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I  hereby ce"fy that our records commlsslon met ln an open meeting, as requlred  by Sectlon 121,22  0RC, and approvecl
the schedules  listed  on  this form  and  any conthuatlon sheets.   I  further certlfy that our commlsslon will  make e\/ery effort
to pre\rent these records series from belng destroyed, transferred, or otherwise disposed c>f ln vlolatlen of these scheclules
and  that no record wlll  be knowlngly dlsposed  of whlch  pertalne to any pendlng  legal  case, cfalm  actlen  or request.   Thls
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Please  Nc>tei  The  State Archives relalns  RC-2 forms  permane"y   lt  ls strc)ngly recommended  that the  Records  Commlsslon  retaln  a

permanent  copy of thls form.

State Archvles/LGRP-RC-2  (Part 1  &  2),  Revised  November 2017
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Sch.#
Record'Serles and  Descrlptlon Retentlon Perlod Medla Type

For use byAudltorofStateorLGRP RC-3RequlredbyLGRP

eal

116

Hlstorlcal  Records,  Materlals and Artifacts that permanBnt

I

should be retalned for  Commemoratlve Events
and  Dlsplays  -Records documentlng  events ormllestonesoflndlvldualschools,schooldlstrlcts

and educational servlce centers, where these
events are not documented ln other recc]rds

(such as board mlnutes, transcripts, etc.)
ncludlng but  not llmlted to award  llsts,
baccalaureate and commencement programs,
cumulatlve class ranklngs, dlploma order lists,
flnal grade point summarles,  honor roll  llsts,

graduatlng  class history fHes, student
newspapers, yearbooks/annuals.

Monthly Admlnlstratlve  Reports  & Supportlng 1  calendar year

IDocumentation -  Reports submitted  monthly
by adm!nlstrator5 and sllpervlsors on current
actMty ln  Dlstrlct associated wlth  Board Agenda

11718

Elections -  Items put on the ballot (tax levy 10 years |
related) regardlng  the flnanclal  support of theDltlt

111912012l SrCRecords Retent.Ion and  Disposition  Forms  -
Permanent

IRecords,  also  called  RC-1,  RC-2. and  RC-3
forms, and other locally developed
forms documentlng the retentlon ancl
disposition of the records of an offlceBargainingAgreements-Recordof

8 years after

IAgreements between the board and recognlzed superseded

local associations of certlfled  anci classlfled  staff
wlth regard to wages, hours and other terms of
employment lnclud!ng notes taken durlng the
negotlatlon process

Budget Policy Files  -  annual budget (tax and 5 years I
approprlatlon) preparation and documentatlon

122

Workers Compensation  Claims  -  Clalms filed  by 10 years after

uditec! meecompass

Ins:thedftyth
employees due to on thejob Injury financlalDavment made

123124

Bank Depository Agreements - An agreement 4 years after

between a bank anc] the dlstrlct where the bank completlc>n re(

provldes a guaranteed rate of return ln h  vebeena dited b th
exchange for keeplng a deposit for a fixedamountoftime uditor of S ate and he

Organlzatlon  F`eports 2 years provldedaudited
r
a Ja]t reP0Iileasedpu__ddP^^ as beeuEtt|h--
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School  District Su
Thls schedu

ested  Records Retentlon Schedule

Ie  lists records commonly createcl  by school  cllstrlcts,  educatlonaI servlc,e centers,  and  career technlcal

schools  The retentlon  perlods speclfled  hereln  are elther requlred  by statute or have been determined  by best  practlce,
Local  Recorcls Commlsslons may edlt retentlon  perlods based on the admlnlstratlve, flscaI,  legal,  and  hlstorlcal value of the
records.

The  local school  dlstrlct,  educatlon  servlce center, or career technical  school  should  also nc)tale the  medla type of the
records on the schedule ln  column  4   The records can  be  malntalned  on separate formats (I e  paper and electronlc) for
dlfferent amounts of tlme.

Permanent records exlstlng solely ln  electronlc format may become lnaccesslble through  media decay and/or
hardware/software obsc)Iescence  The ohlo  Hlstory Connection recommends that cllgltal  records wlth greater than  a  10

year retentlon  perlod  also  be  malntalned  ln elther paper or mlcrofllm  fc>rmats,

Records  may not  be dlsposed  of untH  aH  audlls are released and audlt dlscrepancles have been settled   Where a  lawsult or
agency  proceedlng  ls pendlng, a  legal  hold on  relevant records  ls requlred   Recctrds shall  be retalned  untH  the  legal  hold
has been removed.

