Washington State Archives School Districts and Educational Service Districts Records Retention Schedule
Office of the Secretaty of State Version 7.2 (September 2011)

This schedule applies to: School Districts and Educational Service Districts

Scope of records retention schedule

This records retention schedule covers the public records of School Districts and Educational Service Districts relating to the function of education. Itis to be
used in conjunction with the Local Government Common Records Retention Schedule (CORE), which can be found at:
http://www.sos.wa.gov/archives/RecordsRetentionSchedules.aspx.

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

specified in this schedule. Washington State Archives strongly recommends the disposition of publlc 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 Permanent must not be destroyed. Records designated as Archival (Appraisal Required) or
Potentially Archival 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 RCW 42.56. Such public records must be managed in
accordance with the agency’s policies and procedures for public records requests.

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 must ensure that the retention and disposition of public records is in accordance with current,
approved records retention schedules.

Authority
This records retention scheduley approved by the Local Records Committee in accordance with RCW 40.14.070 on September 29, 2011.
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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.
Major revision. Records series common to all local government agencies now appear in the new Local Government Common
7.0 July 29, 2008 Records Retention 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.
Attendance/Absence section completely revised. Records series covering field trips and parental permissions updated. Two
79 September 29, 2011 new records series 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.)
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Version 7.2 (September 2011)

1.

AGENCY MANAGEMENT

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

1.1. BOARDS, COUNCILS AND COMMITTEES
The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.
TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) | AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
1.1.1 | ASSOCIATED STUDENT BODY (ASB) — BYLAWS OPR | PERMANENT — 1 copy SD51-01-08 | Contact your Regional Archivist. Records
potential archival value — Rev. 0 from the series may be selected to be
See remarks. transferred and preserved at a Regional
Archives Branch.
1.1.2 | ASSOCIATED STUDENT BODY (ASB) — MINUTES OPR | PERMANENT — 1 copy SD51-20-01 | Contact your Regional Archivist. Records
potential archival value — Rev. 0 from this series may be selected to be

See remarks.

transferred to and preserved at a Regional
Archives branch.

1. AGENCY
MANAGEMENT
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1.2. COMMUNITY RELATIONS

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

OPR
EMm SERIES TITLE AND DESCRIPTION or _ RETENTION AND AUTHORITY REMARKS
OFM NUMBER (DAN)
1.2.1 | DESCRIPTIVE GUIDE TO SCHOOL DISTRICT OPR | PERMANENT -1 copy SD51-05-05 | Contact your Regional Archivist. Records
ADMINISTRATION AND BUILDINGS potential archival value — Rev.0 from this series may be selected for
See remarks. transfer to and preservation at a
Regional Archives branch.
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1.2. COMMUNITY RELATIONS

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

OPR
EMm SERIES TITLE AND DESCRIPTION or _ RETENTION AND AUTHORITY REMARKS
OFM NUMBER (DAN)

1.2.2 | HISTORICAL RECORDS, MATERIALS AND ARTIFACTS OPR | PERMANENT — potential SD51-01-52 | Contact your Regional Archivist. Records
THAT SHOULD BE RETAINED FOR COMMEMORATIVE archival value — See Rev.0 from this series may be selected for
EVENTS AND DISPLAYS remarks. transfer to and preservation at a
Records documenting significant events or milestones Regional Archives branch.

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 include, but is not limited to:
e Award Lists
o Class Activities Materials
e Baccalaureate and Commencement Programs
e Cumulative Class Rankings
e Diploma Order Lists
o Exhibits
e Final Grade Point Summaries; Honor Roll Lists
e Graduating Class History Files
e Yearbooks/Annuals

Use DAN SD51-20-10 for GRADUATE LIST.

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.
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1.2. COMMUNITY RELATIONS

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

OPR DISPOSITION
'LEOM SERIES TITLE AND DESCRIPTION or oI ::CT)E::T(')?“NAﬁ%N AUTHORITY REMARKS
. OFM NUMBER (DAN)
1.2.3 | PHOTO/MEDIA RELEASE FORM — EXTERNAL OFM | 3 years after end of school | SD51-20-08
Records documenting permission, or denial of year. Rev.0

permission, to use student images by non-school
district parties such as television/radio stations,
newspapers, school photographers, etc. Student
images include, but are not limited to, photos, video,
and audio recordings.

1.2.4 | PHOTO/MEDIA RELEASE FORM — INTERNAL OFM | Retain for current school SD51-20-09
Records documenting permission, or denial of year. Rev.0
permission, to use student images recorded during
official school activities/events, by staff or students in
an official capacity (e.g. school newspaper, annual staff,
etc.) Student images include, but are not limited to,
photos, video, and audio recordings.

1.2.5 | PUBLIC RESEARCH ACCESS REQUEST OFM | Resolution of request plus SD51-01-35
Request for access to district records for research 3 years. Rev. 0
purposes.

See DAN GS50-09-04 for public disclosure requests.

1.2.6 | PUBLIC RESEARCH ACCESS REQUEST LOG OFM | Last entry in log plus 3 SD51-01-39
years. Rev. 0

1. AGENCY Page 8 of 70
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1.2. COMMUNITY RELATIONS

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

OPR
EMm SERIES TITLE AND DESCRIPTION or _ RETENTION AND AUTHORITY REMARKS
OFM NUMBER (DAN)

1.2.7 | SCHOOL BULLETINS AND NEWSPAPERS OFM | Retain until appraised by SD51-06F-03 | These records must be appraised by your
Regional Archivist. Rev. 0 Regional Archivist. Contact your
Potential archival value. Regional Archives to arrange for
See remarks. appraisal and transfer.

1.2.8 | STUDENT HANDBOOK/CALENDAR OFM | Retain until appraised by SD51-06F-04 | These records must be appraised by your
Regional Archivist. Rev. 0 Regional Archivist. Contact your
Potential archival value. Regional Archives to arrange for
See remarks. appraisal and transfer.
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1.3. CONTRACTS / AGREEMENTS

The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.

ITEM OPR PRIMARY DISPOSITION

NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
1.3.1 | VENDOR FILES OFM | 3 years or until completion| SD51-02-30
of State Auditor’s Rev.0

Includes vendor lists, changes, additions, and deletions.

examination report.

1. AGENCY
MANAGEMENT
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1.4. PLANNING, MISSION, AND CHARTER

The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.

TEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
1.4.1 | DEMOGRAPHIC AND ENROLLMENT PROJECTIONS OFM | 3 years. SD51-07-08
Rev. 0
1.4.2 |School Safety Plans OPR | Retain for 6 years after SD2011-153
Records relating to the agency’s plans for ensuring obsolete or superseded Rev. 0
student and staff safety at school. then
Includes, but is not limited to: Destroy.
e Safe school plans prepared in accordance with RCW
28A.320.125;
e Harassment, intimidation and bullying prevention
plans prepared and maintained in accordance with
RCW 28A.300.285.
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1.5. REPORTING

TEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
1.5.1 |Reporting — Office of the Superintendent of Public OPR | Retain for 4 years after SD51-01-37
Instruction (OSPI) — General submission of report or Rev. 1
Records relating to reports required to be submitted to completion of State
the Office of the Superintendent of Public Instruction Auditor’s examination
(OSPI) in accordance with Title RCW 28A RCW and Title report, whichever is
392 WAC, where not covered by a more specific records sooner
series. Includes records documenting then
revisions/corrections. Destroy.

Includes but is not limited to:
e Absence report (for apportionment/count, P-223);
e Alternative Learning Experience (ALE) enrollment
(WAC 392-121-182);
e Ethnicity and race data (RCW 28A.30.505);
e Graduation and dropout data;
e School safety plan summary (RCW 28A.300.285);
e Truancy report;
e Weapons and student behavior data.

Excludes school safety plans covered by SD2011-153.
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1.6. RISK MANAGEMENT / INSURANCE

The activity of identifying and mitigating risks to the local government agency.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
' OFM RECORD COPY NUMBER (DAN)

1.6.1 | EMERGENCY INFORMATION FORM FOR STUDENTS AND | OFM | Retain for current school SD51-01-51

STAFF year. Rev. 0
1.6.2 [INSURANCE CERTIFICATES OFM | Expiration of certificate SD51-05C-32
Insurance where the school district is a third party. plus 3 years. Rev.0

Provides protection to district in case of
incident/accident during event/activity.
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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

TEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | (SOURCE DOCUMENT/ORIGINAL) [ AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
2.1.1 | Reporting — Operating Savings (Major Facility Projects) | OPR | Retain for 4 years after SD51-12-03
Reports submitted to the Washington State Department submission of report or Rev. 1
of General Administration documenting operating completion of State
savings resulting from implementation of Leadership in Auditor’s examination
Energy and Environmental Design (LEED) silver report, whichever is
standards in major facility projects in accordance with sooner
RCW 39.35D.030. then
Destroy.
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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.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
2.2.1 | BUS CONDITION CHECKLIST OFM |1 year. SD51-05G-04
Daily evaluation of bus by drivers. Rev.0
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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.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

2.3.1 | BUS OPERATIONS DAILY LOG OPR |6 years. SD51-05G-06
May show bus route, time trip began and ended, Rev.0
number of pupils carried, and driver’s signature.

2.3.2 |BUS SCHEDULE FOR ALL SCHOOLS OFM | 3 years. SD51-05G-07
Shows route, stops and time for each bus. Includes Rev.0
state approved route map.

2.3.3 |FUEL/OIL RECORDS FOR INDIVIDUAL BUSES AND OTHER | OFM | 3 years. SD51-05G-12
VEHICLES Rev. 0
May list vehicle number, amount of fuel pumped,
odometer reading, etc.
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3. EDUCATIONAL SERVICE DISTRICTS

3.1. ADMINISTRATION
Reference RCW 28A.310.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
3.1.1 |BOARD AND REGIONAL COMMITTEE ELECTION OPR | PERMANENT. SD51-11-01
CERTIFICATES Rev. 0
3.1.2 | BOUNDARY RECORDS OPR | PERMANENT -1 copy SD51-11-02 | Contact your Regional Archivist. Records
potential archival value. Rev. 0 from this series may be selected to be
transferred to and preserved at a Regional
Archives branch.
3.1.3 | COUNTY SUPERINTENDENT OF SCHOOLS RECORDS OPR | These records are archival | SD51-11-03 | Contact your Regional Archivist. Records
and should be transferred Rev. 0 from this series may be selected to be
to the nearest Regional transferred to and preserved at a Regional
Archives Branch. Archives branch.
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3.2. INSTRUCTOR / TEACHER CURRICULUM AND INSTRUCTION
Reference RCW 28A.310.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
: OFM RECORD COPY NUMBER (DAN)
3.2.1 | CLASS/WORKSHOP RECORDS OPR |6 years after close of fiscal [ SD51-13-01
If offered for fee or credit. year. Rev. 0
3.2.2 | CLOCK HOUR RECORDS OPR |7 years. SD51-12-01 | WAC 181-85-205
Rev. 0
3.2.3 |INSERVICE ATTENDANCE REPORTS OPR | 6 years after close of fiscal | SD51-12-02
year. Rev. 0
3.2.4 | PROGRAM APPLICATIONS OPR |6 years after close of fiscal | SD51-12-04
year. Rev.0
3.2.5 |REGIONAL DRUG AND ALCOHOL SURVEYS OFM [ 6 years after close of fiscal | SD51-12-05 [ Contact your Regional Archivist. Records
year — potential archival Rev. 0 from this series may be selected to be
value — See remarks. transferred to and preserved at a Regional
Archives branch.

