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This schedule applies to: School Districts and Educational Service Districts

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of public records of School Districts and Educational Service Districts relating to the function
of pre-kindergarten through grade 12 education. It is to be used in conjunction with the Local Government Common Records Retention Schedule (CORE), which
authorizes the destruction/transfer of public records common to all local government agencies. CORE can be accessed online at:
http://www.sos.wa.gov/archives/recordsretentionschedules.aspx.

Disposition of public records

Public records covered by records series within this records retention schedule 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 efficient and effective
management of local resources.

Public records designated as Archival (Permanent Retention) or Non-Archival (with a retention period of “Life of the Agency” or “Permanent”) must not be
destroyed. Records designatedias Archival (Appraisal'/Required) must be appraised by‘the Washington State Archives before disposition. Public records must
not be destroyed if they are subject'to ongoing or reasonably anticipated litigation. Such public records must be managed in accordance with the agency’s
policies and procedures for legal holds. Public records must not 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.

In addition to the minimum retention requirements specified in this schedule, there may be additional (longer) retention requirements mandated by federal,
state and/or local statute, grant agreement, and/or other contractual obligations.

Revocation of previously issued records retention schedules

All previously approved disposition authorities for records that are covered by this retention schedule are revoked, including those listed in all general and
agency unique retention schedules. Local government agencies should take measures to ensure that the retention and disposition of public records is in
accordance with current approved records retention schedules.

Authority
This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on September 25, 2014.

Signature on File Signature on File Signature on File
For the State Auditor: Cindy Evans For the Attorney General: Matt Kernutt The State Archivist: Steve Excell
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Revision History

Version | Date of Approval Extent of Revision
1.0 1976 Initial version.
2.0 1980
2.1 1982-1983
3.0 January 1, 1986 |Major revision. Major revision and multiple updates.
4.0 March 31, 1994
5.0 March, 1999
5.1 July, 2001
5.2 December, 2001
6.0 March 27, 2003
6.1 May, 2007 Online version; updated electronic records information.
70 Julv 29 2008 Major revision. Records series common to all local government agencies now appear in the new Local Government Common Records Retention
’ ¥ oo 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 Attendance/Absence section completely revised. Records series covering field trips and parental permissions updated. Two new records series
7.2 P 2011 " |added, 14 revised, and 18 discontinued. (Please see Revision Guide for details.) Revision numbers added and previous revision notes removed.
Secondary record column deleted. (Secondary records are covered by CORE DAN GS50-02-04.)
3.0 November 29, |Major revision. Health Services section updated. Reformatted entire schedule. 13 new series added; 15 modified for state audit
) 2012 requirements. Archival 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,
September 25 including special programs as defined by statute (highly capable, transitional bilingual, etc.). New series added to cover certificated
8.1 P 2014 " |years of experience, investigations of 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.)
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For assistance and advice in applying this records retention schedule,
please contact Washington State Archives at:

recordsmanagement@sos.wa.gov

or contact your Regional Archivist.
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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).

1.1. COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.
See CORE — Agency Management for other records relating to the agency’s relations with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Aal1E, L)Y DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

SD51-06A-03 | Community Challenges of Instructional Materials

Retain for 5 years after end of

NON-ARCHIVAL

Rev. 1 school year NON-ESSENTIAL
then OFM
Destroy.
SD51-05-05 | Descriptivé Guide to School District Administration and Buildings Retain for 6 years after ARCHIVAL
Rev. 1 su perseded (Permanent Retention)
then NON-ESSENTIAL
Transfer to Washington State OPR
Archives for permanent
retention.
Page 5 of 82
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1.1. COMMUNITY RELATIONS

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

See CORE — Agency Management for other records relating to the agency’s relations with its community.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-01-52 | Historical Records, Materials and Artifacts that should be Retained for Commemorative Retain until no longer needed ARCHIVAL
Rev. 1 Events and Displays for agency business (Permanent Retention)

Records documenting significant events or milestones of individual schools, school districts,
and educational service districts, where these events are not documented in other records
(such as board minutes, students transcripts, etc.

May includg, but isinot limited to:
e Award Lists
e ClasstActivities Materials
e Baccalaureate and Commencement Programs
e Cumulative Class Rankings
e Diploma Order Lists
e Exhibits
¢ Final Grade Point Summaries
e Honor Roll Lists
e Graduating Class History Files
e Student Newspapers
e Yearbooks/Annuals

Excludes graduate lists covered by SD51-20-10.
Excludes interscholastic awards covered by 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.

then
Transfer to Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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1.1. COMMUNITY RELATIONS

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

See CORE — Agency Management for other records relating to the agency’s relations with its community.

I:/’-\IlSJ")rzg.ll;llﬁ'):!\l 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
stations, newspapers, school photographers, etc.) to use student images. Student images then OPR
include, but are not limited to, photos, video, and audio recordings. Destroy.
SD51-20-09 | Photo/MediasRelease— School/District.Usage Retain,for6years.after image/ NON-ARCHIVAL
Rev. 1 Records documenting permission for the schaol/district to use student images recorded recording no longer being used NON-ESSENTIAL
during official'scheol activities/eventspby staff or studentstin'an official'capacity(e.g."school then OPR
newspaper, annual staff, etc.) Includes annual student identification/class pictures taken by | Destroy.
school-contracted photographer. Student images include, but are not limited to, photos,
video, and audio recordings.
SD2012-062 | Photo/Media Release — Denial of Permission Retain until end of school year NON-ARCHIVAL
Rev.0 Records documenting parent/legal guardian denial of permission for the school/district to or until superseded, whichever NON-ESSENTIAL
use student images recorded during official school activities/events. Includes opting-out. is later OPR
then
Destroy.
SD51-01-35 | Public Research Access Request Retain for 3 years after NON-ARCHIVAL
Rev. 1 Request for access to district records for research purposes. resolution of request NON-ESSENTIAL

Excludes public disclosure requests covered by CORE DAN GS50-09-04. then OFM
Excludes records relating to release of student records, which are covered by SD2012-068 or Destroy.
SD51-05F-02.

MANAGEMENT
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1.1. COMMUNITY RELATIONS

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

See CORE — Agency Management for other records relating to the agency’s relations with its community.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-01-39 | Public Research Access Request Log Retain for 3 years after last NON-ARCHIVAL
Rev.1 Excludes public disclosure requests covered by CORE DAN GS50-09-04. entry in log NON'ZSFS'\ENHAL
Excludes recording relating to release of student records, which are covered by SD2012-068 or then
SD51-05F-02. Destroy.
MANAGEMENT
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1.2. PLANNING, MISSION, AND CHARTER

The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.
See CORE — Agency Management for other records relating to agency planning, mission and charter.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
OB LB AR] 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 Safety Plans Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to,the agency’s plans forensuring student and'staff safety at school. obsolete or superseded NON-ESSENTIAL
Includes, butismet limited to: then OPR
e Safe schol plans prepared in accordance with RCW 28A.320.125; Destroy.
e Harassment, intimidation and bullying prevention plans prepared and maintained'in
accordance with RCW 28A.300.285.
MANAGEMENT
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1.3. POLICIES AND PROCEDURES

The activity of creative systematic approaches to operations and processes, where not covered by CORE.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-05J-05
Rev. 2

School Assignment Procedures

Records documenting school assignment procedures where not incorporated in School Board
Minutes and/or Resolutions. Includes records that document the development of the
procedures.

Excludes school board minutes covered by CORE DAN GS50-05A-13.

Retain for 6 years after
superseded

then
Contact Washington State
Archives for appraisal and
selective retention.

ARCHIVAL
(Appraisal Required)
NON-ESSENTIAL

OPR

1. AGENCY
MANAGEMENT
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1.4. REPORTING

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

§222.35, where the children are determined to be not eligible.

Excludes surveys documenting children who are eligible for federal'impact aid, which are covered
by CORE series GS2011-183, Financial Transactions — Bond, Grant and Levy Projects.

applicationsfor federal impact
aid

then
Destroy.

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 ARCHIVAL
Rev. 1 School/district results of the (voluntary) Healthy Child Student Survey sponsored by the fiscal year (Appraisal Required)
Superintendent of Public Instruction, the Departments of Health, Social and Health Services, then NON-ESSENTIAL
and Commerce, and the Family Policy Council. Contact Washington State OPR
Note: Statewide survey results are designated as Archival in accordance with the Office of the Archives for appraisal and
Superintendent of Public Instruction’s records retention schedule. selective retention.
SD51-03C-17 | Impact Aid/Programs = Child Not Eligible Retain until submittal of the NON-ARCHIVAL
Rev. 1 Federal impaétaid surveys completed by parents/legal guardians in‘aceordanceswith:34 CFR NON-ESSENTIAL

OFM

1. AGENCY
MANAGEMENT
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1.4. REPORTING

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

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
OB BAR) DISPOSITION ACTION
SD51-01-37 | Reporting — Office of the Superintendent of Public Instruction (OSPI) — General Retain for 4 years after NON-ARCHIVAL
Rev. 2 Records relating to reports required to be submitted to the Office of the Superintendent of | submission of report NON-ESSENTIAL

Public Instruction (OSPI) in accordance with Title 28A RCW and Title 392 WAC, where not

covered by a more specific records series. Includes reports, supporting documentation,
confirmation of submission, correspondence, inquiries, revisions, corrections, etc.

Includes but is not limited to:

o Alternative Learning Experience (ALE),enrollment (WAC 392-124-182);

e Apportienment, enrollment count, P-223,.attendance/absence report, etc.;

e Essential Academic Learning Requirements (EALR) implementation verification 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.300.285);

e Transportation-related forms and reports (fuel, mileage, McKinney-Vento, Student
Transportation Allocation Reporting System (STARS), etc.);

e Truancy report;

e Weapons and student behavior data.

Excludes school safety plans covered by SD2011-153.
Excludes reports to federal and other regulatory agencies.

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

then
Destroy.

OPR

1. AGENCY
MANAGEMENT
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1.4. REPORTING

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

?L\Ifl",r?-lf:;.ll;llg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-063 | Reporting — Student Health and Safety Retain for 4 years after NON-ARCHIVAL
Rev.0 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 then OPR
more specific records series. Includes reports, confirmation of submission, correspondence, | Destroy.
inquiries, records documenting revisions/corrections, etc.
Includes but is not limited to:
o Reportsfof suspected cases, outbreaks, and suspected outbreaks of communicable
diseasesito,the local health department in accordance with WAG246-101-420;
¢ Annualimmunization status report submitted to the Department of Health in
accordanceswith RCW-28A.210.110(3).
SD51-09-03 | Reporting — Suspected Child Abuse Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to suspected child abuse as reported to the Department of Social and submission of report NON-ESSENTIAL
Health Services (DSHS) Child Protective Services or to the proper law enforcement agency in then OPR
accordance with RCW 26.44.030. Includes reports, confirmation of submission, Destroy.
correspondence, inquiries, records documenting revisions/corrections, etc.

1. AGENCY Page 13 of 82
MANAGEMENT
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1.5. SUPERINTENDENT

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

?L\Ifl")r?-lgll;llg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05-11 | Accreditation Retain for 6 years after end of ARCHIVAL
Rev. 1 Records documenting accreditation from Northwest Accreditation Commission (NWAC), calendar year (Permanent Retention)
Educational Service Districts (ESDs), or other accrediting body recognized by the United then NON-ESSENTIAL
States Department of Education. Accreditation is a voluntary process for granting public Transfer to Washington State OPR
recognition to institutions that meet external standards of quality. Archives for permanent
Includes, but is not limited to: retention.
e Self-evaluation of the School Improvement Plan (SIP) and/or SIP planning process;
o Evaluation.,conducted by accrediting body;
o Certificate ofjaccreditation.
Excludes records'relating to'Basic Education Act'compliance covered by SD51-05-10.
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)
Washington State Board of Education — to confirm compliance (or non-compliance) with the then NON-ESSENTIAL
minimum requirements of the Basic Education Act in accordance with WAC 180-16-195. Transfer to Washington State OPR
Includes waiver requests and results. Archives for permanent
Note: This record is retained by the Office of the Superintendent of Public Instruction for 25 years | retention.
in accordance with its records retention schedule.
SD51-05-06 | Official District Negotiated School Calendars Retain for 6 years after end of ARCHIVAL
Rev. 1 calendar year (Permanent Retention)
then NON-ESSENTIAL

Transfer to Washington State
Archives for permanent
retention.

OPR

1. AGENCY
MANAGEMENT
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1.5. SUPERINTENDENT

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

?L\Ifl?r(:lf::.ll;llg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05-08 | School Service Boundary Decision Working File Retain for 3 years after NON-ARCHIVAL
Rev. 1 boundary approved by NON-ESSENTIAL
governing body OFM
then
Destroy.
SD51-05-02 | School Service Boundary Records Retain for 6 years after end of ARCHIVAL
Rev. 2 Official legal description and drawings of school district boundariess including director calendar year (Permanent Retention)
district boundaries. then NON-ESSENTIAL
Transfer to Washington State OPR
Archivesiformpermanent
retention.
SD51-05-13 | Superintendent of Schools (General) Retain for 6 years after end of ARCHIVAL
Rev. 2 Records documenting the official duties and actions of the school/district’s Superintendent | calendar year (Appraisal Required)
of Schools pursuant to RCW 28A.400.030, where not covered by a more specific records then NON-ESSENTIAL
series. Contact Washington State OPR
May include, but is not limited to, official statement of graduating class, etc. Archives for appraisal and
) . . , selective retention.
Note: Records documenting school board meetings are covered by CORE series GS50-05A-13.