ELECTRONIC  MAIL (e-mall)  ls a format on whlch  records are sent,  received  and/or drafted  uslng electronlc malllng

systems   E-maH  ls  NOT a record serles   Instead,  each  lndlvldual  eh  maU  should  be evaluated  accordlng  to  Its content and
retalned  ln  accordance wlth the record serles adopted wlthln thls schedule that the content  most closely fits

Before this recclrds retentlon  schedule  ls consldered  ln  effect for a  partlcular school  dlstrlct lt  must flrst be slgned  by a  local

responsible offlcial and  local records commission  chair, the State Archlves, and  the State Auditor's office.

Record  Serles and  Descrlptlon

Minutes  -Official copy of
ularand s eclal  meetln

proceedings of

Audio tapes/DVD's of Minutes
Board  meetln
Board  Meeting Notes -

-  Recording of

Notes taken during

Open  Board  Meetlngs used to formulate the
mlnutes
Agendas ~ Written outlines of material to be

dlscussed at the Board  of Educatlon  meetlngs

Board  Meeting  Packets -  F'ackets prepared for

board  members.  May Include agendas, coples  of
reports and  lnformatlonal  handouts

Adm lnistratlve CouncII  Notes:  Notes from

Adm)nlstratlve Councll  meetlngs  held  prior to
Board  Meetlng to revlew  Board  agenda and
current act!vlty ln  the  Dlstrlct

Blueprints,  Plans,
tic)n of

8 Maps -Provide detailed
schoc)I  facllltles  and

Deeds,  Easements,  Leases -Real estate

documents of ownershlp, easements ancl leased
dlstrlct

Retentlon  Perlod

Permanent

2  years

l  calendar year

provlded  audltecl

Retain  until

mlnutes
transcrlbed  and

1  calendar year

Permanent

Permanent

Medla Type
For use by
Auditor of
State ctr LGRP

RC-3
Requlred
by LGRP
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Sch.#
Record Serles and Descrlptlon Retention  Perlod Medla Type

For use byAudltorofStateorLGRP RC-3RequlredbyLGRP

1091101j

Board  Policy  Books and  other Adopted  Pollcles 1  year after

I
-Governing  rules adopted and  maintained   by superseded

Board  of Eclucatlon definlng  expectatlons or

position  on  a  partlcular matter and  authorizlng
approprlate actlon to be taken to establlsh and
malntaln  those expectatlons

Admlnistrative Regulations  ~  Adoption of the l  year after

Ischool  pollcy manual whlch  outllnes,  ancI supersedecl

describes the  means by whlch  a  pollcy should
be  lmplemented  provldlng for the  management
of plannlng, actlon, and assessment or
evaluation.CourtDecisions  -Court proceedings invoMng

Permanent /`the  District  excluding  claims  and  lltlgatlons

112

Claims and  Litigations -Coui.t  processing  for Permanent /whlch  the  Dlstrlct ls belng  or ls sulngford
amaaesAdmlnlstratlc!n of Federal  and  Stated Categorlcal

Retaln  until

I

Grant  Programs  -Records relatlng to the completlon of

adminlstratlon offederal and  state categorlcal State  Auclltor's

grant-funded  programs    Records may Include, examination

but are  not  llmlted to:   Dlstrlct  orschool-wlde report or retaln

notlflc,atlon/lnformatlon  dlstrlbuted  to for perlod

parents/legal  guardlans/students about requlred  by grant

educatlon  opportunltles and servlces;  student or program,

information  (names/ellglblllty  llsts,  coples of test whlchever ls

scores, etc.;  staff lnformatlon  (coples  of later,  then

employment  appllcatlons,  payroll/stubs,  etcu destroy

budget,  Inventory of equlpment,  legal  reports,

pre-and  post-test data, comparabillty reports,
evaluations,  promotlon  of parent/family
involvement  ("le 1  parent advlsory counclls,
coordlnatlon wlth  other school-based  programs
and  servlces,  etc.)

