indicate they may be victims of abuse, and are reported
within 24 hours to CPS for investigatin

t limited to:
ications regar se;
oc g conversatio i udents;

Reports to CPS;
Correspondence, such as confirmation of submission, inquiries, etc.;
Records documenting revisions/corrections.

submission of report
then
Destroy.

OPR

1. AGENCY
MANAGEMENT
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1.4. SUPERINTENDENT

See CORE — Agency Management for additional executive records relating to the management and day-to-day operations of the district.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2020-001 | Accreditation (Applications/Maintenance) Retain for 6 years after end of | NON-ARCHIVAL
Rev.0 Records related to the compiling and submission of statistical, descriptive, and evaluative | accreditation/denial or until NON-E;;:NTIAL

materials in applying for or subsequent maintenance of accreditation for a school by a supersgde.d by new
professional association that sets the standards for that particular discipline (Northwest accreditation
Accreditation Commlssmn (NWAC) Educatlonal Service Districts (ESDs), or other then

nt of Des
ool Impravement PR or ing process;
d b accrediti

Excludes records covered by:

e Basic Education Act Compliance (DAN SD51-05-10);
e Accreditation (Outcome) (DAN SD51-05-11).

1. AGENCY
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Washington State Board of Education — to confirm compliance (or non-compliance) with

the minimum requirements of the Basic Education Act in accordance with WAC 180-16-195.

Includes waiver requests and results.

Note: This record is retained by the Office of Superintendent of Public Instruction for 25 years in
accordance with its records retention schedule.

then

Transfer to Washington State
Archives for permanent
retention.

1.4. SUPERINTENDENT
See CORE — Agency Management for additional executive records relating to the management and day-to-day operations of the district.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05-11 | Accreditation (Outcome) Retain for 6 years after end of ARCHIVAL
Rev. 2 Records documenting the granting/loss of accreditation for a school by a professional accreditation or until (P:g;'j?;;:e’\tﬁr';;{i")
association that sets the standards for that particular discipline (e.g., Northwest supersgde.d by new OPR
Accreditation Commission (NWAC), Educational Service Districts (ESDs), or other accreditation
accrediting bodles recognized by the United States Department of Educatlon then
Accreditati a vo ntary ro bli itio ashimgten State
external standa ch es for pefmanen
Includes, bu i
tation.
Excludes records covered by:
e Basic Education Act Compliance (DAN SD51-05-10);
e Accreditation (Applications/Maintenance) (DAN SD2020-001).
SD51-05-10 | Basic Education Act Compliance Retain for 6 years after end of ARCHIVAL
Rev. 1 Records relating to annual review of the district’s K-12 programs — and reporting to the calendar year (Permanent Retention)

NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.4. SUPERINTENDENT
See CORE — Agency Management for additional executive records relating to the management and day-to-day operations of the district.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05-06 | Official District Negotiated School Calendars Retain for 6 years after end of ARCHIVAL
Calendar year (Permanent Retention)
Rev. 1 X NON-ESSENTIAL
then OPR
Transfer to Washington State
Archives for permanent
etenti
SD51-05-13 | Superinten t ears after,end of ARCHIVAL
Rev. 3 Records the school/district’s inten lendar year (Appraisal Required)
of Schools pursuant to RCW 28A.400.030, where not covered by a more specific records then NON_?::NHAL
series. Transfer to Washington State
Includes, but is not limited to: Archives for appraisal and
e Official statement of graduating class. selective retention.
Excludes records covered by:
e Meetings — Governing/Executive (DAN GS50-05A-13);
e Governing/Executive/Policy-Setting Body Records (DAN GS 10004).

1. AGENCY
MANAGEMENT
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Washington State Archives

1.5. TRAINING
The activity of the agency providing training to agency employees, contractors, customers, or the public.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04G-01 | Agency-Provided Training — In-Service Education Programs Retain for 7 years after in- NON-ARCHIVAL
Rev. 2 Records documenting approved in-service education programs provided by the local service program completed NON—E;;:NTIAL
government agency to the public, customers, contractors, or agency employees, where then

continuing education credits/clock hours are awarded in accordance with WAC 181-85-205.

Destroy.
Includes, but is not limited to:

es is .

,t Its, n :
s/points awarded,;
by WAC 0

Note: Retention based on 7-year requirement for in-service education records (WAC 181-85-
205).

1. AGENCY
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2. EDUCATIONAL SERVICE DISTRICTS
2.1. LEARNING RESOURCE CENTER
Reference chapter 28A.310 RCW.
DISPOSITION
RETENTION AND
NS;‘:;;)I:II;FIN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SD51-13-03 | Learning Resource Center (LRC) Selection Advisory Committee Purchase Retain for 3 years after end of | NON-ARCHIVAL
Rev. 0 Recommendations (Voting Tabulation) fiscal year NON-ESSENTIAL
OPR
then
es
SD51-13-04 | Teacher E Col t ears afterlend of | NON-ARCHIVAL
Rev. 0 Includes Cagyear NON-ESSENTIAL
OPR
then
Destroy.

2. EDUCATIONAL
SERVICE DISTRICTS Page 18 of 89
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2.2. TEACHER CERTIFICATION
Reference chapter 28A.410 RCW.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-14-02 | Certificate Information Summary Retain for 6 years after end of | NON-ARCHIVAL
Rev. 0 Computed data. fiscal year NON-ESSENTIAL
OPR
then
Destroy.

SD51-14-04 | Profession cation Permits or etai e end of | NON-ARCHIVAL
Rev. 0 cal year NON-ESSENTIAL
. h OPR
es

2. EDUCATIONAL
SERVICE DISTRICTS Page 19 of 89
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3. FINANCIAL MANAGEMENT

This section covers records relating to financial management which are not covered by the Local Government Common Records Retention Schedule (CORE) /

State Government General Records Retention Schedule.

3.1. BUDGET

The activity of determining estimates of the agency’s future revenue and expenditures.

DISPOSITION

Rev. 1 Apportion report recei
(OSPI) infermingith

Note: OSP!
retention edu

d e i uperi dent blic
fi ocation.
0 Si rc ccord ith

jo

of report

I’'s examinationdreport,
whichever is sooner

then
Destroy.

AUTHORITY DESCRIPTION OF RECORDS ErE el L) DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-02-03 | Apportionment Report from OSPI Retain for 4 years after date NON-ARCHIVAL

NON-ESSENTIAL
OPR

SD51-02A-04 | Budget Revision Requests

Retain for 6 years after end of

NON-ARCHIVAL
NON-ESSENTIAL

Rev. 1 Formal requests to revise a budget that has already been adopted. fiscal year .
then
Destroy.
3. FINANCIAL




SNS

Office of the Secretary of State

Washington State Archives

Public Schools (K-12) Records Retention Schedule

Version 8.3 (June 2020)

4. HUMAN RESOURCE MANAGEMENT

This section covers records relating to human resource management where not covered by the Local Government Common Records Retention Schedule (CORE) /
State Government General Records Retention Schedule.

not sufficient information to conclude that the misconduct occurre
sexual misconduct where the school/district decides not to proceed with an investigation.

Includes, but is not limited to:
e Accusation(s) and decision(s) not to investigate;
e Complaint initiating the investigation; investigative reports, statements, taped
information, corrective action, correspondence and notes;
e Investigative summary report;
e Rebuttal documents (RCW 28A.400.301(12));
e Correspondence and reports to/from OSPI.
Reference: Limitation of actions RCW 9A.04.080(1)(c).

Note: (Some of) these records may be exempt from public disclosure. RCW 42.56.230(3). For
guidance on the disclosure of these records, please consult your agency attorney.

retain for 30 years after date
of most recent accusation &
completion of
investigation/decision not to
investigate

or

30 years after date of
separation from employment,
whichever is earlier

then
Destroy.

4.1. MISCONDUCT/DISCIPLINE/GRIEVANCE
The activity of investigating and responding to employee misconduct, grievances, and disciplinary matters.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-020 | Employee Sexual Misconduct Accusations/Investigations — Sustained and Unfounded Retain until subject of NON-ARCHIVAL
Rev. 1 i i i allegation(s) reaches age 80 NON-ESSENTIAL

OPR

4. HUMAN RESOURCE
MANAGEMENT
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4.1. MISCONDUCT/DISCIPLINE/GRIEVANCE

The activity of investigating and responding to employee misconduct, grievances, and disciplinary matters.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-021 | Employee Verbal Abuse/Physical Abuse Accusations/Investigations — Sustained and Retain until subject of NON-ARCHIVAL
Rev. 1 Unfounded allegation(s) reaches age 80 NON-ESSENTIAL
Records relating to investigation of verbal abuse or physical abuse as defined by chapter or OPR
181-88 WAC, (allegedly) committed by an employee as defined by WAC 181-88-020. If subject of allegation(s) dies
Also includes investigations of verbal or physical abuse accusations where the employee prior to reaching age 80,
retains e entpwith the distri d/omi igati hysi etai ye er date
accusatiofns where t ts i a most recent n&
and/or accu s r e f
proceed Wi v d onpdnot to
Includes, but is not limited to: investigate
e Accusation(s) and decision(s) not to investigate; or
e Complaint initiating the investigation, investigative reports, statements, taped 10 years after date of
information, corrective action, correspondence and notes; separation from employment,
e Investigative summary report; whichever is earlier
e Rebuttal documents (RCW 28A.400.301(12)); then
e Correspondence and reports to/from OSPI. Destroy.
Reference: Limitation of actions RCW 9A.04.080(1)(b).
Note: (Some of) these records may be exempt from public disclosure. RCW 42.56.230(3). For
guidance on the disclosure of these records, please consult your agency attorney.

4. HUMAN RESOURCE
MANAGEMENT Page 22 of 89
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4.2. PERSONNEL
The activity of documenting an individual’s employment with the agency. Includes volunteers.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NOMBERBAR) DISPOSITION ACTION
SD2014-022 | Certificated Years of Experience Retain for 60 years after NON-ARCHIVAL
Rev. 1 Records documenting certificated employee work experience as defined by WAC 392-121- | €xpiration or renewal of p E_SSEN:'AL )
264, which is used for future salary computation verification purposes pursuant to WAC certification o 'sasoe;Recovery
392-121-280. then
Excludes records covered by: Destroy.
SD51-01-46 | Signature of Receipt Record Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 Receipts or lists signed by employees to verify receipt of instructions, or documents such as | School year NON-ESSENTIAL

paychecks, leave/ benefit reports, retirement system accounting statements, etc.

then
Destroy.

OFM

4. HUMAN RESOURCE
MANAGEMENT
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4.3.

STAFF DEVELOPMENT

The activity of enhancing employees’ competencies and skills through programs and training.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS

NUMBER (DAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-04G-03 | List of HIV/AIDS and Hepatitis B Virus (HBV) Trained Employees
Rev. 2 List of public school employees who have been educated about the transmission,

prevention, and treatment of HIV/AIDS pursuant to RCW 70.24.290 & chapter 392-198
WAC, and other blood-borne pathogens pursuant to Washington Industrial Safety and

Excludes i idual employee tr c re
e F ee rk History SE;RS E
e Person ployment Work History Files (DAN 3042).

Note: Rete ase earrequireme ployee exposur s ( 8

20010).

Health Act (WISHA) standards pursuant to chapter 49.17 RCW and chapter 296-823 WAC.

Retain for 30 years after end
of school year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

4. HUMAN RESOURCE
MANAGEMENT
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5. STUDENT LEARNING

5.1. CURRICULUM
The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-02 | Administration of Federal and State Categorical Grant Programs Retain until completion of NON-ARCHIVAL
Rev. 2 Records relating to the administration of federal and state categorical grant-funded State Auditor’s examination NON—E;::NTIAL
programs. report
Records imited t an
o ations/informa b to parénts/legal taifl for period requigd by
edUcational oppor ervices; n ra
e S ames/eligi ists, € etc.); th
e Staff information (copies of employment applications, payroll/stubs, etc.); Destroy.
e Budget, inventory of equipment, legal reports, pre- and post-test data,
comparability reports, evaluations;
e Promotion of parent/family involvement (Title | parent advisory councils,
coordination with other school-based programs and services, etc.).
Note: Some records covered by this series (e.qg., individual student records, employment
applications and payroll, etc.) are also covered more specifically elsewhere. Records that serve
multiple purposes must be retained for the longest of the applicable minimum retention periods.
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5.1. CURRICULUM

The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-04 | Course Additions, Deletions, and Changes Retain for 4 years after end of | NON-ARCHIVAL
Rev. 1 fiscal year NON-ESSENTIAL
OFM
or
until completion of State
Auditor’s examination report,
hi iS1S0
SD51-06A-19 | Course Description Catalog Retain until superseded ARCHIVAL
. . . .. . . (Permanent Retention)
Rev. 2 A publication for parents/guardians and students containing a comprehensive list and then

NON-ESSENTIAL

description of grade level courses offered annually. May include prerequisites, electives, Transfer to Washington State OPR
and other curriculum based information. Archives for permanent
retention.
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5.1. CURRICULUM

The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-11 | Curriculum Requests/Waivers/Substitutions Retain for 5 years after end of | NON-ARCHIVAL
Rev. 3 Records relating to student requests for classes or waivers/substitutions, where authorizing school year NON-ESSENTIAL
. L. — . . . OPR
signature/initials from school district staff is required (principal, teacher, counselor, etc.). then
Includes, but is not limited to: Destroy.

e Requests for curriculum requirement waivers;

e R to e 0 o]

e Denial/approval of req

° mmunications to/and from parent/legal guardia
Examples ers i , butlare not li

e Physical education waivers for health reasons;
e HIV/AIDS or sex education waivers (RCW 28A.230.070(4) or RCW 28A.300.475(6));
e Washington state history or math waivers (chapter 180-51 WAC).