1. AGENCY
MANAGEMENT
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1.6. TRAINING
The activity of the local government agency providing training to agency employees, contractors, customers, or the public.
See CORE — Agency Management for other records relating to training provided by the agency.

government agency to the public, customers, contractors, or agency employees, where

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

Records include, but are not limited to:
e Curricula, materials presented, tests administered, etc.;
e Attendeellists and sign-in sheets;tést results;évaluations, etc.;
e Certification/hours/credits/points awarded;
e All other records required by WAC 181-85-205.

Excludes training provided by the agency where in-service education credit hours are not
awarded, which is covered by CORE series GS2011-180.

Excludes employee training certificates/history retained in the employee’s personnel file.

service program completed
then
Destroy.

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. 1 Records documenting approved in-service education programs provided by the local

NON-ESSENTIAL
OPR

1. AGENCY
MANAGEMENT
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2. ASSET MANAGEMENT

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

2.1. REPORTING

The activity of providing information relating to the agency’s assets, as required by regulating authorities.
See CORE — Asset Management for other records relating to the agency’s assets.

I?L\Ifll',r?-lgTRllg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-12-03 | Reporting — Operating Savings (Major Facility Projects) Retain for 4 years after NON-ARCHIVAL
Rev. 1 Reports submitted to the Washington State Department of Enterprise Services (DES) submission of report NON-ESSENTIAL
documentingsoperating savings resulting,frommimplementation of LeadershipjinsEnergy and or OPR
Environmental Design (LEED) silver standards in major facility projects in accardance with until completion of State
RCW 39.35D.040: Auditor’s examination report,
whichever is sooner
then
Destroy.

2. ASSET Page 17 of 82
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2.2. MAINTENANCE

The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.
See CORE — Asset Management for other records relating to the agency’s assets.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05G-04 | Bus Condition Checklist Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 Daily evaluation of bus by drivers. school year NON-ESSENTIAL
then OFM
Destroy.

2. ASSET
MANAGEMENT
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2.3. OPERATIONS

The activity of managing the day-to-day usage of the local government agency’s buildings, vehicles and equipment.
See CORE — Asset Management for other records relating to the agency’s assets.

[l’-\lls‘l")l'zg;l:l?\l!\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
R o DISPOSITION ACTION
SD51-05G-06 | Bus Operations Daily Log Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 May show bus route, time trip began and ended, number of pupils carried, and driver’s school year NON-ESSENTIAL
signature. then OPR
Destroy.
SD51-05G-07 | Bus Schedule for All Schools Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Shows routé, stops and time for each busy Includes state approvedfroute map. fiscalyear NON-ESSENTIAL
or OFM
until completion of State
Auditor'ssexamination’report,
whichever is sooner
then
Destroy.

2. ASSET
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3. EDUCATIONAL SERVICE DISTRICTS

3.1. ADMINISTRATION
Reference chapter 28A.310 RCW.

RETENTION AND

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
Retain for 6 years after ARCHIVAL

SD51-11-02 | Educational Service District Boundary Records

Rev. 1

superseded

then
Transfer to Washington State
Archivesifompenmanent
retention.

(Permanent Retention)
NON-ESSENTIAL
OPR

3. EDUCATIONAL
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3.2. LEARNING RESOURCE CENTER
Reference chapter 28A.310 RCW.

?L\Ifl",r?-li:.ll;llg\ll\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-13-03 | Learning Resource Center (LRC) Selection Advisory Committee Purchase Recommendations | Retain for 3 years after end of NON-ARCHIVAL
Rev.0 (Voting Tabulation) fiscal year NON-ESSENTIAL
then OPR
Destroy.
SD51-13-04 | Teacher Evaluation Forms of Learning Resource Center (LRC) Collections Retain for 3 years after end of NON-ARCHIVAL
Rev.0 Includes files, etc. fiscal year NON-ESSENTIAL
then OPR
Destroy:

3. EDUCATIONAL
SERVICE DISTRICTS
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3.3. TEACHER CERTIFICATION
Reference chapter 28A.410 RCW.

?L\Ifl")r?-li:.ll;llg\l(\l 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
then OPR
Destroy.
SD51-14-04 | Professional Education Permits — Temporary Retain for 6 years after end of NON-ARCHIVAL
Rev. 0 fiscal year NON-ESSENTIAL
then OPR
Destroy:

3. EDUCATIONAL
SERVICE DISTRICTS
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4. FINANCIAL MANAGEMENT

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

4.1. BUDGET

The activity of determining estimates of the local government agency’s future revenue and expenditures.
See CORE — Financial Management for other records relating to the agency’s budget.

I?L\Ifll"rcl)-lz:TRll(1:":(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-02-03 | Apportionment Report from OSPI Retain for 4 years after date of NON-ARCHIVAL
Rev. 1 Apportionment report received from the Office of the Superintendent of Public Instruction report NON-ESSENTIAL
(OSPI) informingithe district ofiits funding allocation: or OPR
Note: OSPI’s copies of these reports are designated Archival in accordance with its records until completion of State
retention schedule. Auditor’s examination rgport,
whichever is sooner
then
Destroy.
SD51-02A-04 | Budget Revision Requests Retain for 6 years after end of NON-ARCHIVAL
Rev. 1 Formal requests to revise a budget that has already been adopted. fiscal year NON-ESSENTIAL
then OPR
Destroy.

4. FINANCIAL
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4.2. PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.
See CORE — Financial Management for other records relating to the agency’s payroll.

The district must be aware that it is responsible for providing information for the Washington State Department of Retirement Systems’ audits of employee pay
history. This information includes hours worked and gross pay per calendar month for the entire term of each employee’s employment with the district. Such
information must be retained for at least 60 years. Choice of records series for long-term verification of retirement eligibility should be confirmed with the
Washington State Department of Retirement Systems. Chosen records series may be retained on microfilm instead of hard copy.

?L\Ifl")r(:li;.:l?:(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-03E-28 | Payroll Status Sheets for Districts Not Using Personnel Action Request Forms Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 fiscalyear NON-ESSENTIAL
or OFM
until completion of State
Auditor's'éxamination report,
whichever is sooner
then
Destroy.
SD51-03E-26 | Payroll Status Sheets for Districts Using Personnel Action Request Forms Retain until data entered and NON-ARCHIVAL
Rev.0 verified NON-ESSENTIAL

then
Destroy.

OFM

4. FINANCIAL
MANAGEMENT
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5. HUMAN RESOURCE MANAGEMENT

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

5.1. MISCONDUCT/DISCIPLINE/GRIEVANCE

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

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-020 | Employee Sexual Misconduct Investigations — Sustained and Unfounded Retain until subject of NON-ARCHIVAL
Rev.0 Records relating to investigations of sexual misconduct as defined by WAC 181-88-060 allegation(s) reaches age 80 NON-ESSENTIAL
(allegedly) committed by an employee as defined by WAC 181-88-020. or OPR

Also includesfifiVestigations ofisexUiaiscoridUietaecusationswherethelemployeeretaifis™ pif subjectofallegation(s) dies
employmentwith the district, and/or investigations of sexual misconduct where there is not | Pfior o reaching age 80, retain

sufficient information to conclude that the misconduct occurred. for 30 years after date of death
or 30 years after date of

separation from employment,
whichever is earlier

then
Destroy.

Includes, but'istaot limitedto:
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: A copy of the investigative summary report & rebuttal documents may also be filed in the
employee’s Personnel File, GS50-04B-06.

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.

5. HUMAN RESOURCE Page 25 of 82
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5.1. MISCONDUCT/DISCIPLINE/GRIEVANCE

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

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
OB BAR) DISPOSITION ACTION
SD2014-021 | Employee Verbal Abuse/Physical Abuse Investigations — Sustained and Unfounded Retain until subject of NON-ARCHIVAL
Rev.0 Records relating to investigation of verbal abuse or physical abuse as defined by chapter allegation(s) reaches age 80 NON-ESSENTIAL

181-88 WAC, (allegedly) committed by an employee as defined by WAC 181-88-020.

Also includes investigations of verbal or physical abuse accusations where the employee
retains employment with the district and/or investigations of verbal or physical abuse
accusations where there is not sufficient information to conclude that the abuse occurred.

Includes, but'is not,limited to:
o Complaintinitiating the investigation, investigative repeorts, statéments, taped
information, corrective action, correspandence and notes;
e |nvestigatiVe summafy 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)(b).

Note: A copy of the investigative summary report and rebuttal documents may also be filed in
employee’s Personnel File, GS50-04B-06.

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.

or
If subject of allegation(s) dies
prior to reaching age 80, retain
for 10 years after date of death
or 10yyearsiafte rdaterof
separation from employment,
whichever is earlier

then
Destroy.

OPR
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5.2. PERSONNEL

The activity of documenting an individual’s employment with the local government agency. Includes volunteers.
See CORE — Human Resource Management for other records relating to the agency personnel.

DISPOSITION

RETENTION AND
NS;-LFEI?(‘[I)TXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SD2014-022 | Certificated Years of Experience Retain until death of employee NON-ARCHIVAL
Rev. 0 Records documenting certificated employee work experience as defined by WAC 392-121- | or employee reaches age 80, ESSENTIAL
262, which is used for future salary computation verification purposes pursuant to whichever is earlier OPR
WAC 392-121-280. then
Excludes records used for retirement verification covered by CORE series GS50-03E-04, GS50- Destroy.
03E-15, or GS50-03E-22.
SD51-01-46 | Signature of Receipt Record Retain.fordsyear after end of NON-ARCHIVAL
Rev. 1 Receipts onlists signed by employees to verify receipt of instructions, or documents such as | school year NON-ESSENTIAL
paychecks, leave/ benefitiréports, retirement system accounting statéments, ete: then OFM
Destroy.
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5.3. STAFF DEVELOPMENT

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

See CORE — Human Resource Management for other records relating to agency staff development.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04G-03 | List of HIV/AIDS and HBV Trained Employees Retain for 30 years after end of NON-ARCHIVAL
Rev. 1 List of public school employees who have been educated about the transmission, school year NON-ESSENTIAL
prevention, and treatment of HIV/AIDS pursuant to RCW 70.24.290 & chapter 392-198 WAC, | then OPR
and other blood borne pathogens pursuant to Washington Industrial Safety and health Act Destroy.

(WISHA) standards, chapter 296-823 WAC .
Reference: WAC 296-802-20010.

Note: Individualemployee training records are covered by CORE series GS50-04G:01,.Employee

Training History File.
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6. STUDENT LEARNING

6.1. 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 State | NON-ARCHIVAL
Rev. 2 Records relating to the administration of federal and state categorical grant-funded Auditor’s examination report NON-ESSENTIAL
programs. and OPR
Records may include, but are not limited to: retain for period required by
e District#or sehoolfwide notifications/information distriblited to'parents/legal grantyomprogramzwhichever is
guardians/students about educational opportunities and.services; lqter
e Student information (names/eligibility lists, copies of test.scores, etc.); then
o Staff infermation (copies of employment.applications, payroll/stubs;yetc.); Prstgy,
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.g., 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.
SD51-06A-04 | Course Additions, Deletions, and Changes Retain for 4 years after 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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6.1. CURRICULUM

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

DISPOSITION

RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-19 | Course Description Catalog Retain for the life of the agency. | NON-ARCHIVAL
Rev. 1 NON-ESSENTIAL
OPR
SD51-06A-05 | Curriculum Summaries and Guides Retain until no longer needed ARCHIVAL
Rev. 1 for agency business (Permanent Retention)

then
Transferto'Washington State
Archives for permanent
retention.

NON-ESSENTIAL
OFM

6. STUDENT
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6.1. CURRICULUM

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

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-06A-11
Rev. 2

Curriculum Requests/Waivers/Substitutions
Records relating to student requests for classes or waivers/substitutions, where authorizing
signature/initials from school district staff is required (principal, teacher, counselor, etc.)
Includes, but is not limited to:
e Requests for curriculum requirement waivers;
e Requests to take classes outside of the school/district;
e Denial/approval of request, etc.;
e Communications to and from parent/legal.guardian.
Examples of waivers include, but are not limited to:
e Physical'éducation 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 (WAC 180-51-066).
Excludes:
e Student “surveys” used to plan staffing and course offering, that do NOT require
authorizing signature, and are covered by CORE series GS50-02-05, Transitory Records.
e State assessment waivers covered in Student Achievement Testing (Standardized).

Retain for 5 years after end of
school year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

SD51-06A-06
Rev. 1

Essential Academic Learning Requirements (EALR) — Program Files

1. A complete set of student learning objectives for each core subject.

2. Community input data for development of EALR student learning objectives.
3. Evaluation data for each EALR.

Excludes information verification reports submitted to the Office of the Superintendent of Public
Instruction (OSPI), which are covered by SD51-01-37.

Retain until superseded
then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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6.1. CURRICULUM

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

?L\Ifl")r?-li:.l:?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-07 | Essential Academic Learning Requirements (EALR) — Program Results Retain until test data compiled NON-ARCHIVAL
Rev. 1 and issued NON-ESSENTIAL
then OFM
Destroy.
SD51-06A-09 | Essential Academic Learning Requirements (EALR) — Individual Reports Retain until test data compiled NON-ARCHIVAL
Rev. 1 and issued NON-ESSENTIAL
then OFM
Destroy:
SD51-06A-08 | Graduatioh Requirements Retain until no longer needed ARCHIVAL
Rev. 2 Statement of courses and credits required for graduation that is approved by the school/ for agency business (Permanent Retention)
district’s governing body. Includes locally adopted high school graduation requirements (and | then NON-ESSENTIAL
procedures for equivalencies) for career and technical high school courses offered in high Transfer to Washington State OPR
schools and skills centers in accordance with RCW 28A.230.097, and alternative high school | Archives for permanent
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. 2 Evaluation data and recommendations on instructional materials that are accrued prior to fiscal year or until completion of | (Appraisal Required)

Board adoption, where not (already) included in advisory board agenda packets (and,
therefore covered by CORE series GS2012-027).