113

Boundary Records  -Offlclal  legal  descrlptlon  of Permanent /school  dlstrlct  boundarles, educatlonal service
center dlstrlct  boundaries,  or dlrector districtbd)

114115 oun   aresGrlevanceFiles/Settlements/Arbltratlon  -
10 years IDocumentatlon of settlements and  arbltration,

grlevances filed  by  local collectlve bargalnlng
groups
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Sch.#
Recorc] Serles and  DescrlptlcJn Retentlon  Perlod Medla Type

For use,byAudltorofStateorLGRP RC-3RequlredbyLGRP

125126127128

Adopted Courses of Study - A comprehensive Untll superseded IInstructional  program servlng the educatlonaI
needs of the students of the Dlstrict

Adopted Special Education Program -A record Until superseded

I
of programs provlded to chlldren wlth
dlsabllltles ldentlfled  ln accordance wlth
applicable State and  Federal  laws, rules and
regulatlons.   These programs satlsfy the
requlrements of ohlo Educational Agencles
Serving  Children with  Dlsabllltles  (Ohlo's
Ooeratina Standards")AdoptedSpecialPrograms -Record of

Until  superseded

r|programs made avallable to the students to
enhance thelr educatlon through a varlety of
appropriate co-curr!cular and  extra-currlcularMtl
actv    eSPhoto/Media  Release  -External  Usage -

Retaln for slx

IRecords documenting permlsslon for non- years after end of

school  entltles (such as televlslon/radio stations, schoc]l year

newspapers, school photographers, etc.) to use
student Images.  Student Images lnclucle, but
are not llmlted to,  photos, vldeo and  audlorecordlnas.Photo/MedlaRelease-Denlalofpermlsslon.

Retain untll end

IRecords documentlng parent/legal guardian of school year or

den!al of permlsslc)n for the school/distrlct to untll  superseded,

use student Images recorded during offlclal whlchever lslater,thendestrov.

school  actMtles/events.   Includes optlng-out.
129130131

Photo/Mec]la  Release -School  Dlstrlct  Usage  - Retain fc>r slx

L

Records documentlng permlsslon for the years after

school/dlstrlct to use student Images recorded Image/recordlng

durlng  offlcla! school actlvltles/events, by stafforstudentslnanofflclalcapacity(e.g.school no longer belngused,then

newspaper, annual staff,  etc.)  Includes annualstudentldentlflcatlon/classplcturestakenby destroy.

school-contracted photographer.  Student
Images Include,  but are nc]t  llmlted to, photos,
vldeo, and audlo recordlngs.

Public Record Requests -  Requests for records 2 years lJII
& documentatlon that requests were fulfilled

132
Organlzatlonal Membershlps Untll superseded

133

Visltor Log One school year
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Sch.#134
Record Serles and  Descrlptlon Ret;n{lon Perlod Medla type

For use byAudltorofStateorLGRP RC-3RequlredbyLGRP

Before and AFter School  Child Care (Latchkey) 2 years |
Slan  ln/Out Sheets

135

Before and After School Child Care 4 years provided I(Latchkey)Recelpts & Weekly F!epor{s  Recelpts & audlted

detall lnformatlon to back-up Treasurer recelpts

136137
Before and After School  Chlld  Care (Latchkey) 2 years E
Realstratlon  Forms
Child Care License - Copy of Child Care license 3 years  plus

`®I

I ,ssiiec]  by ODE, requlred for outside school current year

hours sltes.   Not required for after school at risk provlded audlted
sites,

201

Personnel  Files (Short-Term  Retentlon)-

Purge and

I

Dc>cumentatlon  of the history and  status of the
empleyment relationshlp wlth an  lndMdual
employee (classlfled, certlfled, active, and
nactlve).  Includes substitute teachers. coaches,
and  advlsors.  Records may Include:
employment appllcatlons, performance
evaluatlcJns, grievances, employment
verlrlcatlons,  accldent report(s),  payroll change destroy 7 years

sheets,  PERS  lnformatlon,  exlt lntervlew, after

dlsclplinary action(s), walver(s). employmenttermlnatlon

202203

Persc)nneI  Files (Long-Term  Retention)-

75 years afteremploymenttermlnatlon.