Excludes:

e Student “surveys” used to plan staffing and course offering, that do NOT require
authorizing signature, covered by Organizing/Monitoring Work in Progress (DAN
GS2016-008 / GS 50011);

e State assessment waivers covered by Standardized Achievement Tests —
Communications and Requests (DAN SD2014-025).
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5.1. CURRICULUM

The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.

DISPOSITION

NS;LI;(;I:II;IZN) DESCRIPTION OF RECORDS DI::(.;E:\'JI'T(I)CI)\INA‘:INI':%N DESIGNATION
SD51-06A-05 | Curriculum Summaries and Guides Retain until superseded NON-ARCHIVAL
Rev. 2 Records relating to publications created by the school or district which support the then NON-ESSENTIAL
information provided in the Course Description Catalog. Records reflect statewide Destroy. OFM
curriculum requirements and guidelines, showing what is to be taught, how it will be
taught, and how students’ performance will be evaluated.
Includes r thapgreflectgth ing:
e C ts to/be taught; I 2
. @f . . E S E
e S er e objectives a tion criteria u
e Activities that will enable students to accomplish objectives.
Excludes records covered by Course Description Catalog (DAN SD51-06A-19).
SD51-06A-06 | Essential Academic Learning Requirements (EALR) — Program Files Retain until superseded NON-ARCHIVAL
Rev. 2 1. A complete set of student learning objectives for each core subject. then NON-(E)SFS'\ENTIAL
2. Community input data for development of EALR student learning objectives. Destroy.
3. Evaluation data for each EALR.
Excludes information verification reports covered by Reporting — Office of Superintendent
of Public Instruction (OSPI) — General (DAN SD51-01-37).
SD51-06A-07 | Essential Academic Learning Requirements (EALR) — Program Results Retain until test data NON-ARCHIVAL
Rev. 1 compiled and issued NON-ESSENTIAL
then OFM
Destroy.
Page 28 of 89
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5.1. CURRICULUM
The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-09 | Essential Academic Learning Requirements (EALR) — Individual Reports Retain until test data NON-ARCHIVAL
Rev. 1 compiled and issued NON-ESSENTIAL
OFM
then
Destroy.
SD51-06A-08 | Graduatio etai il.no lenger needed ARCHIVAL
Rev. 2 Statementiof co [ ired for gradua is approv the scho r agency busifiess (Permanent Retention)
o, . NON-ESSENTIAL
district’s gov ally hi | gradu r n h OPR
(and pro ies) for car chnical high u e ran ashinetdn State
high schools and skills centers in accordance with RCW 28A.230.097, and alternative high | Archives for permanent
school graduation requirements adopted in accordance with WAC 180-18-055. retention.
SD51-06A-10 | Instructional Materials Subject File Retain for 4 years after end of ARCHIVAL
Rev. 3 Evaluation data and recommendations on instructional materials that are accrued prior to | fiscal year (Appraisal Required)

Board adoption, where not included in advisory board agenda packets.
Excludes records covered by:

e Meetings — Advisory (DAN GS2012-027);
e Advisory Body Records (DAN GS 10015).

or
until completion of State
Auditor’s examination report,
whichever is sooner

then
Transfer to Washington State

Archives for appraisal and
selective retention.

NON-ESSENTIAL
OFM

5. STUDENT LEARNING
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5.1. CURRICULUM

The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-12 | Parent/Legal Guardian Permission Slips for Internet Access and Film Viewing Retain until end of school NON-ARCHIVAL
Rev. 0 year NON-ESSENTIAL
then OFM
Destroy.
SD51-20-03 | School M chedule etai e end of | NON-ARCHIVAL
Rev. 2 Class schadule unique to each s m 0ol year NON-ESSENTIAL
OFM
h
es
SD51-01-49 | Statement of Requirements and Expectations Signed and Returned by Parent/Legal Retain until end of school NON-ARCHIVAL
Rev. 0 Guardian year NON-ESSENTIAL
OFM
then
Destroy.
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5.2. HOME-BASED INSTRUCTION
Reference chapter 28A.200 RCW.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-09A-01 | List of Services Provided by the School District
Rev. 1

Retain until no longer needed
for agency purposes

then

Transfer to Washington State
Archives for appraisal and

ARCHIVAL
(Appraisal Required)
NON-ESSENTIAL
OPR

SD51-09A-02
Rev. 1

electi nti
t ears after.end of
hool year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

SD51-09A-05 | Parent/Legal Guardian Declaration of Intent
Rev. 1 Annual statement of intent by parent/ legal guardian to provide full-time or part-time

home-schooling for an individual student.

Retain for 4 years after end of
fiscal year

or

until completion of State
Auditor’s examination report,
whichever is sooner

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

5. STUDENT LEARNING
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5.2. HOME-BASED INSTRUCTION
Reference chapter 28A.200 RCW.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-09A-03 | Transfer of Home-Based Student to School/District Retain for 3 years after NON-ARCHIVAL
Rev. 2 Records relating to the transfer of home-based student to school/district, including st.udent graduates_ or_ NON'(E)SFS'\EINT'AL
placement/evaluation test results, notice of transfer, etc. withdraws from district
then
Destroy.

SUPERSEDED
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5.3. SKILLS CENTER

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-10-02 | Skills Center Patient Case Files Retain for 8 years after last NON-ARCHIVAL
Rev. 2 Records of health care/treatment given to patients provided as part of an instruction provision of health-related E_SSENT'AL
rogram through a skills center services (for Disaster Recovery)
prog g . OPR
Note: Retention based on 8-year statute of limitations for the commencement of actions for then
injuries resulting from health care or related services (RCW 4.16.350). Destroy.
SD51-10-03 | Skills Cent dent,Time etai e end of | NON-ARCHIVAL
Rev. 2 Log/sheet kecordingla stud /absence in nter course. calyear NON'ESEENT'AL
h
es
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5.4. SPECIAL EDUCATION PROGRAM
The activity of providing a free and appropriate education to children with disabling conditions pursuant to chapter 28A.155 RCW & chapter 392-172A

WAC. Excludes records relating to Rehabilitation Act of 1973 Section 504 accommodations, which are covered in CORE — Legal Affairs.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-051-02 | Special Education Program — Student History File Inform parent/adult student NON-ARCHIVAL
Rev. 3 Records relating to an individual student’s eligibility and enrollment in a Special Education | Pursuantto NON'%Ss:NTlAL
program. WAC 392-172A-05235
Includes, but is not limited to: and
° es ; et ears a
° u n, io r S; a o progra
° jon Programs|(IEPs); h
° nce/communicati es
Excludes records covered by:
e Official Student Record (DAN SD51-05F-10);
e Special Education Program — Student History File Retention/Disposition Notification
(DAN SD51-051-03).
Note: “Each school district shall inform parents and adult students when personally identifiable
information collected, maintained, or used in compliance with this chapter is no longer needed
to provide educational services to the student, or is no longer required to be retained under
state or federal law.” (WAC 392-172A-05235)
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5.4. SPECIAL EDUCATION PROGRAM
The activity of providing a free and appropriate education to children with disabling conditions pursuant to chapter 28A.155 RCW & chapter 392-172A
WAC. Excludes records relating to Rehabilitation Act of 1973 Section 504 accommodations, which are covered in CORE — Legal Affairs.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-051-03 | Special Education Program — Student History File Retention/Disposition Notification Retain for 6 years after NON-ARCHIVAL
Rev. 3 Records relating to informing parents/adult student that personally identifiable information _parent/ad_ult student _ NON'%Ss:NTlAL
contained in the Special Education Student History File is no longer needed to provide informed in accordance with
educational services to the child in accordance with WAC 392-172A-05235. WAC 392-172A-05235
then
B — Y
SD51-051-04 | Special Education P. M Student Not Eligible Retain for 5 years aftej NON-ARCHIVAL
Rev. 2 Referrals, evaluations, evaluation reports, and notices for students determined notto be _StUC_I e d'to be NON'ZSFS'\ENT'AL
eligible for the special education program. ineligible
then
Destroy.
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5.5. STUDENT ACHIEVEMENT TESTING (STANDARDIZED)
The activity of measuring student knowledge/achievement through mandatory, standardized student assessments/tests as required by federal or state
statute and/or the Office of the Superintendent of Public Instruction (OSPI). Excludes optional school/district assessments, optional 3™ party/vendor
testing results, and tests included in classroom grade documentation.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-025 |Standardized Achievement Tests — Communications and Requests Retain for 5 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to informing parents/legal guardians about mandatory state assessments, |School year NON'E;‘:’:NT'AL
and processing requests for waiver/substitution made on behalf of individual students. then
Includes, ot limi : es
° -ors e @ ons/i a b 0 par al
students/about mandatory state testing;
° cat ndfrom indi ents/legal guardi egardi st
waivers, substitutions, etc.;
e Records relating to approval/denial of request, etc.
Excludes individual student test results covered by Standardized Achievement Test Results —
Individual Student (DAN SD51-06A-17).
SD51-06A-16 | Standardized Achievement Test Results — Group Reports Retain for 5 years after date NON-ARCHIVAL
Rev. 2 Summary of standardized achievement tests required by federal or state statute and/or the | of report NON'(E)SFS';NHAL
Office of Superintendent of Public Instruction (OSPI). May include scores by class, grade, then
program, sex, ethnic group, building, district, etc. Destroy.
Note: OSPI’s record of standardized test results is designated Archival for OSPI and must be
retained by OSPI until transferred to Washington State Archives for permanent retention.
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5.5. STUDENT ACHIEVEMENT TESTING (STANDARDIZED)

The activity of measuring student knowledge/achievement through mandatory, standardized student assessments/tests as required by federal or state
statute and/or the Office of the Superintendent of Public Instruction (OSPI). Excludes optional school/district assessments, optional 3™ party/vendor
testing results, and tests included in classroom grade documentation.

Ii\lls.l:'(l)-li)lyl'cr)\’(“ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-17 | Standardized Achievement Test Results — Individual Student Retain for 3 years after NON-ARCHIVAL
Rev. 3 Individual student results of standardized achievement tests required by federal or state student graduates or NON-ESSENTIAL
statute and/or the Office of Superintendent of Public Instruction (OSPI). withdraws from district OFM
Excludes I sc

(School/District Opti

Note: OSP!’s re o)
retained ti
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5.5. STUDENT ACHIEVEMENT TESTING (STANDARDIZED)
The activity of measuring student knowledge/achievement through mandatory, standardized student assessments/tests as required by federal or state
statute and/or the Office of the Superintendent of Public Instruction (OSPI). Excludes optional school/district assessments, optional 3™ party/vendor
testing results, and tests included in classroom grade documentation.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-18 | Standardized Achievement Testing (Mandatory) Retain until completion of NON-ARCHIVAL
Rev. 3 Records documenting standardized achievement testing required by federal or state testing NON'(E)SFS';NT'AL
statute and/or the Office of Superintendent of Public Instruction (OSPI), where OSPI is the then
custodian nd te o contr, ot
Records i i ] n
e Testbo i ists, sign+in sheets/raste tc.; S
o A answers s of formati(p at
including test booklets, answer/bubble sheets, etc.; in the current Washington
e Correspondence with OSPI (testing irregularities, modified testing schedules, State Assessment

medical exemptions, damaged/missing numbered booklets, proof of return of test | Coordinators Manual.
materials, etc.).