State Auditor’s examination

report, whichever is sooner
then

Contact Washington State

Archives for appraisal and

selective retention.

NON-ESSENTIAL
OFM
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6.1. 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 year NON-ARCHIVAL
Rev. 0 then NON-ESSENTIAL
Destroy. OFM
SD51-20-03 | School Master Schedule Retain for 6 years after end of ARCHIVAL
Rev. 1 Class schedule unique to each school. school year (Appraisal Required)
then NON-ESSENTIAL
Contact Washington State OFM
Archives.forappraisal and
selective retention.
SD51-01-49 | Statement of Requirements and Expectations Signed and Returned by Parent/Legal Retain until'end of school year NON-ARCHIVAL
Rev. 0 Guardian then NON-ESSENTIAL

Destroy.

OFM
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6.2. HOME-BASED INSTRUCTION
Reference chapter 28A.200 RCW.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-09A-01 | List of Services Provided by the School District Retain until no longer needed ARCHIVAL
Rev. 1 for agency purposes (Appraisal Required)
then NON-ESSENTIAL
Contact Washington State OPR
Archives for appraisal and
selective retention.
SD51-09A-02 | List of Studénts Participating in Home-Based Instruction Retain for 6 years afteriend of NON-ARCHIVAL
Rev. 1 school year NON-ESSENTIAL
then OPR
Destroy:
SD51-09A-03 | Transfer of Home-Based Student to School/District Retain for 3 years after student NON-ARCHIVAL
Rev. 2 Records relating to the transfer of home-based student to school/district, including graduates or withdraws from NON-ESSENTIAL
placement/evaluation test results, notice of transfer, etc. district OFM
then
Destroy.
SD51-09A-05 | Parent/Legal Guardian Declaration of Intent Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Annual statement of intent by parent/ legal guardian to provide full-time or part-time home- | fiscal year NON-ESSENTIAL
schooling for an individual student. or OPR

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

then
Destroy.
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6.3. SKILLS CENTER

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS IO SND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-10-02 | Skills Center Patient Case Files Retain for 8 years after last NON-ARCHIVAL
Rev. 1 Records of health care/treatment given to patients provided as part of an instruction provision of health-related ESSENTIAL
program through a skills center. services OPR
Note: Per RCW 4.16.350, the statute of limitations for the commencement of actions for injuries then
resulting from heath care or related services is 8 years. Destroy.
SD51-10-03 | Skills Center Student Time Log/Sheet Retain for 5 years after end of NON-ARCHIVAL
Rev. 1 Log/sheet recording a student’s presence/absence in a skills center course. fiscal year NON-ESSENTIAL
Reference WAC 392-117-050. then OPR
Destroy:
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6.4. 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

RETENTION AND
Nll;\l\ljlglzgl(?:::m DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SD51-051-02 | Special Education Program — Student History File Inform parent/adult student NON-ARCHIVAL
Rev. 2 Includes psychological and 1Q test results, eligibility decision documentation, evaluation pursuant to NON-ESSENTIAL
and other reports, Individualized Education Programs (IEPs), correspondence, and other WAC 392-172A-05235 OPR
information regarding the student. and
Reference WAC 392-172A-05235: “Each school district shall inform parents and adult students Retain for 6 years after
when person@lly‘identifiable inférmiation'colledted maintdined. orusedin complidhcewith this™ iseparationfrom program
chapter is nalonger needed to provide educational services to the'student, or is no longer then
required to be retained under state or federal law.” Destroy.
Excludes:
e Official student record covered by SD51-05F-10.
e Disposition information provided to parent/adult student covered by SD51-05I1-03.
SD51-051-03 | Special Education Program — Student History File Retention/Disposition Notification Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records relating to informing parents/adult student that personally identifiable information | parent/adult student informed in | NON-ESSENTIAL

contained in the Special Education Student History File is no longer needed to provide
educational services to the child pursuant to 34 CFR § 300.624, but will remain accessible
to the parent/adult student for six years, as required by SD51-051-02, Special Education
Program — Student History File.

Reference WAC 392-172A-05235: Parents/adult student must be informed that the educational
record is no longer needed to provide educational services to the student, or is no longer
required to be retained under state or federal law.

Reference WAC 392-172A-05235: After notification and minimum retention requirements have
been met, records MUST be destroyed if requested by parent/adult student.

Reference 34 CFR § 300.624 and Family Educational Rights and Privacy Act of 1974 (FERPA).

accordance with WAC 392-172A-
05235

then
Destroy.

OPR
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http://apps.leg.wa.gov/RCW/default.aspx?cite=28A.155
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A
http://www.sos.wa.gov/archives/RecordsManagement/UsingtheLocalGovernmentCommonRecordsRetentionScheduleCORE.aspx
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A-05235
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A-05235
http://www.ecfr.gov/cgi-bin/text-idx?SID=f71626e22d2deb9b48d2d6dcf2f5f041&node=se34.2.300_1624&rgn=div8
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A-05235
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A-05235
http://www.ecfr.gov/cgi-bin/text-idx?SID=f71626e22d2deb9b48d2d6dcf2f5f041&node=se34.2.300_1624&rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=c785ca41bdd5a160bd53e2198d983d9d&tpl=/ecfrbrowse/Title34/34cfr99_main_02.tpl
http://app.leg.wa.gov/wac/default.aspx?cite=392-172A-05235
http://app.leg.wa.gov/wac/default.aspx?cite=392-172A-05235
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6.4. 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
SD51-051-04 | Special Education Program — Student Not Eligible Retain for 5 years after student NON-ARCHIVAL
Rev. 1 Referrals, evaluations, evaluation reports, and notices for students determined not to be

eligible for the special education program.
Reference chapter 392-172A WAC.

determined to be ineligible
then
Destroy.

NON-ESSENTIAL
OFM
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http://apps.leg.wa.gov/RCW/default.aspx?cite=28A.155
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A
http://www.sos.wa.gov/archives/RecordsManagement/UsingtheLocalGovernmentCommonRecordsRetentionScheduleCORE.aspx
http://apps.leg.wa.gov/wac/default.aspx?cite=392-172A
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6.5. TEACHING RECORDS

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

Tﬁiﬂgggy 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. 1 Records documenting student participation in an alternative learning experience program | school year NON-ESSENTIAL
pursuant to WAC 392-121-182. then OPR
Includes, but is not limited to: Destroy.
e Letter of attestation/statement of understanding;
e District release form and/or shared agreement (if sharing student);
e Writtefy student learning plan (start/stop dates; approval'datetwhen district/teacher
approvesyplan; estimated hours per week.of student participation,in ALE; instructional
materials needed; timelines and methods for evaluating student progtess; specific
learningigoals/objectives/requirements; HQT(highly qualified teacher) foreach
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 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
then OFM
Destroy.
SD51-06E-02 | Grade Documentation — Secondary Retain for 5 years after end of NON-ARCHIVAL
Rev. 1 To provide documentation for grade and credit record challenges. Includes records that school year NON-ESSENTIAL
document state graduation requirements, such as culminating projects, senior projects, etc. | then OFM
Remarks: WAC 180-51-061. Destroy.
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6.5. 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
SD51-09-01 | Home/Hospital Tutoring Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to the provision of home/hospital instruction to students who are application received or services NON-ESSENTIAL
temporarily unable to attend school for four weeks or more because of a physical and/or provided, whichever is later OPR
mental disability or illness, in accordance with WAC 392-172A-02100. then
Destroy.
SD51-06E-03 | Lesson Plans Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 school year NON-ESSENTIAL
then OFM
Destroy.
SD2014-023 | Student Assessments (School/District Optional)— Test Selection Retain for 3 years after end of NON-ARCHIVAL
Rev.0 Records relating to the selection of optional student assessments/tests administered by the | fiscal year NON-ESSENTIAL
school/district (including contractors) to evaluate student or classroom needs, instructional then OPR
strategies, etc., where the test: Destroy.

e |Is not required by federal or state statute and/or the Office of the Superintendent of
Public Instruction (OSPI) and is not tied to funding;

e Is not required for high school graduation and is not tied to grade progression;

e Results are not required to be submitted to OSPI.

Excludes testing administration and results covered by SD2014-024.

Excludes selection of tests developed by OSPI which are designated Archival for OSPI and are
retained by OSPI until transferred to Washington State Archives for permanent retention.
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6.5. TEACHING RECORDS

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

?Alfl:'zf)r:lgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-024 | Student Assessments (School/District Optional) — Testing and Results Retain for 1 year after end of NON-ARCHIVAL
Rev. 0 Records relating to optional student assessments/tests administered by the school/district |school year NON-ESSENTIAL
(including contractors) to evaluate student or classroom needs, instructional strategies, etc. | then OPR
where the test: Destroy.
e |s not required by federal or state statute and/or OSPI and is not tied to funding;
e |s not required for high school graduation and is not tied to grade progression;
e Resultsiarenot réquired to besubmittedto'OSPI.
May includeybut is not limited to:
e Test assignment lists, sign-in/sheets/rosters, scoring booklets/worksheets;
e Test datayresults 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 SD51-06E-01 and
SD51-06E-02.
e Vendor/3™ party testing results (SAT, ACT, AP, IB) retained in student cumulative
folder.
e Test selection records covered by SD2014-023.
Page 40 of 82
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7. STUDENT ADMINISTRATION

7.1. 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.

[/)-\If;?;)lylgy 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.0 Records relating to informing parents/legal guardians about mandatory state assessments, | school year NON-ESSENTIAL
and processing.requests for waiver/substitution.made on behalf of individual students. then OPR
Includes, but is not'limited to: Destroy.
e District- orschool-wide notifications/information distributed to parents/legal
guardians/students about mandatory state testing;
e Communications to and from individual parents/legal guardians regarding testing
waivers, substitutions, etc.;
e Records relating to approval/denial of request, etc.
e Excludes individual student test results covered by SD51-06A-17.
SD51-06A-16 | Standardized Achievement Test Results — Group Reports Retain for 5 years after date of NON-ARCHIVAL
Rev. 2 Summary of standardized achievement tests required by federal or state statute and/or the |report NON-ESSENTIAL
Office of the Superintendent of Public Instruction (OSPI). May include scores by class, grade, | then OFM
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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7.1. 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-17 | Standardized Achievement Test Results — Individual Student Retain for 3 years after student NON-ARCHIVAL
Rev. 2 Individual student results of standardized achievement tests required by federal or state graduates or withdraws from NON-ESSENTIAL

statute and/or the Office of the Superintendent of Public Instruction (OSPI). district OFM
Excludes optional school/district assessments covered by SD2014-024. then
Note: OSPI’s record of standardized test results is designated Archivalfor OSPI and must be Qestioy
retained by OSPLuntil transferred to Washington.State Archives for permanent retention.
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7.1. 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.

I:I)-\Ifjllf-)li)l-FI;II('?\’(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMEER (DAN) DISPOSITION ACTION
SD51-06A-18 | Standardized Achievement Testing (Mandatory) Retain until completion of NON-ARCHIVAL
Rev. 2 Records documenting standardized achievement testing required by federal or state statute |testing NON-ESSENTIAL
and/or the Office of the Superintendent of Public Instruction (OSP1), where OSPI is the then OFM
custodian of the student responses and test results. Includes contractors. Return secure test materials and
Records inclade, but afe not limitédto" Destroynon=secureitest
e Test booklet assighmentllists, sign-in sheets/rosters, etc.; materials as directed by OSPI in
e All test questions and allanswers regardless of format (paper or electronic), including | the current Washington State
test booklets, answer/bubble sheets, etcs; Assessment Coordinators
e Correspondence with OSPI (testing irregularities, modified testing schedules, medical Manual.
exemptions, damaged/missing numbered booklets, proof of return of test 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:
e Testing results incorporated into official student record (SD51-05F-10).
e English language proficiency assessments conducted pursuant to chapter 28A.180 RCW and
covered by SD2014-027.
Reference Washington State Assessment Coordinators Manual on OSPI’s website at:
http://www.k12.wa.us/TestAdministration/Instructions/default.aspx.
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7.2. 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 covered on pages 36 and 37.

[/’-\Ilsj")rzgylg\l!\l 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.0 Records relating to identifying students who lack fixed, regular and adequate nighttime school year NON-ESSENTIAL
residences, and determining services necessary to ensure their educational success in grades | then OPR
PreK-12, pursuant to the McKinney-Vento Homeless Education Assistance Improvements Act | Destroy.
of 2001.
Includes, butiis.not limited to:
e Screening/interview/intake forms and checklists (eligiblexand ineligible);
¢ Informatienfprovided:to parents/legal guardians about educationaland 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 official agency policies and procedures covered by CORE series GS50-01-24.
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.210.90.
Includes Department of Health Certificate of Immunization Status form #348-013.

then
Return to parent/legal guardian
or emancipated student

or
Destroy.

OFM
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7.2. 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 covered on pages 36 and 37.