I
Documentation of the history and status of the
status of the employment relatlonshlp with an
ndMdual employee.  Includes substltute
teachers, coaches, and advlsors, Records
nclude:   service tlme, salary history,  leaves
balances, taxes pald, reslgnatlon or retlrement
letter, retlrement lnformatlon, and waivers

Employee Disclp\ine Records -  Records of a 7 years after

Iserles of dlsclpllnary actions leading to termlnatlon  c>f

Improvement of performance or terminatlon employment or

from employment case closed,whlcheverlslater,orlnaccordancewlthcollectlvecontract

204
CompTime Cards -Accumulated and used           Current fiscal I
comD tlme cards                                                                     Year
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Sch.#
Record Series and Descrlptlon Retentlon Period Med!a Type

For use byAudltorc)fStateorLGRP RC-3RequlredbyLGRP

205

Drug Test Records -   lncludes random pool 5 years

Iellglblllty llsts of employees  ellglble to have

random drug screen and driJg screenlng results

206

Teacher Lesson Plan Books End of curren'tschoolyearoruntilsuperseded I

207208209210211212213

Employee Contracts - Written agreement 4 years after I
between the  Dlstrlct and the employee termlnatlon

Professional Conference Applications - 2 years provided IProfessional  leave forms requestlng  permlsslon audlted

to attend professlonal development actMty

Irregular Employee Contracts ~ Written 4 ysars after Iagreement between the Dlstr!ct and substltutes contract explres

and other Irregular employees benefits

unemployment Claims -Invoice maintained  by 5 years provlded IHuman Resources For the payment of audlted

unemployment claims approved or denledUnemploymentF(ecords-Documentation of
5 years I

unemployment recordsAppllcatlons(nothired) ~ Appllcations
2 years provlded Isubmltted  of lndMduals  not hlred  Into the audlted

Dlstrlct

Schedules of Employees Flscal year  plus 2VearS I
214

Teacher Personnel  Reports  (Internal) Fiscal year plus  1Vear I

216

I-9  Immigration  Form  -Form  I-9 "Employment 3 years after date

Iand  Ellglblllty Verlflcatlc)n" for all  newly hlred ofhlreorl  year

employees to verlfy thelr ldentlty and after termlnatlon,whlcheverlslater

authorlzatlon  to work ln the  Unltecl States.  Per
Department of Homeland Securlty regulatlon 8CFR274a.2.JobDescriptions-Descriptionofexpectations

216

Retaln  until I
and responslbllmes ofeachJob supersec!ed orohsolete

Job Postings -  Records documentlng the 2 years

Iposting and adverflsement of employment
posltlons, lncludlng, but  not  llmlted to,job
descrlptlons, Job requlrements, appllcatlon
deadllne,  personnel  requlsltlon and
compensatlon range.LPDC(LocalProfessional  Development217218

Until  supersede ICommittee)  Llcensure Records and Staff
Summarv Reports
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sch'#
Record Serles and  Descrlptlon Retentlon  Period

For use byMedlaTypeAud]torofState'orLGRP' RC-3RequiredbyLGRP

219220221222223
LPDC (Local  Professlonal Development 10 years I
Commlttee)  Me'etlna Mlnutes
Staff Acceptable use Policy -A Form signed  by 6 years Istaff agreelng to use the Dlstrlct network
reqnnnslhlv for Dlstrlr`t related work
Staff Profile -  Listing including current position, 5 years I
lcensure, degree, retirement credlt, and
contract Information
AnnualTraining Documentation  -Recorcl of 3 years plus I
traln!ngs  Includes currlcula, test results, current year

materials presented, evaluations, tests provlded  audltec]

admlnlstered;  certiflcatlon/hours/credlts/ points
awarded; slgn-ln sheets, and attendee lists

Teachers Certlflcates and Temporary 6 years after end IProfesslonal  Educatlon  Permlts offlscal year,thendestroy

224225
Employee Handbooks -Handbooks that each Untll superseded Iemployee recelves upon belng  hlredPhysiclan'sReportofWorkAbility-Physicians

I yeeIIS

z#/6 t

Ireport  of ablllty/restrlctlons for Injured
einployees

`RE              -H5(                                          ev                      ,¢*       ,§-t_,     ,

Student Rec'ords- (Long-Ter#)

301302303

StiJdent Information-Record of student's Permanent

LJname, address, telephone number. grades,
attendance record, classes attended, grade level
completed, and year completedGrades/Transcripts-Reportsof subjects

75 years after Istudled and  lndlvldual student grades.   Retain
final  grade card each year and flnal  hlgh school graduatlon,wlthdrawal, ortransfer

transcrlpt    lf student wlthdraws,  retaln all
transcrlptsIndividualStateTest Results  ~  loWA,  COGAT,