3. EDUCATIONAL Page 18 of 70
SERVICE DISTRICTS



Washington State Archives School Districts and Educational Service Districts Records Retention Schedule
Office of the Secretary of State Version 7.2 (September 2011)

3.3. LEARNING RESOURCE CENTER
Reference RCW 28A.310.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
: OFM RECORD COPY NUMBER (DAN)
3.3.1 | LEARNING RESOURCE CENTER (LRC) SELECTION OPR |3 years after close of fiscal [ SD51-13-03
ADVISORY COMMITTEE PURCHASE year. Rev.0

RECOMMENDATIONS (VOTING TABULATION)

3.3.2 | TEACHER EVALUATION FORMS OF LEARNING RESOURCE | OPR |3 years after close of fiscal | SD51-13-04
CENTER (LRC) COLLECTIONS year. Rev. 0
Includes files, etc.
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3.4. TEACHER CERTIFICATION
Reference RCW 28A.310.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
3.4.1 | CERTIFICATE APPLICATION FEES RECEIPT BOOK OPR |6 years after close of fiscal [ SD51-14-01
year. Rev.0
3.4.2 | CERTIFICATE INFORMATION SUMMARY OPR | 6 years after close of fiscal | SD51-14-02
Computed data. year. Rev. 0
3.4.3 | CERTIFICATION FEE REPORT — QUARTERLY/ANNUAL OPR | 6 years after close of fiscal | SD51-14-03
year. Rev. 0
3.4.4 | PROFESSIONAL EDUCATION PERMITS — TEMPORARY OPR |6 years after close of fiscal | SD51-14-04
year. Rev. 0
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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. ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
’ OFM RECORD COPY NUMBER (DAN)
4.1.1 |STUDENT FEE AND FINE STATEMENTS OFM | 3 years. SD51-02-27
Rev. 0
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4.2. BUDGET

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

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
4.2.1 |Apportionment Report from OSPI OPR | Retain for 4 years after SD51-02-03
Apportionment report received from the Office of the date of report or Rev. 1
Superintendent of Public Instruction (OSPI) informing completion of State
the district of its funding allocation. Auditor’s examination
Note: OSPI’s copies of these reports are designated report, whichever is
Archival in accordance with its records retention schedule. sotzner
en
Destroy.
4.2.2 |BUDGET REVISION REQUESTS OPR |6 years. SD51-02A-04
Formal requests to revise a budget that has already Rev. 0
been adopted.
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4.3. GRANTS

The activity of the local government agency either giving or receiving grant funds.

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

4.3.1 | NON-FEDERAL AND/OR NON-STATE GRANTS ISSUED — OPR | 3 years after completion SD51-03C-14
SUCCESSFUL APPLICATION ADMINISTRATION FILES of grant. Rev. 0
Documentation of grants and grant programs awarded
by non-governmental entities. Includes grant
announcement parameters, grant applications, grant
evaluation summaries, notification of grant awards,
fiscal reports, correspondence related to grant
monitoring, audit reports, and related documentation.

Also includes grant project status, and progress and
compliance reports prepared and submitted by grantee.

4.3.2 | STATE GRANTS ISSUED — SUCCESSFUL APPLICATION OPR | 6 years after completion SD51-03C-15
ADMINISTRATION of grant audit or retain for Rev. 0
Documentation of grants and grant programs awarded period required by grant
by the State. Includes grant announcement program.
parameters, grant applications, grant evaluation
summaries, notification of grant awards, fiscal reports,
correspondence related to grant monitoring, audit
reports, and related documentation. Also includes
grant project status, and progress and compliance
reports prepared and submitted by grantee.

4.3.3 |[SURVEY OF PARENTS OR LEGAL GUARDIANS LIVING OR | OPR |5 years after receipt of SD51-03C-16 | Reference 34 CFR 222.
WORKING ON FEDERAL PROPERTY (Public Law 81-874) final payment — See Rev. 0
— ELIGIBLE remarks.
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4.3. GRANTS

The activity of the local government agency either giving or receiving grant funds.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
’ OFM RECORD COPY NUMBER (DAN)

4.3.4 | SURVEY OF PARENTS OR LEGAL GUARDIANS LIVING OR | OFM | Retain until submittal of SD51-03C-17
WORKING ON FEDERAL PROPERTY (Public Law 81-874) the application. Rev. 0
— NOT ELIGIBLE
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4.4. PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

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.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
4.4,1 | PAYROLL STATUS SHEETS FOR DISTRICTS NOT USING OFM | 3 years or until SD51-03E-28
PERSONNEL ACTION REQUEST FORMS completion of State Rev. 0
Auditor’s examination
report.
4.4.2 | PAYROLL STATUS SHEETS FOR DISTRICTS USING OFM | Until data entered and SD51-03E-26
PERSONNEL ACTION REQUEST FORMS verified. Rev. 0
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5.  HUMAN RESOURCE MANAGEMENT

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

5.1. EQUITY

The activity of ensuring fairness and equal opportunities for all employees.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
5.1.1 |EQUAL EMPLOYMENT OPPORTUNITY INQUIRY (EEQ) OFM | 3 years. SD51-04C-02
Rev. 0
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5.2. PERSONNEL

The activity of documenting an individual’s employment with the local government agency. Includes volunteers.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
5.2.1 |SIGNATURE OF RECEIPT RECORD OFM |1 vyear. SD51-01-46
Receipts or lists signed by employees to verify receipt of Rev.0

instructions, or documents such as paychecks, leave/
benefit reports, retirement system accounting
statements, etc.
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5.3. STAFF DEVELOPMENT

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

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
5.3.1 | APPROVED IN-SERVICE EDUCATION OPR |7 years. SD51-04G-01 | Reference WAC 180-85-205.
Clock hour credit activities. Rev. 0 / TRAINING
5.3.2 | FIRST AID/CPR TRAINING DOCUMENTATION OPR | Destroy when superseded | SD51-01-22
plus six years. Rev.0
5.3.3 | LIST OF HIV AND HBV TRAINED EMPLOYEES OPR |30 years. SD51-04G-03
Rev.0

5.3.4 | STAFF TRAINING, ASSISTANCE, AND REVIEW PROGRAM | OFM | Exit from program plus5 | SD51-04G-05 | NOTE: The final report may be removed

CASE FILES years. Rev. 0 from the personnel file after 5 years upon
Includes, but is not limited to, reports generated by request from the participant. It should
teacher, mentor, or principal, narrative and checklist also be noted that termination of
assessments, intervention forms for experienced employment is not a consequence of an
teachers, program exit letter, contact log, and mutually unsuccessful exit from program.

agreed upon goals.
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6. STUDENT LEARNING
6.1. CURRICULUM / INSTRUCTION
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

6.1.1 | ACCREDITATION REPORTS AND EVALUATION REPORTS OPR | Destroy when superseded | SD51-06A-01 | Contact your Regional Archivist. Records
Separate evaluations of all district reports subject to plus 6 years — potential Rev. 0 from this series may be selected to be
review. archival value — See transferred to and preserved at a Regional

remarks. Archives branch.

6.1.2 | CATEGORICAL PROGRAM FILES OFM [ 3 years after completion SD51-06A-02 | Records from this series which become
1. State categorical programs: Student lists, test scores, of grant audit or retain for Rev. 0 involved in an audit or litigation before
inventory of equipment, legal reports, evaluations and period required by grant the end of the retention period specified
assurances to be maintained for monitoring and or program — See remarks. by the granting agency must be retained
auditing purposes. at least until the audit or litigation is
2. Federal categorical programs: Student eligibility lists, resolved.
comparability reports, pre- and post-test data,
evaluations, inventory of equipment, parent advisory
committee (Title 1).

6.1.3 | COMMUNITY CHALLENGES OF INSTRUCTIONAL OFM |5 years. SD51-06A-03
MATERIALS Rev. 0

6.1.4 | COURSE ADDITIONS, DELETIONS, AND CHANGES OFM ([ 3 years. SD51-06A-04

Rev. 0

6.1.5 | COURSE DESCRIPTION CATALOG OPR | PERMANENT. SD51-06A-19

Rev. 0
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6.1. CURRICULUM / INSTRUCTION
ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
6.1.6 | CURRICULUM SUMMARIES AND GUIDES OFM [PERMANENT -1 copy SD51-06A-05 | Contact your Regional Archivist. Records
potential archival value — Rev.0 from this series may be selected to be
See remarks. transferred to and preserved at a Regional
Archives branch.

6.1.7 | CURRICULUM WAIVER REQUESTS OPR |5 years. SD51-06A-11
Documents received from legal guardian excusing Rev. 0
student from specific classes (i.e., Physical Education
because of injury, etc.)

6.1.8 | ESSENTIAL ACADEMIC LEARNING REQUIREMENTS OFM | Destroy when superseded. | SD51-06A-06
(EALR) PROGRAM FILES Rev. 0
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.

6.1.9 |ESSENTIAL ACADEMIC LEARNING REQUIREMENTS OFM | Destroy after compilation | SD51-06A-07
(EALR) PROGRAM FILES RESULTS and issuance of test data. Rev. 0

6.1.10 | GRADUATION REQUIREMENTS STATEMENTS OPR | PERMANENT -1 copy SD51-06A-08 | Contact your Regional Archivist. Records

Statement of required courses and credits that is potential archival value — Rev. 0 from this series may be selected to be

approved by the Board.

See remarks.

transferred to and preserved at a Regional
Archives branch.
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6.1. CURRICULUM / INSTRUCTION
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.1.11 | INDIVIDUAL ESSENTIAL ACADEMIC LEARNING REPORTS OFM | Destroy after compilation | SD51-06A-09
and issuance of test data. Rev. 0
6.1.12 | INSTRUCTIONAL MATERIALS SUBJECT FILE OFM | 3 years. SD51-06A-10
Evaluation data and recommendations on instructional Rev. 0
materials that are accrued prior to Board adoption,
where not included in Advisory Board Agenda Packets
(DAN GS50-05B-02).
6.1.13 | PARENT/LEGAL GUARDIAN PERMISSION SLIPS FOR OFM | Retain for current school SD51-06A-12
INTERNET ACCESS AND FILM VIEWING year. Rev.0
6.1.14 | SCHOOL MASTER SCHEDULE OFM | 6 years, and then retain SD51-20-03 | These records must be appraised by your
Class schedule unique to each school. until appraised by Rev.0 Regional Archivist. Contact your Regional
Regional Archivist. Archives to arrange for appraisal and
Potential archival value. transfer.
See remarks.
6.1.15 [STATEMENT OF REQUIREMENTS AND EXPECTATIONS OFM | Retain for current school SD51-01-49
SIGNED AND RETURNED BY PARENT/LEGAL GUARDIAN year. Rev. 0
6.1.16 | STUDENT ASSESSMENT AND PLACEMENT PROGRAM OFM | 1 year after screening. SD51-06A-13
CASE FILES Rev. 0
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6.1. CURRICULUM / INSTRUCTION

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.1.17 |STUDENT TESTING — GROUP REPORTS OFM |5 years. SD51-06A-16
Summary of testing scores by class, grade, program, sex, Rev.0
ethnic group, building, district, etc.
6.1.18 |STUDENT TESTING — INDIVIDUAL STUDENT REPORT OFM | Destroy 2 years after SD51-06A-17
graduation or withdrawal. Rev.0
6.1.19 [STUDENT TESTING — PRIMARY RECORD OFM |90 days. SD51-06A-18
Answer sheet or other medium completed by student. Rev. 0
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6.2. HOME-BASED INSTRUCTION
Reference RCW 28A.200

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.2.1 | LIST OF SERVICES PROVIDED BY THE SCHOOL DISTRICT OPR |6 years. SD51-09A-01
Rev. 0
6.2.2 | LIST OF STUDENTS PARTICIPATING IN HOME-BASED OPR |6 years. SD51-09A-02
INSTRUCTION Rev.0

6.2.3 | NOTICE OF TRANSFER OF HOME-BASED STUDENT TO OFM | Retain for 2 years after SD51-09A-03

DISTRICT student graduates or Rev. 1
Documents the transfer of home-based students back withdraws
to district schools. then

Destroy.