[/’-\Ifj")rzg;:g\'!\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-065 | Immunization/Exemption Reporting Compliance Retain until compliance is NON-ARCHIVAL
Rev.0 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
o Steps takéntto bring studéntsintorcem pliance; then
e Correspondence to and from parent/legal guardian(s). Destroy.
Excludes immunization status neports covered by SD51-09-02.
SD2012-066 |Immunization-Related Exclusions Retainfor 3'years after date NON-ARCHIVAL
Rev. 1 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-
080, and/or chapter 392-380 WAC. Includes exclusions due to communicable disease
outbreaks pursuant to chapter 246-110 WAC.

Excludes immunization status reports covered by SD51-09-02.

then
Destroy.

OPR
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http://apps.leg.wa.gov/rcw/default.aspx?cite=28A.210.080
http://search.leg.wa.gov/pub/textsearch/ViewRoot.asp?Action=Html&Item=2&X=429152435&p=1
http://apps.leg.wa.gov/rcw/default.aspx?cite=28A.210.120
http://apps.leg.wa.gov/wac/default.aspx?cite=246-105-080
http://apps.leg.wa.gov/wac/default.aspx?cite=246-105-080
http://apps.leg.wa.gov/wac/default.aspx?cite=392-380
http://apps.leg.wa.gov/wac/default.aspx?cite=246-110&full=true
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7.2. 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 covered on pages 36 and 37.

[/’-\Ilsj",rzsor:lg\'!\‘ 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. 2 Records relating to the assignment of a specific student to a district, school or program school year NON-ESSENTIAL
where a placement process exists (such as lottery, teacher nomination, etc.). Does not then OPR
include categorical/special service or special education programs. Destroy.
Programs may include, but are not limited to:
e Alternative education/learning programs (online programs, math/art/science/music
academies, etc.);
e Early entrance (WAG:392-335-025) , full-dayskindergarten, Montessori, etcs;
e [nternational Baccalaureate (IB), Advanced Placement (AP);
e “College in school” classes (where not associated with Running Start).
Records include, but are not limited to:
e Nominations, observations, recommendations;
e Screening/interview/intake forms and checklists (eligible and ineligible);
e 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.
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7.2. 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 covered on pages 36 and 37.

DISPOSITION
AUTHORITY 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, placement denied or declined NON-ESSENTIAL
programs, classes and activities offered by the district (including contractors) that are and OPR
regulated by specific statute and where the student is denied placement or where the expiration of appeal period,
student/parent/legal guardian declinesiplacementi=Seéexclusions, below. whicheverisiater
Programs/classes may include, but are not limited to: then
e Highly.Capable/Gifted/Talented (chapter 392-170 WAC); Destroy.

o LearningwAsSistancesProgram (LAP) (chaptern392-162 WAC);
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:
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.
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7.2. 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 covered on pages 36 and 37.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
OB LB AR] DISPOSITION ACTION
SD2014-026 | Student Assignment — Special Service Programs (Student Placed) Retain for 3 years after student NON-ARCHIVAL
Rev.0 Records relating to student participation in special service schools, programs, classes and graduates or withdraws from NON-ESSENTIAL
activities offered by the district (including contractors) that are regulated by specific statute. | district OPR
See exclusions, below. then
Programs/classesiinclude, but are not limited to: Destroy-

e Highly'capable/gifted/talented (chapter 392-170 WAC);

e Learning Assistance Program (LAP) (chapter 392-162 WAC);
e |ndian Education (TitleVIl {20 U.S.C. 7401vetiseq.});

e Running Start Program (chapter 392-169 WAC);

e Dropout Reengagement (chapter 392-700 WAC).

Records may 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.

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.
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7.2. 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 covered on pages 36 and 37.

I:/’-\IlSJ")rzSorll;llﬁ'):!\l 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 student NON-ARCHIVAL
Rev.0 Records relating to determining student eligibility for and student participation in graduates or withdraws from NON-ESSENTIAL
Transitional Bilingual Instruction Programs (TBIP) pursuant to chapter 28A.180 RCW, such as | district OPR
English Language Learners (ELL) or English as a Second Language (ESL). Includes ineligible then
and eligiblestudents. Destroy:
Records include, but are not limited to:
e Home Language Survey (HLS) verified by parent/legal guardian or emancipated student;
e Communications withsparents/legal guardianspnotifications, etey;
e English language proficiency assessment results (placement and annual tests);
e Documentation pertaining to student’s exit from program.
Reference OSPI publication Washington State Transitional Bilingual Instruction Program
Guidelines at www.k12.wa.us/MigrantBilingual/TBIP-Guidelines.aspx.
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-ESSENTIAL
nonresident school district, or to transfer in from the student’s resident school district then OPR
(commonly referred to as boundary exceptions) in accordance with RCW 28A.225.220, or for | Destroy.

an intra-district school transfer in accordance with RCW 28A.225.270, where the request is
granted.
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7.2. 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 covered on pages 36 and 37.

%ﬁgzgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-067 | Student Assignment — Transfer Requests (Not Granted) Retain for 3 years after denial of | NON-ARCHIVAL
Rev. 1 Records relating to parent/guardian requests for their student to be released to attend a request NON-ESSENTIAL
nonresident school district, or to transfer in from the student’s resident school district then OPR
(commonly referred to as boundary exceptions) in accordance with RCW 28A.225.220, or for | Destroy.
an intra-district'sehoolitransfer infaccordancewithPRCW:28A1225.270yWhere thewrequest is
not granted.
Note: School district decisions may be appealed to the Superintendent of Public Instruction (OSPI)
in accordanceywith' RCW.28A.225.230.
SD51-05J-04 | Student Registration Retain for 3 years after NON-ARCHIVAL
Rev. 2 Records documenting student entry into and/or withdrawal from the school/district, superseded NON-ESSENTIAL
including students who register but do not attend. or OPR
Includes, but is not limited to: 3 years after student graduates
e Applications and registration forms or cards; or withdraws from school/
e Annual printouts verified and signed by parent/legal guardian. district, whichever is sooner
Excludes records relating to student transfers, which are covered by SD51-05J-02. D(te,;te:oy.
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School Districts and Educational Service Districts Records Retention Schedule
Version 8.1 (2014)

7.3. STUDENT ATTENDANCE/ABSENCE

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS IO SND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-01 | Absence (Student) — Grades K-8 Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records relating to student absence (excused and unexcused), where a truancy petition has | fiscal year NON-ESSENTIAL
not been filed. or OFM
Includes, but is not limited to: until completion of State
e Phone logs and correspondence (including email) to and from parent/legal guardian Auqnor s e?<am|nat|on report,
verifying student absence; whichever is sooner,
e Absence notifications and excuse notes from parent/legal guardian, medical provider, then
etc.; Destroy:
e Meeting'and.conference notes;
e Recordssdocumenting steps taken to eliminate or reduce student absence.
Note: If a truancy petition'is filed, these records become part of the truancy case file-and are
covered by SD51-04-10.
SD2011-154 | Absence (Student) — Grades 9-12 Retain for 1 year after end of NON-ARCHIVAL
Rev. 0 Records relating to student absence (excused and unexcused), where a truancy petition has | fiscal year NON-ESSENTIAL
not been filed. then OFM
Includes, but is not limited to: Destroy.

e Phone logs and correspondence (including email) to and from parent/legal guardian
verifying student absence;

e Absence notifications and excuse notes from parent/legal guardian, medical provider,
etc.;

e Meeting and conference notes;

e Records documenting steps taken to eliminate or reduce student absence.

Note: If a truancy petition is filed, these records become part of the truancy case file and are
covered by SD51-04-10.
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7.3. STUDENT ATTENDANCE/ABSENCE

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS T DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-05 | Attendance Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Records documenting student presence or absence, each day and/or period, in all grade fiscal year NON-ESSENTIAL
levels. or OPR

Includes, but is not limited to:

e Attendance in all learning environments (classroom, alternative learning experience, pre-
kindergarten programs administered by the agency, etc.);

e Attendance in institutional education programs (notification from state- or county-
operated juvenile detention centers/groups homes, adult jails and state correctional
facilities, . ecemmunity schoals, etc.);

e Attendance cands, bubble sheets (including student identifiers)zand all,other source and
supportingidetumentation;

e Paper and/or electronic input;

o 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).

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

then
Destroy:
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7.3. STUDENT ATTENDANCE/ABSENCE

?L\Ifl")r?-li;.ll;llg\l(\l DESCRIPTION OF RECORDS IO SND 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. 1 Records relating to student attendance at school-sponsored events and extra-curricular school year NON-ESSENTIAL
activities, such as field trips, music, science and athletic activities or competitions, traffic then OPR
safety programs, safety patrol, etc. Includes travel away from school facilities. Destroy.
Includes, but is not limited to:
e Notices and announcements;
e Sign-up sheets, rosters, registration forms;
e Parent/légal guardian permissions (approval for use of private véhicles)waiver of liability,
emergencysinformation, etc.);
e Chaperene/driver lists and infoarmation;
e Transportation arrangements (including busttripifequests/authorizations, ticketlogs,
private vehicle checklists, etc.).
Note: If an accident/incident occurs, these records are covered by CORE series GS50-06C-03,
GS2010-081, GS50-01-10, and/or GS53-02-04.
SD51-04-14 | Student Tracking Retain until end of fiscal year NON-ARCHIVAL
Rev. 1 Recordings documenting student whereabouts while at school.

Includes, but is not limited to:
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, which are covered by CORE series GS50-02-05.

then
Destroy.

NON-ESSENTIAL
OFM
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7.3. STUDENT ATTENDANCE/ABSENCE

?L\Ifl")r?-li:.ll;llg\l(\‘ DESCRIPTION OF RECORDS IO SND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-10 | Truancy Case Files Retain for 6 years after case NON-ARCHIVAL
Rev. 1 Records relating to student absence where a truancy petition has been filed against the closed NON-ESSENTIAL
parent/legal guardian in accordance RCW 28A.225.035. or OPR
Includes, but is not limited to: 6 years after student
e Absence reports/profiles; leaves/withdraws from school
e Phone logs and correspondence (including email) to and from parent/legal guardian; district, whichever is later
e Meeting and conference notes; then
e Records documenting steps taken to eliminate or reduce studeft absence. Destroy:
e Petitionsite,compel school attendance;
e Compulsory schoaol attendance filing forms;
¢ Intervention plans;
e Truancy conference counseling forms.
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-ESSENTIAL
school attendance. then OFM
Destroy.
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7.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.

?L\Ifl")r?-li:.ll;llg\l(\l 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-ESSENTIAL
Development (GED) test in accordance with chapter180-96 WAC in order to receive a then OFM
Certificate of Educational Competence pursuant to chapter 131-48 WAC. Destroy.

Includes, but is not limited to:

e Agency copy of application/request for approval to test and determination of eligibility
signeddy a designated district employee stating that there is a'substantialand
warranted.reason for the student to leave the regular high'scheel.education program;

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

e Agency copiés of student GED test scoresrandiCertificates of Edueational Competence:

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

?L\Ifl")r?-lf::.:lg\l(\l 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 request NON-ARCHIVAL
Rev. 1 Records relating to each request for access to — and each disclosure of — personally received and records released NON-ESSENTIAL
identifiable information from the education records of each student where prior consent is then OPR
not required in accordance with 34 CFR § 99.31, 34 CFR §99.32(d), and WAC 392-172A- Destroy.

05195, and where disclosure records are not required to be retained longer than 3 years in
accordance with federal or state statute.
Includes, but'is not limited to, requests from and release of recordsto:

e The parent or eligible student;

e A school official under 34 CFR §99.31(a)(1);

o Certainparties seeking/directory informationmunder 34 CFR'§ 99:137;

e Ajudicial order or subpoena under 34 CFR §99.31(a)(9)(ii)(A), (B) & (C).
Excludes disclosure to state and local educational authorities and federal officials and agencies
listed in 34 CFR § 99.31(a)(3), which are covered by SD2012-068.
Excludes requests where prior consent is required, which are covered by SD2012-068.

Reference: Family Educational Rights and Privacy Act (FERPA).
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7.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.

?L\Ifl")rﬁg:lgy 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. 0 Records relating to each request for access to — and each disclosure of — personally records of the student are no NON-ESSENTIAL
identifiable information from the education records of each student where prior consent is | longer retained OPR
required in accordance with 34 CFR § 99.30, and/or where disclosure records are required to | then
be retained in accordance with 34 CFR § 99.32. Destroy.
Includes, but is not limited to, requests from and release of records to:
o Any pafty with written consent from\the parent or eligibleistudent;
o State and,local educational authorities and. federal officials andiagencies listed.in 34 CFR
§ 99.31(a)(3)pursuant to 34 CFR § 99.32;
e Privateschools wheresthe student is enrolledior plans to enrollpurstiant tolWAEi392=
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 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 student NON-ARCHIVAL
Rev. 1 Includes subjective reports and anecdotal information from district, outside agencies and graduates or withdraws NON-ESSENTIAL
individuals. then OFM
Remarks: These records should be separated from the cumulative folder with access limited in Destroy.
accordance with the Family Educational Rights and Privacy Act (FERPA).
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7.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
D DISPOSITION ACTION
SD51-20-10 | Graduate List Retain for 6 years after current ARCHIVAL
Rev.0 Annual list of graduates. school year (Permanent Retention)
NON-ESSENTIAL
Use DAN GS51-05F-10 for Official Student Records and Transcripts. then OFM
Transfer to Washington State
Archives for permanent
retention.
SD51-05F-10 | Official Student Record Retain for 100 years after NON-ARCHIVAL
Rev. 3 Documentatiomef student enrollment.history/grade progression for alhgrades andsatl student,graduates or withdraws ESSENTIAL
schools (K-@2). Record must contain student hame, academic yearjand school attended. then OPR
Record may alsé'contain‘additional personally‘identifiable informationfincluding address, Destroy:

phone number, classes attended, grades earned, attendance record, grade level completed,
year completed, etc.