75 years after

IOAT   OAA,  OGT, OTELA,  PSAT, ACT, SAT,  PLAN,graduatlon,

EXPLORE.  OPT,  ASVAB, TERRA  NOVA,  LAS,  DIAL,withdrawal, or

KRA-L,  IQ  -achlevement ablllty tests Iransfer

04

Fc)reign  Exchange  Recc>rds  ~  Records of 75 years aftergraduation,withdrawal,orirar`ster Istudents from forelgn countrles

3305
Home Schooled Records -  F`ecords c>f students 75 years after IlMng wl[hln the  Dlstrlct that are being schooled graduatlon,
from home. wlthdrawal. ortransfer
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Sch.#
Rec:ord Serles and  Descrlptlon Retention  Perlc]d Medla Type

Foruse byAudltorofStateorLGRP RC-3RequlredbyLG'RP

Student  Records- (Shc)rt-Term)

306

Registration/Wthdrawal Information  -Record a years aT[ergraduatlon,withdrawal,ortransfer

Iof each tlme a student registers or wlthcjraws
wlthln  the Dlstrlct

307

Activity Record - A list of actMties students a years aT[er

Ipartlclpated  ln durlng their hlgh school years graduatlon,wlthcirawal, ortransfer

308

Student Worker Appllcat!ons a years aT[ergracluatlon,wlthdrawal,ortransfer

I

309310311312313

Discipline  Records  -F(ecord of disclpline that a
6 years after Istudent has rec:elved  Including Saturday schciol,

suspenslons, anc! expulslons.  Recorcl  Includes graduatlon,withdrawal, ortransfer

notlces to parents.

Intervention  Records +  Intervention Assistance

6 years after I
Team  notes l!stlng all of the lnterventlons that
were trled wlth a stucient to help Improve
academic achlevement whlch may c)r may not
ead to a  referral for speclal educatlon  testlng.
ncludes functlonal behavioral assessments and graduation,

behavlor lnterventlon plans wlthdrawaI, ortransfer

Bullying/Harassment Forms ~  Documentation 6 years after

Iof bullylng/harassment lncldents wlthln  the graduation,
Dlstrlct, along wlth  action taken wlthdrawal, oriransfer

Gifted and Talented Student Records - Student 6 years after

I
folders lncludlng  but not llmlted  tc> appllcatlon graduation,
or offer for particlpat!on, testing  or ellglbHlty withdrawal, or

determlnatlon records.  progress reports, transfer

product assessment, samples of student's
works, notes, and correspondence.

Attendance/Absence Records -  Record of 1  year Istudent attendance/absence Including  c]ally
office call sheets, sign-ln sheets, and  doctor &

parent's notes

314

Cumulatlve Photo Records 1  year aftergraduatlon I

315

Currlculum  Requests/Walvers/Substltutlons  - 1  year after

IRecords relatlng to student reqiJests for classes graduatlon
or waivers/substltutlons, where authorizing
slgnature/lnltlals from school  distrlct staff ls
requlred  (prlnclpal, teacher, counselc)r,  etc.).
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'scrl.#
Record Serles and Descrlptlon Retentlcjn  Perlod Media Type

For use byAudltorofStateorLGRP RC-3RequlredbyLGRP

316317318

Parent/Legal  Guardian Permlsslon Slips fc)r Retain until end I
Internet Access and  Film Vlewing of school year,thendestroy

Student Acceptable use Policy - A form signed 6 years

r_
by parents permlttlng stuclent online access,
studem Information to be used ln the media as
well as parent/teacher emall communlcatlon

Statement of Requirements and  Expectatlons Retain  until  end ISigned  and  Returned  by Parent/Legal  Guardlan of school year,thendestroy.

319320321322323
Student Schedules/Contact lnformatlon Until superseded I
nterim Grade Reports -Mid-term status report End of current

r|of student performance with teacher comments school year

not part of permanent recordStudentorganlzatlonActMty Records ~
2 years after end IPurpose clauses/budgets of student clubs of flscal year

engaglng ln flnanclal actlvltlesAdultBaslcLlteracyEducation/General
1  year

IEducation  Development.  (ABLE/GED)  Records
-   Includes student registration forms, release

of lnformatlon form, student progress forms,
and standardized assessment answer sheets,

Custody Court Documents -Verificatlon of Untll superseded

r|court established guardlanshlp/custody or studentreaches18 yearsofaae

32425

Not.Ice of PlacementTermination ~ A notice of 5 years Itermlnatlon of placement rellnqulshlng care and
control, not!c.ed received from the County
Juvenlle CourtChilclAbuse/Neglect Referral Letters -Records

Through

I
related to suspected chlld abuse as reported to graduatlon

Chlld  Protective Services or to the proper law
enforcement agency - Includes reports,
conflrmatlon oF submlsslon, correspondence,
lnqulrles, records doc:umentlng
revlslons/correctlons, etc.