6.2.4 |PARENT/LEGAL GUARDIAN DECLARATION OF INTENT OPR |3 years or until completion | SD51-09A-05
Annual statement of intent by parent/ legal guardian to of State Auditor’s Rev. 0
provide full-time or part-time home-schooling for an examination report.
individual student.

6.2.5 | PLACEMENT/EVALUATION TEST RESULTS FOR OFM [ 2 years after graduation or | SD51-09A-06
STUDENTS ENTERING DISTRICT FROM HOME-BASED withdrawal. Rev. 0
INSTRUCTION
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6.3. SKILLS CENTER
ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
6.3.1 | PATIENT CASE FILES OPR [ 10 years after last visit of SD51-10-02 | Reference RCW 70.02.
Records of health care/treatment given to patients patient; written Rev.0 This record should be protected from
provided as part of an instruction program through a confirmation received damage or loss by off-site storage of a
skills center. from a patient’s health security copy, or by keeping a list that
care professional that identifies the locations of other copies
ESSENTIAL RECORD — Needs security backup — See “forwarded” records have inside or outside the district.
remarks. been received; or patient
reaches 21 years of age,
whichever is longer — See
remarks.
6.3.2 | SKILLS CENTER STUDENT TIME LOG/ SHEET OFM | 3 years or until completion| SD51-10-03 |[Reference WAC 392-117-050.
Log/sheet recording a student’s presence/absence in a of State Auditor’s Rev. 0

skills center course.

examination report.
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6.4. SPECIAL EDUCATION STUDENT RECORDS
OPR PRIMARY DISPOSITION

ITEM NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

6.4.1 | REPORT FOR STUDENT NOT ASSIGNED TO THE SPECIAL | OFM | Determined ineligible plus | SD51-051-04 | Reference WAC 392-172A. Federal audit
EDUCATION PROGRAM 5 years. Rev. 0 requirements. Confidential information
Referrals, evaluations, evaluation reports, and notices must be protected.
for students determined not to be eligible for the
special education program.

6.4.2 | SPECIAL EDUCATION STUDENT HISTORY FILE OPR | Separation from program | SD51-05I-02
Includes psychological and 1Q test results, eligibility plus 6 years. Rev. 0
decision documentation, evaluation and other reports,

Individualized Education Programs (IEPs),
correspondence, and other information regarding the
student.
6.4.3 | SPECIAL EDUCATION STUDENT HISTORY FILE OPR |6 years —See remarks. SD51-051-03 |Reference WAC 392-172A-05235, 34 CFR

DISPOSITION NOTICE RECORD
Record/Log of notices sent to the last known address of

parents, legal guardians, and/or adult students, advising
them of the opportunity to take possession of the file or
any of its contents pending disposition by the district. —

See Special and/or Disposition Instructions.

Rev.0 300.624, and FERPA.

NOTE: Notice MUST be sent to last known
address of parent/legal guardian/adult
student before destruction.
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6.5. STUDENT RECORDS
Reference WAC 392-185 and WAC 392-415.
ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
6.5.1 | APPLICATION FOR CERTIFICATE OF EDUCATIONAL OFM | Retain until no longer SD51-05F-01 | The State Board of Community and
COMPETENCE needed for agency Rev. 1 Technical Colleges administers GED
business testing. Reference WAC 180-96 and WAC
then 131-48.
Destroy.
6.5.2 | AUTHORIZATION FOR RELEASE OF STUDENT RECORDS OPR |3 years SD51-05F-02 | Reference the Family Educational Rights
Rev. 0 and Privacy Act (FERPA) 99.32.

6.5.3 | CONFIDENTIAL REPORTS (A.K.A. GUIDANCE REPORTS or | OFM |2 years after student SD51-05F-03 | These records should be separated from
SUPPLEMENTARY REPORTS) graduates or withdraws Rev. 0 the cumulative folder with access limited
Includes subjective reports and anecdotal information as per the Family Educational Rights and
from district, outside agencies and individuals. Privacy Act (FERPA).

6.5.4 | GED PERMANENT TRANSCRIPT (GED TEST SCORES) OPR [ Retain until no longer SD51-05F-04 | The State Board of Community and
Record of all applicants who were issued certificates. needed for agency Rev. 1 Technical Colleges administers GED
Note: This record is retained permanently by the Office of business testing. Reference WAC 180-96 and
the Superintendent of Public Instruction in accordance with then WAC 131-48.
its records retention schedule. Destroy.

6.5.5 | GRADUATE LIST OFM [ PERMANENT - Potential SD51-20-10 | Contact your Regional Archivist. Records
Annual list of graduates. Archival Value. Rev. 0 from this series may be selected for

Use DAN GS51-05F-10 for OFFICIAL STUDENT RECORDS

AND TRANSCRIPTS

transfer to and preservation at a Regional
Archives branch.
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6.5. STUDENT RECORDS
Reference WAC 392-185 and WAC 392-415.

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

6.5.6 | OFFICIAL STUDENT RECORD OPR | 100 years. SD51-05F-10 | Reference WAC 392-415-060 and 392-
For all grades and all schools, including, but not limited Rev.0 415-070.
to, standardized high school transcripts; middle/junior SUGGESTED PRESERVATION PROCEDURE
high school transcript or other academic history — MICROEILM
showing courses and grades earned; elementary This records series may be retained on
enrollment history and grade progression; permanent microfilm instead of hard copy.
record cards; teacher registers (prior to 1940’s). Microfilming must be done according to
All other records pertaining to each student belong in standards issued by State Archives.
the cumulative folder, or are covered by other series.

6.5.7 | REQUEST FOR APPROVAL TO TEST FOR CERTIFICATE OF OFM [ Destroy when obsolete or | SD51-05F-05 | Reference WAC 131-48 and WAC 180-96.
EDUCATIONAL COMPETENCE (GED) superseded. Rev. 0
Request signed by a designated district employee
stating that there is a substantial and warranted reason
for the student to leave the regular high school
education program. May be kept in the Student
Cumulative Folder.

6.5.8 [SCHOOL REGISTERS OFM | Obsolete record eligible SD51-05F-11 | *If there is no official student record that

for disposition unless Rev.0 supersedes the school registers, these

there is no student
transcript* — Potential
archival value — See
remarks.

must be retained 100 years.

Contact your Regional Archivist. Records
from this series may be selected to be
transferred to and preserved at a Regional
Archives branch.
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6.5.

STUDENT RECORDS

Reference WAC 392-185 and WAC 392-415.

ITEM
NO.

SERIES TITLE AND DESCRIPTION

OPR
or
OFM

PRIMARY
(SOURCE DOCUMENT/ORIGINAL)
RECORD COPY

DISPOSITION
AUTHORITY
NUMBER (DAN)

REMARKS

6.5.9

STUDENT CUMULATIVE FOLDER (A.K.A. STUDENT FILE
FOLDER)

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

May contain but is not limited to:

e |dentifying information (name, birth date, sex, year
in school, address, telephone number, parent/legal
guardian name, ethnic classification, emergency
information (parent/legal guardian place of
employment, family doctor, babysitter, siblings).

e Attendance records including date of entry and
withdrawal.

e Grades and other student progress reports.

e Results of tests of school achievement, aptitude,
interests, hearing, and vision.

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.

OFM

2 years after student
graduates or withdraws.

SD51-05F-07
Rev. 0

Information subject to deletion as
provided by the Family Educational Rights
and Privacy Act should be destroyed and
not filmed.

NOTE: Some items listed in this series
may be covered elsewhere in this
schedule and may be disposed of
accordingly if retained separately.

6.5.10

STUDENT DISCIPLINARY ACTION REPORT

OFM

Retain 3 years in school.

SD51-01-50
Rev. 0

6. STUDENT Page 38 of 70
LEARNING



Washington State Archives School Districts and Educational Service Districts Records Retention Schedule
Office of the Secretary of State Version 7.2 (September 2011)

6.5. STUDENT RECORDS
Reference WAC 392-185 and WAC 392-415.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.5.11 | STUDENT DISCIPLINE FILES OPR |3 years after the incident. | SD51-05F-08
Includes student expulsion records. Rev.0
Includes student expulsion records.
6.5.12 | STUDENT LOCATOR CARDS/CLASS SCHEDULES OFM | 3 years or until completion | SD51-05F-09
of State Auditor’s Rev.0
examination report.
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6.6. TEACHING RECORDS

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.6.1 | GRADE DOCUMENTATION — ELEMENTARY OFM |1 year. SD51-06E-01
To provide documentation for grades. Rev.0
6.6.2 | GRADE DOCUMENTATION — SECONDARY OFM |5 years. SD51-06E-02 | WAC 180-51-061.
To provide documentation for grade and credit record Rev.0
challenges. Includes records that document state
graduation requirements, such as Culminating Project.
6.6.3 | LESSON PLANS OFM |1 year. SD51-06E-03
Rev. 0
6.6.4 |STATEMENT OF REQUIREMENTS AND EXPECTATIONS, OFM [ Retain for current school SD51-06E-04
SIGNED AND RETURNED BY PARENT/GUARDIAN year. Rev. 0
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7. STUDENT MANAGEMENT AND SERVICES
7.1. ATHLETICS
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.1.1 |ATHLETE/TEAM ACHIEVEMENT RECORDS — NON-WIAA OPR | PERMANENT —1 copy SD51-03-03 | Contact your Regional Archivist. Records
potential archival value. Rev. 0 from this series may be selected to be
See remarks. transferred to and preserved at a Regional
Archives branch.
7.1.2 |ATHLETE/TEAM ACHIEVEMENT RECORDS — WIAA OPR | 6 years — potential archival| SD51-20-02 | Contact your Regional Archivist. Records
value. See remarks. Rev. 0 from this series may be selected to be
transferred to and preserved at a Regional
Archives branch.
7.1.3 [ ATHLETIC AND ACTIVITY SURVEYS OFM | 5 years. SD51-03-15 | Reference 34 CFR 106.41.
Self-evaluation survey on activities students would like Rev. 0
to participate in and limitations of students, as required
by Title IX.

7.1.4 | ATHLETIC ELIGIBILITY RECORDS OFM |3 years. See remarks. SD51-03-04 | Primary copy of insurance on individuals
Includes physicals, insurance, grade point, appeals, Rev. 1 should be kept with District insurance
emergency information, and student registration. files.

Excludes parent/legal guardian consent forms which are
covered by SD51-06C-31.
7.1.5 |[LEAGUE REGISTRATION FORMS — ATHLETICS OFM | 3 years. SD51-03-10
Rev. 0
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7.1. ATHLETICS

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.1.6 | SCHEDULES — ATHLETICS OFM | 3 years. SD51-03-11
Dates and locations of school games, meets, and Rev. 0
matches for season and tournament play.
7.1.7 | SCHOOL PROTESTS OF GAMES OFM |1 year. SD51-03-12
Rev. 0
7.1.8 | SCOREBOOK, SCORESHEETS OFM |1 year. SD51-03-13
Rev.0
7.1.9 | TEAM ROSTERS OFM [ 3 years. SD51-03-14
Rev.0
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.2.1 |Attendance - School-Sponsored Activities, Events and | OPR | Retain for 6 years after SD51-06C-31
Programs end of school year Rev. 1
Records relating to student attendance at school- then
sponsored events and extra-curricular activities, such as Destroy.

field trips, music, science and athletic activities or
competitions, traffic safety programs, safety patrol, etc.
Includes travel away from school facilities.