Tests/testing materials may include, but are not limited to:

e Measurements of Student Progress (MSP); Smarter Balanced Tests (English
Language Arts, Math, etc.);

e High School Proficiency Exam (HSPE), HSPE-Basic, Developmentally Appropriate
Proficiency Exam (DAPE);

e End of Course Exams (EOC Algebra, EOC Geometry, EOC Biology, etc.).

Excludes English language proficiency assessments conducted pursuant to chapter 28A.180
RCW and covered by Student Assignment — Special Service Programs (Transitional Bilingual
Instruction) (DAN SD2014-027).

Reference Washington State Assessment Coordinators Manual on OSPI’s website.
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5.6. TEACHING RECORDS

The activity of teachers documenting their teaching plans and the performance of their students.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-074 | Alternative Learning Experience (ALE) Retain for 5 years after end of | NON-ARCHIVAL
Rev. 2 Records documenting student participation in an alternative learning experience program school year NON—E;;:NTIAL
pursuant to WAC 392-121-182. then
Includes, but is not limited to: Destroy.
e |Letter of attestation/statement of understanding;
° i e e in );
° i a at al he
es plan; estimated hours p eek of student participa
2rials nee imelines and'met re i
student progress; specific learning goals/objectives/requirements; HQT (highly
qualified teacher) for each course; whether ALE meets the state’s learning
requirements, etc.);
e Student/teacher instructional two-way interactions/contacts;
e  Monthly progress evaluations and weekly communications with student (and
parent/legal guardian for student grades K-8), including dates when occurred.
Excludes attendance records covered by Attendance (DAN SD51-04-05).
Note: Please consult WAC 392-121-182 for additional ALE recordkeeping requirements.
SD51-06E-01 | Grade Documentation — Elementary Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 To provide documentation for grades. school year NON-ESSENTIAL
OFM
then
Destroy.
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5.6. TEACHING RECORDS
The activity of teachers documenting their teaching plans and the performance of their students.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06E-02 | Grade Documentation — Secondary Retain for 5 years after end of | NON-ARCHIVAL
Rev. 2 To provide documentation for grade and credit record challenges. Includes records that school year NON'(E)SFS;NHAL
document state graduation requirements, such as culminating projects, senior projects, etc. | then
Destroy.
SD51-09-01 | Home/Ho NON-ARCHIVAL
Rev. 1 Records o'stude o are NON-ESSENTIAL
. OPR
temporarily s because p d
mental d -0
Destroy.
SD51-06E-03 | Lesson Plans Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 school year NON-ESSENTIAL
OFM
then
Destroy.
SD2020-003 | Papers, Projects, and Other Assignments Submitted by Students — Not Retrieved Retain until end of school NON-ARCHIVAL
Rev. 0 Materials submitted by students in fulfillment of requirements, where the student has not | Y€ar NON'EOSFSI;NTIAL
retrieved the materials. then
Includes, but is not limited to: Destroy.
e Papers, projects, and other assignments (regardless of format);
e Student responses to exams/tests.
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5.6. TEACHING RECORDS

The activity of teachers documenting their teaching plans and the performance of their students.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-023 | Student Assessments (School/District Optional) — Test Selection Retain for 3 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to the selection of optional student assessments/tests administered by the | fiscal year NON—E;;:NTIAL
school/district (including contractors) to evaluate student or classroom needs, instructional | then
strategies, etc., where the test: Destroy.

e |s not required by federal or state statute and/or the Office of Superintendent of

P truetion (QSPI o) u g
o | t requi h aduation and is not tied rade progression;

e Resu e submitted to OSPI.
Excludes i dmini on and result nt D

Optional) — Testing and Results (DAN SD2014-024).
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5.6. TEACHING RECORDS

The activity of teachers documenting their teaching plans and the performance of their students.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NOMBERBAR) DISPOSITION ACTION
SD2014-024 | Student Assessments (School/District Optional) — Testing and Results Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 Records relating to optional student assessments/tests administered by the school/district | school year NON-ESSENTIAL
. . . . . OPR
(including contractors) to evaluate student or classroom needs, instructional strategies, then
etc., where the test: Destroy.

e |s not required by federal or state statute and/or OSPI and is not tied to funding;

e s ui for High o ndisAettied p n;
o Results are e - itted to O

May include, butis imited to: E
e Te gnm s, sigh-i scoring book rk ;

e Test data, results and reports;
e Measures of Academic Progress (MAP), Dynamic Indicators of Basic Early Literacy
Skills (DIBELS), etc.

Excludes:
e Mandatory testing covered in the Student Achievement Testing (Standardized)
section;

e Test results included in classroom grade documentation covered by Grade
Documentation — Elementary (DAN SD51-06E-01) and Grade Documentation —
Secondary (DAN SD51-06E-02);

e Vendor/3rd party testing results (SAT, ACT, AP, IB) retained in Student Cumulative
Folder (Student File Folder) (DAN SD51-05F-07);

e Test selection records covered by Student Assessments (School/District Optional) —

Test Selection (DAN SD2014-023).
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6. STUDENT ADMINISTRATION

6.1. STUDENT ASSIGNMENT

The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-064 | Homeless Child and Youth Identification/Eligibility Determination Retain for 6 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to identifying students who lack fixed, regular and adequate nighttime school year NON-ESSENTIAL

. .. PR
residenc eterminin th ©

grades Pr pur
Improvements

S

Includes, ot li

e Screening/interview/intake forms and checklists (eligible and ineligible);
e Information provided to parents/legal guardians about educational and related
opportunities available to their children;

e Qutreach efforts conducted by the district homeless liaison and other district staff
(notices posted at shelters, etc.);
e Coordination with other entities and agencies.

Excludes records covered by:

e Official Agency Policy and Procedure Directives, Regulations and Rules (DAN GS50-
01-24);
e Policies and Procedures — Agency Core Mission (DAN GS 10002).

6. STUDENT
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6.1. STUDENT ASSIGNMENT

The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

N?Ei%g%ﬁ” DESCRIPTION OF RECORDS DI::;EII\'II::-IO?\INAACI'\'I':)ON DESIGNATION
SD51-09-02 | Immunization Status Retain until student graduates | NON-ARCHIVAL
Rev. 2 Records documenting a student’s immunization status, including proof of immunization or withdraws NON-ESSENTIAL
pursuant to RCW 28A.210.080, or certification of exemption pursuant to RCW 28A.210.090. | then OFM
Includes D entgof Health ificate nizaii atus 34 et rem
I i I t ardian or em
d
S U E S E or
Destroy.
SD2012-065 | Immunization/Exemption Reporting Compliance Retain until compliance is NON-ARCHIVAL
Rev. 1 Records documenting the school/district’s efforts to achieve student compliance with achieved or student NON-ESSENTIAL
immunization requirements pursuant to RCW 28A.210.080 and chapter 246-105 WAC. withdraws/graduates, OPR
Includes, but is not limited to: whichever is sooner
e Steps taken to bring students into compliance; then
e Correspondence to and from parent/legal guardian(s). Destroy.
Excludes immunization status reports covered by Immunization Status (DAN SD51-09-02).

6. STUDENT
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6.1. STUDENT ASSIGNMENT

The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS IO ND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-066 |Immunization-Related Exclusions Retain for 3 years after date NON-ARCHIVAL
Rev. 2 Records relating to the exclusion of students from school due to failure to provide proof of | student excluded from school | NON-ESSENTIAL

immunization or certification of exemption pursuant to RCW 28A.210.120, WAC 246-105- then OPR
080, and/o ter 392-380 WA es

Includes exclusions due to ease out rsuant to'chapter 246-

WAC.

Excludes ati re nizat A -09-
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6.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

Tﬁ:ﬂﬂggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05J-06 | Student Assignment — General Retain for 6 years after end of | NON-ARCHIVAL
Rev. 3 Records relating to the assignment of a specific student to a district, school or program where a school year NON-ESSENTIAL
placement process exists (such as lottery, teacher nomination, etc.). then OPR
Programs include, but are nat limited to.

es
s, imath/art/science/mu
ntessori, etc.;
P);

e “College in school” classes (where not associated with Running Start).

Records include, but are not limited to:

e Nominations, observations, recommendations;
Screening/interview/intake forms and checklists (eligible and ineligible);
Testing results;

e Communications with parents/legal guardians;
e Appeals.

Excludes:
e Special education programs regulated by chapter 28A.155 RCW;
e Categorical/special service programs covered by SD51-06A-13, SD2014-027, and/or
SD2014-026;
e Alternative Learning Experience (ALE) programs covered by SD20122-074;
e Home-based instruction covered by SD51-09A-01, -02, -03, and -05;
e Student transfers covered by SD51-05J-02, SD2012-067 and SD51-09A-03.

6. STUDENT
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6.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

Tﬁ:ﬂﬂggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-13 | Student Assignment — Special Service Programs (Student Not Placed) Retain for 1 year after NON-ARCHIVAL
Rev. 2 Records relating to student qualification for or placement in special service schools, programs, placement denied or declined NON-ESSENTIAL
classes and activities offered by the district (including contractors) that are regulated by specific | gnd OPR
statute and where the student is denied placement or where the student/parent/legal guardian Xpi 3 riod,
declines e t. i . . .
ichever is la
Programs mayi pot limi : R E h
° hly ¢ i ted (chapter 392-170 WA
o Le Assi 92162 ); es
e Indian Education Programs (Title VII);
e  Running Start Program (chapter 392-169 WAC);
e Dropout Reengagement Program (chapter 392-700 WAC).
Records include, but are not limited to:
e Nominations, observations, recommendations;
e Screening/interview/intake forms and checklists;
e Testing results;
e Communications with parents/legal guardians;
e Appeals.
Excludes records covered by:
e Special education programs regulated by chapter 28A.155 RCW;
e Transitional bilingual instruction programs regulated by chapter 28A.180 RCW;
e Homeless Child and Youth Identification/Eligibility Determination (DAN SD2012-064);
e Alternative Learning Experience (ALE) (DAN SD2012-074).
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6.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

Tﬁiﬂﬂggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-026 |Student Assignment — Special Service Programs (Student Placed) Retain for 3 years after NON-ARCHIVAL
Rev.0 Records relating to student participation in special service schools, programs, classes and student graduates or NON-ESSENTIAL
activities offered by the district (including contractors) that are regulated by specific withdraws from district OPR
statute. Se th
Program stroy.

e Indian Education (Title VII {20 U.S.C. 7401 et seq.});
e Running Start Program (chapter 392-169 WAC);
e Dropout Reengagement (chapter 392-700 WAC).

Records may include, but are not limited to:

Nominations, observations, recommendations;

e Screening/interview/intake forms and checklists;

e Testing results;

e Communications with parents/legal guardians.
Excludes:

e Special education programs regulated by chapter 28A.155 RCW;

e Transitional bilingual instruction programs regulated by chapter 28A.180 RCW;
e Homeless child and youth programs covered by SD2012-064;

e Alternative Learning Experience (ALE) records covered by SD2012-074;

e Grade documentation covered by SD51-06E-02.

6. STUDENT
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6.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-027 |Student Assignment — Special Service Programs (Transitional Bilingual Instruction) Retain for 3 years after NON-ARCHIVAL
Rev. 0 Records relating to determining student eligibility for and student participation in student graduates or NON'ES:FENT'AL
Transitional B|I|ngual Instruction Programs (TBIP) pursuant to chapter 28A 180 RCW such withdraws from district
as English arners (E ngli th
and eligi stroy.
Records inc re no
LS) verif /leg
student;
e Communications with parents/legal guardians, notifications, etc.;
e English language proficiency assessment results (placement and annual tests);
e Documentation pertaining to student’s exit from program.
SD51-05J-02 | Student Assignment — Transfer Requests (Granted) Retain for 6 years after end of | NON-ARCHIVAL
Rev. 3 Records relating to parent/guardian requests for their student to be released to attend a school year NON'Eg::NT'AL
nonresident school district, or to transfer in from the student’s resident school district then
(commonly referred to as boundary exceptions) in accordance with RCW 28A.225.220, or | pestroy.
for an intra-district school transfer in accordance with RCW 28A.225.270, where the
request is granted.
6. STUDENT
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6.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-067 |Student Assignment — Transfer Requests (Not Granted) Retain for 3 years after denial NON-ARCHIVAL
Rev. 1 Records relating to parent/guardian requests for their student to be released to attend a of request NON'ES:FENT'AL
nonresident school district, or to transfer in from the student’s resident school district then
ndary excepti in ac ce wit 28 0, es
ofidance wit .225. where the
be appealed to the Office of Supetri t of Public
nce with RCW 28A.225.230.
SD51-05J-04 | Student Registration Retain for 3 years after NON-ARCHIVAL
Rev. 3 Records documenting student entry into and/or withdrawal from the school/district, superseded NON-ESSENTIAL
. . . OPR
including students who register but do not attend. or
Includes, but is not limited to: 3 years after student
e Applications and registration forms or cards; graduate§ or'withdr'aws fro.m
e Annual printouts verified and signed by parent/legal guardian. school/ district, whichever is
. . . sooner
Excludes records relating to student transfers, which are covered by Student Assignment —
Transfer Requests (Granted) (DAN SD51-05J-02). then
Destroy.
6. STUDENT
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6.2. STUDENT ATTENDANCE/ABSENCE

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
O DISPOSITION ACTION
SD51-04-01 | Absence (Student) — Grades K-8 Retain for 4 years after end of NON-ARCHIVAL
Rev. 2 Records relating to student absence (excused and unexcused), where a truancy petition has | fiscal year NON'ESFSI\EINHAL
not been filed. or
Includes, but is not limited to: until completion of State
e Phone logs and correspondence (including email) to and from parent/legal Auc?itor's e?<amination report,
guardian verifying student absence; whichever is sooner

e Ab tifications an n al , e
provi etc, tr

e Meeting and conference notes;

e Re cu steps taken to eliminate or red s b

Note: If a truancy petition is filed, these records become part of the truancy case file and are
covered by Truancy Case Files (DAN SD51-04-10).