3
Teacher Grade Books/Records 3 years providedaudlted I

326327
Pre-School Screening Profile - ASQ/SE, GGG 3 years I
assessment record.   A screening profile used forr)re-schor>lstudents
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Sch`#328
Record Series and  Descriptlc]n Refe`ritlon  Perlod Medla Type

For use byAudltorofStateorLGRP RC-3RequlredbyLGRP

Open  Enrollment Forms   -Registration of 5 years Istudent  lMng outslde the  Dlstrlct enrolllng  Into
the sr.hnnI  DIstrlct

32933033l332333

Transfer Records ~  Records of  students 5 years Itransferring from one school to another
/riranted/not r]ranted\
Emergency Information  -A form,containing Untll  superseded Istudent emergency contact lnformatlon

Health/Medical Records -Student visual and T`years after last

Ihearing screening  and lmmunlzatlon records. contact

Also  Includes record of health screenings such

i\'eor5as audlo/vlsual, physical therapy, speech-
language pathology, and  physiclan  lnstructlons

Health Logs - Record of health care services 2 years I
provlded to students such as medlcatlon and
first  ald.

Free/Reduced  Pric:e  Lunch Application - 4 years IConfidential  appllcatlons for Free and  reduced
unch benefits

Speclal  Needs RecordsInaccordancewithOAC 3301-61_04 and 34 CFR 300.624, parents shoulc! be

Informed whe`n Persorrally ldentlflable information collected,  malntalned or 'used

under OAC 3301-51-04 is no longer needed to provide educatic)nal servlces to
the child.  This Information must also be destroyed at the request of the parent

"wlth the exceptlon oflnformatlon described ln itTheserecordsmaybeneededbeyoncltheretentem 301.lanperlod ln connectlon with

appI!cattons for soclal securlty or .other beneflts.   However, unnecessarlly long
retentlon mayJeopardlze persctnal  privacy.

334

Special Education Tutoring  Reports -These Retain 6 years

Iflies document tutorlng provlded to students after student

thrcJugh  speclal  programs.   They Include graduates or
authorlzat!on forms slgried  by parents allowlng would  have

thelr chlld to  partlclpate ln the program. normallygraduated.
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Sch.#
Record Series and  Descrlptlon Retention Period Medla Type

For use byAudltorofStateorLGRP RC-3RequlredbyLGRP

335

Psychological Records (Restricted) -   Records Retain  lo years

I

that document all students who are provided after last contact.

counsellng, pyschologlcal services by the nform parent or

school's counsellng center.  Clinlclans  provide adult student

treatment concernlng personal problems, before
academlc cc)ncerns, and career concerns. destruction

Records may Include extenslve notes made by pursuant tct

providers concerning the assessment, dlagnosls,OAC-3301=51-

treatment and contacts (written, telephone, or 04  (O)  (1)

n person) with each student:  referral  letters;
release of medlcal records;  letters to agencles
or others concernlng the students; and cJther
related materlal

336

Evaluation Team  Report (ETR)  -   A report that is Retain  6 years

"D

developeci after a serles of assessments given by after student

the school psychologlst and others to graduates or
determlne whether or not the student has a would have

d'sablllty normallygraduated.Informparent oradultstudentbefore

337

ndlvidual Education  P`an  (lEP)  -   A tegal  blridlng F3etaln  6 years

Idocument that llsts goals/objectives and related after student

servlces that   the student will  recelve gradLiates or
throughout the calendar year based c]n the would have

assessment results of the ETR (Evaluatlon Team normally

Report) graduated,Informparent oradultstudentbeforedestructlonpursuanttoOAC-3301-51-n4/r1\/1\

338

504/ADA Plan -Plan that allows various Retain 6 years

I
accommodatlons for a student wlth a general after student

dlsab'llty graduates orwouldhavenormallygraduated.Informparent oradultstudentbeforedestructlonpursuanttoOAC-3301-5l-04(O)(1)
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339

Home Instruction  (Hl)  -   Records  that identify Retain for 6 years

I
students that are on home lnstructlcln due to after student
medical or severe behavioral needs.   These graduates or
reccirds Include lesson plans, progress reports, wlthdraws from

grades and tlme sheets of the tutor that worked dlstrlct, then

wlth the student destroy.