Includes, but is not limited to:

e Notices and announcements;

e Sign-up sheets, rosters, registration forms;

e Parent/legal guardian permissions (approval for use
of private vehicles, waiver of liability, emergency
information, etc.);

e Chaperone/driver lists and information;

e Transportation arrangements (including bus trip
requests/authorizations, ticket logs, 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 G553-02-04.
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.2.2 | Truancy Case Files OPR | Retain for 6 years after SD51-04-10
Records relating to student absence where a truancy case closed or 6 years Rev. 1
petition has been filed against the parent/legal guardian after student
in accordance RCW 28A.225.035. leaves/withdraws from
Includes, but is not limited to: school district, whichever
e Absence reports/profiles; is later
e Phone logs and correspondence (including email) to then
Destroy.

and from parent/legal guardian;

e Meeting and conference notes;

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

e Petitions to compel school attendance;

e Compulsory school attendance filing forms;

e |Intervention plans;

e Truancy conference counseling forms.
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
7.2.3 | Absence (Student) — Grades K-8 OFM | Retain for 4 years after SD51-04-01
Records relating to student absence (excused and end of fiscal year or until Rev. 1
unexcused), where a truancy petition has not been filed. completion of State
Includes, but is not limited to: Auditor’s examination
e Phone logs and correspondence (including email) to report, whichever is
and from parent/legal guardian verifying student sooner,
absence; then
e Absence notifications and excuse notes from Destroy.

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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7.2. ATTENDANCE / ABSENCE
ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

7.2.4 | Absence (Student) — Grades 9-12 OFM | Retain for 1 year after end | SD2011-154
Records relating to student absence (excused and of fiscal year Rev.0
unexcused), where a truancy petition has not been filed. then
Includes, but is not limited to: Destroy.

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

e 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.

7.2.5 |Student Tracking OFM | Retain until end of fiscal SD51-04-14
Recordings documenting student whereabouts while at year Rev. 1
school. then
Includes, but is not limited to: Destroy.

e Student sign in/sign out sheets, late arrival/early
departure logs, etc.;
e Temporary authorizations for bus and pick-up

changes.
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

7.2.6 |Attendance OFM | Retain for 4 years after SD51-04-05
Records documenting student presence or absence, end of fiscal year or until Rev. 1
each day and/or period, in all grade levels. completion of State
Includes, but is not limited to: Auditor’s examination

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

e Attendance cards, bubble sheets (including student Destroy.
identifiers), and all other source and supporting
documentation;

e Paper and/or electronic input;

e All grade levels (Pre-K, K-12, etc.).

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

7.2.7 | Truancy Petition/Disposition Log OFM [ Retain for 6 years after SD51-04-07
Summary listing/log which tracks the filing and last entry Rev. 1
disposition of truancy petitions to compel school then
attendance. Destroy.
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7.3. FOOD SERVICES
Reference RCW 28A.235 and WAC 392-157.
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

7.3.1 | CATERING REQUESTS OFM | 3 years or until completion| SD51-08-01
Requests for use of kitchen and the supplying of food of State Auditor’s Rev.0
and labor. examination report.

7.3.2 | FOOD HANDLER’S PERMIT OFM | Destroy when obsolete or | SD51-08-02

superseded. Rev.0

7.3.3 | FOOD SERVICE ORDERS OFM | 3 years or until completion| SD51-08-03
For supplies needed to operate school lunch program. of State Auditor’s Rev. 0

examination report.

7.3.4 | FREE OR REDUCED-PRICE MEAL APPLICATION OPR | 6 years after the last SD51-08-04 | Federal audit requirements. Security of
Applications for reduced-price or free meals in reimbursement based on Rev. 0 confidential information must be
compliance with National School Lunch Act. the application. protected.

Reference USDA National School Lunch
Program and School Breakfast Program,
Provisions 1, 2, & 3 - Fact Sheet, and 7 CFR
210.

7.3.5 | FREE OR REDUCED-PRICE MEAL APPLICATION OFM [ Federal fiscal year plus 3 SD51-08-15
VERIFICATIONS years. Rev. 0

7.3.6 | HACCP PLAN (HAZARD ANALYSIS OF CRITICAL CONTROL | OPR |6 years. SD51-20-04 | Reference WAC 246-215-181.

POINTS PLAN) Rev.0
Plans and reports of standard operating procedures.
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7.3. FOOD SERVICES
Reference RCW 28A.235 and WAC 392-157.
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

7.3.7 | HEALTH INSPECTIONS OFM | Primary copy held by local | SD51-08-14
Inspection of facility to ensure it meets federal and health district/ Rev. 0
state standards. department.

7.3.8 | MEAL AND MILK COUNT REPORTS AND OFM |3 years or until completion| SD51-08-05 |Reference 7 CFR 210.
DOCUMENTATION of State Auditor’s Rev. 0
Record of daily meals and milk served. examination report.

7.3.9 | MEAL PRODUCTION RECORDS OFM | Federal fiscal year plus 3 SD51-08-13
Records of amount of food prepared and served to years. Rev. 0
meet meal patterns.

7.3.10 | MEAL TICKET/CREDIT LOG OFM | 3 years or until completion| SD51-08-06
Listing of meal tickets/credits issued, including number, of State Auditor’s Rev. 0
date, name of purchaser, and/or recipient and amount examination report.
paid.

7.3.11 | MEAL TICKETS OFM |3 years or until completion| SD51-08-07
Prepaid meal tickets. of State Auditor’s Rev. 0

examination report.

7.3.12 | MENUS OFM | Destroy when obsolete or | SD51-08-16

superseded. Rev. 0

7.3.13 | MONTHLY MEAL COUNT REIMBURSEMENT REPORT OPR |6 years. SD51-08-08
Includes monthly meal count and edit checks as Rev. 0
supporting documentation.
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7.3. FOOD SERVICES
Reference RCW 28A.235 and WAC 392-157.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

7.3.14 | SCHOOL BREAKFAST PROGRAM PLAN OPR | Termination of plan plus 6 | SD51-08-09
Includes plan and backup documentation submitted to years. Rev.0
OSPI for program approval.

7.3.15 | SITE HEALTH PERMIT OFM | Destroy when obsolete or | SD51-08-10

superseded. Rev.0

7.3.16 | STOCK CONTROL RECORDS OFM | 3 years or until completion| SD51-08-11
Listing of food items, supplies, and commodities used of State Auditor’s Rev. 0
for manual count of inventory on hand. May be used to examination report.
complete the F-196 report.

7.3.17 [STOCK INVENTORY REPORT SUMMARY OFM | 3 years or until completion| SD51-08-12
Prepared from stock control records and food service of State Auditor’s Rev. 0
orders. Lists quantities on hand, received, used and unit examination report.
prices. May be used to complete the F-196 report.
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7.4. HEALTH SERVICES
Reference RCW 4.16.350 & 28A.210.260, WAC 246.100.166, 246.760 & 246.762.
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.4.1 | APPLICATION FOR HOME/HOSPITAL TUTORING OPR |6 years. SD51-09-01
Rev. 0

7.4.2 | CERTIFICATE OF IMMUNIZATION STATUS (CIS) OFM [ Destroy after termination | SD51-09-02
Dept. of Health Form No. 348-013. of enroliment. Rev. 0

7.4.3 | CHILD ABUSE REPORTS OPR |6 years. SD51-09-03
Reports compiled by district personnel regarding Rev. 0
students who may be victims of abuse. Submitted to
DSHS Child Protective Services.

7.4.4 | COMMUNICABLE DISEASE REPORT OFM [ Destroy after summary SD51-09-04
Includes data collected from schools and summary report is submitted to Rev. 0
report. local Health Department.

7.4.5 | HEALTH ROOM/NURSE ENCOUNTER DATA (NED) OPR | 8 years after last SD51-20-05
Vital statistics, assessment, care and intervention. interaction. Rev. 0

7.4.6 |HEALTH ROOM REGISTRY OFM | 8 years after last entry — SD51-09-05 | Reference RCW 4.16.350.
Log of students reporting to health office because of See remarks. Rev.0
illness/injury.

7.4.7 | HEALTH SCREENING RESULTS OFM | Destroy after data is SD51-09-06
Includes the following tests: Scoliosis (mandatory), transferred to Student Rev.0

Vision (mandatory), Hearing (mandatory), and Dental
(optional).

Health Card or Folder.
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7.4. HEALTH SERVICES
Reference RCW 4.16.350 & 28A.210.260, WAC 246.100.166, 246.760 & 246.762.

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
7.4.8 |INDIVIDUAL HEALTH PLAN (IHP) OPR | 8 years after last SD51-20-06
For students with life-threatening health conditions. interaction. Rev.0
7.4.9 | MEDICATION ADMINISTRATION DAILY LOG OPR | 8 years after last dose SD51-09-08 | Reference RCW 4.16.350.
A chronological listing of the dosages administered. administered — See Rev. 0
remarks.
7.4.10 | MEDICATION/HEALTH PROCEDURES ADMINISTRATION OPR |8 years after last SD51-09-07 | Reference RCW 4.16.350.
CASE FILES dose/procedure Rev.0
Includes physician/parent/legal guardian authorization administered — See
for medication/health procedures administration and remarks.
account of number and dosages administered.
7.4.11 |STUDENT HEALTH CARD OR FOLDER OFM | 2 years after graduation or | SD51-09-09 | Reference RCW 4.16.350.
May include but is not limited to screening results, data withdrawal. Rev. 0
recorded from information submitted by physician/
parent/legal guardian, and record of notification to
parent/legal guardian.
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7.5. STUDENT ENROLLMENT / ASSIGNMENT

OPR PRIMARY DISPOSITION
ITEM NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
7.5.1 | BOUNDARY EXCEPTION APPEALS — NON-RESIDENT OPR | Office of the SD51-05J-01 | Reference RCW 28A.225.225 and 230, and
STUDENT Superintendent of Public Rev. 0 WAC 392-137.
Appeals filed by students residing outside the district. Instruction (OSPI) — Legal

Services retains until case
closed plus 10 years.

7.5.2 | BOUNDARY EXCEPTION APPEALS — RESIDENT STUDENT OPR |Resolution plus 3 years. SD51-05J-07 | Reference RCW 28A.225.225 and 230, and

Appeals filed by students residing within the district. Rev.0 WAC 392-137.
7.5.3 | BOUNDARY EXCEPTIONS OPR [ Current school year plus 6 | SD51-05J-02
Records documenting inter-district and intra-district years. Rev. 0

boundary exceptions.

7.5.4 | Enrollment OPR | Retain for 2 years after SD51-05J-04
Records documenting student entry into or withdrawal student leaves/withdraws Rev. 1
from the school/district. from school/district and

completion of State
Auditor’s examination

report
then
Destroy.
7.5.5 | PARENT/LEGAL GUARDIAN ASSIGNMENT REQUEST OPR [3years. SD51-05J-03
FORMS Rev. 0

Generates student’s assignment to a school.
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7.5. STUDENT ENROLLMENT / ASSIGNMENT
OPR PRIMARY DISPOSITION

ITEM NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

7.5.6 |SCHOOL ASSIGNMENT PROCEDURES OPR |6 years after superseded SD51-05J-05 | Contact your Regional Archivist before
Records documenting school assignment procedures Potential archival value — Rev. 0 destroying original record. Records from
where not incorporated in School Board Minutes and/or See remarks. this series may be selected to be
Resolutions. transferred to and preserved at a Regional
See DAN GS50-05A-13 for SCHOOL BOARD MINUTES. Archives branch.