Includes, but not limited to:
e High school transcripts prepared in accordance with WAC 392-415-070 (including
“met/not met” graduation requirements);
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 and changes 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.
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7.4. 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 request NON-ARCHIVAL
Rev. 0 Records relating to requests for changes to official student records by a student/legal denied NON-ESSENTIAL
guardian, where the change is not allowed/made. then OFM
Excludes changes that are made to official student records covered by SD51-05F-10. Destroy.
SD51-05F-11 | School Registers Retain until no longer needed ARCHIVAL
Rev. 1 for agency business (Appraisal Required)

Remarks: If there.is no official student.record that.supersedes.the schoolregisters,these.must.be
retained for 100 years.

then
Contact:Washington State
Archives for appraisal and
selective'retention.

NON-ESSENTIAL
OFM
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7.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-05F-07
Rev. 3

Student Cumulative Folder (Student File Folder)
Contains information collected on each student in addition to the Official Student Record,
regardless of storage medium or format.

May contain, but is not limited to:

e Date of entry and withdrawal;

o |dentifying information (name, birth date, sex, year in school, address, telephone
numberfparent/legal guardian name,ethnic classification, ¢ontdct information
(parent/legal guardian place of employment, family doctors babysitter, siblings),.etc.;

e Gradesand other student/progress reports;

e Results ofistandardizeditests and assessmentsi(MSP, HSPE, WELPARSAT, AP/IBjyete.);

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.

Note: All records made or received by the agency must remain in the custody of the agency until
the minimum retention periods have been met in accordance with WAC 434-615-020. When a
student transfers out-of-district, the original cumulative folder must be retained by the agency for
3 years after the student withdraws or graduates. A copy of the student’s cumulative folder may
be sent to the receiving district.

Note: Items listed in this series may (also) be covered elsewhere in this schedule and must be
retained for the longer of the two retention periods (if they differ).

Retain for 3 years after student
graduates or withdraws from
district

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

SD51-01-50
Rev. 1

Student Disciplinary Action Report

Retain for 3 years after end of
school year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM
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7.4. STUDENT RECORDS
Reference chapter 392-185 WAC and chapter 392-415 WAC.

?L\Ifl")r?-li;.ll;llg\l(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05F-08 | Student Discipline Files Retain for 3 years after matter NON-ARCHIVAL
Rev. 2 Includes student expulsion records. resolved or 3 years after student | NON-ESSENTIAL
graduates or withdraws, OPR
whichever is sooner
then
Destroy.
SD2012-070 | Student Identification Photos Retain until no longerneeded NON-ARCHIVAL
Rev.0 Individual student phatos taken for identification.purpases byschool/district staff or.outside | for agency.business NON-ESSENTIAL
contractorss Alsoincludes class photos. then OFM
Destroy:
SD51-05F-09 | Student Locator Cards/Class Schedules Retain for 4 years after 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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8. STUDENT SERVICES

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

DISPOSITION

RETENTION AND
Nll;\IlJITBI-EIgI(llI)TI.\\!N) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
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-ESSENTIAL
or OFM
until completion of State
Auditor’s.examination report,
whichever is sooner
then
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-ESSENTIAL
unpackaged food have been issued a food worker card pursuant to chapter 69.06 RCW and then OFM
chapter 246-217 WAC. Destroy.
SD51-08-03 | Food Service Orders Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 For supplies needed to operate school lunch program. fiscal year NON-ESSENTIAL
or OFM

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

then
Destroy.
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School Districts and Educational Service Districts Records Retention Schedule

Version 8.1 (2014)

8.1. 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
SD51-08-04 | 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 reimbursement based on the NON-ESSENTIAL
Program. application OPR
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 toiverification of eligibility for free and reduced price meals and free milk federal fiscal year NON-ESSENTIAL
pursuant to 7Z2.CER.§ 245.6a. then OFM
Destroy.
SD51-20-04 | HACCP (Hazard Analysis & Critical Control Points) Food Safety Plan Retain for 6 years after obsolete | NON-ARCHIVAL
Rev. 1 Food safety hazard analysis plans and reports prepared in accordance with the Hazard or superseded NON-ESSENTIAL
Analysis & Critical Control Point (HACCP) system pursuant to 9 CFR § 417 and 21 CFR § 123.6. then OPR
Includes annual validations and any modifications or changes. Destroy.
SD51-08-14 | Health Inspections Retain until superseded NON-ARCHIVAL
Rev. 1 Inspection of facility to ensure it meets federal and state standards. then NON-ESSENTIAL
Destroy. 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-ESSENTIAL
OFM
or

Remarks: Reference 7 CFR § 210.

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

then
Destroy.
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http://apps.leg.wa.gov/rcw/default.aspx?cite=28A.235
http://apps.leg.wa.gov/wac/default.aspx?cite=392-157
http://www.fns.usda.gov/cnd/lunch/
http://www.fns.usda.gov/cnd/lunch/
http://www.fns.usda.gov/cnd/governance/prov-1-2-3/Prov1_2_3_FactSheet.htm
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=02dde6ef8db07a90198929f18099722e&rgn=div5&view=text&node=7:4.1.1.1.1&idno=7%237:4.1.1.1.1.3.1.7
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=8c6996f7dcd53cf0439392674cfbd31d&rgn=div8&view=text&node=7:4.1.1.1.9.0.1.7&idno=7
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=99978f23fc8daa5e5c0048333fcb933e&rgn=div5&view=text&node=9:2.0.2.4.41&idno=9
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=99978f23fc8daa5e5c0048333fcb933e&rgn=div5&view=text&node=9:2.0.2.4.41&idno=9%239:2.0.2.4.41.0.70.2
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=99978f23fc8daa5e5c0048333fcb933e&rgn=div5&view=text&node=9:2.0.2.4.41&idno=9%239:2.0.2.4.41.0.70.2
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School Districts and Educational Service Districts Records Retention Schedule
Version 8.1 (2014)

8.1. 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
SD51-08-13 | 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-ESSENTIAL
then OFM
Destroy.
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-ESSENTIAL
recipient and amount paid. or OFM
until completion of State
Auditor’s examination report,
whicheversisssooner:
then
Destroy.
SD51-08-07 | Meal Tickets Retain for 4 years after end of NON-ARCHIVAL
Rev. 1 Prepaid meal tickets. fiscal year NON-ESSENTIAL
or OFM
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
then OFM
Destroy.
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8.1. 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-ESSENTIAL
then OPR
Destroy.
SD51-08-09 | School Breakfast Program Plan Retain for 6 years after plan NON-ARCHIVAL
Rev. 1 Includes plan and backup documentation submitted to OSPI for program approval. obsolete or superseded NON-ESSENTIAL
then OPR
Destroy:
SD51-08-10 | Site Health Permit Retain until obsolete or NON-ARCHIVAL
Rev. 1 superseded NON-ESSENTIAL
then OFM
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-ESSENTIAL
hand. May be used to complete the F-196 report. or OFM

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

then
Destroy.
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School Districts and Educational Service Districts Records Retention Schedule
Version 8.1 (2014)

8.1. 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
SD51-08-12 | 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-ESSENTIAL
received, used and unit prices. May be used to complete the F-196 report. or OFM

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

then
Destroy.
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8.2. 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. 296-62-08001

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
OB BAR) DISPOSITION ACTION
SD2012-071 | Health Care/Services Provided to Students Retain for 8 years after last NON-ARCHIVAL
Rev.0 Records documenting the administration of health care and services provided to students by | provision of health-related NON-ESSENTIAL

the school/district (includes staff, contractors, and volunteers).
Health care/services may include, but are not limited to:
e First aid; minor illness/injury; emergencies (diabetes, anaphylaxis, injuries, etc.);
e Health screenings (visual, auditory, etc.) pursuant to chapter 28A.210 RCW;
e Speech=language pathology, mentabhealth care, physical'therapy, catheterization, etc.
o Administration of medication pursuant to.RCW. 28A.210.260-.270.& chapter.18.79 RCW.

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: Per RCW 4.16.350, the statute of limitations for the commencement of actions for injuries
resulting from heath care or related services is 8 years.

services
then
Destroy.

OPR
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Office of the Secretary of state
Washington State Archives

School Districts and Educational Service Districts Records Retention Schedule
Version 8.1 (2014)

8.2. 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. 296-62-08001

?L\Ifl")r?-li;ylg\'(\l DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-09-05 | Health/Nurse Room Registry Retain for 8 years after last NON-ARCHIVAL
Rev. 1 Registry, log or list of students appearing in the health room or nurse’s office due to health- |entry NON-ESSENTIAL
related issues. May include sign-in/sign-out sheet, date, time, etc. then OPR
Excludes records of services/care provided, which are covered by SD2012-071. Destroy.
Note: Per RCW 4.16.350, the statute of limitations for the commencement of actions for injuries
resulting from heath care or related services is 8 years.
SD51-09-08 | Medication Administration Daily Log Retain for 8 years after|ast NON-ARCHIVAL
Rev. 0 A chronologicalllistinglor log of oralkmedication'desages administeredtoistudentsin entry/deseradministered NON-ESSENTIAL
accordancé&with RCW128A.210.260. then OPR
Excludes student-based health records covered by SD2012-071. Destroy.
SD2012-072 | Medication Errors Retain for 8 years after end of NON-ARCHIVAL
Rev. 0 Records relating to documenting and reporting instances of medication errors, including school year NON-ESSENTIAL
suspected theft. or OPR

Note: Per RCW 4.16.350, the statute of limitations for the commencement of actions for injuries
resulting from heath care or related services is 8 years.

8 years after investigation
completed/matter resolved,
whichever is later

then
Destroy.
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8.2. 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. 296-62-08001

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
OB BAR) DISPOSITION ACTION
SD2012-073 | Medication Inventory Retain for 1 year after NON-ARCHIVAL
Rev.0 Records relating to the inventory and/or final disposition of unused student medication in medications returned/ NON-ESSENTIAL

the school’s custody.

Includes, but is not limited to:
e Controlled substance counting;
e Return of medication to parent/legal guardian, destroyed, or delivery to law
enforcémentiagency.
Excludes the'administration of medication/covered:by:SD2012-071.

Excludes inStances of suspected theft covered by SD2012-072.

destroyed/delivered to law
enforcement agency

then
Destroy.

OPR
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8.3. INTERSCHOLASTIC ACTIVITIES

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (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 then NON'%Ss:NTlAL
for possible advancement to regional, district, state, and/or national levels of competition. Contact Washington State
Interscholastic activities and contests include, but are not limited to, those overseen by: Archives for appraisal and
e Office of the Superintendent of Public Instruction: Distributive Education Clubs of selective retention.

America (DECA), Future Farmers of America (FFA), Future Business Leaders of America
(FBLA)fetc.;

e Association.of Washington School Principals: Student Council, National Honor Society,
Senate Youth Program, etc.;

o Washingten'Interscholastic Activities Association (WIAA): Dramapforensicspmusic,
spirit, athletics;

e Independent sponsors: Chess, History Day, Knowledge Bowl, Math Olympiad, Science
Bowl, Spelling B’s, 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. Items may include banners, trophies, uniforms, etc.



http://www.k12.wa.us/CareerTechEd/default.aspx
http://www.awsp.org/AM/Template.cfm?Section=Programs2&Template=/CM/HTMLDisplay.cfm&ContentID=18828
http://www.wiaa.com/subcontent.aspx?SecID=284
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School Districts and Educational Service Districts Records Retention Schedule
Version 8.1 (2014)

8.3. INTERSCHOLASTIC ACTIVITIES

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS IO SND DESIGNATION
OB BAR) DISPOSITION ACTION
SD51-03-04 | Interscholastic Activities — Eligibility Retain for 3 years after end of NON-ARCHIVAL
Rev. 2 Records relating to student and school eligibility and registration for interscholastic school year NON-ESSENTIAL
activities. then OFM
Includes, but is not limited to: Destroy.
e Physicals, insurance, emergency contact/medical information, etc.;
e Grade point, appeals, etc.;
e Registration (student, league, etc.).
Excludes parent/legal guardian consent forms which are covered by SD51-06C-31.
Excludes recordsicovered by SD2012-071x
SD51-03-15 | Interscholastic Activities— Self-Evaluation Surveys Retain.for 6 years aftef end of NON-ARCHIVAL
Rev. 1 Records relating to the school/district’s compliance with Title IX of the Educational school year NON-ESSENTIAL
Amendments Act of 1972 and 34 CFR §106.41. then OPR
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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SNS
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8.4. TRANSPORTATION
Reference chapter 28A.160 RCW.