340

Transfer of Home-Based Stuc!ent to Retain for 3 years

I
School/District -  Recorcls relatlng to the transfer after student
of home-based student to school/cllstrlct, gradiiates or
ncludlng  placement/ evaluatlon test results, withdraws from
notice of transfer, etc. dlstr!ct, thenclestroy.

341

Speclal  Needs Records (Student not Ellglble)  - Retain for 5 years

IReferrals, evaluatlons,  evaluation reports, and after student
notlces for students determined ncJt to be determined to be
ellglble for the special educatlon  program lnellglble thendestroy.

EE!'`        "
tt       ~.IJ. #j  rmRE[REREREffi#  .ffl  `  .  iw "     I

"`           gas        .         `                 ,.              .          `"_`="*"

401

Building Account Reports - Report of Untll  superseded Imaintenance and custodial servlces accounts

402

E-Rate  Funding Application  -Federal 6 years I
Telecommunlc,atlons fundlng  applications

403

Multi-Site Monitor Review Forms -A checklist 3 years plus Ito ensure that the slte ls properly fol!owlng the currem year
CACFP guldellnes. provlded audlted

404

School Safety Plans -  Records related to Retain 6 years iensuring student and staffsafety at school, after obsolete or

ncludlng  harassment and  bullying  preventlon superseded, then

plans destroy
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405406

Records  of Drllls or Rapid  Dlsmlssals and School l year after end

I

Safety Drills  -   Records of all tornado, fire,  rapid of flsc,al year

dlsmlssal, and school  safety drllls  performed
wlthin a  bulldlng.   Records should  Include the
dentlty of the  person conductlng  the drlll,  date
and tlme, notlficatlon method, staff members
on diity ancl partlclpatlng, number of occupants
evacuated, speclal condltlons slmulated,

problems encountered, heath condltlons, and
time requlred to accompllsh complete
evacuatlon.   Records for school  safety drills
must contaln  the date anc] time of each drlll
conducted the prlor school year and when they
wlll be conductecl  ln the current school year,
See ORC 3737.73.

Fire lnspectlon  -Reports of building  inspection 4 years provided Iperformed by the clty Fire DMslon audited

407408

Bui`dlng  Inspection Reports  -Elevator, 2 years I
sprlnkler, and  alarm system reports

Buildlng  Health  Inspections  -A record  of all 2 years after end
lJhealth  lnspectlons performed wlthln a  bulldlng of fiscal year

409

Student Activity Records -Pay in forms,  pay- 2 years Iout forms; account forms/Dlst.;  budget forms,
requlsltlons;  purchase order;  tlcket sales reports

410

Receipt and  Deposit Slips -copies of receipts  ` 4 years provlded Ifor monles turned  Into the office audlted

41l

Budget and Appropriation  RecoI.ds  -Record  of 4 years  provided Ibulldlng  budget audlted

412413

Requisitions and Purchase orders -Record of 2 years Imoney belng requested and a record of Items
purchased form the bulldlng budgetInventories-Inventoryofsupplles,textbooks,

Untll superseded Iand other materlals purchased and usecl wlth
the bulldlngStudentHandbook -Handbook containing

414

Untll superseded U
student pollcles,  regulatlons and codes

415

Bulldlng  Securlty/Survelllance vldeos
Use for onecyclethenreuseprovldednoactlonpending I
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LffiL-Ti_._

Admlnlstratlve offlces

Sol

School Ca`endars - Calendar for in session/out yearS
rTof sesslon school days as well as professional

.L\ yea(6days for teachers

502

Personnel Directory - Names, phone numbers \`       ...` I
and addresses of all employees Iveor5

503 Enrollment Record  (by grade/bulld!ng) Permanent I

504

Repair,  Installation and Maintenance Records - 4 years provlded

DA record  of maintenance, installation and  repalrs audited

performed on  bulldlngs wlthln the  Dlstrlct

505

Building/Facilities   and  Equlpment Inventory - Untll superseded IInventory of equlpment owned by Dlstrlct provlded audited

506

Buildlng,  Boiler B Maintenance Reports  - Untll superseded

Inspectlon/ malntenance reports For each provided audlted
bulldlng  lncludlng  boller lnspectlon/
malntenance

