OMIO HISTORY CONNECTION

JUN 2 2018

o Ohio History Connection STATE AND LOCAL
et State Archives of OhigOVERNMENT REGRERR97.2553
Local Government Records Program localrecs@ohichistory.org
OHlo 800 E. 17th Avenue www.ohichistory.org/lgr
HISTORY Columbus, Ohio 43211-2474
CONNECTION

RECORDS RETENTION SCHEDULE (RC-2)- Part 1

See instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit

Riverside Local School District (Lake County)

{(Local Government Entity) (Unit)
ﬁ””—-——\ Gary Platko Treasurer/CFO 6/2,6“&
(Signature of Responsible Official) (Name) (Title) (Date)

Section B: Records Commission

Riverside Local School District Records Commission 440-352-0668
(Local Government Entity) {Telephone Number)
585 Riverside Drive Painesville 44077 Lake

(Address) (city) (zip Code) (County)

To have this form returned to the Records Commission electronically, include an email address

gag.gIatko@riversideschools.net

I hereby certify that our records commission met in an open meeting, as required by Section
121.22 ORC, and approved the schedules listed on this form and any continuation sheets. I
further certify that our commission will make every effort to prevent these records series
from being destroyed, transferred, or otherwise disposed of in wviolation of these schedules
and that no record will be knowingly disposed of which pertains to any pending legal case,

clajim, action or requesty, This action is reflected in the minutes kept by this commission.
N /(ﬁé/? Y V)
ords C‘plﬁissiog ddair Signature Date
=

Section C: Ohio History Connection - State Archives

Dol D0 | crolersgamett Recordshedlist Ty

Signature Title Date
Sectjon D: Auditor of 8t

WMZL_— g Wul—/‘ e covde Mé’.—é’- D-23-7%
Signature ’ Title Date

Please Note: The State Archives retains RC-2 forms permanently. It 1ls strongly recommended that the
Records Commission retain a permanent copy of this form.

State Archvies/LGRP- RC-2 (Part 1 & 2), Revised November 2017

10of 28



School District Suggested Records Retention Schedule

This schedule lists records commonly created by school districts, educational service
centers, and career technical schools. The retentlon periods specified herein are either
required by statute or have been determined by best practice. Local Records Commissions may
edit retention periods based on the administrative, fiscal, legal, and historical value of
the records.

The local school district, education service center, or career technical school should also
notate the mediz type of the records on the schedule in column 4. The records can be
maintained on separate formats (i.e. paper and electronic) for different amounts of time.
Permanent records existing solely in electronic tormat may become inaccessible through media
decay and/or hardware/software obsolescence. The Ohio History Connection recommends that
digital records with greater than a 10 year retention period also be maintained in either
paper or microfilm formats.

Records may not be disposed of until all audits are released and audit discrepancies have

been settled. Where a lawsuit or agency proceeding is pending, a legal hold on relevant
records is reguired. Records shall be retained until the legal hold has been removed.

ELECTRONIC MAIL (e-mail) is a format on which records are sent, received and/or drafted
using electronic mailing systems., E-mail is NOT a record series. Instead, each individual e-
mail should be evaluated according to its content and retained in accordance with the record
series adopted within this schedule that the content most closely fits.

Before this records retention schedule is considered in effect for a particular school
district it must first be signed by a local responsible official and loccal records
commission chair, the State Archives, and the State Auditor’s Office.

For use by |[RC-3
Sch. Retention Auditor of |Require
Period

R d Seri d D ipti
M ecord Series and Description Media Type |, . " 4 by

LGRP LGRP

=i

R Bl R T L P e = T

Minutes - Official copy of Paper and/or
proceedings of regular and special Electronic l-p/
101 meetings

Audio tapes/DVD’s of Minutes - 2 years Paper and/or
- Recording of Board meetings Electronic ()
1

Board Meeting Notes - Notes taken 1 year Paper

during Open Board Meetings used to O
103|formulate the minutes

Agendas - Written outlines of 1 calendar Paper and/or

material to be discussed at the Board|year provided |Slectronic 0O
104 of Education meetings audited

Board Meeting Packets - Packets Retain until |Paper and/or

prepared for board members. May minutes Electronic

include agendas, copies of reports transcribed L
10 and informational handouts. and approved

Administrative Council Notes: Notes |1 calendar Paper

from Administrative Council meetings |year 0

held prior to Board Meeting to review

Board agenda and current activity in
the District

106
Blueprints, Plans, & Maps -Provide Permanent Paper and/or /
detailed description of school Bleckranis E“
107|facilities and property
Deeds, Easements, Leases - Real Permanent Paper and/or //
estate documents of ownership, Electrenic D/
easements and leased property by |
district

108
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"|Record Series and Description

Retention
Period

Media Type

For use by
Auditor of
State or
LGRP

RC-3
Require
d by
LGRP

10

9

Board Policy Books and Other Adopted
Policies - Governing rules adopted

and maintained by Board of Education

defining expectations or position on
a particular matter and authorizing
appropriate action to be taken to
establish and maintain those
expectations

11

0

1 year after
superseded

Electronic

Administrative Regulations - Adoption
of the school policy manual which
outlines, and describes the means by
which a policy should be implemented
providing for the management of
planning, action, and assessment or
evaluation.

1 year after
superseded

Paper and/or
Electronic

11

1

Court Decisions - Court proceedings
involving the District excluding
claims and litigations

Permanent

Paper and/or
Electronic

112

Claims and Litigations - Court
processing for which the District is
being or is suing for damages

Permanent

Paper and/or
Electronic

11

3

Administration of Federal and Stated
Categorical Grant Programs - Records
relating to the administration of
federal and state categorical grant-
funded programs. Records may
include, but are not limited to:
District or school-wide
notification/information distributed
to parents/legal guardians/students
about education opportunities and
services; student information
(names/eligibility lists, copies of
test scores, etc.; staff information
(copies of employment applications,
payroll/stubs, etc.; budget,
inventory of equipment, legal
reports, pre-and post-test data,
comparability reports, evaluations;
promotion of parent/family
involvement (Title 1 parent advisory
councils, coordination with other
school-based programs and services,
etc.)

Retain until

State
Auditor's
examination
report or
retain for
period
required by
grant or
program,
whichever is
later, then
destroy

completion of

Paper and/or
Electronic

11

4

Boundary Records — Official legal
description of school district
boundaries, educational service
center district boundaries, or
director district boundaries

Permanent

Paper and/or
Electronic

11

w

Grievance
Files/Settlements/Arbitration -
Documentation of settlements and
arbitration, grievances filed by

local collective bargaining groups

10 years

Paper and/or
Electronic
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Record Series and Description

Retention
Period

Media Type

For use by
Auditor of
State or

LGRP

RC-3
Require
d by
LGRP

116

Historical Records, Materials and
Artifacts that should be retained for
Commemorative Events and Displays -
Records documenting events or
milestones of indiwvidual schools,
school districts and educational
service centers, where these events
are not documented in other records
(such as board minutes, transcripts,
etc.) Including but not limited to
award lists, baccalaureate and
commencement programs, cumulative
class rankings, diploma order lists,
final grade point summaries, honor
roll lists, graduating class history
files, student newspapers,
yearbooks/annuals.