?L\Ifl")r?-lgll;ll?\:\l 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-ESSENTIAL
services. or OFM
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
SD51-05G-14 | Application.for Special Transportation — Denied Retain for 1 calendar year after NON-ARCHIVAL
Rev. 1 applicationsdenied NON-ESSENTIAL
then OFM
Destroy.
SD51-05G-13 | Improper Student Conduct on the Bus Retain for 1 year after incident NON-ARCHIVAL
Rev. 2 Records documenting instances of improper student conduct on school/district buses. May then NON-ESSENTIAL
include bus route, time of incident, nature of incident, and student(s) name(s). Destroy. OFM
Note: This record may become part of a investigation case file or student discipline file and
retained longer than one year.
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
46.61.370. then OPR
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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http://apps.leg.wa.gov/rcw/default.aspx?cite=28A.160
http://apps.leg.wa.gov/rcw/default.aspx?cite=46.61.370
http://apps.leg.wa.gov/rcw/default.aspx?cite=46.61.370
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=0CDYQFjAA&url=https%3A%2F%2Fwww.k12.wa.us%2Ftransportation%2Fforms%2F1514.pdf&ei=kuniUv_zNcyhogSj0IDQAw&usg=AFQjCNGDL11qyqdXvHF9cm0_Wd3oQo8MEw&bvm=bv.59930103,d.cGU&cad=rja
http://apps.leg.wa.gov/rcw/default.aspx?cite=46.61.372
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=0CDYQFjAA&url=https%3A%2F%2Fwww.k12.wa.us%2Ftransportation%2Fforms%2F1514.pdf&ei=kuniUv_zNcyhogSj0IDQAw&usg=AFQjCNGDL11qyqdXvHF9cm0_Wd3oQo8MEw&bvm=bv.59930103,d.cGU&cad=rja
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INDEX: DISPOSITION AUTHORITY NUMBERS (DANs)

SD2011-153 ..oiiiiiiiiiiiicie 9 SD51-02-03 ...ooviviiiiiiiiiiieeiees 23 SD51-05G-06 .....ccovuvvivuviiiriinineens 19 SD51-07-08 .....cocvvviiiiiiiiiiieiieene 9
SD2011-154 .....coviiiiiiiiiiiiiiee, 51 SD51-02A-04 .....coovvvviiiiiiiieens 23 SD51-05G-07 ....oovvvviviiiiiiiiiineens 19 SD51-08-01 ....covvivrriiiniiiiiiinenne 62
SD2012-062 ........ooevvnviiiinnieninnen, 7 SD51-03-04 ....ooovviviiiiieiiee, 71 SD51-05G-13 ....cooviiiiiiiiiiiiine, 72 SD51-08-02 ......oeevvviveiririiiiinnen, 62
SD2012-063 ......cccvvvviiiniiinieennee, 13 SD51-03-15 ..o, 71 SD51-05G-14 .....covvviviiiiiiiiiiieens 72 SD51-08-03 .....ocvviviiiriieniieniiens 62
SD2012-064 ......cooeviviiiiiiiiiiinns 44 SD51-03C-17 ..oooviiiiiiiiiiiiieee 11 SD51-051-02.....ccovvuviiiiiiiieiiiinenne 36 SD51-08-04 .......coovvvvivviviriiiinenn, 63
SD2012-065 ......cccvvvrviiiniiinieennne, 45 SD51-03E-26......coovvivriiiiiiiiiinns 24 SD51-051-03.....ceiviiiiiriiiiiciiiens 36 SD51-08-05 .....oovviirriiriiiiiiceien, 63
SD2012-066 ......cccevvvriviniiiniinnne 45 SD51-03E-28......coovviiviiiiiiiininnns 24 SD51-051-04......covvviiiiiiiiiniienns 37 SD51-08-06 .....coocvvvvriiriiiiiicinen, 64
SD2012-067 .....ccovvvviiiieiiiiinians 50 SD51-04-01 ....oovviiiiiiiiiiiiiiieee 51 SD51-05J-02......cooivniiiiiiiiiiiinen, 49 SD51-08-07 ...ccuvvvviirieiiiieciee, 64
SD2012-068 .......cccevvvvivrriiiniinnnn 57 SD51-04-05 ...ccevvviiiiiiiiiciiieae 52 SD51-05J-04......covvvviviiiiniiinnnne 50 SD51-08-08 ......cccevvvmiviiiiiiiennne 65
SD2012-069 ......ccceevvviiiiiiiiiinins 59 SD51-04-07 ....oovvvviiiiiiniiiiineene 54 SD51-05J-05.....cccviiiiiiiiiiieniinen, 10 SD51-08-09 .....cceevviiiiiiiiieien, 65
SD2012-070 ....oevvviiiiiiinieins s 61 SD51-04-10.......0cpoumeensesnsesevsanane 54 SD51-05J-06..0000uresnmessnneeeiennnens 46 SD51-08-10 ....ccocvvvrviiiiiiiniieninne 65
SD2012-071 ....oovvvvvvriviienfin e, 67 SD51-04-14 ..o b e 53 SD5T06A-02.......cooiidevnniriniiihen e 29 SD51-08-11 ....coovivriiiiiiiiiiiiee 65
SD2012-072 ....cccvveviiriennn 68 SD51-04G-014...... Lo, ... Lo 16 SD51-06A=03mmmt.....odeeecvvvees b 5 SD51-08-12 .....evvvviiiiiiiiiieeee, 66
SD2012-073 .....oovvvvvrviiie e 69 SD51-04G-03.......000c e e 28 SD51-06A-04..........icdevveeinsbarinne 29 SD51-08-13 .....coocviviiiiiiiiiiiienen, 64
SD2012-074 ....ccouvveviirieninn R 38 SD51-05-02 ...l . 15 SD51-06A=05W0. . i 30 SDS5T-08-14 ......ccovvvvviiiiiiiiecne, 63
SD2014-020 .....covvvrvrriiiiiiinieennne, 25 SD51-05-05 ...ooviirriiniiiiiiiiiieeen, 5 SD51-06A-06.......ccocvvvrviirriirnenns 31 SD51-08-15 .....ooviiiiiiiiiieiiiccee, 63
SD2014-021 .....cuviiiiiiiiiiinieeas 26 SD51-05-06 .....coocuviviiiriiiiiinienns 14 SD51-06A-07.....ccovvviiiininiiiinnnen, 32 SD51-08-16 ....ccvveviirieiiiiiecee, 64
SD2014-022 ......ccvvvviviiiiiiniiiiinnns 27 SD51-05-08 .....coocuviiiiiniiiiiiienns 15 SD51-06A-08.......ccccvvvviiiiiiiinnnnn, 32 SD51-09-01 ...cccviiiiiiiiiiiiicce, 39
SD2014-023 .....coovvviviiiiiiiinieeee, 39 SD51-05-10 ..oovviviiiiiiiiiiiienieens 14 SD51-06A-09......ccovvvvivviiniiinninns 32 SD51-09-02 .....covvviiiiiiiiiiicinee 44
SD2014-024 ......covvvviviiiiiiiiiiins 40 SD51-05-11 ..oiiiiiiiiiiiccine, 14 SD51-06A-10.....cccovviviiiinieininnnn. 32 SD51-09-03 ....cccovviiiiiiiiiiin, 13
SD2014-025 .....coovvivviiiiiiiinieenne, 41 SD51-05-13 ..oooiiiiiiiiiiiiiiceiees 15 SD51-06A-11....ccevviiiiiiiiiinieens 31 SD51-09-05 ....coovviviiiiiiiiiiicinene 68
SD2014-026 .....cccvveviviiiiiiiniiinns 48 SD51-05F-02.....cccvvuviiiiiiiiinnenn, 56 SD51-06A-12.....cccvvviviiiiiiiinenn, 33 SD51-09-08 .......covvviviiiiiiiiiinen, 68
SD2014-027 ...ccovvvviiiiiiiiiniiinnns 49 SD51-05F-03.....cccocviiiiriiiiinenn, 57 SD51-06A-13.....ccoviiiiiiiiiiiie, 47 SD51-09A-01.....ccovvmviviiiiiiiinnnn, 34
SD2014-028 ......cccvvvviiiriiiniiennne, 72 SD51-05F-05......covviiiiiiiiniininiens 55 SD51-06A-16......ccvvuiviiiiiiiiiiieens 41 SD51-09A-02.....ccccecvivrriiinirinnnne 34
SD51-01-35..ccciiiiiiiiiiiinicciee, 7 SD51-05F-07....ccovvvviviiiiiiinnenn, 60 SD51-06A-17....coovviiiiiiiiiiiinenn, 42 SD51-09A-03......cooviiiiiiiiieiinnn, 34
SD51-01-37 oo 12 SD51-05F-08.......cccovviiiiiiriinninns 61 SD51-06A-18......covvviviiiiiiiiiiieens 43 SD51-09A-05.....cccovviiriiiriiiiiinns 34
SD51-01-39...cciiiiiiiiiiiiiiiiiniies 8 SD51-05F-09.....cccocvvviiiiiiinnenn, 61 SD51-06A-19.....ccccoviiiiiiiiiiinnenne 30 SD51-10-02 .....oovvvvvviiiiiiiiiiine, 35
SD51-01-46 ....covvvniiiiiiiieiiinicee 27 SD51-05F-10....cccovviviiiniiiiinneenn, 58 SD51-06C-31....cccccvieviniiiininienne 53 SD51-10-03 ....ooeviviiiiiiiceiine, 35
SD51-01-49...ccciiviiiriiiriiciiee, 33 SD51-05F-11..cciiiiiiiiiiiiiiiieens 59 SD51-06E-O1.....ccovcvivrviiiiiiiiinns 38 SD51-11-02 ...ovvvviiiiiiiiiiiicee, 20
SD51-01-50...cccimiiiiiniiiiiiinienns 60 SD51-05G-02.....covcvvivivriiiinnenn, 72 SD51-06E-02.......coovvviviinnieiinnen, 38 SD51-12-03 ...coviiiiiiiieiiircceee, 17
SD51-01-52 i, 6 SD51-05G-04......cocvvviiviiriininenns 18 SD51-06E-03......cccovvivviiiiniiinnne 39 SD51-12-05 ...ooviviiiiiiiiiciiiceie, 11
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SD51-13-03 ... 21
SD51-13-04....oiviiiiiniiiiieiiees 21
SD51-14-02...ccuviiriiiiniiiniieiiecae 22

SD51-14-04 ......coccvvvviiiiiiiiiniee
SD51-20-02 ....oovviiiiiiiiiiiiieene
SD51-20-03 ...ooviiviiiiiiiiiiiciiees

SD51-20-04
SD51-20-08
SD51-20-09

SD51-20-10

INDEX TO:
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INDEX: SUBIJECTS

NOTE: “CORE” refers to the Local Government Common Records Retention Schedule.

5

504 accommodations....see CORE series GS50-04C-01

9
9-12 attendance/absence..... il 51
A
abuse
employee investigations..........cccceeciieeecinee e, 26
suspected child abuse........ccccoeeeuviennen.n. 13, 25, 26
academic learning requirements .........ccocccvvveeennnn. 31
accidents/incidents.......cccoceeeveeeeeiinneenn. see also CORE
STUAENT e 67
accommodations (504) .see CORE series GS50-04C-01
ACCOUNTING.ceeviiiiiiiieiiiiiereierereeeeeeeeeeeeeeereeeeeeees see CORE
acCreditation ......uveeeeiieeie 14
achievement testing (standardized) ................. 41, 43
FeSUIS cooovviiiiii 41, 42, 60
ACT SCOMS..iiiitieeee ettt et e e e e e iraee e e e 60
advanced placement (AP)
PlaCEMENT...cciciiiieeeee e 46
SCOTES .eeiieeeeeenrrrreeeeeesennrrreee e e s e e e e e e s e nnneeeees 58
Alternative Learning Experience (ALE)
attendance/absence.......occccveviveeciveeieeiieeieeene, 52

1€SSON PlANS ceoeeieeieiiee e 38

reporting to OSPI.......ccovviiiiiiiiiiiiiceee, 12
annual report ......ccoveveeeeecieeeenciee e see also CORE

for approval (SBE) .....cceeeevirieieiieecieee e 14
annuals/yearbooks..........ccceevvievieenieecieece e, 6
AP/IB SCOMS .uuvriieeeeeieeiireteeeeeseeiirreeeeeesessasereeesesas 60
apportionment

report from OSPl.......coccevieriiiniierieesieeeeeeen 23

reporting to OSPL.............ocmmmnreeee o s« 12
appraisal/appraisal required.......... see CORE Glossary
aptitudestest resultsswt.........- ... ... o 60
archival......ccccoioieeee i R, see CORE Glossary
arrival/departure logs....h...... ... Lo, 53
as-built drawings........ccccoceeevciieicciee e, see CORE
assessments

MANAALONY ceeeiiiieeiiieieeeee e 43

school/district optional.......c.cccceevvevieeineennnnne. 39, 40
asset management.........ccccoovviiiiiiiiiiiniinnnes see CORE
assignment procedures (student).........ccceeevveeennns 10
assignment/placement (student) .........ccceueeene 47, 48
associated student body (ASB)

bylaws

adopted............... see CORE series GS50-05A-01
development....... see CORE series GS50-05A-07

elections .....ccccceeuveen. see CORE series GS2012-019

expenditures.............. see CORE series GS2011-184

minutes........cccceeeen.. see CORE series GS50-05A-13
athletics

eligibility .ooovveeeeeiee e, 71

parent/guardian permission.........cccocceeeevveennnne. 53

INDEX TO:
SUBJECTS

attendance/absence
excuses/notification/case files .......cocceeeeeuerernneee. 51
institutional settings ......cccceveeiiieeeiiiicciieeeee, 52
school-sponsored activities ........cccccceeeecveeeenneee. 53
source documentation (Pre-K—12).................... 52
truancy case files/petitions ..........ccceeeveerireeeineenns 54
authorizations
field triPS. e 53
release of student records.........ccccceeeeunnnnenn. 56, 57
award lists........... 6, see also interscholastic activities
B
baccalaureate programs ........ccccceeeeeecciiiieeeeeeeecieen. 6
Basic Education Act documentation (SBE).............. 14
Becca Bill (truancy) ...occccveeeeeciieeeecieeeeee e 54
benefits (human resources)........cccceeevvveennn. see CORE
bilingual iNStruction .........ccoecevveviiiee e 49
bloodborne pathogen (staff training) .................... 28
Board of Education (approval).....c.ccceccveeeecnerennnen. 14
boards/councils/committees............cccuuee.... see CORE
boundaries
educational service districts ......cccccveeervverennnnen. 20
Ly ol=Y o A o] o[- 49, 50
SChOOI diStrCES ..evvieiiieiiieriecie e 15
breakfast program .......cccccceeeveeeiiiiee e, 65
budget.....ccco oo see also CORE
revision requests ......cccceeeeve 23
bullying prevention .........cccccveeircieeensiee s 9

Page 76 of 82



3
Office of the Secretary of state
Washington State Archives

School Districts and Educational Service Districts Records Retention Schedule

Draft Version 8.1 (2014)

DUSES ..o see also CORE
condition checklists ........cccceeeeieiiiiiiieeceeee, 18
improper CoONAUCE .........eeeeeeiieciiiieeee e, 72
MaAINtENANCE....cceiiiiiiiiii e, 18
0perations [08S ...ueeeievicciiiiieeeee e, 19
pick-up/drop-off changes (temporary)............... 53
SChedUles ......cceviieeeeee e

special transportation

C

calendars/handbooks (official district) ................... 14

case files
ADSENCE..eieieiieeieee e BB e rab e b 54
patient (student)........ccoeveeeeiiiees et 35
student assessment/placement ..é........chmureecier 47
student assignment .........cccceeeeeeeciiiieee e, 46
student assignment/placement..........cccoeeeueeenee. 48
TMUANCY et

catalogs (course descriptions) .......ccccoccvveeerciveeennen.