7.5.7 | STUDENT ASSIGNMENT CASE FILES OPR |3 years. SD51-05J-06 | If a student does not enroll, secondary
Includes all documentation related to the assignment of Rev. 0 copy may be destroyed.

a specific student to a school.
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7.6. STUDENT TRANSPORTATION
Reference RCW 28A.160

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
’ OFM RECORD COPY NUMBER (DAN)
7.6.1 | APPLICATION FOR SPECIAL TRANSPORTATION — OFM | Retain until completion of | SD51-05G-02 | Reference WAC 392-141-148.
ACCEPTED audit. Rev. 0

For students with medical problems, or physical
disabilities to receive district transportation services.

7.6.2 | APPLICATION FOR SPECIAL TRANSPORTATION — DENIED | OFM [ Application denied plus1 | SD51-05G-14

year. Rev. 0
7.6.3 [IMPROPER CONDUCT ON THE BUS NOTICE OFM |1 year. SD51-05G-13
May show bus route, time of incident, nature of Rev.0

incident, and student(s) name(s).
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8. SUPERINTENDENT
TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or | (SOURCE DOCUMENT/ORIGINAL) | AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
8.1.1 | ACCREDITATION CERTIFICATES OPR | PERMANENT. SD51-05-01
Rev. 0
8.1.2 [ANNUAL HIGH SCHOOL REPORT FOR STANDARDS AND OPR | PERMANENT -1 copy SD51-05-10 | Contact your Regional Archivist before
ACCREDITATION potential archival value — Rev. 0 destroying original record. Records from
See remarks. this series may be selected to be
transferred to and preserved at a Regional
Archives branch.

8.1.3 | BOUNDARY RECORDS OPR | PERMANENT -1 copy SD51-05-02 | Contact your Regional Archivist before
Official legal description and drawings of school district potential archival value — Rev. 0 destroying original record. Records from
boundaries, including director district boundaries. See remarks. this series may be selected to be

transferred to and preserved at a Regional
Archives branch.

8.1.4 | CERTIFICATION OF ELECTION OF SCHOOL BOARD OPR | PERMANENT —1 copy SD51-05-03 | Contact your Regional Archivist before

PRESIDENT potential archival value — Rev. 0 destroying original record. Records from

8. SUPERINTENDENT

See remarks.

this series may be selected to be
transferred to and preserved at a Regional
Archives branch.

MICROFILM: This records series may be
retained permanently on microfilm
instead of hard copy for both on-site use
and off-site security storage at the State
Archives. Microfilm must meet
Washington State Archives technical
standards.
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See remarks.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or | (SOURCE DOCUMENT/ORIGINAL) | AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
8.1.5 | CERTIFICATION OF SCHOOL DISTRICT ELECTIONS OPR | PERMANENT. SD51-05-04
Including bonds, levies, and director elections. Rev.0
8.1.6 | OFFICIAL DISTRICT NEGOTIATED SCHOOL CALENDARS OPR | PERMANENT. SD51-05-06
Rev. 0
8.1.7 | REPORT OF EVALUATION OF ACCREDITATION OPR | PERMANENT — 1 copy SD51-05-11 | Contact your Regional Archivist before
potential archival value - Rev. 0 destroying original record. Records from
See remarks. this series may be selected to be
transferred to and preserved at a Regional
Archives branch.
8.1.8 | SCHOOL SERVICE BOUNDARY DECISION WORKING FILE | OFM | Approval of Board SD51-05-08
Resolution plus 3 years. Rev. 0
8.1.9 |[STATEMENTS OF GRADUATION REQUIREMENTS OPR | PERMANENT -1 copy SD51-05-13 | Contact your Regional Archivist before
potential archival value - Rev. 0 destroying original record. Records from

this series may be selected to be
transferred to and preserved at a Regional
Archives branch.

8. SUPERINTENDENT
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrative, legal, and fiscal use; their evidential and informational or

research value; and their relationship to other records.

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual basis.
Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not selected for
retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. Local government agencies must either transfer these records to
Washington State Archives or retain and preserve these records according to archival best practices until such time as they are transferred to Washington State
Archives (WSA).
WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archives and destruction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the Local Records Committee.

Essential Records/Possibly Essential
Public records that local government agencies must have in order to maintain or resume business continuity following a disaster. While the retention
requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its core functions following
a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with chapter 40.10 RCW. Copies of
master indexes, lists, registers, tracking systems, databases and other finding aids should also be transferred with the records.
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Local Records Committee
The committee established by RCW 40.14.070 to review and approve disposition of local government records.
Its three members include the State Archivist and one representative each from the Offices of the Attorney General and State Auditor.

Migration
The periodic transfer of data from one electronic system to another in order to ensure continued integrity and accessibility of data despite changes over time in
hardware, software, and storage media.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum retention
period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records requests,
or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in chapter 40.10 RCW.

Obsolete
Public records which are no longer relevant to current program or primary functional responsibilities of a department or office.

Office of Record
The group, department, or office within an agency responsible for maintaining a primary record from creation (or receipt) through disposition.

OFM (Office Files and Memoranda)

Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified
as official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”
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OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.
(1) “Official public records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating
to the receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of
Washington or any agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency
thereof; all records or documents required by law to be filed with or kept by any agency of the state of Washington; ... and all other documents or records
determined by the records committee... to be official public records.”

Primary Records
The original record (whether created or received by the agency) which serves as the official record, and must be retained in accordance with a current approved
records retention schedule.

Public Records
RCW 40.14.010 - Definition and classification of public records.
“.. The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and
including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public business...”

Records Series
A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records series may
consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

Secondary Records
Copies (or duplicates) of the agency’s primary records used for specific legal, fiscal, or administrative purposes.
Secondary records exist for convenience of reference, or for informational purposes, and may be discarded when no longer needed for agency business in accordance
with GS50-02-04.

Security Microfilm
Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and serves as an
emergency/disaster back-up, in accordance with chapter 40.10 RCW.
Washington State Archives provides security microfilm storage and inspection services to local government agencies.
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INDEXES: ARCHIVAL / POTENTIALLY ARCHIVAL / PERMANENT RECORDS

AGENCY MANAGEMENT
Boards, Councils and Committees

Associated Student Body (ASB) — BYlaWs .......cccocuveieeciiieciieeeeiee et
Associated Student Body (ASB) — MIiNULES........ccueeeeciiieeiiieeeciee et

Community Relations

Descriptive Guide to School District Administration and Buildings...............

Historical Records, Materials And Artifacts That Should Be Retained For

Commemorative Events And Displays .......ccoceeeveeriieniienniienieeee e
School Bulletins and NEWSPAPEIS .....cccuivveeriiiiiiieniee et
Student Handbook/Calendar ...........coovveeieiiiiiieeie e

EDUCATIONAL SERVICE DISTRICTS
Administration

Board and Regional Committee Election Certificates........ccccoeeeeviieeeecciieennns
2 To YU T g To - YA Y=Yl T o [ SRR
County Superintendent of Schools Records..........ccceevveivieeecciie e,

Instructor/Teacher Curriculum and Instruction

Regional Drug and AlICONOI SUIVEYS......coovviiiiiiiei et

FINANCIAL MANAGEMENT
Budget

Apportionment Reports/State of Washington.........c.cccvveeeeeeiiecceeccieeeineens
Budget ReViSion REQUESTES .......cccuveeeiiiie ettt e e see e etae e e

STUDENT LEARNING
Curriculum/Instruction
Accreditation Reports and Evaluation Reports.........ccccceeeecieeeecieecccieee e, 29
Course Description Catalog........ccuieiiciiiieeiiiec e e e 29
Curriculum Summaries and GUIAES........cceccveeerciere e eerree e eeeee e e e e sere e 30
Graduation Requirements Statements .......cccceeceeeeiieee e e 30
School Master SChEAUIE ........uii i e 31
Student Records
(G Lo [V} A= L PSPPSR 36
SCNOOI REGISTEIS ...ttt et e et e e ta e e e e ta e e eeaaeeeeanes 37
STUDENT MANAGEMENT AND SERVICES
Athletics
Athlete/Team Achievement Records — NON-WIAA .......cooovmveiviveeeeeereeiireeeeeennn 41
Athlete/Team Achievement Records — WIAA ......coveveeeeeeeeeeee et eeeeeeeeeneeens 41
Student Assignment
School AssigNMENT ProCeAUIES ........eveiiiieieiieeciee e ccttee e e eeeee e see e e sree e e 54
SUPERINTENDENT
Accreditation CerfiCates.. .. 56
Annual High School Report for Standards and Accreditation ................c......... 56
BOUNAArY RECOIAS ..eeiitiieeeiiie e cttee ettt e ettt e e et e e e ete e e e teeeeeabaeeeeasaeeesaraeaeas 56
Certification of Election of School Board President .........cccccoecvveeiiiieeeiieeennns 56
Certification of School District EIECtiONS ........ccoccveeeiiiiieeciee e 57
Official School District Negotiated School Calendars........cccceeecveeiviieeeeciieeens 57
Report of Evaluation of Accreditation.........ccccueeeeeieiieccees e 57
Statements of Graduation Requirements.......cccceevveeiiienienneciniecsee e 57

INDEX: ESSENTIAL RECORDS

STUDENT LEARNING
Skills Center
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INDEX: DISPOSITION AUTHORITY NUMBERS (DANSs)