6. STUDENT
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6.2. STUDENT ATTENDANCE/ABSENCE

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2011-154 | Absence (Student) — Grades 9-12

Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 Records relating to student absence (excused and unexcused), where a truancy petition has | fiscal year NON'ESFSI\EINHAL
not been filed. then
Includes, but is not limited to: Destroy.

e Phone logs and correspondence (including email) to and from parent/legal

guardian verifying student absence;

e Ab tifications an n al s
provi etc.

e Meeting ahd conference notes;

e Re cu steps taken to eliminate or red s b

Note: If a truancy petition is filed, these records become part of the truancy case file and are
covered by Truancy Case Files (DAN SD51-04-10).

6. STUDENT
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6.2. STUDENT ATTENDANCE/ABSENCE

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
O DISPOSITION ACTION
SD51-04-05 | Attendance Retain for 4 years after end of NON-ARCHIVAL
Rev. 2 Records documenting student presence or absence, each day and/or period, in all grade fiscal year NON'%Ss:NTlAL
levels. or
Includes, but is not limited to: until completion of State
e Attendance in all learning environments (classroom, alternative Iearning Auditor’s examination report,
experience, pre- kindergarten programs administered by the agency, etc.) whichever is sooner
e At e
op m < d st tr
cogrectio unity s ooIs etc.
o At esheets (in ent i

source and supporting documentation;
e Paper and/or electronic input;
e All grade levels (Pre-K, K-12, etc.).

Excludes grant-funded programs (Head Start, etc.) which are covered by records series in
the Financial Management section of the Local Government Common Records Retention
Schedule (CORE) / State Government General Records Retention Schedule.

6. STUDENT
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6.2. STUDENT ATTENDANCE/ABSENCE

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06C-31 | Attendance — School-Sponsored Activities, Events and Programs Retain for 6 years after end of NON-ARCHIVAL
Rev. 2 Records relating to attendance at school or district-sponsored events and extracurricular school year NON'%Ss:NTlAL
activities, such as field trips, music, science and athletic activities or competitions, traffic then
safety programs, safety patrol, etc., whether taking place at school/district facilities or Destroy.
elsewhere.

Includes, but is not limited to:

e N ¢

: SI | i . S E

e P i Isslons provalquseapri te vehicles, waiver
lia formation, et

e Chaperone/driver lists and information;
e Transportation arrangements (including bus trip requests/authorizations, ticket
logs, private vehicle checklists, etc.).

Excludes records covered by:

e Accidents/Incidents — No Claim Filed (Under Age 18) (DAN GS50-06C-03 / GS
18007);

e Accidents/Incidents — No Claim Filed (Age 18 and Older) (DAN GS2010-081 / GS
18008);

e (Claims for Damages (DAN GS50-01-10);

e Ljtigation Case Files (DAN GS53-02-04);

e [jtigation Case Files — Routine (DAN GS 18004);

e [jtigation Case Files — Significant (DAN GS 18009).

6. STUDENT
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6.2. STUDENT ATTENDANCE/ABSENCE
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-14 | Student Tracking Retain until end of fiscal year NON-ARCHIVAL
Rev. 2 Recordings documenting student whereabouts while at school. then NON'ESFS'\EINHAL
Includes, but is not limited to: Destroy.
e Student sign in/sign out sheets, late arrival/early departure logs, etc;
e Temporary authorizations for bus and pick-up changes.
Excludes admit slips and hall passes, covered by Informational Notifications/
Communic@tions(BAN G550-02-C 0001 )
SD51-04-10 | Truancy Case Fi se NON-ARCHIVAL
Rev. 1 Records re stud . NON'%S:FENTIAL
parent/legal guardian in accordance RCW 28A.225.035. or
Includes, but is not limited to: 6 years after student
e Absence reports/profiles; Ie.avgs/with'draws from school
e Phone logs and correspondence (including email) to and from parent/legal district, whichever is later
guardian; then
e Meeting and conference notes; Destroy.
e Records documenting steps taken to eliminate or reduce student absence.
e Petitions to compel school attendance;
e Compulsory school attendance filing forms;
e Intervention plans;
e Truancy conference counseling forms.
6. STUDENT
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6.2. STUDENT ATTENDANCE/ABSENCE

[:\Ilsj';'zg-ll;llg\'!\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-07 | Truancy Petition/Disposition Log Retain for 6 years after last NON-ARCHIVAL
Rev. 1 Summary listing/log which tracks the filing and disposition of truancy petitions to compel entry NON'E)SFS'\EINHAL
school attendance. then
Destroy.

SUPERSEDED

6. STUDENT
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6.3. STUDENT DISCIPLINE

DISPOSITION
RETENTION AND
AUTHORITY
NUMBER (DAN) DESCRIPTION OF RECORDS e ————— DESIGNATION
SD2020-004 | Student Behavioral Support Retain until end of school NON-ARCHIVAL
Rev. 0 Behavioral Support records cover routine/minor behavior issues for students associated year NON-ESSENTIAL
. . . . . . . . . OPR
with missed instruction. Behaviors include but are not limited to: property misuse, misuse then
of technology, disturbing the learning of others, excessive talking, unintentional physical Destroy.

contact, etc.

Note: Behavioral Support records are not state reportable.

SD51-05F-08 | Student C natter| NON-ARCHIVAL

Rev. 3 Records relateo ing and i i i individua S NON—E;::NTIAL

abusive or foul language at a school district employee, school volunteer, or another
student, or violating school rules, and interfering with an orderly education process.

3 years after student
graduates or withdraws,

Includes, but is not limited to: whichever is sooner
e Written reprimands and/or written notifications to parents; then
e Harassment, Intimidation, and Bullying (HIB) form. Destroy.

Excludes records covered by:

e  Civil Rights — Violation Complaints (1986 and later) (DAN GS2017-002);

e  Student Behavioral Support (DAN SD2020-004);

e Student Discipline — Founded (State Reportable Misconduct) (DAN SD2017-003).
Note: Code of Conduct Violations are not state reportable.

6. STUDENT
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SD2020-005 | Student Discipline — Founded (State Reportable Misconduct) Retain for 6 years after matter| NON-ARCHIVAL
Rev. 0 Records documenting a student’s exceptional misconduct (weapons, sexual violence, drugs |resolved NON-ESSENTIAL
as per RCW 28A.600.460) resulting in long term suspension and/or expulsion. then OPR
Includes, but is not limited to: Destroy.

e Written notifications to parents;
e Harassment, Intimidation, and Bullying form (HIB);
e Student disciplinary action reports per RCW 28A.600.460.
Excludes records covered by:
e  Civil Rights — Violation Complaints (1986 and later) (DAN GS2017-002);
e Student Behavioral Support(DAN SD2020-004);
o Student'Discipline — Fo W de of Conduc ns) (DAN'SD51-05F-08).

SD2020-006 |Student Discipline - ea Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to misconduct complaints ih W the complaint proved to be or agency busi NON-ESSENTIAL
unsubstantiated upon appeal or additional information received. then OPR
Destroy.

6. STUDENT
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6.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05F-05 | General Educational Development (GED) Test — Eligibility Retain until no longer needed NON-ARCHIVAL
Rev. 1 Records relating to student requests for approval to take the General Educational for agency business NON'(E)SFS;NT'AL
Development (GED) test in accordance with chapter 180-96 WAC in order to receive a then

Certificate of Educational Competence pursuant to chapter 131-48 WAC.

Destroy.
Includes, but is not limited to:

st a m f
Latin ther stantial
aoular hig hoal educatic

e Notarized statement/letter for home school students pursuant to RCW
28A.225.010(4);

e Agency copies of student GED test scores and Certificates of Educational
Competence.

e student to leave the

Note: The State Board of Community and Technical Colleges (SBCTC) administers GED testing
and retains a record of all certificates of educational competence issued until the recipient
reaches age 90 in accordance with its records retention schedule.

6. STUDENT



n Public Schools (K-12) Records Retention Schedule

Office of the Secretary of State Version 8.3 (June 202 0)
Washington State Archives

6.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05F-02 | Authorization For/Release of Student Records — Prior Consent Not Required Retain for 3 years after NON-ARCHIVAL
Rev. 2 Records relating to each request for access to — and each disclosure of — personally request received and records NON-E;;:NTIAL
identifiable information from the education records of each student where prior consent is | released
not required in accordance with 34 CFR § 99.31, 34 CFR §99.32(d), and WAC 392-172A- then
05195, and where disclosure records are not required to be retained longer than 3 years in Destroy.
accordanceawith federal or stat

Includes, but is not |

, I om and rele ords to:
e The parent student;
34 CFR §99.

Certain parties seeking directory information under 34 CFR § 99.37;
A judicial order or subpoena under 34 CFR §99.31(a)(9)(ii)(A), (B) & (C).

Excludes records covered by Authorization For/Release of Student Records — Prior Consent
or Documentation Required (DAN SD2012-068).

Reference: Family Educational Rights and Privacy Act (FERPA).

o o
>
=R
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6.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-068 | Authorization For/Release of Student Records — Prior Consent or Documentation Required | Retain until the education NON-ARCHIVAL
Rev. 2 Records relating to each request for access to — and each disclosure of — personally records of t.he student are no NON'ESSENT'AL
identifiable information from the education records of each student where prior consent is | longer retained
required in accordance with 34 CFR § 99.30, and/or where disclosure records are required then
to be retained in accordance with 34 CFR § 99.32. Destroy.
Includes, , reé ro le ecor
o A n ¢ ro re ibl ent;
° tional authorities and fe ficials an encies listed|in 34
C suantto 34 C 2
e Private schools where the student is enrolled or plans to enroll pursuant to WAC
392-172A-05225(3);
e Officials of participating agencies providing or paying for transition services
pursuant to WAC 392-172A-05225(2)(b).
Excludes records covered by Authorization For/Release of Student Records — Prior Consent
Not Required (DAN SD51-05F-02).
Reference: Family Educational Rights and Privacy Act (FERPA).
SD51-05F-03 | Confidential Reports (a.k.a. Guidance Reports or Supplementary Reports) Retain for 3 years after NON-ARCHIVAL
Rev. 1 Includes subjective reports and anecdotal information from district, outside agencies and st'udent graduates or NON'ESFSI\ENTIAL
individuals. withdraws
Remarks: These records should be separated from the cumulative folder with access limited in then
accordance with the Family Educational Rights and Privacy Act (FERPA). Destroy.
6. STUDENT
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6.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-20-10 | Graduate List Retain for 6 years after ARCHIVAL
. current school year (Permanent Retention)
Rev. 1 Annual list of graduates. NON-ESSENTIAL

Excludes records covered by Official Student Record (DAN SD51-05F-10).

then

Transfer to Washington State
Archives for permanent

OFM

SUPERSEDED

6. STUDENT
ADMINISTRATION
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6.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
SR DISPOSITION ACTION
SD51-05F-10 | Official Student Record Retain for 100 years after NON-ARCHIVAL
Rev. 3 Documentation of student enrollment history/grade progression for all grades and all st.udent graduates or p E§SEN'|I"IAL )
schools (K-12). Record must contain student name, academic year, and school attended. withdraws o 'sasoe;Recovery

Record may also contain additional personally identifiable information including address,
phone number, classes attended, grades earned, attendance record, grade level completed,

e Middle/junior high school transcript or other academic history showing courses
taken and grades earned,;

e Elementary enrollment history and grade progression;

e Legacy records such as permanent record cards & teacher registers (prior to
1940’s);

e Records documenting all successful requests for changes and changes made to the
official student record, including modifications such as grade adjustments,
graduation status, error corrections, etc.