Permanent

Paper and/or
Electronic

i/

117

Monthly Administrative Reports &
Supporting Documentation - Reports
submitted monthly by administratoxs
and supervisors on current activity
in District associated with Board
Agenda

1 calendar
year

Paper and/or
Electronic

118

Elections - Items put on the ballot
(tax levy related) regarding the
financial support of the District

10 years

Paper and/or
Electronic

119

Records Retention and Disposition
Forms - Records, also called RC=1, RC
2, and RC-3 forms, and other locally
developed

forms documenting the retention and
disposition of the records of an
office

Permanent

4

Paper and/or
Electronic

120

Bargaining Agreements - Record of
Agreements between the board and
recognized local associations of
certified and classified staff with
regard to wages, hours and other
terms of employment including notes
taken during the negotiation process

8 years after
superseded

Paper and/or
Electronic

121

Budget Policy Files - annual budget
(tax and appropriation) preparation
and documentation

5 years

Paper and/or
Electronic

122

Workers Compensation Claims — Claims
filed by employees due to on the job
injury

10 years
after
financial
payment made

Paper and/or
Electronic
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Auldited means: tne years
encompassed by the records
have heen audited by the
Auditor of State and the

audit report has been
released pursuant to
_ Sec 1726 O.R.C.
' T T+ o [For-ise by [Hg-3 -
;‘:h Record Series and. Description . i;zgigginn ";‘ ‘ Media "I‘:yrpe‘ gt:t:"g;:?ﬁ : gengy,e,
. o SLELE T e T LERE | LGRE
Bank Depository Agreements — An 4 years after |Paper and/ox
dgreemeént between a bank and the completion Electzonic
district where the bank provides a 0
guarditeed rate of return in exchange
for keeping a deposit for a fixed
|lamount of time
123
Organization Reports 2 years. Paper and/of
provided Electranic L—_]
124 audited
Adopted Courses of Study - A Until Papar and/oi
comprehensive inst#hctiondl program |superseded Electranic O
serving the educational peeds of the ‘
students of the District
125
hdopted Special Education Program - A{Ungil Paper and/or
record of programs provided te supexseded Eléctranic
children with disabilities identified
in accordance with applicable State
and Federal laws, rules and _ 0
reguldtions. These programs satisfy
lthée requirements of Ohio Educational
hgencies Serving Children with
Disabilities {Ohio’s Ogperating
Standards®)
L1286
Adopted Special Programs ~ Recdrd of |Until Papar and/or
programs made available to the superseded Electronig
studerits to enkance their education O
Jthrough a variety ¢f appropriate co-
curricular and extra—curricular
activities
127} ..
Photo/Media Release ~ External Usage {Retain for Paper and/or
Records documernting permission far |sik years Electrofic
non—-school entitiés (such as after end of
television/radio stations; school year 0
newspapers, school photagrapheis,
etc.) to use student images. Siudent
images include, but are not limited
o, photos, video &nd audio
recordings.
128 . }
Photo/Media Release ~ Denlal of Retain until (Paper andfor
pernission, Records documenting end of school [Electronis
parent/legal guatdian dénial of year -or until
permission for the school/district to|supexseded, |
use student images recorded during whichéver is
official school dctivities/events, later, then
Includes opfing-out. ' destroy.
129
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R : . R . For. useby RC—3
s o s+ i e 7 e
. : ) .:;.,‘ S "‘ Aty R L LGRP .ﬂ :: LGRP o
Pheoto/Media Release — School District|Retain for — |Paper and/or
|Usage ~ Records documenting six yeats Elecironic
vermission for the school/district tolaffer
use student images recorded during image/fecordi
official schocl activities/events, bying no longer
staff or students in an official being used;
capacity (e.g. school newspaper, then déstroy. O
annual staff, etc.) Tneltdes annugl
student identification/class pichkuresi
taken by school-contracted
photographer. Studént images
include, but are nof limited to,
photos, video, @nd dudio recorxdings.
130 _ )
Public Record Requests — Regquests for|2 years Papex andfor
racords & documentaticn that requests Elecczanlc ]
137 |were fulfilled
Organizational Memberships Until Pagper andfor ;
superseded  |Bectzonie )
132 ' _
Visitor Log One school Papex ey
133 year [:j
Before and After School Child Care 2 years Paper .
(Latchkey) Sign In/Out Sheets (3
134 . |
Before and After School Child Care 4, years [Fapar and/ox
{Latchkey)Receipts & Weekly Reports [provided Electronic
Receipts & defail information to back avdited |
up Treasurar receipts
135 ) .
Refore and After Schpol Child Care 2 years Papar and/or
(Latchkey) Registration Forms Eigctronic. O
136 )
Child Care License - Copy of Child 3 years plus |Paper and/or
Care license issued by CODE, ¥equlred |gurrent year |Bleftzanis —
for outside school hours sites. Hot [provided 0
requirxed foxr after school at risk audited
giteas.,
137
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‘ . V Ao e “.. . |ror useiBy:lRe=3
i.ch. Record Series and Pescription. ‘ gzteqti'on MedLa Type . geﬁuiitr"?,
: . : Y
. L LG
Personnel Files {Short-Texrm Purge and Paper andfor| | |
Retention) - Documentation of the destray 7 Electronis
history and status of the employiment |vears after
relationship with an individuwal employment
employee {classified, certified, termination
ackive, and Inactive). Includes
siibstitute téachers, coaches, and O
advisors. Recprds may include:r i
employmant applicatioas, pezformance
lavaluations, grievances, employment
verifications, accident report{s),
payroll change sheets, SERS
information, exit interview,
201 disciplipary aetion(s}, waiver{s).
{Personnel Files {Long-Term Retention}i?5 years Bapey and/or
Documentation of the history and after Electronic
status of the status of the employment
employment relatiorship with an termination..
individual employee. Includes '
substitute teachers, coaches, and []
advisors. Records include: Service
time, salary history, leaves
balances, taxes paid, resigndtion &z
retirement letter, rebirément
information, and waivers
202 : _ ]
Employee Discipline Recodrds ~ Records|T years after [Paper and/for
of a series of disciplinary actiens |termination |Electronic
leading to improvement of performancejof employment O
ar termination from employment or case )
|elosed,
whichever is
latex, or in
accordance
with
collective
203 contract
Comp Time Cards - Accumlated and “Cunrent Papar I
spajused comp ktimé cardg fiscal year i
Drug Test Records -~ Includes random |5 years Paper and/or
Jeool eligibility lists of employees Electronic
eligible to have rendom drug screen (]
and drug screening results
205
Teacher Lesson Plan Books End of Paper and/oxr
current Electronle
sghool year 1
tor until
superseded
206 B
Employee Contracts — Written 4 years after |Paper and/or
agreement between the District and termination |Electrenic &
207 the employee

7of28



Record Series dnd Description

T

Iedia Type:

Wy

For-use by |
uditor of

’ Pfdfessioaal Confergm;e Applications
— Professional Ieave forms requestingjprovideéed

petmission to attend professional
developmernt activity

andited

Paper and/ox
Bipgtrenic

208
Irxeguiar Employee Contracts -~ 4 years aftérp |Paper and/or
Wiitten agreerient bétween the contract |Elestronis
District and substitukes and other expires :
irregular employees benefirs :
209
Oriempleyment Claims - Invoice 15 years |paper and/or
maintained by Human Reacurces for the|provided |Blectronic
payment of unemployment elaims auditéed
20 approved oz denied
Unemployment Regords — Documentation |5 yeaxs Paper and/ox
of unemployment records : Electronic
211 . .
Applications (not hired) — 2 years Paper agd/cr
Applications submitted of individualslprovided Electronic
not hired into the Distriet audited
212 . :
‘ Schedules of Employees Fiscal yeax Papar and/or|
plus 2 yearg [Blectronic
213} . _
Teacher Parsontiel Reports (intermal) |(Fiscal year Baper and/or
pl,us 1 Yéa-ﬁ Electronic
214 R
’ I-9 Immigration Form — Form I-9 3 years after|Paper and/pr
“Employment and Eligibility date of hire |Blectronic
Verification" for all nawly Nired 4r 1 yeaxn
employees Lo verify their identity after
and aunthorization te work in the termination,
United States. Per Departhernt of whichever is
\ Homeland Security regulation 8§ CER latexr
274a,2.
215 ]
Jobr Descriptions — Description of Retdin until [Fapex and/or|
lexpectations and responsibilities of [superseded or Electronic
teach job obsclete
2186 o R
Job Postings — Records documenting 2 yeaxs Paper and/or |
the posting and advertisement of EBlectronic
‘employment positions, incloding, but
not limited to, job desdriptions, job
regquirements,; application deadiine,
personnel requigition and
‘compensation range.
247
LPDC {Local Professional Developrent |Until Paper and/oxr
Committee) Diténsiré Records and superseded Blactronia
318 staff Summary Heports '
LPDC {Lorcal Professional Development (10 years. Paper- and/or |
Committee) Meeting Minutes Electronic
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For hise by . [rc=3 " |

:f‘h Record Series apd Description - l;:tz!;;ion i Mgfii’a Type 2§:§§?§£9’55~
X ) . Sl R i e T
t8taff Acceptable Use Policy ~ A Form |6 years Faper and/or.
|signed by staff agneeing toé use the Electronic O
District network responsibly for
District related work

220 . )
1Staff Profile -~ Listing including 5 years [Baper. and/or
jcurrent pdsition, licensure, degree, : iElectroniq J
retirement credit, and contract

291 information ..

- Annual Training Deocumentation = 3 yedrs plus [Paper and/or .
Recoxd of trainings includes cugrent year [Blecrronlc U
curriculsa, test results, materials provided :
ptasented, evaluations, tests audited
administexed;
certification/heurs/credits/ points
awarded; sign-in sheets, and attendee
lists

222 e
Teachers Certificates and Temporary |6 yveaxns after |Paper andfor
Professional, Education Permits end of fiscal |Blectronle M

year, then
destroy

223
Employee Handbooks — Handbeooks that [Until Paper and/or
each employee receives upon being superseded Electronid (W]

224|Rired -

Physiclan”s Report of Work Ability -~ |7 years Baper and/ox

Physicians report of ' EleCtranic

ability/restrictions for injured O
225 employees:

R SEoaGn ERaTe
£ Sl AT o S
. Student Records-

iy 17

-'?5'::' Vi i
(Long=Term) .,

Student Information— Record of Permanent: Baper and/oxr
student's name, addrass, telephone Eldctronis
number, grades, attendance record, |
classes attended, grade level
completed, and year completed
301 ) 1.
Grades/Transoripts — Reports of 175 years Faper and/ox
subjects studied and individual after Electronic
student grades, Retain final grade |graduation, : {-_-1
caxd each year apd £inal high school (withdtawal.
transcript. TIf student withdraws, or transfer
retain all transcripts
302 ) _ )
Individual State Test Resulis -~ IOWR, |75 years Paper and/or
COGRT, OAT, OBA, OGT, OTELA, RSAT, aftax Electzonic
BCT, SAT, PLBN, EXPLORE, OPT, ASVAB, |gtaduation, |
TERRA NOVA, LAS, DIAL, KRA-L, IQ ~ withdrawal, ||
aghievenment ability tests or transfei
303
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305

ox transfer

~ I . |Fex use by |R
:éh' Record.SEIiea andenéscziptiqn f%. g:ﬁ;g;iﬁ?.’ Medié.?;pq 22:%2?2}?56.(
: R \v’ s S ugre e
Foreign Exchange Recerds — Records of |75 yeaxns Baper and/or|
students from foreign countries after Electronic
graduation,
withdrawal,
304 or transfer
|Home Schooled Records — Records .of 75 years Paper and/or
Students living within the District |after Elactronic
that are being schooled frem home graduation,
withdrawal,

- Student Records-  (Short-Tezm) ..

RN

308

JRecord of each time a stUdent

Ragistration/Withdrawal Information -

registers or withdraws wilthin the
District

& years after

-|graduation,

withdrawal,
or fransfer

Paper and/obr
Elactronic

307

Activity Recprd — A list of _
activities students participated in
during their high school vears

¢ vears after
graduation,
withdrawal,
or transfer

Paper and/or
Electropte

Student Worker Ap?lic,a,tiox_'rs_

6 years aftexr

Paper and/or.

graduation, |[Bbectronic
withdrawal,
oxr transfer
308
Disecipline Records ~ Recoid of 6 years after |Paper andfor
discipline that & student has gxaduation, [|Flectronic
received including Saturday school; |withdrawal,
suspensions, and expulsions. Recdrd |of transfér
includes notices to parents.
308 ]
Intervention Records - Intervention 6 years after (Papeér andfor
Assistance: Team notes listing all of |graduaticn, |Piectronic
the interventions that were tried withdrawal,
with a student to help improve or transfer
academic achievement which may or may
not lead to a teferral for special
education teésting. Includes
functional behavioral assessments and
behavior intervention plans
310
Bullying/Harassment Forms ~ 6 years aftér |Paper and/or
Documentation of bullying/harassment jgradpation, |Blectraniec
incidents within thé District, along |withdrawal,
with action taken or transfer
311

10 of 28.