Catering reqUESES ..o.evvvieerie et

catheterization services
certificated years of experience
certificates

accreditation.....cueeeeeiiee i 14

educational competence (GED).........cccecuvevenneee. 55

immunization status (CIS) .......cccceeeeveeernnennn. 44, 45

TEACKHET it 22
challenges (instructional materials).........cccccovvvenneeen. 5
chaperones (extra-curricular) ......cccoceeveercreeeiveennne. 53
child abuse (suspected) .....c..cceeeueerveenneens 13, 25, 26
chronic health conditions .........cccoeeveviviiieinniennnns 67
class

activities materials (historical).......cccvveveciveeenneen. 6
AtLENdANCE...eiiieiei e 52
PROLOS. .ot 61
FANKINGS .eveiieieiieeee e 6
schedule (Master) .....cocecvveiveerie e 33
schedules (student locator cards) .61
SYHABbUS e ...33
clock hour credit (staff) .16
commemorative events/displays......c.cccceveriveeevrennne. 6
communicable disease report to health dept......... 13
community SChOOIS ......ceeiviiiiiiiiieieeeeeee 52
community/public relations.................. see also CORE
challenges of instructional materials.................... 5
commemorative events/displays h.....cccccvveerennee. 6
guides to facilities ... ... .. oo b o« 5

compulsory school attendance petitions
CONAUEELDUS) .evteveeeere s Birmraton . e

confidential reports ........c........
CONSEIUCTION ..eeiiiiiieieeeiieieee e
contact information
cumulative folder (student)........ccccoveeeecvverennenn. 60
emergency preparedness.......ccceeeeevennn. see CORE
interscholastic activities ........cccovvveviieencieeniiennnnn, 71
contests (interscholastic activities).........cccccuvevueene 71
CONTFACTS .eeiiiiieeiie e see CORE
controlled substances (student medication) .......... 69
corrective action (employee).......cccceevereerennne. 25, 26
count
enrollment (for apportionment).........cccccueeenneee. 12
MEAI/MITK . eeeerieieeeieeeeeee e

medication
stock control inventory.......
course description catalogs
culminating Projects .....ccccceeeeeeecciieeeeeeceeccrreeeee e

INDEX TO:
SUBJECTS

cumulative folder (student) ......ccccoveeevvieeeecineeenee. 60
curriculum
Alternative Learning Experience (ALE) ............... 12
categorical programs (federal/state).................. 29
course additions/deletions/changes.................. 29
course description catalog
EqUIVAlENCIES ...
essential academic learning requirements......... 31
instructional materials.......cccccovvevriieiniieeniiennnen, 32
SUMMArIES/BUIdES .c.veeveeeeceee e 30
WAIVEIS e uieieeeieeiiiiieeeeeeeeertieeeeeeeeesranaeeeeeeeesens 31,41
D
daily
bus evaluation/operations ............ccccueeunennee. 18, 19
meal/milk count .........coocveviiiiiei e, 63
medication administered.........ccceevveiiniiiiinnneenn. 68
declaration of intent (home-based instruction) ..... 34
demographic/enrollment projections..................... 9
design/construction.........cceevveevveeiiveenneeens see CORE

DIBELS (Dynamic Indicators of Basic Early Literacy
SKIllS) wvveereeeereesreesie et ettt
directory information (student)
discipline (employee) .....cccceceevueeeeeciveeeecieeeenee,
discipline (student) ......cccoceeeverveeeccvereiinenn,
disclosure of student records .......ccocceevveerueene
Disposition Authority Number (DAN) .......... see CORE
Glossary
districts
boUNArIES..cciiiieeieiet e 15
official school calendars ........cccccevvivieiniienennen. 14
drawings
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architectural ......cccceeeeieeeecceee e, see CORE excuse slips (absence).....ccccevvveeeecciii v 51
school district boundaries ........ccccovvveeeriieeeenee. 15 executive communications ..........ccceeeeeennnnes see CORE
dropout reengagement program).......cccceeeveeeueeenne 48 expectations (Student)........ccccveeveeeiieenieesieeneees 33
drug/alcohol SUrveys........cceevecieevieecie e 11 extra-curricular activities (permissions).................. 53
E F
early departure logs......ccccveeeeeecciiiieeee e 53 facilities/property management

Education, State Board
educational competence certificate
educational service districts

accreditation......evveeeveeeiie e 14
boundaries.....ccccevceevve i il 20
historical records/artifacts  mmeee..eeeeeeiierreeeeeeeeren. 6
electronic information systems .......000........ see CORE
eligibility (interscholastic actiVities)........ chm...ete. 71
emergency information ..........ccccceeeeeieinnns 53,60, 71
emergency medical treatment (student)................ 67
EMPIOYEE ..ovvveeeeeceeeee e see also CORE
certificated years of experience..........ccccveenneee. 27
MISCONAUCT ..veeiiiieeiee et

English language proficiency
enrollment

entry/withdrawal (student)........ccccceveeeereeeneennne. 60

history (official student record)........ccccceevuveenen.. 58

ProOJECtiONS .ccviviiiiiiiiii, 9
equivalencies (graduation requirements)............... 32
error corrections (on official student record)......... 58
Essential Academic Learning Requirements 12, 31, 32
essential records.......cocceevieennennen see CORE Glossary
ethnicity/race data.........coceeeeeienenencsenceeeeeeen 12
events (science, music, athletic, etc.) ......ccceeuveeenne. 53
exceptions (boundary) ......cccceeveeveenenneneene, 49, 50

descriptive guide ........cccciiiiiiiiii e,
inspections (health)
LEED (Leadership in Energy & Environ. Design).. 17

USE PEIMILS covvviiiieiiiiiiieiereeeeeeeeeeereeereeeneeee see CORE
field Trips ... e 53
film viewing (permission)......ommeeeeeevres beserneesinnns.. 33
final grade point summaries...........oh .. e, 6
financial management Wl e see also CORE

APPOrtIONMENT ..covviviviiiieiererererereree e, 23
first aid treatment.......ccooevveeiiiieeii e 67
fleet/motor Pool ........ccovvvevieeicieeniee e see CORE
fOOd SErVICES e, 62, 63, 64, 65, 66

breakfast program........ccccccevceeeeiciee e, 65

free/reduced-price meals
hazard analysis (HACCP Plan)
health inspections.........cccccoeiiiiiiieeiieccciieeeee,
site health permit ..........cccoviieiiiiiii e
[ ool [ qele] o1 o] IR
food worker card ........ccceeeeeieiiiiieeee e,

G

S USAEEC.uuuurrrererererererererernrerererersnsrerenen see also CORE
GED 1eStING wevvviiiiiiiiiiiiiiieieeeieiererererererererererererererenene 55

INDEX TO:
SUBJECTS

gender change (on official student record) ............ 58
gifted program .......ccccoeeciiieiiii e
glossary of terms.......ccoeccviieeeieeccciieeeee e,
governing bodies.........cccceviveeiiieeiiiiiieeeceen,
grade documentation .......ccccceeeeeiiiieee e,
grades/progress reports
adjustments (on official student record)............ 58
Alternative Learning Experience (ALE) ............... 38
elementary .....oceeeeeciie e 38
€rror COrreCtionS.....coe e, 58
final grade point summaries........cccoceeeeeeeecnnneenn. 6
official student record ........cccoocvevevviiiiiniiine i, 58
YTole] 4 Vo -1 oV 2RSS 38
graduate ISt .ot s 58
graduating class historyfiles........ccccocevvieeeencneennnen. 6
graduation requirements...........ccoeeevveevcvveeenciveeenns 32
graduation/drop-eutfate ...........ccocevereeeeneenieneennn. 12
grant surveys (impact aid) ......cccceeeevvreenieeiiienienns 11
guidance reports (confidential student).................. 57
H
HACCP Plan (food services) .......ccccoeeeecveeeeccueeeenee. 63

harassment prevention
health

inspections (facility).......ccccevvieeeecciee e, 63
PErMIt (SItE) .evvvveeeeeieee e 65
health care/serviCes.....cccccvvvvvvvieeeeeieieiieeeeeeeeseenns 67
EXEMPLIONS coeviriririiiieiirererererererererererererererererereeee 67
health/nNuUrse roomM .......cccceviveeeeeeciee e 68
life-threatening health conditions...................... 67
medication administration ..........ccccceeecivieneenn. 68

medication errors
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medication iINVeNtory ........ccccceeeecveecvcveee e, 69

SKills CENTEN ..eeviiiiieeeiiee e 35
Healthy Youth SUurvey........cccccooeeieeiiciiiieeeee e 11
hearing/vision test results ........ccccoeveveveeecveecveennen. 67
highly capable program ........cccccceeiieeiiiiiieeee e 48
historical

guides to facilities......cccveeeceeei v, 5

materials/artifacts ....cocvevveeiieiciiieieeeeeereeeeeee e 6
HIV/AIDS and HBV training (staff).......c.ccccceevveennnn. 28
home [aNguage SUIVeY ........ccccveeeeeeeeecciiieeeee e 49
home/hospital tutoring (applications)........cc......... 39
home-based instruction.........ccccocveeirriieiinieer e, 34
homeless child/youth ........ccccooviieviiiieeree e, 44
honor roll lists ....covveeveeeneeenfiri e il b 6
human resources ........cooeeve sl cveeeehes see CORE
I
IB/AP SCOTES vvveeeieiieieeieeeeeieeeiiveeeeeeeessesreeeeeesesssanes 60
identification photos (student).......ccccccceveecvveennneee. 61
illness/injury

StAff e see CORE

LY {0 Lo (=] 0] SRR 67, 68
immunization

certificates (CIS) ...eeeeeeeeeeeeree et 44

exclusions for failure to provide proof............... 45

reporting compliance .......cccocovveeevcieeccciee e, 45

status report (to DOH) ....ccevveviiieeecieeeeeee e 13
incarcerated stUdents.......ccocceevvieenieeniienniieenieeen 52
incidents/accidents......ccccooveeeeeeviiieeenns see also CORE

STUAENT e 67
Indian education program) ........ccccceeeeeieeeecneeeennen. 48
Individualized Education Programs (IEPs)............... 36

in-service education........cccvcvvevieenieenieenieenieeneen 16
inspections (health) .......cccceviiiieniicee e, 63
institutional education programs ..........cceceeevueennee. 52
instructional materials
challenges
subject file
INSUFANCE....eeeiiiieieieieeeee e
interscholastic activities ......cccccevvevvveeriieeneennne 71
internet access/film viewing (permission).............. 33
interscholastic activities
AChIEVEMENTS.....viieieiiee et 70
EHDIITY vveeeeeeie e 71
self-evaluation SUrveys ........coocvveevcieeeeereee.. 71
Title IX SUIVEYS ..cccceii s bt 71
intimidation prevention........ ... ..oee.. besessmrms o« ©
INVENTONY . .oovvihitieeec i B eeeeeeesnth e see also CORE
equipment (categorical programs).... ..o 29
medication (student) .......cccoccveeviievieenie e 69
stock control (food services)........cccevveerunennne 65, 66
investigation
employee misconduct .......... 25, 26, see also CORE
Medication Errors .....o.cveveverieenie e 68
student disciplin€.......cccceeveveeeeiciieeecciee e, 60, 61
J
judicial order (student records) ............ see also CORE
K
K-8 attendance/absence..........ccoocveeeveiiiiciceneennnee. 51

INDEX TO:
SUBJECTS

L
late arrival [0gS.....ccvveeeeciii e 53
learning assistance program (LAP).........cceevuvveenneee. 48
Learning by Choice
PrOCEAUIES...ccevvieeeeireeeetreeeereeeestreeeeereeeenreeeas 10
student assignment ........ccccceeeeeiiiiiiieee e, 49, 50
learning resource center
advisory committee selection..........cccccceeunnnneen. 21
teacher evaluation forms ........cccccovviieviniieeinee. 21
LEED (Leadership in Energy & Environ. Design)...... 17
legal (advice, litigation, legal affairs) ........... see CORE
lesson plans
Alternative Learning Experience (ALE) ............... 38
8ENEIAl..cuiiiiiiiie e 39
library Services .......ccciduriuueeeniiereinieeeniieeenne see CORE
life-threatening health conditions ...........ccc...c....... 67
Local Records Committee (LRC).....see CORE Glossary
lunch program.......cccceecevveeeiieeeennen. 62, 63, 64, 65, 66
M
Mail/delivery .......cceeeeeeceeeceeceeeee e, see CORE
MAINTENANCE ..ooveiiiiiieee e see CORE
MAP (Measures of Academic Progress).................. 40
master schedule......covveinieinieeee e, 33
McKinney-Vento ACt........uueeeeeeeeeeeeeeeeeeeeeeeeeeeeeeenennns a4
meals/milk
breakfast program ........cccccceveciiiieeeiieiciiiieeeeee, 65
COUNTES ittt et 65
free/reduced........vveeveiiiiccieieeee et 63
MENUS ciiiieeeee et e e e e e s e snrerereee e e 64
Production ........ueeeeciiee i 64

Page 79 of 82



3
Office of the Secretary of state
Washington State Archives

School Districts and Educational Service Districts Records Retention Schedule

Draft Version 8.1 (2014)

(0

(o] oo ] [=] o <R see CORE Glossary
office of record ...see CORE Glossary
official school calendars..........