Note: All other records pertaining to each student belong in the cumulative folder, or are
covered by other series.

etc

imited to:

| transcripts prepared in accordance wi AC 392-415-070 (includ
m ation require

then
Destroy.

6. STUDENT
ADMINISTRATION

Page 63 of 89




SNS

Public Schools (K-12) Records Retention Schedule

Ofﬁze of the Secretary of State Version 8.3 (June 2020)
Washington State Archives
6.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-069 | Official Student Record — Change Request Denied Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to requests for changes to official student records by a student/legal request denied NON-ESSENTIAL
. . OFM
guardian, where the change is not allowed/made. then
Destroy.
SD51-05F-11 | School Regi. Retai ib.no lenger needed ARCHIVAL
Rev. 1 Remarks: fithere'is nelofficialstu rdthat super scheol reglstels, these must be | 10r agency busifless (Appraisal Required)
retained for a h NON-ESSENTIAL
OFM
ran ashing State
Archives for appraisal and
selective retention.
6. STUDENT




n Public Schools (K-12) Records Retention Schedule

Office of the Secretary of State Version 8.3 (June 202 0)
Washington State Archives

6.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05F-07 | Student Cumulative Folder (Student File Folder) Retain for 3 years after NON-ARCHIVAL
Rev. 4 Information (regardless of format) collected on each student, where not covered by a more St_Udent graduates or NON‘(E)SFS;NT'AL
specific records series. withdraws from

Includes, but is not limited to: school/district

e Date of entry and withdrawal; then
o | ir , se c s re es

n a ic io tacti

(paren loyment, familyddoctor, babysit

e

e Student identification photos;

e Grade progression and other student progress reports;

e Results of standardized tests and assessments (MSP, HSPE, WELPA, SAT, AP/IB,
etc.);

e Records of student accomplishments and participation in school activities;

e Such other information as shall enable staff to counsel with students and plan
appropriate activities.

Excludes records covered by Official Student Records (DAN SD51-05F-10).

Note: When a student transfers to another school district, only copies of these records are to be
forwarded. Original records are to remain with the district for the minimum retention period.

6. STUDENT
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Version 8.3 (June 2020)
Washington State Archives
6.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.
IZ\Ier':'(I)-If)TIg\’(“ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2020-002 | Court Orders Regarding Students Retain until superseded NON-ARCHIVAL
Rev.0 Court orders provided to the agency. These include non-contact orders, parenting plans, or NON'ESSENT'AL
restraining orders and other court records. 3 years from the expiration
Excludes records covered by Compulsory Process Served on the Agency (Not Party to date of the instrument,
Litigation) (DAN GS2011-172 / GS 18006). whichever is sooner
th
SUPERSEDED
SD51-05F-09 | Student L ar Schedules et e end of | NON-ARCHIVAL
Rev. 1 fiscal year NON-ESSENTIAL
or OFM
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
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Version 8.3 (June 2020)
Washington State Archives
7. STUDENT SERVICES
7.1. FOOD SERVICES
The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.
DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER {DAN) DISPOSITION ACTION
SD51-08-01 | Catering Requests Retain for 4 years after end of | NON-ARCHIVAL
Rev. 1 Requests for use of kitchen and the supplying of food and labor. fiscal year NON'(E)SFS';NHAL
or
until
ditor’s examination
i
h
Destroy.
SD51-08-02 | Food Handler’s Permit/Food Worker Card Retain until obsolete or NON-ARCHIVAL
Rev. 1 Documentation that all agency employees (includes volunteers) who handle unwrapped or | Superseded NON'ZSFSI\EINHAL
unpackaged food have been issued a food worker card pursuant to chapter 69.06 RCW and then
chapter 246-217 WAC. Destroy.
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Office of the Secretary of State

Public Schools (K-12) Records Retention Schedule

Version 8.3 (June 2020)
Washington State Archives
7.1. FOOD SERVICES
The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-08-03 | Food Service Orders Retain for 4 years after end of | NON-ARCHIVAL
. fiscal vear NON-ESSENTIAL
Rev. 1 For supplies needed to operate school lunch program. Y OFM
or
until completion of State
Auditor’s examination report,
hi iS1S0
SD51-08-04 | Free or Reduced-Price Meal Applications Retain for 6 years after final NON-ARCHIVAL
Rev. 1 Applications for reduced-price or free meals in compliance with the National School Lunch | feimbursement based on the NON-ESSENTIAL
application OPR
Program. pp
Reference: National School Lunch Act Provisions 1, 2, & 3 - Fact Sheet and National School Lunch then
Program 7 CFR § 210. Destroy.
SD51-08-15 | Free or Reduced-Price Meal Application Verifications Retain for 3 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to verification of eligibility for free and reduced price meals and free milk federal fiscal year NON'E)SFSI\EINHAL
pursuant to 7 CFR § 245.6a. then
Destroy.
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Public Schools (K-12) Records Retention Schedule

Office of the Secretary of State Version 8.3 (June 2020)
Washington State Archives
7.1. FOOD SERVICES
The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-20-04 | HACCP (Hazard Analysis & Critical Control Points) Food Safety Plan Retain for 6 years after NON-ARCHIVAL
Rev. 1 Food safety hazard analysis plans and reports prepared in accordance with the Hazard obsolete or superseded NON'E;::NT'AL
Analysis & Critical Control Point (HACCP) system pursuant to 9 CFR § 417 and 21 CFR § then
123.6. Includes annual validations and any modifications or changes. Destroy.
SD51-08-14 NON-ARCHIVAL
Rev. 1 NON-ESSENTIAL
OFM
SD51-08-05 | Meal and Milk Count Reports and Documentation Retain for 4 years after end of | NON-ARCHIVAL
Rev. 1 Record of daily meals and milk served. fiscal year NON'(E)SFS'\ENHAL
Remarks: Reference 7 CFR § 210. or
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
SD51-08-13 | Meal Production Records Retain for 3 years after end of | NON-ARCHIVAL
Rev. 1 Records of amount of food prepared and served to meet meal patterns. federal fiscal year NON'ESFSI\EINHAL
then
Destroy.




SNS

Office of the Secretary of State

Public Schools (K-12) Records Retention Schedule

Version 8.3 (June 2020)
Washington State Archives
7.1. FOOD SERVICES
The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-08-06 | Meal Ticket/Credit Log Retain for 4 years after end of | NON-ARCHIVAL
Rev. 1 Listing of meal tickets/credits issued, including number, date, name of purchaser, and/or fiscal year NON'(E)SFS;NHAL
recipient and amount paid. or
until completion of State
Auditor’s examination report,
hi iS1S0
SD51-08-07 | Meal Tickets Retain for 4 years after end of | NON-ARCHIVAL
Rev. 1 Prepaid meal tickets. fiscal year NON-ESSENTIAL
OFM
or
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
SD51-08-16 | Menus Retain until obsolete or NON-ARCHIVAL
Rev. 1 Superseded NON-ESSENTIAL
OFM
then
Destroy.
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Public Schools (K-12) Records Retention Schedule

Office of the Secretary of State Version 8.3 (June 2020)
Washington State Archives
7.1. FOOD SERVICES
The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-08-08 | Monthly Meal Count Reimbursement Report Retain for 6 years after end of | NON-ARCHIVAL
Rev. 1 Includes monthly meal count and edit checks as supporting documentation. fiscal year NON'E;::NT'AL
then
Destroy.
SD51-08-09 | School Br t Pragram Plan etai €s ar plan NON-ARCHIVAL
Rev. 1 Includes and backup docu bmitted t ram approval. solete or sup@rsedet NON'E;SENHAL
h
es
SD51-08-10 | Site Health Permit Retain until obsolete or NON-ARCHIVAL
Rev. 1 Superseded NON-ESSENTIAL
OFM
then
Destroy.
SD51-08-11 |Stock Control Records Retain for 4 years after end of | NON-ARCHIVAL
Rev. 1 Listing of food items, supplies, and commodities used for manual count of inventory on fiscal year NON'E)SFSI\EINTIAL
hand. May be used to complete the F-196 report. or
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
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Office of the Secretary of State
Washington State Archives

Public Schools (K-12) Records Retention Schedule
Version 8.3 (June 2020)

7.1. FOOD SERVICES

The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS

NUMBER (DAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-08-12 | Stock Inventory Report Summary

Retain for 4 years after end of

NON-ARCHIVAL

Rev. 1 Prepared from stock control records and food service orders. Lists quantities on hand, fiscal year NON'(E)SFS;NHAL
received, used and unit prices. May be used to complete the F-196 report. or
until completion of State
Auditor’s examination report,
hi iS1S0
Page 72 of 89
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Office of the Secretary of State Version 8.3 (June 202 0)
Washington State Archives

7.2. HEALTH SERVICES
The activity of providing health care/services to students. Reference chapter 28A.210 RCW, chapter 246.760 WAC and RCW 4.16.350.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-071 | Health Care/Services Provided to Students Retain for 8 years after last NON-ARCHIVAL
Rev. 2 Records documenting the administration of health care and services provided to students | provision of health-related NON-ESSENTIAL
by the school/district (includes staff, contractors, and volunteers), such as: services OPR
e  First aid; minor illness/injury; emergencies (diabetes, anaphylaxis, injuries, then
concussion/ head injury, etc.); Destroy.

reanings {visuz itory rs hap 2
nguage patho tal health c3 alitherapy, catheterizat
ati dication purs CW 28A.210. —

Records may include, but are not limited to:

e Parent/legal guardian authorization/permission for administration of medication
and/or health care/services and procedures, etc.; requests for student to be exempted
from health-related care/services (such as health screenings, etc.);

e Medication/treatment order for students with life-threatening health conditions (RCW
28A.210.320) or chronic health conditions;

e Individual health plans (IHP);

e Health screening results and notification of regulatory agencies, parents/legal
guardians, and other bodies in accordance with chapter 28A.210 RCW;

e Communications sent or received that relate to student health care/services (to or
from parent/legal guardian, medical professionals, regulatory agencies, etc.);

e Student medical records received from outside health care/service providers which are
used for planning and execution of health care/services by the school/district.

Note: Retention is based on 8-year statute of limitations for the commencement of actions for
injuries resulting from health care or related services (RCW 4.16.350).

RCW.
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Public Schools (K-12) Records Retention Schedule

Version 8.3 (June 2020)

7.2. HEALTH SERVICES
The activity of providing health care/services to students. Reference chapter 28A.210 RCW, chapter 246.760 WAC and RCW 4.16.350.
Ii\llsjr':'(l)-lf)llllg\’(\‘ DESCRIPTION OF RECORDS DI::(.;E:\'JI'T(I)CI)\JNAACNT%N DESIGNATION
NUMBER (DAN)
SD51-09-05 | Health/Nurse Room Registry Retain for 8 years after last NON-ARCHIVAL
Rev. 2 Registry, log, or list of students appearing in the health room or nurse’s office due to entry NON'E;::NT'AL
health-related issues. May include sign-in/sign-out sheet, date, time, etc. then
Excludes records covered by Health Care/Services Provided to Students (DAN SD2012-071). | Destroy.
Note: Retention is based on 8-year statute of limitations for the commencement of actions for
injuries re. 50
SD2012-072 | Medication DE/end of | NON-ARCHIVAL
Rev. 1 Records s of medicati rrOrSyi i hoel year NON";S::NTIAL
suspected theft. or
Note: Retention is based on 8-year statute of limitations for the commencement of actions for 8 years after investigation
injuries resulting from health care or related services (RCW 4.16.350). completed/matter resolved,
whichever is later
then
Destroy.
Page 74 of 89




n Public Schools (K-12) Records Retention Schedule

Office of the Secretary of State Version 8.3 (June 202 0)
Washington State Archives

7.2. HEALTH SERVICES
The activity of providing health care/services to students. Reference chapter 28A.210 RCW, chapter 246.760 WAC and RCW 4.16.350.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
$D2012-073 | Medication Inventory Retain for 1 year after NON-ARCHIVAL
Rev. 1 Records relating to the inventory and/or final disposition of unused student medication in | Medications returned/ NON-ESSENTIAL
the school’s custody. destroyed/delivered to law OPR
Includes, but is not limited to: enforcement agency

i then
e Controlled substance counting;

e R m t e ia y t fo a es
o uction.
Excludes
e Ad stration edication cove edlth Care/Servi rov u

(DAN SD2012-071);
e Instances of suspected theft covered by Medication Errors (DAN SD2012-072).
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7.3. INTERSCHOLASTIC ACTIVITIES
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUNBERI[DAN) DISPOSITION ACTION
SD51-20-02 | Interscholastic Activities — Achievements Retain for 6 years after end of ARCHIVAL
Rev. 1 Records documenting individual, team, and group achievements in interscholastic activities | School year (Appraisal Required)

and contests, where students from more than one school district compete with each other
for possible advancement to regional, district, state, and/or national levels of competition.