S For use Ty [RC-3°
i_ch' Record Series and I}e‘gcxiption I;:i;gg%m‘r " . Megj:a:;'r‘yp'e 2§:z§°;r°f ieggl%e"
E .,_— Fe T SR R ; S dvere L lLeRE-. '
Gifted and Talented Student Records ~|6 years aftexr|Paper and/ar
Student folders including but not graduation, [Blectzonic
limited to application or offer for |withdrawal,
participation, testing or eligibility|or transfer I
determination records, progress
reports, product assessment, samples
of student's works, actes, ahd
corresponderice.,
312 .
Attendance/Bbsence Reccrds - Record |1 year Paper and/or
of student attendancé/absence Electronie
including daily office call sheets, O
sign-in sheets, and docter & parsmils
jniotes
313 ) . . )
Cumulative Photo Records 1 year after [Psper and/on .
graduation Electronic 3
314 _
Curxiculum 1 year after [Paper and/er
Requests/Waivers/Substituzions. — graduation  |Blectronfe
Records relating to stuodent reguests
for classes or waivers/substitutions, 1
vhere authorizing signaturé/initials
from school district staff is
required (pringipal, teacher,
" = |counselor, etc.).
315 _
Parent/iegal Guardian Permission Retdin until iPaper and/ox
$lips for Internet Acceéss and Film  |end of schopl |Flectronic O
Viewing year, then
destroy
Student Acceptable Use Policy - B 6 years Paper and/pr
|form signed by parents permitting ) Bleatrople
student: online acscess, student J
|information to be Used in the media
as well as parpent/teacher email
{communization
317} .
Statement of Reguirements and Retain until |Paper and/or
Expectations Signed ahd Returned by Jend of schog] |Flectronic !
|Parent/Legal Guardian year, then
destroy.
318 )
Student Schedules/Corntact Information|Until Bapar and/or D
: superseded Electzonic
318 ) -
Interim Grade Reports — Mid-ternm End of Paper and/ox
status report of student performance {current Electronic ]
with teacher comments not part of school year
320 permane}*&t . raco¥d Ny
Student Organization Activity Records|2 years aftex |Paper and/or
- Purpose clanses/buidgers of student |end of fiscal [Blectroaic O
clubs engaging in financial yeaxr
391 activities
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RE-3

S#Ch Record Series and ng§.¢:iptiun 1;:;22?@ 7 |Media mype [V 5 geg;;rs
- ' R R - |zeme
Adult Basic Literacy 1 year Paper and/or |, B
Education/General Bducation ' Blagtronic
Development. {(ABLE/GED) Records -

Includes student registration forms, 3
release of information foxrm, student
progress forims, and standardized
assessment enswer sheets.
322
Custody Court Documents - Until Paper -and/ocr
verification of court established superseded oy [Elecrronic
gquardianship/custedy student ]
reéaches 18
323} years of age
Notice of Placement Terminatlon - & |5 vesrs Paper apd/ox
notice of termination of placement Electronic
relinquishing caze and contzol, O
: noticed received from the County
¢ |Juvenile Court
324 . L
Child Abuse/Neglect Referral Letters jThrowugh Baper and/or |
- Records related to suspected child |graduation Electronic
abusé 88 reported to Child Protegtive
Services or to the proper law
enforcement agency ~ incliides O
reports, confirmation of submissien,
correspondence, Iinquiries, records
docnmenting revisions/corréctions,
325 etc,
Teacher Grade Books/Records 13 years Paper and/or
: provided Electrenic E:]
326 andited
Pre—School Screening Profile - 3 years Paper and/ox
ASQ/SE, GGG assessment record. A Elactronic |
screaning profile used for preé-school

327 students
Cpen, Enrollment Forms - Registration|5 years Paper and/pr
of student living outsidée the Electronic O
District enrolling into the schosl

328 District
Transfer Recards — Records of 5 years Paper and/ox|
students transferrzing from one school Elactronis 3
to another {(grantedinot granted)

328 .

Emergency Information -- A form Until Paper and/ox |

containing stpdent emergency contact |superseded Electronic 0
33g|information

Health/Medical Recornds - Student 18 years Paper and/or

visual and hearing screening and after last [Electronis

immunization records. Alsd faéludes [contact

récord of health screenings such as )

audio/visnal, physical therapy,

speech-language pathology, and

physiclan instructions
331
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; ) For iise by c
ic’h' Record Sexies and Description Retention ' Media Type z‘éii?g:f ieg‘;,ire
‘ o . T gt |LGRET 4 L RGRE

Healtn Logs =~ Record of health care Paper and/for il
services provided to students such as Elecrropic !
medication and first aid.
332
¥ree/Reduced Frice Lunch Bpplicidtion |4 yeéars Paper and/or
- Confidential applications for fiee Blectronic O
and feduced lunch benefits
333
- - Special Needs Records ; o T P ki
Special Education Tutoring Reports -~ |Retain & Paper and/or
These files ddoument tuforing years after jErectrenic
provided to students through speeial |[student
programs. They include authorizationjgraduates of !
forms signed by pdrents allewing would have
their child to participate in the normally
PLogranm. graduated.
334 B
Psychological Records ({(Restricted} ~ [Retain 10 Paper and/or
Records that document all stiderts years after [Blectronic
who are provided counseling, last contact.
|pyschelogical services by the Inform parent
school's counseling center. or adilt
Clinicians provide {reatment student
concerning personal problems, before ]
academic concerns, and carser: destruction
concerns., Becords nay include jpursuant to
extensive notes made by providers ORC-3301-51—~
concerning the assessment, diagnosis, |D4 (O) (1)
treatment and contacts twritten,
telephone, or in persen) with each
student; referral letters; release of
medical records; lekters to agencies
or others concerming the students;
335 and other related material
Evaluation Team Repert (ETR} - A Retain 6 Paper apd/ax
report that is developed after & years after |Bhectronic
serjes of assessments given by the student
achonl psycholegist and othexs to graduates or
determing whether or not. the student |would have
has a disability normally O
graduated,
Inform parsnt
or adult
student
before
destruction
pursuant te
ORC—-3301-51-
04 (Q)y (1}
336
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o : For -iiseF by’ |Re-3
:c.h. Record Series and Description L g::;:;io'n: Media Type gzgt:ogi-o? :egx;i e
‘ A B o meRE L Y [LeRR -
Individual Education Plan (IEP) — A |Retain 6 Paper and/or
legal binding document that lists years aftar [Electronle
goals/objectives and related seérvices|student O
that the student will receive graduates or
throughont the calendar year based onjwould have
the assessment results of the ETR nermally
(Evaluation Team Repart) gradugted.
Inform parent
or adult
student
befoia
destruction
purstant to
ORC-3301~-51~
04 (0) {1)
337
504/ADA Plan ~ Plan that allows Retain 6 Paper and/or
various accommodations for a student |years after [Blectronie
with a general disability student
gradiates oz
would have [}
normally
graduated.
Inform parent
or addlt
student
before
dastruction
pursuant to
ORC-3301-51-
04 (& (1)
338 .
Home Instruction (HI) ~ Records that|Retain for & |Papar and/or
identify students that are on home |years after |Electronic
instruction due to medical or severe |$tudent
benavioral needs. These records graduates or
include lesson plans, progress withdraws 1
reports, grades and time sheets of from
the tutor that worked with the district,
studant then destroy.
335
Transfer of Home-Based Student to Retain for 3 {Paper and/ox
School/District — Records relating to|years after [Electronic
the transfer of home-basaed studént to|student
achool/distiict, including placement/|graduates or
evaluation test results, notice of withdraws &
transfer, etc. from
district,
then destroy.
340
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For use by

341 _
PRI bk -
Bullding Account Reports ~ Report of |Until

students determined not to be
eligible for the special education
program

jthen destroy.