SD2011-153....ciiiiiiiiiiiiiiie 11 SD51-04-07 ....oovvviiiiiiiieciincieee 47 SD51-05G-12....ceviiiiiiiiiiiiiienen, 16 SD51-06E-02 ......coevvvuvivininiiiiiieenne 40
SD2011-154.....civiiiiiiiiiiiee 46 SD51-04-10 ....oovvviiiiiiiiiiiincieenee 44 SD51-05G-13....cciiiiiiiiiiiiiciienee, 55 SD51-06E-03 .....cccevviviviiiriiiiineene 40
SD51-01-08 .....ooovviviiiiiiiiiiieiieenn, 5 SD51-04-14 ....coovvvviiiiiiiiiciieeee 46 SD51-05G-14.....eoiiiiiiiiiiieieeee, 55 SD51-06E-04 .......ccovvuvivinniiiiiiiinnne 40
SD51-01-22 ....ovviviiiiiiiiiniiieie 28 SD51-04C-02......coeevvvvviiiiiiiineenne 26 SD51-051-02 .....ooviiiiiiiiiiiiiiice, 35 SD51-06F-03 ......ccovvmviviriiiinniieinns 9
SD51-01-35 .., 8 SD51-04G-01....ccceevviiiiiiiiiiieeee, 28 SD51-051-03 ....cooviiiiiiiiiiiiniee, 35 SD51-06F-04 ......ovvvvviiiiiiiiiiiiennee 9
SD51-01-37 oot 12 SD51-04G-03......ccoevviiiriiiiiiieee, 28 SD51-051-04 ......coovviviiiiiiiiiiine, 35 SD51-07-08 ......oovvvviiiiiiiiieiieen, 11
SD51-01-39 ...oiiiiiiiiiiiiiiieeciiies 8 SD51-04G-05......ccoovuvriiiiiiiiiiene, 28 SD51-05J-01...coovvviiiiiiiiiciiiieee, 53 SD51-08-01 .....oovvvviiiiiiiiiiiiiieen, 48
SD51-01-46 .....ooveiiriiiiiiieeee, 27 SD51-05-01 ...coovviiiiriiiiinieinneeee 56 SD51-05J-02....cccviiiiiiiiiiiiiiieeee, 53 SD51-08-02 ....cocvvvvviiriiiiinieiiiieeene 48
SD51-01-49 ....ooviviiiiiiiiiiicee 31 SD51-05-02 .....covviviiiiiiiiiiiiieenne, 56 SD51-05J-03....ccocviiiiiiiiiiiiciieen, 53 SD51-08-03 ......covviviiiiiiiiicicnn, 48
SD51-01-50 .....coivuiiiiiiiiiiiiiciieee, 38 SD51-05-03 ....covvviviiiiiiiiiniiieeee 56 SD51-05J-04.....ccoviviiiiiiiiiinicnnn, 53 SD51-08-04 .....ccvvvvviriiiiiiiiiiieeenne 48
SD51-01-51 .. 13 SD51-05-04 ....coocvvvviiiiiiiiniiinieeene 57 SD51-05J-05....ccciiiiiiiiiiiiiiiiee, 54 SD51-08-05 .....ccvvvviviriiininiiiiiieene 49
SD51-01-52 ..viiiiiiiiiiiiiiiiien, 7 SD51-05-05 ....oovviivviiiiiiiiiiincnne 6 SD51-05J-06.....ccceevviviiiiiiiiiiennn, 54 SD51-08-06 ......cevvvvriiiiniriiiiiieene 49
SD51-02-03 .....oooiiiiiiiiiiiiiciee 22 SD51-05-06 .....covcvvvveriiiciiiiiieene 57 SD51-05J-07 ...ooovvvviviiiiiiiiiiiieenen, 53 SD51-08-07 ....cocvvvvvviiiiiniiiiiiiieeenns 49
SD51-02-27 ..cvvieriiiiiiieeee, 21 SD51-05-08 ......cccvviviiiiiiiiiriiieee, 57 SD51-06A-01.....ccovvviviiiiiiciiennen, 29 SD51-08-08 ......ccceevviiriiiiiiinieen, 49
SD51-02-30 ...ueivviiiiiieiiciieeiee 10 SD51-05-10 ....oovvviiiiriiiiiiiciieeee, 56 SD51-06A-02.......oovvvvviiiiiiiiiennen, 29 SD51-08-09 .....ccocvviviiiiiiiiiiieee, 50
SD51-02A-04 ....cceovviiiiiiiiicnee, 22 SD51-05-11 ..oiiviiiiiiiiiiiiceieee 57 SD51-06A-03.....ccovviiiiiiniiiiiieeee 29 SD51-08-10.....ccviviviiiiiiiiieieenen, 50
SD51-03-03 .....oovviiiiiiiiiiiiicee 41 SD51-05-13 ...cooviiiiiiieciie 57 SD51-06A-04......cooocvvviiiiiiiiienen, 29 SD51-08-11 ..ccovcvviviiiriiiiinieiiiieee 50
SD51-03-04 .....ooovviiriiiiiiiiiice 41 SD51-05C-32 ...coviiiiiiiiiiiiiiieee, 13 SD51-06A-05....ccccivviviiiiiiiiiiennen, 30 SD51-08-12 ...covcvviiiiiriiiiirieeiiieee 50
SD51-03-10 ..cviiiiiiiiiiiiicniiieiee 41 SD51-05F-01 ....ccevvvvvriiiiiiiiiiieenne 36 SD51-06A-06.......cocuvriiiiiiiiiiennen. 30 SD51-08-13 ....oocviiiiiiiiininiiciiieee 49
SD51-03-11 . 42 SD51-05F-02 .....ceevvvriiiiiriiiineeenne 36 SD51-06A-07 ....ovvviiiriiiiiiieiieenen, 30 SD51-08-14 ....cocvvvvviiriiiniiiiiiineeene 49
SD51-03-12 ..cvviiiiiiiiiieciiec 42 SD51-05F-03 ....cccvvvvviiiiiiiiiieene, 36 SD51-06A-08.......ccovvvriiiiiiiiiieenn, 30 SD51-08-15....ccciiiiiiiiiiiiiiiciiieee 48
SD51-03-13 ...coviiiiiiii 42 SD51-05F-04 .....ccoovvviiiiiiiiiiienne, 36 SD51-06A-09.....cccovviiiiiiiiiniieenn, 31 SD51-08-16 ....cccvvvvviniiiiiinieiiiieene 49
SD51-03-14 ...covvviiiiiiiiiiieniieees 42 SD51-05F-05 ....cocvviiiiiiiiiiiiienee, 37 SD51-06A-10....cccovvvririiirinineenee, 31 SD51-09-01 ....cooviiiiiiiiiiiiicicen, 51
SD51-03-15 ... 41 SD51-05F-07 ....oocvivviiiiiiiiiiiiieee 38 SD51-06A-11...ccoviiiiiiiiiiiiiieee, 30 SD51-09-02 .....oovviiviiiiiiiiiiiieee, 51
SD51-03C-14....cciviiiiiiiiieicen, 23 SD51-05F-08 ......coevvvirviviinniiiineeenn. 39 SD51-06A-12.....oeeviviiiiiiiiiiieenne 31 SD51-09-03 .....oooiiiiiiiiiiiicien, 51
SD51-03C-15...ccciiiiiiiiiiiicicen, 23 SD51-05F-09 .....ccevvvrviiiiiniiiinieenn, 39 SD51-06A-13....ccceeiiiiiiiiiiiniieeee 31 SD51-09-04 ......oovviiiiiiiiiiciee, 51
SD51-03C-16...cccuiiiiiiiiiiiiciiene, 23 SD51-05F-10 ...cocvvvivrriiiinnieinneeenne 37 SD51-06A-16....cccevvviiiiiiiiiiiienne, 32 SD51-09-05 ....cocvvivviiriiininiiiiiieeee 51
SD51-03C-17 ..o, 24 SD51-05F-11 ...oovviiiiiiiiiiiiiieee 37 SD51-06A-17 ..covviiiiiiiiiiiiiiieene 32 SD51-09-06 ......cvvvvviniiiiniriiiiiieenne 51
SD51-03E-26 ....ccovvviiriiiiiiiiienen, 25 SD51-05G-02.......coovvvviiiiniiiiiiinnne 55 SD51-06A-18....cccuiiriiiiiiiiiriiiene, 32 SD51-09-07 ...coovvvivviiriiiniriiiiiieeene 52
SD51-03E-28 .....coovvviiiiiiiiciennn, 25 SD51-05G-04......ccoovviiiiiiiiiieenne, 15 SD51-06A-19....ccciiviiiiiiiiiicieenee, 29 SD51-09-08 ......cccvvvviiiiiiiiiciieenen, 52
SD51-04-01 ....ooovvviiiiiiiiiiiciee, 45 SD51-05G-06......ccovviiriiiiiiiieenne, 16 SD51-06C-31 ...cooviiiiiiiiiiiieene 43 SD51-09-09 .....oovviiiiiiiiiiiieieee, 52
SD51-04-05....cccvvviiiiiiiiiiiiiiees 47 SD51-05G-07....cccvvvvuiiiiiiiiiiiienne 16 SD51-06E-01 ....ccvvvvvvriiiiniiiiiieenne 40 SD51-09A-01....cceiiiiiiiiiiiiciicen, 33

INDEX TO:



Washington State Archives
Office of the Secretary of State

School Districts and Educational Service Districts Records Retention Schedule

Version 7.2 (September 2011)

SD51-09A-02......covviiiiiiiiiiniene, 33 SD51-11-03
SD51-09A-03 ..., 33 SD51-12-01
SD51-09A-05....ccciviiiiiiiiiiiciee, 33 SD51-12-02
SD51-09A-06.....cceerviiiriiiriinenne, 33 SD51-12-03
.................................... 34 SD51-12-04
.................................... 34 SD51-12-05
.................................... 17 SD51-13-01
.................................... 17 SD51-13-03

SD51-13-04 ....ooviiiiiiiiiieeie 19
SD51-14-01 ..o, 20
SD51-14-02 ....coovviiiiiiiiiiiiciienee, 20
SD51-14-03 ..o, 20
SD51-14-04 .....ccovvvviiiiiiiiiciieenen, 20
SD51-20-01 ..ccovviiiiiiiiiiiiiiiiecens 5
SD51-20-02 ....oooviiiiiiiiiiiiiinieen, 41
SD51-20-03 .....ooviiiiiiiiiiiiicnie, 31

SD51-20-04 .....oovviiiiiiiiiiiiieee, 48
SD51-20-05.....oovviiiiiiiiiiiieiee 51
SD51-20-06 ......occviviiiiiiiiiiiiien, 52
SD51-20-08 .....ooovvveiriiiiiiiiiciieenn, 8
SD51-20-09 .....oovviiviiiiiiiiiiiciiee, 8
SD51-20-10 ...ueiviiiiiiieieciieciee 36
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5
504 accommodations..........ecceeveiureeeeeeeeenennns see CORE
9
9-12 attendance/absence.........cccoceveveveeeieieee e, 46
A
] o1y =] g Lol SNt see attendance
absence reports (to OSPI) .....c..veveecieeicciiee e, 12
academic learning requirements.........ccccceecvveeenneen. 30
accidents/incidents
insurance certificates......cccccoeevuvreeeiieiiireeeeeeeennn, 13
accommodations (504) ......eeeeveeeeeereeeeneeenn. see CORE
ACCOUNTING.c.eeiierieereeiieiiieeee e e s eeirreeee e e s esaanes see CORE
Yool g=Te [ =1 { (o] W 56
district reports/evaluations..........cccceeeeeveevennnens
evaluation of accreditation.......ccccvveveeeiiiiinnnnennn.
achievement test resultS........cccevvvvveeeiieiiiineeeeneennn.

alternative learning experience
alternative learning experience (ALE)

attendance/absence......ooovveveeeeeeeeeeeeeeee 47
annual report (high school standards/accreditation)