SEOCK CONTIOl..uvvveiiiiiiiiieiiiieeeeeeeeveveveeeveveeeeeaees 65, 66

TICKELS et 64
media center Services ........ccoeevuvveeeeeeeeecnnns see CORE
medical records (student).......ccccecveeeeciireeciineeenee, 67
medication

administration ......ccccecevevvciee e,

errors/theft...............

inventory...................

treatment orders
MEELINGS «oovieeeeeieeeeeee e,
mental health care.......cccccooeeiiiiiiiice e,
IMENUS ©eeeeveeiereeeteesteesreesreessseesseessseessseessseessseessees
MIgratioN....ccoevvveieieieieieeeeeeeeeeeeeas see CORE Glossary
MINUEES cooeveieieieieieeeieeeeeeeeeee e e, see CORE
misconduct

EMPIOYEE ...uveeeeeieeiee et see also CORE

(SN AUT: | ORI SN SO — 25
verbal/physical abuse........ccccccvveveeecrieeneenne. 26

L {0 Lo [=T o} SRR 60, 61
monthly meal count reimbursement report........... 65
MUSIC BVENTS covveeieeeieieeeeeeeeeeeee e, 53
N
National School Lunch Act ......ccccoeeeiiiiiiiiieeeees 63
news/media release (television/photo)........cccc....... 7
newspapers

] 0o 1= o} FR S 6
non-archival ......cccccoceeeviieeencieeeens see CORE Glossary
non-essential........ccoccveeeeeeiicinnnenn... see CORE Glossary
NUISE FOOM..ciiiiieieieeeeeeeeeeeeeee e 68

official student record........ccocuvvviiiiiieneeinieceenne,
challenges to......ueveeeieeiciiiieee e,
OFM (Office Files & Memoranda)..see CORE Glossary
operating savings (major facility projects).............. 17
OPR (Official Public Record)........... see CORE Glossary
opt-out
health screenings........ccccocvevcieeeeccie e, 67
photojusage pmmmms.. ... . ... S .. 7
OSPI
apPOoFtiohmentireport .........o . ... L. L. 23
lunch program plan ... 65
reporting....Lo........ 0 LR 12
P
P-223 reporting to OSPI ..........

parent drivers (field trips)
parent/legal guardian
boundary exception request ..........cccccuveenns 49, 50
home-based instruction ..........ccceceevvvevcveeennnennn. 34
impace aid surveys (not eligible) ........cccceene.. 11
permissions
administration of medication/health care..... 67
extra-curricular activities
field trips ..ccccoeeevveeeeeeeees
internet access/film viewing ...............
photo/media release or opt-out
release of student records ..........cceeenneeee.

INDEX TO:
SUBJECTS

statement of requirements/expectations.......... 33
payroll ....... see also CORE, Financial Mgmt, see CORE
Status ShEetS...covviiiiiiiei e, 24
permissions....see parent/legal guardian permissions
PEIMITS ..ot see also CORE
food handler’s
professional education
site health

PhOLOS .o
PErmission/OPt-0OUt ......ccecveveriererierereeceie e 7
student [.D. and class......cccceeevrviverirciieeesniereeeen, 61

physical therapy........cccccceeeecieeencieeeeceee e, 67

PlANNING ..ot e see CORE

(oo ol =TS N SRR see also CORE
student assigNMeENt ru..eeecveeeeciiee e, 10

Pre-K
attendance/absence.........cooeeeeeeveeeeeeeireeeeeens
homeless child/youth

primary record ........ccocceevieennieennnen.

prior consent (student records)........ccceeeunennn. 56, 57

private VEhicles .......oeeeeiiiicieee e, 53

procedures/policies .......cceevveevrveecreeanns see also CORE
student assignment ........ccoceeeieiiiennennieeeee 10

Progress repPortS.....cooovviviiiiiiiiiiiii, 60

Project Plans .......coeeeeiieeneeniieereeeee e see CORE

projections (demographic/enrollment) .................... 9

property management...........ccceceeniiininnnnnnn, see CORE

public
AISClOSUIE ...veeiieeiee it
records.....ccenueenns
research...............
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R
FECEIPTS covveeieiieieiee e,
signature of...............
records management....
records SErieS....ccueenueineeenieeennnes
registration
interscholastic activities ........ccccvvviveinineeenneennn 71
STUAENT i 50
release of student records...........ccceeevvevennnnnnnn. 56, 57
reports
absence (student) ......ccccoeceveeiiiiiee s 54
apportionment ........oeeveveeew @ eee e Bl eeeeeeenn [ 23
Basic Education Act compliance ........iibeee e, 14
communicable disease ...l e iiteeeeenneens
drug/alcohol surveys ....
F-196 .uuiiiiieeieeeiee e etee e e et e e tae el
IMMUNIZAtioN .....cooviiiiiee e,
impact aid Programs......ccccceecveeeeecveeeecreeeecveenn
individual essential academic learning............... 32
meal/milk COUNt ..oooceveeeeeeeeeeeeeee e 65
Medication errors ......ccceccveeeviieeeeriiee e 68
suspected child abuse.........cccoocvveiiviiieiniiineiee, 13
TO OSPI ettt 12
research (public access) ......cccceeevveeiiieeeccciiee e, 7,8
running start Program) .......ccccceeeeveeeerciieeeecneee e 48
S
safety (school)
SAT SCOIES ittt e
schedules
DUSES .ttt 19

school master (classes)....cccccvvveeeeicveeeecieee e, 33
student locator (classes).....c.cccceeeeecrvieeecneeeennee. 61
school assignments (students)..........cccoeeeeeneeeennee. 46
school board minutes .......ccccoeeveeeveiieennnen. see CORE
SChOOI BUSES...ccoviieieiiieciee e, see buses
school district boundaries........
school improvement plan (SIP)...
school registers........cccueevunnen.
school safety plans.......cccocceviiccieeeiciee e,
SCIENCE BVENTS ...eviiiiiiiiiiiitee e e eiereee e e eiiereee e
screening (health) ......ccceeeeiiieecieeee e,

section 504 accommodations..see CORE series GS50-
04C-01

YTl | ] A YZS S SO S o U -

security.microfilm.......4........ 5.

Y= (o] gl oo [=Tot £ 0% S . £ S NPT

sign infout.sheets (student)...;

signature of receipt record .....

site health permit.......ccccooviiniiinii

skills center (case files/time logs)

special education

programs (students not eligible) ........cc.cccuue... 37

student history files.......ccooeeevveiiiiiiee e, 36

Transportation .......cccoecveeiiiiieiiie e 72
special Service programs.....cccceeeeerseeeseersieeeneennne 48
speech-language pathology services .......cccccveeennne 67
SPOItS EVENTS....cviiiiiiiiiiiiiee e 53
staff

learning resource center evaluations

[oF: 1Y ] | SRS
signature of receipt
training ......
staff records
standardized test results........cccccovveiiiiniieeiniieeenne

INDEX TO:
SUBJECTS

standardized testing (mandatory) ........cccceevevveeenns 43
State Board of Education (approval).......cccccceueeueenne 14
stock control/inventory ........cccccveeeeceeceecneenne. 65, 66
students
ADSENCES .o 51, 54
alternative learning experience (ALE)................. 38
assignment (procedures)
assignment/placement.........cccceeeeviernerenenne.
cumulative folder/student file folder................. 60
curriculum waiver requests .........cceeeeeereennne 31,41
disCipling .cccieeeee e 60, 61
drug/alcohol SUPVEYS .......ccvveevveeviveeeeeeiteeeeeeene, 11
federal impact aid sUrveys........cccceeevveeeeveee e, 11
general educational'development (GED) ........... 55
grade documentation..........ccceecvveeeivieeencieee e, 38
graduates list .........oleeeeeeiiii e, 58
health.care/services ............coceevvvvvvvveccreeecreennen. 68
health/safety ....c.ccoovveeeeeiiieeecee e, 13
home/hospital tutoring (applications) ............... 39
home-based instruction ..........cccoeevevivciiieennneenn.
NOMEIESS...eiiiicieeeiec s
improper conduct (bUS) .......ccccveeeriieiinciieeeee,
INCArCerated....coovevceeiiiieniee et
interscholastic activities ........cccccvvvieiiriieeennneennn
learning objectives.......ccccvvvrieeeiniiei e,
locator cards/class schedules .........ccccoevvvernnen.
medical treatment .......ccccvvvvieeiiniiene e,
medication administration ........ccccocceeviieeniieennnen.
official student record .........coocevvvivineeinienneennn
photo/media release or opt-out...
photos (1.D.) ccccveeeeiee e,
progress reports
registration .......ccceeeeiiiiiieiiicc e
release authorizations ......cccccceeevcveeeniiennnns
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school assignments........cccccvvevviieeeeciee e 46
SChOOI regiSters....ccceevecciiiieee e, 59
SKills CENTEIS .oviveiieeeiiee et
special education.........ccooveeeeiiiiciiieee e,
suspected child abuse.........cccoeecurieenen.n.
television/photo release
testing
(1 g T Yo o1 o] oY U 43
results
AP/IB/SAT/ACT ....cceevvennn.
special service programs
school/district optional ........cccccevvvennenee.
tracking (whereabouts) .......cccccccvevivvieeecciiee e,
with disabilities (special trafsportation) ............ 72
superintendent of schools ....0 0 vvieecciien el 15
supplementary reports (confidential'student) ....... 57
surveys
Healthy Youth (drug/alcohol) ........cccceeevveeveennee.. 11
impact aid program (child not eligible) .............. 11
interscholastic activities (Title IX) ......ccocveeennneenn. 71
SYHADUS e 33
T
teacher
certification......eove i
grade documentation ........cccceeeceveeeviieeeeciee e,

lesson plans
professional education permits

test selection (school/district optional).................. 39
testing
categorical Programs.......ccccceeeeeecivieeeeeeeeecnveenen. 29
(] =1 0 P PPPPPPPPPRE 55
MANAATONY ..evviiieeeieeceee e 43
school/district optional ... 40
STUAENT et 60
testing results
school/district optional........ccccceevveeveeeiiieenieeenne, 40
special education........cccoveeeiiiiccciiieee e, 36
special service programs
EENEIAl coiiieieeeee e 48
theft (medication).........coccvveeeiciee e, 68
time logs (skillsicenter)a.... 4 b e, 35
LSRN S ST AVIIV) O S U 1 S—— 71
tracking (student whereabouts) .......h...cee s 53
traffic,safety, (PErmissions) ... s, . ... oo esmmwmmmmms . 53
training (staff) ....cccocevvvveveenas see also CORE, Training
HIV/AIDS & HBV ....cuveeeveeeveeeveeeree e
in-service education programs
ErANSCIIPES e
GED ettt e
transfer requests
home-based to district ........ccccevvvviiiiincienciienn 34
inter- and intra-district .........cccocceeeeiieennnenn. 49, 50
transitional bilingual instruction (TBIP)................... 49
transportation (report to OSPI)........ccccceeverieereennen. 12
LFUANCY e 12,54
tutoring (home/hospital) .......ccoeeeerveevieecieccieene, 39

v

VENICIES wvvvvieeiectreeeee e,
bus condition check
vision/hearing test results

INDEX TO:
SUBJECTS

w
WA Interscholastic Activities Assoc. (WIAA)........... 71
waivers
Basic Education Act Compliance........cccceeevuneen. 14
CUMFICUIUM . iiiiiiiiiiinneiiiieiiieeeeieeeeeeeeeeeeeeeeeeeeeaees 31, 41
liability ..ot b, 53, see also CORE
weaponsiand student behavior data........ccecuveenne. 12
withdrawal (student) .4..ccceeicieeieiiecee e, 50
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