UL INGERECORD S A

determined to|
be ineligible|

aper and/or

L BE-3.
gsch, ‘ ; o Kefention L ve s e |Buditor:of r|Require
3 Record Series and Description ‘ Period : _hfed;auType State or., [d by

: o LGRE " JLeRE
Special Needs Records (Student not Retain for 5 |Paper andfor
Bligible} - Referrals, avaluations, |yeavs sfrer ([Blectronic
levaluation téports, and notices for [student Ll

maintendance and custodial ssrvices supersaeded Elgcrronte:
401 aececounks
E-Rate Funding Application — Federal |6 years Paper and/ax
Telecommunicdtions funding JElectranic . !
102|@pplications _ .
Multi-Site Momitor Review Forms - A |3 Years plus |Paper and/ox
checklist to ensure that the site 1s jeurrent yeay |Electzonic 0
properly following the CACFP |provided ‘
guidelines., auvdited
403 _ .
Schiool Safety Plans — Records related|Retzin 6 Pager and/or
to ensuring student and staff safety |years sfver [Electrohlc
at school, including Harassmeént and |cbsolete or ™
'illying preventicn plans superseded,
then destioy
404 .
Records of Drills or Rapid Dismissals|l year after Eaper apd/or
and School Safety Drilils — Records |end of Fiscal |Electronic
‘of all tormado, fire, rapid year
dismissal, and scheol safety drills
performed within a building. Records
should include the identity of the
lperson cogducting the drill, date and
|time, notification nethed, staff
members on duty and participating,
number of occupants evacuated, !
l&pecial conditions simulated,
problems encountered, heath
conditions, and time required to
|actomplish complete evacuation.
Records foxr school safety drills must
contaln the date and time of each
drill conducted the prilor school year
and when they will be conducted in
the cuxrent school vear, See ORC
405i3737.73. _ _
Fire Inspectisn — Reborts of building|4 years Paper and/or
ingpection performed by the city Pire|provided Electronic .
Building Inspection Reporis = 2 years Papar and/or
Elevator, spxinkler, and alarm system Eleciranic
407 reports
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: f: _ . For use by |RC-3
sch, . |Reten ton o 0 {Buditor of: |Requizre’
" Record Series and Description Period Media Type |state of  |d by -
— ot " L LGRE (. «./|EGRE
Bullding Health Inspections - A 2 ;years af’ter Papar and/or
record of all health inspections end of fiscal |Flectronto O
performed within a buildiag year
408
: Student Activity Recoids -~ Bay in 2 yedars Paper and/ox
forms, pay-out formsy account Electronic
foxms/Pist.: budget forms, £l
requisitions; purchase order; ticket
sales reports
409|275 TP
Receipt and Deposit Slips -— copies of4 years Paper and/or
receipts for monies turned inte the |provided Elperronic
atg|office |audited
Budget and Appropriation Records - 4 years Paper and/or .
Racord of building budget. [provided Zlactrénic Cl
41% : audited
Requisitions and Purchase Orders — = {2 yéars |Papex and/or
Reco¥d of roney belng requested and a Elactronic 1
record of items purchased form the
Jpuilding budg
412 building buddet
Inventories — Inventory of supplies, |[Until Paper and/or
textbooks, and other matexials stuperseded Electranis .
ptirchaged #nd psed with the building
413
Student Handbook — Handbook Until Paper and/or
econtalning student policies, superseded EXectronle (M}
414 regulations and codes
Building Security/Surveillldnce videos|Use far one |Baper and/or
cy_cle then Blectronic
reuge |
piiotrided fio
action
pepding

Administrative. Offices

. Central Deparkment) mecor;f 3]

PRI g G MR e

15chaool Calendars = Calanda.r for m Paper and/or
sessionfout of session schodl days s Electronie o
wall as professional days fox [ '
501 teachers
Personnel Directory — Ndmes, phone 10 years Elactronic
numbers and addresses of all : O
502 employeas y
' Enrallment Recoxd (by grade/building)|Permanent Paper and/or ‘ E/
’ ) . Elsctropie
503 . B ;
Repair, Installation and Maintenance |4 years Papar and/er
Records ~ A record of maintenance, provided Elgctronie
dnstillation and répairs performed onfaudited 8
buildings within the Districk
504 ;
Building/Facilities and Equipment Until " jElectronic |
Inventory — Inventdry of equipment superseded 0
owned by District provided
505 audited
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o For use by |RC-3
§Ch' Record Series and Description gzgzgs‘m“ Media Typg :::tz‘?zr?f-; l;eg\;j.re
: : : LGRP ‘|LGRE - -
Building, Boiler & Maintenance Untik Fapex and/or
Reports - Inspection/ maintenance superseded Electronic
reports for each building incloding |provided dJ
boiler inspaction/ maintenance audited
506
Prevailing Wage Records -~ Report of |4 yeara Faper and/or
hourly wages, benefits and ovartime, |provided Eleckronic
established by regulatory agencies andited ‘|
for each trade and occupation
emploved in the performance of public
work
507 )
Rental Information -~ Records 2 years Papar and/or
regarding facilities usage: bullding |provided Elactronlc
permits submitted to pse facilities |audited 1
by school or community individnals,
athletic teams or groups
508 .
Work Orders - A report of all 4 years Elactronic i
requested maintenance/custodial work |provided O
508 : audited
Envirommenzal Reports and Data - 4 years Papsr and/or
Reports on asbestos and other provided Electronic 1
g1g|environmental issues audited
Vandalism Reports -~ Reports of 4 years Paper and/or
vandalism throughout the District provided Electronic O
511 aundited
Student Activity Purpose Clauses Untdil Paper and/or
superseded  |Blectronic 0
512
Sales Potentlal Form (Student 4 years Paper and/or
Activities) provided Elegtronle O]
513 audited
Sales Potential Forxrms - Fundraising |4 years |Papar and/or
permission form including the provided Flectzonic
financial summary of the fundraiser |audited ]
upon completion of the event
514 . )
Bids and Specifications 1l year Paper and/ov
{Unsuccessful) - Documentation of provided {Electronic
bids supplied by vendors for any anditad (R
project requesting bids in compliance
with ORC
515
Bids and Specifications (Successful} {4 years after |faper and/or
Documentation of bids supplied by completion of |Blectronis
vendors awarded any projeckt project O
requesting bids in compliance with
‘516 DRC
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Fox use by |RC~3
Sch, ) y e Retention ) : Auditor of |Heguire
& Record Series and Pescripticn {zeriod . Media Type state or - |d by .
_ © v jueRe lere
Contractor Files - Contractor 5 years aftex |Paper and/or
resolutions, additions drawings, ete,]completion of |Frectronic
project
provided ]
audited and
ne action
pending
517
- Tz:anaporta_ﬁion Department ) ) .
Priver Physical — R report of the € years (See. |Paper and/or
annual physical performed on drivers |DAC 3301-83~ Blectronic |
07-E~7)
518
Dally Bus Schedules — may show bus Ratain for & (|Paper and/or
route, time trip began and ended, years after |Fhectronic
number of puplls carried, and drivers|end of school ]
signature year, then
destroy
519 _
Fuel Consumption Data - Fuel racords |4 years Peper and/or
for the buses provided Elactronic 0O
520 auclited
Transportation Recoxrds - 4 years Faper and/or
Transportation requests received from|provided Elgctronlc 0
schools that include student and andited
521 busing information
Field Txip Forms/Volunteer Driver Fiscal year |Paper and/or
Foxms - Forms from building plus 2 years |Blectronic
gpp|requesting busing for field trips
Preventive Maintenance Reports — B Fiscal years |Papar and/or
report of work performed to maintain |plus 2 years |Plectrontc
Warranty/Guarantee — Warranty of Life of Papeyr dnd/or
524 equipment lequipment Electronic O
2
Plant and Equipmeént Inventory Until Electronic
superseded 0O
provided
525 audited
Vendor Data: W~8 & 1099 documents 6 years & Paper and/or
maintained as long as active vendor |current Electronic -
then reténtion period is applied. provided
526 audited
Accident Reports - Law enforcement |3 yeaxrs Paper and/ar
reports regarding bus dccidents provided no |Electronic |
action
527 pending
vehicle Registration - Certificates |Life of Paper
of title and registration paperwork |vehicle 0
from the BMV for cars, vans, trucks,
and buses.
528
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: _ .|Por use by [RC-3
:ch. Record Series and Description F;;t;gj;iqn Media"?YPej g:gizogrgf :ég;ireﬁ
o - oL |ueRR Y |mere
vehicle License - BMV licensing 1 year after [Paper and/or .
documentation of motor vehidles termination |Electrenic |
528 _
Vehicle Records - Vehicle instrance, [A3 long as Paper and/or
finance papexwork ' vehicle is Eleutronic
awneéd by O
530 District
briver Certification - Bus driver 1 year after |Paper and/or
certification form termination |Blactronic O
531
Supplias Inventory — Shop/mechanic Until Elegtronic
§3z|inveniory superseded O
Vehicle Defect Report - Record of Life of Paper and/or
533 defects on sach bus vehicle Electronic G
Bus on Board Security & Strveillance (Use for one [Electzoric
videos recording
cycle then O
retise
provided no
action
pending
. 534
Improper Student Conduct on School Retailn for 1 |[Paper end/or|
Buses -~ Records documenting instances|year after Elactronte
of improper student conduct on schoollinecidenc,
buses including bus route, time of then destroy O
incident, nature of incident, and
students name
535 )
application foxr Special Retain fpr 4 |Paper andfor
Transportation ~ Application for years after |[Electronlc
students with physical end of f£iscal '
disabilities/medical problems year or until
completion of
State '
Auditox's =
examination
report,
whichever is
Soonar
536
Bus Condition Checklist -~ Daily Retain for 1 |Paper and/or
evaluation of bus by drivers year after Eldctronic -
end of school
year
537
Food Services Department T N )
Food Service Records - Fimancial 4 years Papar and/oc
inFformation, breakfast cost sheets, |provided Blectronic 0
milk sold, menus, students served audited
538 L
Lunchroom Records - Cashler’s daily (4 years Papar and/or
production sheats from each building, [provided Elactronic 0
539 cas_h» register tapes audited
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sch. et .|Retention " . |Fuditor: of |Require
& . Record Series and Deséription Period Med#g}Typg State or . |d By . -