Interscholastic activities and contests include, but are not limited to, those overseen by:

e Office of the Superintendent of Public Instruction: Distributive Education Clubs of

e Washington Interscholastic Activities Association (WIAA): Drama, forensics, music,
spirit, athletics;
e Independent sponsors: Chess, History Day, Knowledge Bowl, Math Olympiad,
Science Bowl, Spelling Bee, YMCA Youth & Government Mock Trial Program, etc.
Records include, but are not limited to:

e Schedules (dates and locations of competitions, events, games, meets & matches);
e Rosters;
e Event/tournament programs, photos, posters, etc.;
e School protests of events/games;
e Awards/recognition and rankings.
Note: Other historical materials and artifacts (non-records) should also be retained by the school

for commemorative events and displays (school reunions, centennials, etc.) or made available to
local heritage organizations. Iltems may include banners, trophies, uniforms, etc.

n School llnupals Ro IOEI HonorD
P gram, et

then

Transfer to Washington State
Archives for appraisal and
selective retention.

NON-ESSENTIAL
OPR
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Office of the Secretary of State Version 8.3 (June 2020)
Washington State Archives
7.3. INTERSCHOLASTIC ACTIVITIES
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-03-04 | Interscholastic Activities — Eligibility Retain for 3 years after end of | NON-ARCHIVAL
Rev. 3 Records relating to student and school eligibility and registration for interscholastic school year NON'(E)SFS;NHAL
activities. then
Includes, but is not limited to: Destroy.
e Physicals, insurance, emergency contact/medical information, etc.;
e Grade point, appeals, etc.;
° i | )
Excludes r
° ices Provided to Students (DAN SD20312-071);
e Parent/legal guardian consent forms covered by Attendance — School-Sponsore
Activities, Events and Programs (DAN SD51-06C-31).
SD51-03-15 | Interscholastic Activities — Self-Evaluation Surveys Retain for 6 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to the school/district’s compliance with Title IX of the Educational school year NON'ESF?:NTML
Amendments Act of 1972 and 34 CFR §106.41. then
Includes, but is not limited to, self-evaluation surveys on activities students would like to Destroy.
participate in and limitations of students, completed in accordance with 34 CFR 106.3(c).
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Office of the Secretary of State

Public Schools (K-12) Records Retention Schedule

Version 8.3 (June 2020)
Washington State Archives
7.4. TRANSPORTATION SERVICES
The activity of transporting students to and from school and school related activities.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05G-02 | Application for Special Transportation — Accepted Retain for 4 years after end of | NON-ARCHIVAL
Rev. 1 For students with medical problems or physical disabilities to receive district transportation | fiscal year NON'(E)SFS;NHAL
services. or
until completion of State
Auditor’s examination report,
hi SISO
SD51-05G-14 | Application for Special Transportation — Denied Retain for 1 calendar year NON-ARCHIVAL
Rev. 1 after application denied NON-ESSENTIAL
OFM
then
Destroy.
SD2014-028 | Bus Sign/Light Violation — Failure to Stop Retain for 1 year after end of NON-ARCHIVAL
Rev. 0 Records relating to driver/vehicle failure to stop for a school bus in accordance with RCW | school year NON-ESSENTIAL
OPR
46.61.370. then
Includes, but is not limited to: Destroy.
e Form SPI 1514 completed pursuant to RCW 46.61.372, whether filed with law
enforcement or not;
e Form SPI 1514 returned by law enforcement agency indicating disposition
completion.
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Office of the Secretary of State Version 8.3 (June 202 0)
Washington State Archives

7.4. TRANSPORTATION SERVICES

The activity of transporting students to and from school and school related activities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NOMBERBAR) DISPOSITION ACTION
SD51-05G-07 | Student Transportation Report Records Retain for 4 years after end of | NON-ARCHIVAL
Rev. 2 Records relating to student transportation reports as described in WAC 392-141-420. fiscal year NON'EOS::NT'AL
Includes, but is not limited to: or

e Final reports; until completion of State

e School bus route log and school bus driver daily logs, including those required in Auditor’s examination report,

hi iS1S0
r ts ing s ; h
s stops; stroy.
ndidistrict ca ;

Fuel documentation;

e Transportation documentation related to McKinney-Vento Homeless Act;

e Correspondence, publications, and other materials distributed to parents
describing the transportation funding process;

e Other operational data and descriptions.
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INDEXES
ARCHIVAL RECORDS INDEX

See the Local Government Common Records Retention Schedule (CORE) / State Government General Records Retention Schedule for additional “Archival” records.

AGENCY MANAGEMENT

Student Records
Community Relations

Graduate LISt ..ueeeeeeiieee ittt e ettt s e e e ee e 62
Historical Records, Materials and Artifacts that Should be Retained for SCROOI REGISTEIS ittt et e e e e et e e et e e e aaaeeesaraeeeas 64
Commemorative Events and DiSPlays .......cccveeeeiuiieeeiiie e 6 STUDENT LEARNING
Reporting Curriculum

Healthy Youth Survey Resul
Superintendent
Accreditation................
Basic Education Act Complian
Official School District i
Superintendent of Schools (General)
STUDENT ADMINISTRATION

Graduation Req

Interscholastic Activities
Interscholastic Activities — Achievements.......ccccceeeoeecivieeee e, 76
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DISPOSITION AUTHORITY NUMBERS (DAN’S) INDEX

SD2011-153 SD51-01-35 ..o 8
SD2011-154 SD51-01-37 oo 11
SD2012-062 SD51-01-46 ....ooovviiiriiiiiiiiceee, 23
SD2012-063 SD51-01-49 ..ccoviiiiiiiiiiiii, 30
SD2012-064 SD51-01-52 ..oiiiiiiiiiiiiiiiiece 6
SD2012-065 SD51-02-03 ....ooviiiiiiiiiicinee, 20
SD2012-066 SD51-02A-04 ....ccvvvviiiiiiiiiieen, 20
SD2012-067 SD51-03-04 .....oovviiiiiiiiiiiniee, 77
SD2012-068 SD5I -

SD2012-069 SD51-

SD2012-071 SD51-

SD2012-072 SD51-

SD2012-073 51-0

SD2012-074 SD51-04-10 ..ccvvvvviiiiiiiiiiiiniiee, 55
SD2014-020 SD51-04-14 ..o, 55
SD2014-021 SD51-04G-01 ...cooviiiiiiiiiiiiieee, 17
SD2014-022 SD51-04G-03....ccciiiiiiiiiiiiniiee, 24
SD2014-023 SD51-05-06 ....covcvviviiiiiiiiiiiiiiieenne 16
SD2014-024 SD51-05-10 ..covivviiiiiiiiiiiiieciiieee 15
SD2014-025 SD51-05-11 .oeiiviiiiiiiiiiiiiicieee 15
SD2014-026 SD51-05-13 ..o 16
SD2014-027 SD51-05F-02.....cccviiiiiiiiiiiiiiiene, 60
SD2014-028 SD51-05F-03.....ccciiiiiiiiiiiiieene, 61
SD2020-001 SD51-05F-05....cccciiiiiiiiiiiiiiiee, 59
SD2020-002 SD51-05F-07...oovviiiiiiiiiciiieieenn, 65
SD2020-003 SD51-05F-08......ccvvviiiiiiiniens 57,58
SD2020-004 SD51-05F-09....ccovviiiiiiiiciiiien, 66
SD2020-005 SD51-05F-10....cooiiiiiiiiiciieeieenee, 63
SD2020-006 SD51-05F-11..coiiiiiiiiiiiiiiiiieee, 64
SD2020-007 SD51-05G-02....ccuevvviiiiiiiriiine, 78

SD51-05G-07 ..coovvvvvviiiiiiiiiiiiiieees 79
SD51-05G-14.....ccovvvviviiiiiiiiiniieene 78
SD51-051-02 ....oovvviiiiiiiiiiiiiiiiiees 34
SD51-051-03 ....ooiiiiiiiiiiiiiiiciiees 35
SD51-051-04 .....covvvviiiiiiiiiiiiiiiees 35
SD51-05J-02 ..coovviiiiiiiiiiiiniiiiees 49
SD51-05J-04 ...covviiiiiiiiiiiiiiiees 50
SD51-05J-06 ....ccvviviiiriiiiiiieiiiees 46

SD51-06A-08 .....ccovvviiiiiiiiiiiiene, 29
SD51-06A-09 .....ccvviiiiiiiiiiiiiie, 29
SD51-06A-10 ....coviiiiiiiiiiiiiiiiee, 29
SD51-06A-11 .coovviiiiiiiiiiiiiiciie, 27
SD51-06A-12 ....ovevviiiiiiiiiieiiiieens 30
SD51-06A-13 ....cviiiiiiiiiiiiiciieees 47
SD51-06A-16 ....covevvviiiiiiiiieiiiieens 36
SD51-06A-17 ...oovviiiiiiiiiiiieciic, 37
SD51-06A-18 ....cocvviviiiiiiiiiiiiie, 38
SD51-06A-19 ....coviiviiiiiiiiiciie, 26
SD51-06C-31 ...coovviiiiiiiiiiiiiie 54
SD51-06E-O1....cccviiiiiiiiiiiciienen, 39
SD51-06E-02.....ccvvvviiiiiiiiciiene, 40
SD51-06E-03.....ccvviiiiiiiiieiin, 40
SD51-07-08 ....oovieieiiieiiieieeiecis 9
SD51-08-01 ....ooovviiiiiiiiiiiieie 67
SD51-08-02 .....oovviviiiiiiiiiiiiiice, 67

SD51-08-03 ....coovviiviiriiiiiiiiiiieeenn 68
SD51-08-04 .....oovvvvvviriiiniiiiiiiieenn 68
SD51-08-05 ....oovvuvviiiiiiiiiiiiiciiieene 69
SD51-08-06 .....cocuvvvviiniiiiiiiiiiiiienne 70
SD51-08-07 ...oovvvviiiiiiiiiiiiiiiiiiieenn 70
SD51-08-08 ......ccovvvviiiiiiiiiiiiiiiieenne 71
SD51-08-09 ....covvvvviiiriiiniiiiiiieeenne 71
SD51-08-10 ..oovvvrvieiiiriiiiiiiieinieenne 71