............................................................................ 56
annuals/yearbooks .........cccveeeveeeireeeirieciecere e 7

apportionment report
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from OSPI "
L0 OSPI ettt
appraisal/appraisal required
aptitude test results.......ccoceevieeniienieenieeeee
ArChivVal....ocveccecece e
arrival/departure 10gs ......cccccevveeveeeeeeeceecree e,
ASB (Associated Student Body)......ccccceevveeeeiieeenneen. 5
assessment/placement (student) .......cceeevveeneennen. 31
asset management.......ccccceiiiii, see CORE
athletics
achieVemMENtS.....eveiiee e
eligibility
EVENTS c.vveeveeeieeeree e e
league registration.................
parent/guardian permission
protests (SChoO!) ....ccvvveccieeicee e,
SChEAUIES ..o
scorebooks/scoresheets.......cocvevvveveeeeeeeeerennen.
STUAENT SUIVEYS ..veeeeiiee e
1AM FOSTENS .vveeeiee ettt
attendance/absence
excuses/notification/case files .........cccou.e... 45, 46
school-sponsored activities .........ccccceeeeeeeennnnennn. 43
source documentation (Pre-K — 12)
truancy case files
truancy petitions

audio recordings (release forms)........ccccceecveeecveennen.
AUAILS e
authorizations
field TriPS..cce e, 43
medication/health procedures..........c.ccvvennee. 52

release of student records
QWA [ISTS .ot

B

baccalaureate programs
Becca Bill (truancy) ....ccceeeeeveeeeciiieieiiieeecieeeene
benefits (human resources).........cccccceuneen. see CORE
boards/councils/committees................ see also CORE
elections certificates.......ccooceeevciieeeeciiie e, 17
minutes/agendas/board packets............. see CORE
boundaries
educational service districts .......cccecevvveeeceeeenen. 17
exceptions/apPeals.....cccoveerieeeeeecreeireereereeereens 53
(30 g o o] le |1 d o Tot £ PR

revision requests
bulletins/NeWSPaPErsS .......cccveecreeecreecreecre e 9
bullying prevention.........cccccceeevcieeeeccee e 11
bus pick-up/drop-off changes (temporary) ............ 46
buses
condition checklists ........ccoceevieerieinieeenienneenne
improper conduct........cccevvieviiniiiineeneeeeeen,
MAINTENANCE ..ceiiiiiiiiiee e
0pPerations 0gS ......ceeecuveieeciiee e
SChEAUIES c..vvieieciee et
special transportation...................
bylaws (Associated Student Body)
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C
calendars
official district calendars........cccccceecvveeeecnnenennenn. 57
STUABNT..eei e 9
case files
ADSENCE i 44
medication/health procedures.........c..cceeueene.ne. 52
patient (StUdent)......cccceevieeviieerie e 34
SEAff e 28
student assessment/placement ...........cccoeveune. 31
student assignment
truancy..cceeeeeveeennenn.
catalogs (course descriptions)
Catering reqUESES .....eeiveeeeeecie et
certificates
accreditation......cceeeciee e, 56
application fees receipt .......cceceevieeneeinienneennne 20
educational competence......cccccoeceviireeeeeecnnnnnen. 36
immunization status (CIS).......cccceeeeveeeeiieeeenneenn. 51
certification
election/school board president
school district elections........ccccceevvveeeeccieeecnnen.
teacher....o e
challenges (instructional materials)....
chaperones (extra-curricular)..............
child abuse reports .......ccccccevceerveeniienieeree e,
Child Protective Services (DSHS).....ccccecveevcveeecveennne.
class activities materials.........ccccecoviieeeciieeeciee e,
classroom attendance........cccccceeeecrieeecvieeeecieee e,
clock hour credit (staff).......cccceeeiiieeecciieeen,
commemorative events/displays.........ccceereeevereennen.
communicable disease reports........ccccceeeevverernnnen.

COMMUNICALIONS ceovvviiiiiiieeee e see CORE
community/public relations...........cccveeeveennn. see CORE
challenges of instructional materials
commemorative events/displays .............
guides to facilities
COMPIAINTS..eviiicireeecee e
compulsory school attendance petitions................ 47
foloTa Vo [V Lot [ o U T [P 55
confidential reports .......ccoceevveeveeenieenee e 36
CONSEIUCTION ..eeiiiiieiiieiietee e see CORE
CONEFACES oottt see CORE
county superintendent of schools .............cccocc..... 17
CPR training (staff) ......ccccceeeeiiiieecee e, 28
culminating Project.....cccccveeecciieeecciee e e 40
cumulative folder (student) .......ccccocevevciveeecneeenee, 38
curriculum
categorical programs (federal/state).................. 29
course additions/deletions/changes .29
course description catalog........cccvvveeervciieeinnenn. 29
essential academic learning requirements......... 30
SUMMAries/gUIdES .....cccveeereeereecieecre e 30
WAIVETS..eiiiieee it e e e e e e 30
D
daily
bus evaluation/operations ........cc.ccveeveenn.. 15, 16
MEAIS SEIVEd....cvveeieiiiiiieeieeec e 49
medication administered........ccccevveiniieniennnennn 52
declaration of intent (home-based instruction) ..... 33

demographic/enrollment projections
dental screening........cccceeuveenn.

diploma order lists......cccccoveieeiiiieeciee e, 7
discipline (student) .......ccocceeevciieecceee e, 38, 39, 44
disposition see Glossary
Disposition Authority Number (DAN) ..... see Glossary
districts

board election certificates.......cccocccervevvererceennnne 17

boundaries.......cccccoeeeiiiiiiieieiiiecececeie, 17, 53,56

official school calendars ........cccecvvevvieeniieneennnen. 57
drop-out/graduation rates.........cccceeveeecveerveeseveennen. 12
drug/alcohol surveys........cccceevveecveeereeccieecee e, 18
DSHS Child Protective Services ........ccocevveeervennennn 51
E
early departure l0gs......cccceeeevveeeeceee e, 46
educational competence .......ccccceceveeevcieeeeviee e, 36
elections

boards/regional committee.........cccceevevverreennnnne.

bonds/levies/directors .................

school board president.................
electronic information systems
emergency information .........ccccecueeee. 13, 38,41,43
employees......ccoveeeeceveeecineenn. see staff and also CORE
enroliment

entry/withdrawal (student)........ccccceeeveireenennnens 38

history (official student record)........ccccceecvveennene 37

PrOJECTIONS .coiiiiieiiriee ittt 11
equity/equal employment opportunity.................. 26
Essential Academic Learning Requirements........... 30
essential records.......ccceevveeiiiiieeccieeeens see Glossary
ethnicity/race data........ccccceevveevieeecieccee e, 12
events (science, music, athletic, etc.) ...cccccuveeeneeee. 43
exceptions (boundaries) .......cccccceevcieeveecieesieeee. 53

design/construction
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excuse slips (absence).......cccocceveeciieeeccieeeenen, 45, 46
expectations (student).......cccoeeeveeriienieenieenieene, 31
extra-curricular activities (permissions) ................. 43
F
facilities/property management........... see also CORE
descriptive gUIde ......cceeevvieeieciee e, 5,6
facility inspections (health).........ccoceevveiiniieninnenns 49
field triPS oo e 43
final grade point summaries......c...ccooveeveerieeeneeennne. 7
financial management .........ccccceenenne see also CORE
=T o] oTo] au (0] 10 411 o1 SRRt 22
fines (Student).......ceeeciiiieiiiee e 21
first aid/CPR training......cccccvvveveeevreeeirieereesereeereens 28
fleet/motor pool ......cceevveeevviecieeccriecieeene, see CORE
food handler’s permit ......cccceeecieeieccie e 48
fOOd SEIVICES ...vveeeeiiieeeeec e 48
breakfast program.......cccccevveeniiinienniciieeees 50
free/reduced-price meals........ccoceeevveevveerveennneens 48
hazard analysis (HACCP Plan) ........cccccceueeeeunennn. 48
health inspections ........ccccceeeveeeeeciee e 49
site health permit ........cccccoveeeciiiiiieeeeee, 50
StOCK CONLIOl..coiiiiieeiee e, 50
free/reduced-price meals.......cccccoveevveeceeeiveeneenns 48
G
GED transcripts/tests .....c.ovvevreerreecreeeesreenreenreennenes 36
General Administration (Department of) ............... 14
grade documentation ........cccecvveeeeiciereviieee e 40
grades/progress reporrts......coeveeceeereeceeeeesreenrenns 38

graduate list ...ccoeveercieeiiiiree e 36 standards/accreditation ..........ccccceeeveeeieeienreennen. 56
graduating class history files.......cccccoovevieeeicnnennen. 7 statements of graduation requirements............ 57
graduation requirements.........cccceeevveeeeecveeenns 30, 57 HIV/HIB training (staff) ......cccceevvveeeieieeccree e 28
graduation/drop-out rates..........cceeveeereevreeveeeenneens 12 home/hospital tutoring (applications).................... 51
{0 4R 23, 24, see also CORE home-based instruction.........ccccoeveveeevieeeieieieeeeeeen, 33
guardian permissionsS......c.cceevcvveeeeceeeercieeeenieeeeennnes 43 hoNOT FOll TIStS ..veeeiieeeeiee e 7
BUIdANCE rEPOItS . .ccieiiie ittt 36 huMaN resSOUICES .....covveveeeieiiee e see CORE
H ]
HACCP Plan (food Services).......ccccoeeeecrirececueeeeennen. 48 illness/injury (students) .......cceeeveeeeeeiveeeree e 51
handbooks/calendars ........ccccccoevveeveeeiveeceeeceeeereeene 9 immunization certificates (CIS) ......cceceevereecvereennen. 51
harassment prevention........cccccecveeeeciieecccieee e, 11 individual health plan (IHP).......ccccveeeeiee e, 52
health Individualized Education Programs (IEPs)............... 35
inspections (facility).......coceeevvveeeeciier e, 49 in-service education.........cccecceeeevieeeeciie e, 28
PErMIt (SIt€) ceveevrieeeeieee e 50 inspections (health) .......ccccocveiiie e, 49
services instructional materials
health card ......cocceeeeeiii e 52 ChallENGES .., 29
health roomM.......cooviiiiiiee 51 SUBJECE fil weeeieeiieee 31
individual health plan (IHP) .......c.ceeevieeennneeen. 52 insurance
medication administration..........cccoeceeernneenn. 52 ALhIETIC it 41
notification (parent/legal guardian)............... 52 third party....cccceeeceee e 13
SCreening results ......ccocccvveeeeieeeeciee e 51 intervention (teacher).......cccccoviivciieecciie e, 28
SKills CENTEN.cccceeiee e 34 intimidation prevention........ccccccocveeeecie e, 11
hearing SCreening.....cccccvvveceeeevciee e e 51 INVENTOIY .o see also CORE
hearing/vision test results .........c.ccocvevvereenceneennnne. 38 equipment (categorical programs).........ccccueeu.... 29
high school standards/accreditation ...................... 56 stock control (food services).........ccovveeevrveeennen.. 50
historical INVOICES et see CORE
guides to facilities ......cccceevveenieenienniiiieceee 5,6
materials/artifacts .......cocceeveereivceeee e 7
official school calendars .......cccoecveerveiniieneennnen. 57 K
report of evaluation of accreditation ................. 57
school boundaries ............ccoceeeevevevevceceeennnnnns 56 K-8 attendance/absence..........cccocooeniinininiinininnn. 45
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late arrival 108S......cuvvieeiieieee s 46
league registration (athletics)......ccccevveevciiercveennnn. 41
learning resource center
advisory committee selection ...........cccccvveeneee. 19
teacher evaluation forms ........ccccceevveeeeiieecnnen. 19
LEED (Leadership in Energy & Environmental Design)
............................................................................ 14
legal (advice, litigation, legal affairs) ........... see CORE
1€SSON PlaNS...ccveeiiieeiierieee e 40
life-threatening health conditions..........cc.c.......... 52
Local Records Committee (LRC).............. see Glossary
[UNCh Program......cc.ceeecciiie e 48
M
mail/delivery see CORE
maintenance see CORE
meals/milk
breakfast program .......ccccccvvvieeievciee e, 50
COUNTS ceeveiiiiiiiiiereiereeee e reeeeeeeeeeerererererereseseserenees 49
free/reduced.....ovvevveeieeiieceee e 48
IMENUS coeiiieieeeeeeeeeeee e 49
Production .......cceeeiiiciiiiieic e 49
StOCK CONLFOl ..o, 50
TCKETS 1 49
medication/health procedures administration....... 52
MMENUS tiiiiieeeieeeeeeeeeeeeeeee e e eeee e e e e e e sese e eaes 49
microfilm
SECUTITY wevverieiee ittt 60
migration......ccccceviii, see Glossary
minutes/agendas/board packets.......... see also CORE

associated student body (ASB) .......cccceeeeevieeennnenn. 5
misconduct investigations ..........cccccccevveeenne see CORE
monthly meal count reimbursement report........... 49
MOLOr POO|....evieeeciiieeeeee s see also CORE

gas usage .. 16
music events 43
N
National School Lunch AcCt .........cccceeevcieeeecceeneennen. 48
news/media (television/photo release).................... 8
newspapers/bulleting ........ccceeeeeeeeeeiireeeieeccee s 9
non-archival ........ccocoeeeiiiiciieeeeecce, see Glossary
non-essential ......ccoceeeeeieeeciiieeeciee e, see Glossary
nurse encounter data (NED) .......cccceeeecvveeeecieeeennnen. 51
(0]
0bSOIELE ....uvveeceeeee s see Glossary
office of record .......ccceeeevveieiieeeccieeeens see Glossary
OFM (Office Files and Memoranda)........ see Glossary
OPR (Official Public Record).................... see Glossary
opt out (television/photo release)........cccceeeveennennen. 8
P
P-223 .