_ S Clree o |LGRECE DT |LGRE

Lunchreom Repoxts — Lonfidential 4 years Paper and/dr :

applications for free and reduced provided Electronic ]
s4pftunch benefits audited

Iaventories ~ Inventory of food 4 years Paper and/or

supplies provided Blectzonic 0
541 ‘ audited

Iunchroom/ Food Service License - 1 year after [Paper and/or

Carrent food service license, issued lexpilration Electzonla

annually by the board of health of 1

542

jthea health district in which the food

service operation is located,

VYendor Food Service Contract -
Contract between the District and an
putside vendor providing méals and
snacks

3 years plus
clirrent year
provided
audited

Paper aad/or
Elsttronic

544}

Schedule for School Br.ea,kfast/‘L'unch
Programs — Includes plan dand backup

documentation submitted to Ohio Board

of Education for progfam approval

Retain for 6
years aftexr

or
superseded,
then destroy

plan obsclete

Bapef andjor
Electronic

Recorden

N

g

Audit Reports —_Past maragement.
evaluation reports, monmthly claim
documentation, master lists, and

cuirent year

3 ye ars plus:

= g

Electropic

md
Papar anc/oy

provided [:]
income eligibility applications audited i
601,
Annual Financlal. Reports ~ Financial (5 years Paper and/for|
reports prepared from the accounting |provided Elecirdfiic
system that can be reproduced from audited
the computer records, ‘This includes: '
Ennusl Tedgers, Budget Ledgers, )
vendor Listing, Check Registern,
TInvoice List, Purchase Ordeyr Listing,
Acecounts Reports, Financial Summary
and Detail Reports
602 L
TActivity Fund Cash Journal & Ledger |5 yeaxs Paper and/ar
provided Electronis i [-—-;
803 andited
Bond Register 20 years Paper and/pr |,
after issue Electronle D
604 expires
Securities Permanent Papar and/or
Electronic ]
BO5
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Sch, . . Rerantion o Ruditor of [Require
M Recoxd Series and Descriprion Period Mec}_ia “Ty‘pe State or |d by -
’ o . ’ ILGRE " |LGRE -
Investment Ledger — Report of 5 years Paper and/or
investments owned by District provided Elsctranic O
606 . andited
Foundation Distribution — Report from|5 years Paper and/ox
the Ohio Dept. of Education for bi~ |provided Electronfc .
monthly foundation (state basic aid) |audlted
§07 receipts .
Tax Settlements (Semi-Rnnual) and § years Papec and/or
Advances - Property tax settlement provided Electronis
sheet including advances from the audited CJ
County Auditor included in the
recelpts
508 P )
Budgets {(Annual} - Tax budget that is|5 years Papar and/for
submitted annually to the County provided Electronic O
gog|Auditor audited '
Budget Working Bapers 5 years Psper and/or
providad [Blactronic 0O
610 audited
Insurance Policies ~ Contracts 15 years {Papar and/pr
betwaen insurer and the School after Electronic
district where the insurer, in expiration
exchange for premium payment, pays provided all ]
for damages to the School District ¢laims
which are caused by covered perils settled
under the policy language. :
6511
Contracts -~ An agreement with 15 years Raper and/or
specific terms between an entity with|after Electronic i1
612 the School District expirdtion
" |Bonds and Coupons Until Papar and/or
redesmad Elactronic M
provided
8§13 audited .
Accounts Payable Ledger — Outstanding|S ye€ars Eleptranic
payables providad O
614 audited
' Accounts Raceivable Ledgers - 5 years Papar -and/or
outstanding revenue due to the school{provided Elecrronic |
615 District audited
Vouchers; Invoices and puxchase 10 years. Baper and/or
orders ~ A voucher is a documentary |[provided Slactronle
record of a business transactlon audited. ORC
{i.e. check or invoice}. A purchase [3313.29, ]
order is a document itemizing .
products/services to be purchased :
616 from a vendor., Serves a8 a4 contract.
L )
State Program Piles - BAuziliary 10 years Paper and/or
services, records of non-public provided Elsctronic
school funding provided by the Ohic {audited
bepartment of Education and through O
617 public and private grants
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:lc'h' Record Series and Description ?:E;ggion Médaj.él.‘:.‘r_g‘tﬁ_e haditor. qf:_ iﬁg;iz;e
S R SRR o freRe
Federal Programs - Title T {(Student 10 years 1Paper and/or
Frogress Reports), II, TII, IV-Bg provided Elactronic
IDEA, IV-C, VI-B, Chaptér L, 2; Drug |audifed -
g1g|Fnees ete. )
‘Travel Expense Vduchers - Dochment of |10 yeéars Pager and/or
expenditures for travel of district [provided Electronic |
g1olemployees _ audited
Tax Anticipation Notes ~ Doctuments |18 yeaxs Paper and/or
relatéd o the preparation, sale and |provided Electzonic .
history related to issuance of notes |audited O
borrowed against fubture tax dollars
620 ’ )
State Reimbursement Settlement Sheets|d years Baper and/or
orovided Elactronic |
Unermployment ClAim® - Decumentation |5 years Faper and/or
of unemployment for application of Electronic !
unemploymeiit benefits
622 :
Employee Bonds, Board Member Bonds - |5 ysars’ Paper and/ox
Documents related to the performance |Electzonic
and theft irsuance bidder held on ’ [