D5T-08-15 ..o
SD51-08-16 ...eeovviriiiiiiiiiiiee 70
SD51-09-01 ..cvvvvviiiiiiiiiiiiiee, 40
SD51-09-02 .....ooovviiiiiiiiiiiiieeee, 44
SD51-09-03 ...cviiiiiiiiiiiiiii, 13
SD51-09-05 ..ccvvieiiieiiiieciieei 74
SD51-09A-01 ...cocvviiiiiiiiiiiiiciiiee 31
SD51-09A-02 ....ccvvvviiiiiiiiiiciiiee 31
SD51-09A-03 .....ccvviiiiiiiiiiiie, 32
SD51-09A-05 ....cocviiiiiiiiiiiiiiee, 31
SD51-10-02 ...ovvviiiiiiiiiiciiie 33
SD51-10-03 ..o, 33
SD51-12-05 ..ooovviiiiiiiiiiiiiieeciieee 10
SD51-13-03 ..o 18
SD51-13-04 ..cviiiiiiie 18
SD51-14-02 ....oovvvviiiiiiiiiiiiinciieee 19
SD51-14-04 .....oovviiiiiiiiiiiiee 19
SD51-20-02 ....ooovviiiiiiiiiiiie, 76
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FESUILS vveeveeeiee ettt 36, 37, 65 associated student body (ASB)
ACT SCOMES..uuiiiieiiiieeeiree et 65 bylaws
5 advanced placement (AP) adopted.....cccceeveieviiieeeiee, see CORE/SGGRRS
504 accommodations z:z ggggﬁgggg?
see CORE/SGGRRS
9 see CORE/SGGRRS
9-12 AHENAANCE/ADSENCE oo 52 reporting to OSPl.......coovcviieiiieeeeree e, eligibility resssssssssnnnnn s s 77
annual report .....cccecceevieennenne parent/guardian permission.........ccoceeeververvenienne. 54
for approval (SBE) .....cccuveeviiiieeeiiee e attendance/absence
A annuals/yearbooks.........ccccveeviiviiecii e, 6 excuses/notification/case files .........cccou..... 51,52
AP/IB SCOIES ..cuvveereeerie e ereeecteeeteesveeeaeeestvaeeveeens 65 institutional settings ......ccccoveviiiieeiieiiieeeee, 53
abuse apportionment school-sponsored activities .......ccccoevveeeecveeennnen. 54
employee INVESHZALIONS ovvvvvveeeeeeseeeeoeesee e 22 report from OSPl........ccvueeieieiiecee e 20 source documentation (Pre-K—12)......ccc.......... 53
suspected child abUSE ..., 13, 22 reporting to OSPl.......coovciiiiviieeeecee e, 11 truancy case files/petitions .........ccccveereevreenennen. 55
academic 1€arning reqUIreMents ..., 28 apt.itude test results....covevceee v, 65 authoriza.tions
accidents/incidents................. see also CORE/SGGRRS arrlva.l/depar.ture [O8S oot 55 Field triPS.uee e
student......... 73 as-built drawings.......cccceeeeeeiiinnnns see CORE/SGGRRS release of student records
accommodations (504) ................ see CORE/SGGRRS assessments award lists........... 6, see also interscholastic activities
o O — see CORE/SGGRRS mandatqry ressssen s e 38
acCreditation .o 14, 15 school/district optional...............cccoccoevvvvveee 41,42 B
accusations (employee misconduct/abuse) ..... 21, 22 ass.et management......ccccceeeeeeeeenens see CORE/SGGRRS
achievement testing (standardized) ................. 36, 38 assignment (student)
PlaCEMENT ...t 47,48 baccalaureate programs ... 6
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Basic Education Act documentation (SBE).............. 15
Becca Bill (truancy) ..occveeceeevieciieecieeiee e 55, 56
behavioral support
STUAENTS e 57
benefits (human resources)........... see CORE/SGGRRS
bilingual iNStruction ........ccccccvveeiiiieeeceee e 49
bloodborne pathogen (staff training) ..................... 24
Board of Education (approval) ......ccccceevecveeieneennen. 15
boards/councils/committees......... see CORE/SGGRRS
boundaries
EXCEPTIONS ...vieeiriiieieree e
breakfast program .......cccccoeeviiiiiiiee e
budget.....cccceeviveiiiiieeee,
revision requests .............
bullying prevention................
bus condition checklist
bus driver 10gS.......cccevvvevverness
bus operations daily log
DUSES ..o see also CORE/SGGRRS
condition checklists ..........cccee.. see CORE/SGGRRS
Maintenance.......ccecveeevvereeenneen. see CORE/SGGRRS
pick-up/drop-off changes (temporary)............... 55
special transportation........ccccccveeevcveeeesiee e, 78
C
calendars/handbooks (official district) ................... 16
case files
discipline (student) .....cccccoveeeviveeerciee e, 57,58
patient (student).......ccecveeeiiiieeece e 33
EFUQNCY s 55
catalogs (course descriptions) ........cccccveeeevveeeennen. 26
CAtering reqUESES ..ovviiiiiiiieieieieeereeeeeeeeeeee e areaene 67

catheterization SErviCes .....cccocvveevieeeinieeeeniiee e 73
certificated years of experience ........cccceevveeneeennne. 23
certificates
accreditation......ueeveeee e, 15
educational competence (GED)......ccccceevuveeennneee. 59
immunization status (CIS) .....ccccceevvieeiiiiiee e, 44
TEACNEN i 19
chaperones (extra-curricular) .......ccoceeeeeeiieeecneennee. 54
child abuse (reports) ......ccoeceeeereenieieiiereseeeee 13
child abuse (suspected) ......ccccveevvreecieerieenieenns 13, 22
chronic health conditions .......cccoccvveiiieiiiiiieeee 73
class

CONLIACES covveeeeceeee et see CORE/SGGRRS
controlled substances (student medication) .......... 75
corrective action (employee).......cccccvvvevvenennen. 21,22
count
enrollment (for apportionment)..........ccccueeenneee. 11
MEAI/MITK.coieeiiieeeeeeeeeeee e 69,71
MEAICATION ..eeiiiiiieeiiceeee e 75
stock control inventory.......cccccevceerieeniieenieennne, 71
course description catalogs ........cccevvvevieiniieniennes 26
culminating Projects ......cooceeveeenieriee e 40
cumulative folder (student) ......cccceeveveevcieenieenieennes 65
curriculum

syllabus essential academic learning requirements......... 28
clock hour credit (staff).......ccoeeeeiiiiiiiiiiieeieee s 17 instructional materials..........ccocceeeiiieieiieeccnee. 29
commemorative events/displays.......ccceceeevreerveennnn. 6 SUMMArieS/gUIdES .....oceveecieeceiieeiie e 28
communicable disease report to health dept. ........ 12 WAIVEIS ..iiiiiiiieeeeecireee e e e eeirre e e e e e eaarneea e e 27, 36
communicable diseases (reports) ......cccceeeevveeennnen. 12
COMMUNITY SCNOOIS ...vvieiiieeciieecee e 53
community/public relations... see also CORE/SGGRRS D

commemorative events/displays .........cccceveenennen. 6
compulsory school attendance petitions................ 56 daily
concussion/head injury (student) ........cccccvvvevennnne. 73 bus evaluation/operations ................... 79, see also
CONFIdENtial FEPOILS «.vveveeeeeeeeeeeeeeeee e ennn 61 CORE/SGGRRS
CONSEIUCTION woneeee e, see CORE/SGGRRS meal/milk CouNt ........oooveuiiiiiiieceee e, 69
contact information declaration of intent (home-based instruction) ..... 31

cumulative folder (Student) ........cccoeveveeevrverennnnne 65 demographic/enroliment projections....................... 9

emergency preparedness.......... see CORE/SGGRRS design/construction.............cu...... see CORE/SGGRRS

interscholastic activities ..........c..occeeveveveveevennne. 77 DIBELS (Dynamic Indicators of Basic Early Literacy
contests (interscholastic activities)..........ccccuueeun.ee. 77 SKIlIS) 1.t 42
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directory information (student)........ccccceeveveerveennen. 65

authorization/release .......cocoevveevveevceeeveeeeeennen. 60
discipline

behavioral SUPPOrt .......covviviiiiiiiiicecee, 57

employee................ 21, 22, see also CORE/SGGRRS

STUAENT e 55, 57,58

unfounded .........oooeeiiiiiiiee e 58
disclosure of student records .......ccccccceeennnneen. 60, 61
districts

official school calendars ........cccccevvveeieeeiiinnnenn.n. 16
drawings

architectural ..ccoovvvvveeiieviiieeeenn, see CORE/SGGRRS
dropout reengagement programimmmm. .....5..ceeenes 8

drug/alcohol surveys............fueeeeeennd N [

E
early departure logs......ccccveeeevevciiieeiee e 55
Education, State Board ......ccoeeeveeeieeeieieieeeeeeeeeeen, 15
educational competence certificate ..........c........... 59
educational service districts
Yoo g=Ye [ - | 1 o) o FUTRT R 14, 15
historical records/artifacts .......cceeevveveveeeiiieeeenns 6
electronic information systems .....see CORE/SGGRRS
eligibility (interscholastic activities).........ccccceeeennns 77
emergency information .........c.ccoceeeiiinnen.. 54, 65, 77
emergency medical treatment (student)................ 73
employee .....ccoceeeeeeeiciieeeeenn. see also CORE/SGGRRS
certificated years of experience .........cccccvvvenneee. 23
misconduct
abuse (verbal/physical) .......cccceevveeiieiiiieennn. 22
SEXUAN weiiiiiiiie i 21
English language proficiency......cccccoeveeeciiieeecnnen.n. 49

enrollment

entry/withdrawal (student)........ccccceevveeieeriennnens 65

history (official student record) ........ccccvvevveenneen. 63

ProJECTIONS ..eiiiiiiiieiiite et 9
equivalencies (graduation requirements)............... 29
error corrections (on official student record)......... 63
Essential Academic Learning Requirements ..... 11,28
ethnicity/race data.......cocoecevieieieeeieeee e 11
events (science, music, athletic, etc.) ...cccccevvveeennns 54
exceptions (boundary) .......ccoeceevieiieeiinnienienen. 49, 50
excuse slips (absence).......cccevvvveveeeiiieiiieecieens 51,52

facilities/property management..................... see also
CORE/SGGRRS
inspections (health) ..o 69
LEED (Leadership in Energy & Environ. Design).see
CORE/SGGRRS
USE PEIrMITS ..veevveereereereeereereeanenn see CORE/SGGRRS
Field TIPS oeeeeee e 54
film viewing (permission).......ccoceeevvveeeciieeesirieeennne 30
final grade point summaries ........ccccoeeeeiieeeicvieeeenes 6
financial management ........... see also CORE/SGGRRS
=T o] oTo] mu[e] oY 0 01T oL AP 20
first aid treatment......cooceeeiiiiiiei e 73
fleet/motor pool ......c.ccccvvecveeecnnennns see CORE/SGGRRS
food services......cooveveeeeeeiinveeeeeeeenns 67,68,70,71,72
breakfast program ........ccccceeviiieiiiiiee e, 71
free/reduced-price meals.......ccceeeveeeereeiireeeneenns 68

hazard analysis (HACCP Plan) .......ccccceevvevveennenn. 69
health inspections.........ccoccvvvieriiiiiicnecece, 69
site health permit ... 71
stock control ......eeeeeoieciiiiieec s 71,72
food worker card .......cooveeiiiiniii e 67
foreign exchange student ........cccceevvvveeeciieeccieeenn, 65
G
€AS USALC.uuuuerererrininrnnnenininnannns see also CORE/SGGRRS
GED teSting cevvvviiiiiiiiiiiiiiiii e 59
ge(on official student record) ............ 63
......................................... 48
see CORE/SGGRRS
see CORE/SGGRRS
............................................. 39
grades/progress reports .....oceeeeeveeeeereeereenreeeeenenn 65
adjustments (on official student record)............ 63
Alternative Learning Experience (ALE) ............... 39
elemMENTAry ..o 39
EITOr COMTECTIONS...eiiiiieeiiriee e 63
final grade point summaries.......ccccceeevveeecvveeennen. 6
official student record .........ccocceeviieniiiniiinienns 63
L3 Tele] g Vo -1 oY R 40
graduate list.....ccoveveeeiiii 62
graduating class history files........ccccceevevireeiiieeenenns 6
graduation requirements......ccccceecvvveeeeeeeniiieneeenn. 29
graduation/drop-out rate .......ccceeeveeeereeeeneeeireeenenns 11
grant surveys (impact aid) ......ccoceeevvieeercieeesiieeenne 10
guidance reports (confidential student) ................. 61
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H
HACCP Plan (food Services) ......ccocevevcuveeeeciveeennnnnnn. 69
harassment prevention........ccccecceeeeeciieeecciee e, 9
head injury/concussion (student) ......c.ccccceevveeennene 73
health
inspections (facility).......cccovererienienieniee e 69
PEIrMIL (SIEE) cuvvrereeerieeieeeie et 71
health care/serviCes.....ccccouuvvovvieeieeeeeeeieeeee e 73
EXEMPLIONS covviiiiiiiiiiiiiiererereeeeeeeeeeeeeeeeeeereeeeeeeeanen 73
health/nuUrse rooM ......vveeeiveeeeeeeee e 74
life-threatening health conditions...................... 73
medication errors.............
medication inventory .......
skills ceNnter.....ccccvveevcieeeeriieeeeieens
Healthy Youth Survey...........}
hearing/vision test results
highly capable program .......ccccocveeiiiiiiiiiieeeee
historical
materials/artifacts .....coovveeiveiee e 6
HIV/AIDS and HBV training (staff).........ccccceveevvenen. 24
home 1anguage SUIVEY .......cccceevcveeeviieeeeiiee e 49
home/hospital tutoring (applications).................... 40
home-based instruction...........ccccceeeeiiiinnnnnnnnn. 31, 32
homeless child/youth ........cccccoovvveviiiiiecieccreeee. 43
hoNOr roll TiStS ..ceeeiiieeeiiiccee e 6
human resources ......cccceeeeeeeveeennnne. see CORE/SGGRRS
I
IB/AP SCOTES .ttt 65
illness/injury
L =) 1 see CORE/SGGRRS