parent drivers (field trips)

parent/legal guardian
assignment requests (to school).........ccccveeueenee. 53
CUTITICUlUM WaIVETS ...evveiiiieeeiiiiee e 30

health services notification...........cccccceevveeennennn. 52

home-based instruction ........ccccceeeevvveecveeennnenn. 33

permission slips

internet access/film viewing .......c..ccceevvenennee. 31

statement of requirements/expectations..... 31, 40

SUIVEYS .eiiiiiiiiiiiiiriieeseririre e e esreee e s ennnee 23,24
parent/legal guardian permissions..........ccccvveeuneen. 43
[T 1V o | IR see CORE

STAtUus SNEETS...cciiiieecciiee e 25
permissions

ALhIETICS wovveiee e 43

field TriPS..cee e 43

internet/film viewing........cccoeevvveveeve e, 31

PhOtO release.....cccvvevecieeeecieee e 8
permits

food handler's.......ccoveeeeiieeicieeee e,

professional education .................

site health
PErSONNEl ....ccvvieeeiiieieeee e

equal employment opportunity
petitions

TrUANCY e 47
PhOtO release ......coceeveieiieiiiieeeeee e 8
placement/evaluation (home-based instruction)... 33
Pre-K attendance .....ccccccvevvcieiiniieeeniec e, 47
pre-kindergarten

attendance/absence
primary record.................
private vehicles........cccevvveeircierennen.
program applications (ESDs)
program exit letter.......ccooeevviiiienniiinieeeeeeee
projections (demographic/enroliment) .................. 11
property management...........cccceeeeeeiiiiieeen, see CORE
protests (athletics) ......ccccvveeeiieeiiiee e, 42
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public
diSClOSUIE...coviiieierieeceeeee e see CORE
records....cccnueeneennne see CORE
relations.........cccee..e. see CORE
FESEANCN ..eeiieeciee e 8
Public Law 81-874.....ccccoeeieieeeeeeecieeeeee e 23,24
public records ........ccceeeiiieeiiieeeciieeee, see Glossary
publications
handbooks/calendars .......ccccovveeveeeeeeiireeieeeeeeeenn 9
newspapers/bulletins ..........ccoceeeeeeveeeieeicieeeneens 9
R
FECEIPTS cnvrreeeiiiee ettt see also CORE
SIBNATUIE Of..eeeeiiieecee e, 27
recordings (release forms).......cccoveeevceeevccveeccieenn, 8
records management.......ccceecveeeeeeeeeencieeennns
records Series........coceeeruneen.
regional

committee elections
drug/alcohol surveys

registration
boundary exception/appeals.........cccceeevverreenenn. 53
parent/legal guardian assignment requests....... 53
student assignments to schooils ................... 53, 54
release form (photo/media) .......cccoevveveevieereeneenene. 8
release of student records.......ccccceeeecieeenicieeecennenn. 36
reports
absence (student).......c.cccoeeeeiiieieciiicceee e 44
acCreditation......ccevveerieeniicriece e 29
APPOItIONMENT .eeeveeiiiiiieeee e 22
certification fee — quarterly/annual ................... 20
Child @bUSe.....eiieiiiiieie e, 51

communicable disease .......c.ccccceevrvieieiniieeenneen.
evaluation of accreditation
evaluation reports .................
F-196.. ittt
individual essential academic learning .31
inservice attendance ........cccocveeeecieeeccieee e, 18
meal/milk CouNt.........cccveeviiiiiieeecceeeeee e 49
operating savings (major facility projects) ......... 14
OSPI requIred.......ceeeeeececiiieeeeeeccireee e 12
student testing......cccoeveciiiiiieiiccee e, 32
research (public access) .......coooevevvieeeecciiee e, 8
rosters (athletics) ......cceeieieeciiee e, 42
S
safety (SChoOl)....ceevciieeeeie e, 11, 12
schedules
F 11 0] 1Y 4 ol P
buses..............
school master (classes).......

student locator (classes)
school assighments

(oF: Y 11 LTSS 54

L {0 Le 1] 0 €30 o J 53, 54
school board minutes .......ccceeveeeecieeevcieene see CORE
SChOOl bUSES...cceveeeiiieeeeeee e see buses
school lunch program .........ccoceeviiiiiineniiceeeee, 48
school safety plans.......ccccoeiieiieieiiiicecieecee, 11, 12

summary (t0 OSPI)......vvvieeiiiecieeeeee e, 11
school service boundary decisions..........cccccevveeennne 57
SCIENCE BVENTS...uviiieeiieiitireee e eerirrre e e e e e srareee e e e

scoliosis screening
scorebooks/scoresheets (athletics)

screenings (health).......cccocviiiienciiii e, 51
Section 504 accommodations..........cceeeveene see CORE
SECUNIEY . uuriiiiiriiririirrerererererererererererenen ... see CORE
security microfilm .. see Glossary
SENIOT PrOJECT...uvvvieriiiieirirrrirrrrrererererererererererererereeee 40
sign in/out sheets (student)........ccceeveeveeeeeeenreenene 46
signature of receipt record ........cccoceeeveenieeniennnen. 27
site health permit........cccoooeiiiiiini e, 50
skills center (case files/time 10gS) .......ccvvveevvrereenne. 34
special education

programs (students not assigned)...........ccc........ 35

student history files.......ccccocveiiiieeeiciee e,

transportation .....ccccceeeev e
SPOItS EVENTS...eiviiiiiiiiiieeee sttt
STAff e

class/workshop records..........ccooveeeveevreeveereenneens

clock hours.....coovcieeencieeceieee e,

development

emergency information form
equal employment opportunity inquiry (EEO) ... 26
in-service attendance ......cccvveevcee e 18
learning resource center evaluations................. 19
misconduct investigations.........cc.ccceeeune.
PAYION e
signature of receipt .....cccovveeeieinieeneeeeeeee
EFAINING e
stock control/inventory
student body (ASB) bylaws/minutes....
student handbooks/calendars.............
student learning objective ........cccoccvvveevieeeccieeens
students
ADSENCES ...eeiiiiiieeeeee e
assessment/placement.........ccccevevenenencncenenne
assignments to Schools........ccceeveiiiieeneenne
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=11 0] 1<) d ot SRR 41
behavior/weapons data........c.cceceevveenieerireennenn. 12
boundary exception/appeals..........ccceecvrerveennenn. 53
disCiPliNe .coevveeeeee e 38, 39
emergency information form .........ccccoeeeieeenneee. 13
fee/fine statements......ccceeeeeeeeveeicreecciec e 21
general education development (GED) .............. 37
grade documentation........ccccceeeeeiiiiciiiiiee e, 40
graduates list ....ccccveeicieee e, 36
health card/folder.......ccccovvvvvviieeiiiiiiceeeee e 52
home/hospital tutoring (applications) ............... 51
home-based instruction .........ccceceevevcveeeecieeens 33
IINESS/INJUIY . 51
improper conduct (BUS) .......ceceveerienierirrienienne 55
locator cards/class schedules ..........ccoevvvveveuneenne 39
medication administration .........cccccoeceiineeennnnn. 52
records

cumulative folder/student file folder............. 38

GED transcriptS......cooevvuvveeeeeeieiieiieeee e ceeneen, 36

Official.ceeeeiee e 37
release authorizations .........ccccceeeeveeeecieeecceeeene 36
school assigNMeNt ......cocceeiiieiieniieeereeeeee 54
SChOOI regISTerS.....viieieeieieieceee e 37
skills center case files.......ccoceeecieeeccieeecciieece, 34
skills center time logs/sheets .........cccceeevveeneenee. 34
television/photo release........ccccceevveecreeccreecveennee. 8
TESTING et 32
testing (special education)........cccccecvveeevverennneen. 35
tracking (whereabouts) ........ccccceeveieeecieeiieenneens 46
with disabilities (special transportation) ............ 55

Superintendent of Public Instruction (OSPI)

required rePorts .ooovereeceeeeeriee e cree e 12
superintendent of schools .......c.ccccovveeviiiiiiineenne. 17
boundary decision working file ..........cccc.cc....... 57
certification of election/school board president 56
certification of school district elections.............. 57
official school calendars .......c.ccccocveevviieniennennnne. 57
school district boundaries ........ccccccevveirieeneenne. 56
standards/accreditation ........cccceeeveveeernnenn. 56,57
statements of graduation requirements............ 57
supplementary reports ......cccceecciieeeeeeecciiieeeee e 36
T
teachers ..ooevvcee i see also staff
certification......ooveeeeeeieeni . 20
misconduct investigations............ccceeeuues see CORE
professional education permits.........cccccceevveeen. 20
teaching
grade documentation ........ccccceevveeeciieeeeciee e, 40
1€SSON PlaANS .o 40
requirements/expectations.........c.cceeeeveerveennnnn 40
team rosters (athletics).....cccccecveeeeeciiiecciee e 42
testing
categorical programs.......ccccceevveeeeecveeeecneee s, 29
evaluation (home-based instruction).................. 33
GED oottt e 36,37
health screening .......cccccoeeeeiiiieiei e, 51
1Q (special education)........cccoeeeeeieieiiiieeeciieeens 35
STUENT e 32,38

tracking (student whereabouts) ........c.ccccceevvvennnenn. 46
traffic safety (permissions) ......ccccceeeveeeeciieeccciienenn, 43
training (staff) .....ccccoeeeieeecieeen, 28, see also CORE
EFANSCIIPLS vveeeee i e e e e 36, 37
transfer requests

home-based to district ........cceevevriierieniiienenne 33

inter- and intra-district.........cccceevvieririieeeiiienne 53
truancy

CASE fIlES 1uveeiiieeee e 44

petition/disposition [0gs.......c..ccevvevveeererenreeennnn. 47
truancy reports (to OSPI) .....ccocveeeeciiieccieee s 12
tutoring (home/hospital) .......ccoeeeeveeiireecciieiieeeieen, 51
74
VENICIES weeviiiiie e, see also CORE

bus condition check.......cccccoeoieieeiiiiiiiiee e, 15
VEeNdOr fileS ..o e 10
VIidEO relEASE ..ciieiiee ettt 8
VISION SCrEENING ..vvvvvviviviiiiiririiriirerererererereeeeeeeeeeeeeens 51
vision/hearing test results .......cccccceeeeeeecreeccreeeineenn, 38
Vital Statistics .vevvveeriiiiiire e 51
w
waiver of liability.......cccccoeeveeennnenn. 43, see also CORE
weapons/student behavior data .........ccceeeeeveeenenns 12
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