required employee and board members
823] . .
Certificate of Estimated Resources - |15 years Paper and/or
Coutity document suvpplied to the after [(Blectronic
district certifying the estimated expiration &1
resources greparad by the District
624 ‘ !
Appropriation Hesclutions — 5 years IPaper and/or
Resolutlon approved by the Board of Electronid
Fducation establishing and afernding ]
the approprigtion for the District
625 )
‘ Tax Apportionments (Semi-Annual) - 5 years Paper and/or
Documentation prepared by the County Electranic
muditor and report to the District to |
|record receipt of propdarty tax
: sebttlément
‘626 . .
Canceled Checks and Bank Settlements [§ years Papar and/er
- K1l checking accounts provided Elettronie 03
reconciliation and statements andited ’
627 ) )
: Publication Notice — Legal notiece of [4 yeaxs Paper andfor |’
. publication in the riewspapeft Elecixoiis
iTuition Fees and Payments - Receipt {4 yeaxs Papex and/or
records at the Treasuxer’s OFfide provided Eléctronic
Unpaid Student Fees Through Papax and/or
graduation Electroatc X
630 .
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: . |por vse by |Re-3
Sch. " ek  jRetenrlon Auditor -of |Require
& Record Series and Description pariod . | . Mﬁdia ';'__ype 5_‘1‘-‘&13‘?,?;017'* Navy
. S . 1 [LGRE Y |LGHE
School Finance (§.F.) Monthly 4 years Paper and/or
Statements - Si-monthly reports for |provided Electronis _
tha Chio Dept. of Educatien to recordiaudited O
receipts and expenditures reldted to
the foundation payments.
631
Investment Records ~ Individual 4 years Paper and/or
record of investments bank provided Electranic |
confirmations, wire transfers, copies|audited
I
632 of CD's
Travel Expense Reports 10 years Paper and/or
provided Electzonic D
€33 . atdited
State Sales Tax Reports - State of 4 years Papar and/or
Ohic semi-annua}l sales tax filings, |provided Electronis 3
reporting any taxable sales. audited
634 i
Student Activity Funds - Student 4 years Paper and/oz
activity funds, pay in forms, bank [provided Blagtzanic
deposit forms and receipits confirming|audited O
deposgits made into student activity
accounts
635 )
Check Registaxs ~ Lists of checks 4 years Elactronic
issued by the District provided O
536 audited
Deposit Slips/Cash Proofs -~ Receipts [4 years Papez sud/or
for deposit slips provided Flectronie i
Receipt Books — Receipts lssued for [4 years Paper and/or
money received. provided Electronic .
638 audited
Extrz Trip Records 4 years Paper and/er
PIOVidBd Blectronle D
639 audited
Mopthly Finmanclal Reports - Report 4 years Electronic
generated from the system to report [provided
the financia) status the District audited O
{prepared on a monthly basis
640
Accounting bata — Documentation of 4 years Papar and/or
bids supplied by vepdors for any provided Blectropic 0
project requesting bids in compliance|audited
g4 |With ORC
Service Contracts - Contracts for 4 vears Paper @nd/or
services provided from an outside provided Electronic [
642 education audited
State Subsidy Reports - Applications |3 years Papar and/of
for driver education, pupil provided Electzonic M
transportation and special education [audited
643
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N Por us€ ‘by |Ré-3
ich. Record Series and Description ”l.gzzzgglon' ' Medi&»?gpé Andaor og'.iég;irﬁl
N , RT ¢ ;- fremE "
Delivery/Packing Slips 1 yearn Paper
provided |
Bi4 audited
Requisiticns — Documents tsed to 1 year after |[Electzonic
raguést the purchase of something eénd of fiscal
that is svbmitted for approval and year C
then ran be comverted to g purchase |
order '
645
Neon—-Sufficient Fund Checks 4 years Papar and/or
Documentation & Notifications provided Electronlc:
audited |

fas

710

audited

T years Papar and/oz|

Agreement stating full or pa@tial Elegtronle

compensatidn during period of ol
701 disability . .

Payxoll Ledgers ~ Redord of gross te [75 years Paper and/ox
202 net calculations by employee ' Electroaic |3

Earning Registexrs — Record of gross |75 years Baper and/or

to net calctlations by employee and Eleetronia -
703 by calendar year o 3

Monthly Payroll Repoxrits — A record of |73 years Paper and/or

leave usage and accumulation by Eléctronic

employee 45 well as: rétirement ]

contributions by employee
704

Buréau of Employment Ssrvice 7 yedars Papez and/or

Opaxterly Beports — OBES reports Electronic o

{guarterly earnings and record of
405 weeks worked by empioyee)

W-2¢s5 and W-4's — Employer’s copy of (& years and |Paper and/ox

calendar year record of taxable current Electrenic .

earnings, a record of emplovee provided (]
106 Federal gxemptions andited :

FPederal Income Tax — Quartérly and 6 years and ~|Paper dnd/gr|

eniual record of federal income tax lcurxent ELeccrontc

withheld and remitted IRS form 941 provided O

audited

707 . o :

Ohio Income Tax — Monthly and anmural |6 yedrs and [Paper and/ar

record of Ohio Inceme tax withheld. current Electronic

and remitted IT-4 provided 1
208 . a\..ldf%.t!_id
: JCity Income Tax — Monthly and annual |6 years and [Papexr and/ar