STUAENT.ceiii i 73,74 J
immunization
certlleates (CIS)_ .................... e 44 judicial order (student records) ...........nmnn... see also
exclusions for failure to provide proof ............... 45 CORE/SGGRRS
reporting compliance .......cccocveeeeciee e, 44
status report (to DOH) ........ccceeeeevieeiieeeeiieeeens 12
incarcerated students ... 53 K
incidents/accidents................ see also CORE/SGGRRS
STUAENT .o 73 K-8 attendance/abSeNCe ...t 51
Indian education program) .......ccccceeeevieecveneeneennen. 48
INJUIY (STUENT) c.veeeieiieie e 73
in-service education L
ins i
s
ns
ins
interscholastic activities
internet access/film viewing (permission).............. 30
interscholastic activities
AChiEVEMENTS...ueiiiiiiieeee e 76 LEED (Leadership in Energy & Environ. Design)...... see
ElDIItY e 77 CORE/SGGRRS
self-evaluation SUrVeys ........cccccevieerieenieenieene, 77 legal (advice, litigation, legal affairs) ..........ccoo...... see
Title IX SUMVEYS c.vevieeiiieeeit e 77 CORE/SGGRRS
intimidation prevention .........ccccevveenieinieenieeniene 9 lesson plans
INVENTOTY ..oveeiiiieeieeceeeee see also CORE/SGGRRS Alternative Learning Experience (ALE) ............... 39
equipment (categorical programs)..............c..... 25 8ENEIAl. i 40
medication (student) .......cccceveeieniiiiiinieneee 75 [iDrary Services ......ooemveereerennn. see CORE/SGGRRS
stock control (food services).........cocvueunnnns 71,72 life-threatening health conditions .............c.cc........ 73
investigations.........cccceevveeenn. see also CORE/SGGRRS [UNCch Program.....ceeeeeeveveveennn, 67, 68, 69, 70, 71, 72
employee misconduct/abuse ..........ccccuu.... 21, 22
mMedication Errors ........ceevevvveeeiee e 74
student disCiplin€.....cceeevevieeeeiiii e, 57,58
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M

mail/delivery ........ccocvevveiiieecneenen. see CORE/SGGRRS
MaINtENANCE wovvvvveeeeeeeeeeeeeeeeeeen, see CORE/SGGRRS
MAP (Measures of Academic Progress).................. 42
master schedule.........ooovviieiiee e 30
McKinney-Vento ACt ........ocovcveeiiiiieeiniiieceeee e 43
meals/milk

breakfast program .......cccccceeieeeeiiiie e,

COUNTS 1.ttt ete ettt et te e s e sreesteeae e snaens

production .........ccceeevveeennne

stock control.......cccccuveene

TICKETS e
media center services ..........}
medical records (student)
medication

administration .......cccoeecviiieiieiec e, 73
EITOFS/Theft . e 74
INVENTOTNY ettt e e 75
treatment Orders .....occveeeeveeeeriee e 73
MEETINGS vveveereereeereeereere et see CORE/SGGRRS
mental health care.......cccccooviiiiiiiii s 73
MENUS coiieeeeeeee et a e e e e e e e 70
MINUEES . see CORE/SGGRRS
misconduct
employee.....ccceveernieennenne see also CORE/SGGRRS
SEXUA| wvveeeiiiie et 21
verbal/physical abuse........cccccovevvieeviiecneenen. 22
STUENT e 57, 58
monthly meal count reimbursement report........... 71
MUSIC BVENTS coiiiiiiiiiiiecceeeeeceeee e 54

N permissions
administration of medication/health care..... 73
National School Lunch Act ......cccoovveeviiieniieeniienienns 68 extra-curricular actVIties ... v orrrreeesees >4
news/media release (television/photo).................... 7 fleld trips ..o, sesssens cessessssssssssssssnsnssesssessisins 54
newspapers (Student) ......cccccvveeeiiieeeesiie e 6 internet acc'ess/fllm VIEWING oo 30
NON-CONLACE OFErS ..vvvuvveeeeiieeeiiee e 66 photo/media release or 0pt-Out ..........ccco....... U
NUPSE FOOM . utiiiieeieteeeieeestreeeteeestaeeeseeenseeereessseesaneas 74 release of student records ..............occ. 60, 61
video consent or opt-out
statement of requirements/expectations .......... 30
(0] pParenting Plans .......cooeeiieerieeniee e, 66
permissions....see parent/legal guardian permissions
official school calendars PEIMILS..ccvvieiieerieeiee e see also CORE/SGGRRS
ffi
op
opt- ... .-
EVENTES Lot 76
PROTO USAZE cvvveveeeeeeeeeeeeeeeeeee e 7 PEIMISSION/OPL-OUL wovvvvviviissiriiiisiiisinsae 7
VIdEO CONSENT w..eeevvreeeecee e 8 student identification ... 65
OSPI physical therapy.....ccooveeieeiiiiiiiiieeee e, 73
APPOTLIONMENt FEPOTE vvvveeeeeeeeereeeeeeeeeeeeereeoes 20 Planning cc..cocvveivieeie e, see CORE/SGGRRS
lunch program plan .....ccoeeeeeevveeeeeeeeeeeeeenenae 71 PONCIES oo, see also CORE/SGGRRS
TEPOIEING c.vvveeeeeeeeeeeeeeeeeeee et es s ese e s eenenans 11 Pre-K
attendance/absence.......oooovvvvceeeiveeieeeeeeeeen, 53
homeless child/youth ........c.cccoeeveiiiieiieceee, 43
P prior consent (student records).........cccueeeuneen. 60, 61
private vehicles ........ccvveveeiiiiiiiec e 54
P-223 reporting t0 OSPl .......c.covuevververieeresciernaenns 11 procedures/policies .............. see also CORE/SGGRRS
parent drivers (field trips) .......cocoveeeeeieeeeeereeens 54 Progress rePOItS...oooieiiiiieiiieeeeee e 65
parent/legal guardian project plans ......ccoceveveerieeeniennnen. see CORE/SGGRRS
boundary exception request ...................... 49, 50 projections (demographic/enrollment) .................... 9
home-based INStrUCtiON .........c.coveveveuiiieicriinia, 31 property management................... see CORE/SGGRRS
impace aid surveys (not eligible) ...........ccccuuu.... 10 public
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disclosure......ccovveeeeiiviiiiiieeneenn, see CORE/SGGRRS
FESEAICH 1t 8
Public Law 81-874 .......ooeieeeiiiiieeee e 10
R
FECEIPLS coovveeieiriee e
SIZNAtUre Of co.veveiiiiii
records management.........ccoceeeu....
registration
interscholastic activities .......cccceceevvvenceinieennnn.
student.....ccceeeiiieeenniiieenne
release of student records...
reports
absence (student)............
apportionment ..................t y.
Basic Education Act compliance .......ccccceveernveennn. 15
communicable diSease .......cccoveeeerriiierniiieeenen. 12
drug/alcohol surveys
F=196 . ittt
immunization.............
impact aid programs
individual essential academic learning............... 29
meal/milk COUNT ....ccuvveieeieeieeeeee e, 71
MediCation errors .......couveeeviieeeeniee e 74
suspected child abuse.......cccccoeveiiiieiieeiiiiieee. 13
TO OSP ittt 11
research (public acCess) ......ccocvveviuieeeeciiiecciiee e, 8
restraining orders ......cocoveeecveeescevee e 66
running start Program) .......ccccceevcvveeeeevieeeeveee e 48

S
safety (SChOOI) .....ccocuiiiiee e, 9
SAT scores
schedules
school master (Classes) ......ccevveevreeeieerireeeieenne. 30
student locator (classes)......ccocevvveeeieeriviecneenne, 66
school
assignment (student).......cccceeeviieeeiiiee e, 46
DUSES ...t see buses
improvement plan (SIP) ......cccoeeeeiieeeciiiee e, 15

registers

senior projects

sexual misconduct (employee) .......cccccvvveeevvereennnen. 21
sign in/out sheets (student)........cccceeeeveeirveireenneenn. 55
signature of receipt record .......ccocccvveveieeeencieeennnns 23
site health permit.......cccccveeeiiieee e 71
skills center (case files/time 108S) ......ccccveevrievernenne 33
special education
programs (students not eligible) ........ccccccuvee.. 35
Transportation ... 78
special service programs.......ccccccvveeeeeeeeiinveneeeeseenns 48
speech-language pathology services .73
SPOIS EVENTS...iiiiiiiiiiiiiiiiiieeeeereee e 54
staff records.....cccvvvvvevevivennnnn. see also CORE/SGGRRS
learning resource center evaluations................. 18
signature of receipt ....cccocveeeeeiie i, 23
TFAINING ©oviiiiiiii s 24

standardized achievement testing

COMMUNICATIONS ..eeviiiiiiiiiieee e 36
FESUILS woveeeieecieee e 36, 37,65
test/testing materials ......coceoveeerieienesire e 38
State Board of Education (approval)......ccccccuveeen.eee. 15
stock control/inventory .......cccccevveeeieeiieecieenn, 71,72
STUAENT WOIK..eieiiiiiiiiiieeieee e 40
students
ADSENCES .o 51, 52,55
alternative learning experience (ALE)................. 39
assignment/placement........ccccoeevenereneenne. 47,48
behavioral SUPPOIt .....ccccvviiiiiiieeciee e, 57

drug/alcohol surveys ....................

federal impact aid surveys

general educational development (GED) ........... 59
grade documentation.......ccccceeeeeiiciiiieeneen, 39,40
graduates list .....ccovvieeciee i 62
health care/services .......coocvveveeeveveeeeeeeeeeenenn. 74
health/safety ......cccoveereeieeiececeecece e, 12,13
home/hospital tutoring (applications) ............... 40

home-based instruction
hOMElESS. ...
identification photo .......cccceeviieeeiiiiicie e
incarcerated......cccccveiiiiiiii e
(18] [0 PRI
interscholastic activities
learning objectives.......ccccveiiceeeesciee e,

locator cards/class schedules ..........ccoeeevvvveeenne. 66
medical treatment........cccceeieeiiiiiiiee e, 73
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official student record .........ccoceeviiiniiniiiniienns 63 T home-based to district .......cccevveirieiniieniennen, 32
photo/media release or opt-Out.......cccceceeveeennene. 7 inter- and intra-district .......ccccceeveeriienieennne. 49, 50
Progress rePOITS ..occevvieiieieeiiiiee e 65 teacher transitional bilingual instruction (TBIP)...........cc...... 49
registration e 50 COrtification. oo 19 transportation
release authorizations ........cccccceevvevenininnnnnnn. 60, 61 . BUSES..covviiiiieiiiiieiieee see CORE/SGGRRS
hool assi 16 grade documentation .......ccceeceevieencieenieenieenns 40 ; osP| 1
schooI a55|'gnment .............................................. 64 1€SSON PIANS .vvevoeeoeeeeeooeoeee e 39, 40 transportation (report to ) SRR 1155 o
s;”oo FEEISTOIS ..ottt o professional eduCation PErmits ................o..... 19 truan.cy...}.w ........ / h| .............................. , 55, e
skills centers. ....................................................... test selection (school/district Optional) ............. a1 tutoring (home/hospital) ....cccooeveeevienienieiiee
suspected child abuse........cccccevviieciieinieennn. 13,22 testing
teIeY|5|on/photo FRIEASE coessnrrrresssessssnrrrnessseons / categorical Programs ......ccoceeeveeviieesieescieesiieennnes 25 v
testing
MANAATONY .eeeeeiieiiiieeee e 38
results

AP/IB/SAT/ACT ....ccoveebitennnennenn
special service program
school/district optiona

tracking (whereabouts) .....
video consent or Opt-OUt.......ccueevereevieeriieie e
with disabilities (special transportation) ............ 78 ) w
SUPETINtENdENt Of SCNOOIS «.vvvvvveverereoeoeseseseosn, 16 Title !X (SUIVEYS) weeeeeieee et ettt 77
supplementary reports (confidential student) ....... 61 traclflng (student w.he.reabouts) """""""""""""""" 55 WA Interscholastic Activities Assoc. (WIAA) ........... 77
surveys trafﬂc safety (Permissions) .......ccocveverceenvenivecennne .....54 waivers
Healthy Youth (drug/alcohol) ........cccceeevvevennnnne. 10 training (staff) ....................... see also CORE, Training Basic Education Act Compliance.......cccceeevvveeennns 15
impact aid program (child not eligible) .............. 10 !_"V/A”.)S & HBV'_‘ """"""""""""""""""""""""""""" 24 CUTICUIUM e 27, 36
interscholastic activities (Title IX) .c...cccevveecnennn. 77 |n-se.rV|ce education programs........................... 17 liability .ooovveeeiiieiiieeen, 54, see also CORE/SGGRRS
SYIADUS (oo 30 TPANSCIPLS oo 63 weapons and student behavior data ........ccccueeennee 11
[ =1 5 PP PPPPPPPPPRPRPRE 59 Withdrawal (StUAENT) ovvveeeeeeeeeeeeeeeee oo 50

transfer requests
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