record of wmunicipality ificome tax current Electzonic

lwithheld and remitted provided g
106 audited

Schocl Income Tax — Monthly and 6 years and |Papexr and/ox

annual reécord of Schopl District current 1ELactranls

income tax withheld apd remitted SDITprovided 4
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gch. Record Series and Descriptiom ;:;;23‘10“‘ ' Meaia“ 'Jiype | g S-eg;ire
| . - ' e LGRP -
Payroll Reports -~ Payroll deduction |4 years Paper and/eor
and distribution reports provided Elactronic .
711 auditead
jFayroll Update Listing 4 yedrs Pafiexr and/or
provided Electronic m
712 .‘aﬁdite:d,
Payroll Caleplations - Raper and 4 ‘years Paper and/or
electronic reports used ta balanee.  |provided Electronic O
713|9ross net calculaktions audited ’
State Teachers System and. School Permanent Paper and/or
Employees Retirement System Waivers - Electronde ‘
Waiver forms for students anfor Jdbs 3
not eligible for retirement
[withholdin
714 g
State Employees Rebirement System 14 years Paper and/or |
{SERS) ~ Record of SERS withholdisrgs |provided Electronic
State Teacliers Retirement System 4 years Paper and/for
{STR3} Record of STRS withholdings provided, Electronic 0
71¢|Per pay and annusl audited
Anmuity Reports 4 vears Paper and/ox
provided Elecrronic: o
717 latiditead
Benefit Folders/Reports - Listing of |4 years Faper and/or
employee’s benefit enrollments provided Electronic [
718 audited
Employee Reduests and/oxr 4 years Paper and/or
Authorization for Leaveé Forms - provided Elactronic 0
Request for sick, vacation, personal, landited '
719|°% other leave
jDeduction Reports - Voluntary pay-roii r years |Papax and/or )
deductions per pay that include all |provided J|Blectrontc 0
deductien withholdings for each audited -
$ 120 employee:
: Employee Vacation/Sieck Leave &et’.‘_pid,s 4 years Papar and/ox
- Records of each employee’s sick and|provided |Blettropic O
vacation leave audited
721 ‘ . :
Time Sheets - Record of hours worked |6 yeaxrs Paper and/or
provided Blectrogic 3
L 722 audited
Overtime Authorization 6 years Papex apd/or
Electranic (|
(723 .
) Employee Insarance Bills — Monthly 4 years Papar and/or
repénciliation Of enployee medical, |provided Elactronic -
dental and life insurance bills audited
1124 .
Paycheck Register - Tisting of checksi4 years Papax and/or
issued each pay provided Elecucenic '
725 aud’i*ced

250f28



N ES For uas by |Re-3.
. , et Retention .| o o |Buditor of |Requirxe
M Record Seérxies and Description Period _Me§1a Type statg:oik_ d.by
: e CE : 0 |peme il fnerer
Payroll Bank Statement -~ ILncludes 4 vedrs Paper and/on
bank statements and reconciliation provided Blectronic 1
726 audited
Deduction Authorization -~ Forms to  |Until " |Papar and/or )
withhold deductions from an siperséded ox|Electionic
employea’s pay employee !
727 terminatesr
Court QOrdered Garnishménts |4 veaxs aftexr [Paper and/or
leanse flly Hlectronig D

paid

Reporta. ..

Y e i

801

State Budit s /GRRP (Generally
Aécepted Accounting Principles)
Reports— Annual fipmancial audit
reports

' S'yea?s

Paper andldr
‘|Blectronic

802

Special Education (S.E.} Reports -
Annwval

7 years

Paper and/or
Electronic

803

Vocation Education (V.E,} Reports -
Annual

5 yedrs

{Paper and/or
1EYectranic

804

Onio Cowmon Cove Dara (0CCD) Reports:

{pata on revenues and expenditures per

pupil made by schecl distriots.

5 years

Paper and/or
Electronic

805

Drivers Edication Reéport

5 years

Papar apd/ox
Blectronic

806

Ohio Department of Bducation (ODE}
Reports - Bcademic reports fxzom the
Ohio Department of Education

5 yeé;s

Paper and/or
Elactronic

807

Alternative Leaxning Experience -
Recoxds documenting student
participation in an alternative
léarning experience program.
Includes but is not Limited to: :
Tetter of attestation/statement of
undéxstanding; district relsase form

jand/for shared agreement (if sharing

student) ¢ written student learning
plan (start/stop datas}), approval
date when district/teacher approves
plan; estimated hours per week of
student participation; instructional
materials needed; timelines and
methods for evaluating stndent
progress; specific learning
goals/objectives/requirements;
student/teachér instruectional two-way
Ainteractions/contacts/ monthly
progress evaluations sod weekly
communications with student {and
parent/legal guardian for student

[grades K-8) including dates when

Retain for 5
years after

end of school

year then
destroy.

faper and/or
Elgttronte
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:Ch' Record Series and Description g:tr::z;mn Media Type }S\::i;o;rof :eg\;ire
LGRP LGRP
Cixril, Rig‘hts Reports - U.S. Permanent Paper and/or
Department of Education Civil Rights Eluctronic m 7
Data Collection and any past reports =
BO8
Title IX Reports - Includes any 10 years Paper and/or A
required reporting as regquested by Electronic :
gpg|state or federal agencies D/
State Minimum Standards - A record of (10 years Paper and/or
minimum standards given to the Electronic Q/
District by the State Department
810
Personnel State Reports (SF-1, CS-1) |4 years Papaer and/or
provided Electronic D
811 audited
Worker’s Comp Wage Reports 5 years Paper and/or
Electronic D
812
Worker’s Comp Payroll Reports 5 years Paper and/or
Electronic D
813
Bank Balance Certification (Co. 5 years Paper and/or
Auditor) Elactrenic D
B1l4
Transportation Reports - State 4 years Paper and/or
transportation reports, T-1 and T-2 |provided Electronic O
815 audited
EMIS Reports 7 years Paper and/or
Electrenic I:l
Bl6
General Records s I )
Directives, Standards, Laws for Until Paper and/or
Local, State, and Federal Superseded Electronic O
501 Governmental Agencies
Executive Correspondence - 5 years; file |Paper and/or
Correspondence of the District with related [Blectronic
Superintendent and Administrative records if
staff dealing with significant content
aspects of the administration of the |requires O
District. Includes information longer
concerning agency policies, retention;
procedures, program, fiscal and appraise for
personnel matters. historical
value.
902
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Retord Series and Description

Retention
Parlod

RC~-3
Requira
d by
- |LGRP

For use hy
Auditor of -
State or .
Lot - .

Media Type

803

General Correspondence — Requests for

information pertaining to
interpretations and other misc.
inquiries; informative - does not
attempt to influence policy.
Including coples of putgoing
correspondence maintained for
refarence purxposes.

2 years

Paper and/or
Electronic

904

Translent Correspondence/Material-
All informal and/or temporary
messages and notes, including email
and voice mail messages, and all
drafts used in the production of
public records that do not set
policy, establish guidelines or
procadures, certlfy a transaction or
become a recelpt. Includes
communications which convey
information of femporary importance,
referral letters, and requests for
routine information or publications
provided to the public by the
Digtrict which are answered by
standard form letters

Retain wntil

no longer of

administrativ
e value, then
dastroy

Paper and/or
EBlectronia

905

Copies, Duplicates, Non-Records -

Items not included in the scope of
official records as defined hy ORC
149,011 {G) which may include

convenience copies, described as non-

official copies ¢f records, used for
convenient reference, that duplicate
official records kept by the office
of zecord.

Until no
longer of
adiinistrativ
e value

Baper andfor
Elactronic

206

Exposure Reports - Report of contact
with blood or cther potentially
infectious materizls

7 yesars

Paper and/or
Electronle

907

Incident/Accident Repoxrts - A rapdrt
of student/employee iniuries oz
accidents including place, time and
witnesses

7 years
provided no
action
pending

Paper and/pr
Electronic

Note: Some records listed with a media type of Paper and/or Electronic format only
exist in paper form currently but may be archived electronically in the future,

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the
audit report has been
released pursuant to

Sec. 117.26 O.R.C.
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