507

Prevalllng Wage Records -  Report of hourly 4 years provlded

Iwages, benefits and overtime, established by audlted

regulatory agencles  for ea_ch trade and
occupation employed ln the performance of
publlc work

508

Rental  Information  -Records  regarding facilities 2 years provlded

Iusage:  bulldlng permlts submltted to use audlted

faclIIt!es by school or communlty lr`dlviduals,
athletlc teams or groups

509
Work orders  -A report of all requested 4 years provided I
malntenance/custodlal work audited

510

Environmental F(eports and  Data -Reports on 4 years provlcled I
asbestos and  other envlrc>nmental  Issues audlted

5ll

Vandalism Reports -Reports of vandalism 4 years provlded I
throughout the D!strlct audlted

512
Student Actlvlty Purpose Clauses Until superseded I

513

Sales Potentlal Form  (Student Actlvltles) 4 years provldedaudlted I

514

Sales  Potential Forms  -  Fundralsing  permission 4 years provlded Iform  Including the flnanclal silmmary of the audited

fundralser upon ccimpletlon of the event
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515516517

Blds and Speclflcatlons (Unsuccessful)  - l  year provided IDocumentatlon of blds suppllecl  by vendors for audited

any project requesting blds ln compllance with
ORC
Bids and  Speclflcatlons (Successful)  - 4 years after IDocumentatlon of blds supplled  by vendors completlon of

awarded any project requesting bids in project
compllance with  ORC

Contractor Files - Contractor resolutions, 5 years after

Iaddltlons drawlngs,  etc. completion ofprc]jectprovldedauditedandnoactlQnpendlng

Transportatlon Department

518

Driver Physlcal -A report of the annual phys!cal 6 years (See OAC Iperformed on drlvers 3301-83-07-E-7)

519

Daily Bus Schedules -  may show bus route, Retain for 6 years Itlme trlp began and ended, number of pupils after end of

carried, and drlvers slgnatiJre school year, thendestroy

520521522523524

Fuel Consumption Data ~ Fuel records for the 4 years provided Ibuses audited

Transportation Recorcls - Transportatlon 4 years provlded Irequests recelved from schools that Include audlted

student and  buslng lnformatlonFieldTripForms/VolunteerDriver Forms -
Fiscal year plus 2 r|

Forms from bulldlng  requestlng buslng for fleldtrlps years

Preventlve Maintenance Reports ~ A report of Flscal years plus I
work performed to malntaln equipment 2 years

Warranty/Guarantee -Warranty of equipment Llfe ofequipment I

525

Plant and  Equipment  Inventory Untll supersededprovldedaudlted I

526527

Vendor Data; W-9 & 1099 documents 6 years & current
LJ

malntalned as long as active vendor then provlded audited
retention perlc>d  ls applled.AccldentReports-Lawenforcement reports

3 years provided
I_

regardlng bus acclder\ts no  actlonpending
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528

Vehicle Registration - Certificates of title and Llfe of vehlcle

r|reglstratlon paperwork from the BMV for cars,
vans, trucks, and buses.

529

Vehicle Llcense -BMV  llcenslng documentatlon 1 year after I
of motor vehlcles termlnatlon

530

Vehlcle Records -Vehiele insurance, finance As  long as Ipaperwork/ vehlcle !s ownedbyDistrlct

531

Driver Certification  -  Bus driver certificatlon 1 year after I
form termlnatlon

532
Supplles Inventory -Shop/mechanic Inventory Untll  superseded r|

533
Vehicle Defect Report -  Record of defects on Llfe  c)f vehlcle I
each bus

534535

Bus on  Board  Securlty & Survell!ance vldeos Use fc>r onerecordlngcyclethenreuseprovidednoactlc)npendlng

I
mproper Student Conduct on School Buses - Retain for l  year

IRecords documentlng Instances of Improper after lncldent,

student conduct on schcyol  buses  !ncludlng  bus then destroy
route, time of lncldent,  nature of lnc!dent,  ancl
students name

536

Appllcatlon for Special Transporfatlon  - Retaln for 4 years

I
Appllcatlon for students wlth physical after end of flsca

dlsabilltles/medical  problems year or un"completlonofStateAud!tor'sexam!natlonreport,whicheverlssooner

537

Bus Condltlon Checkllst  -  Dally evaluatlon of Retaln for 1  year Ibus dy drivers after end ofschoolyear

Food Servlces Department

538539

Food Service  Records -  Flnanc:lal !nformat!on, 4 years provlded Ibreakfast cost sheets, mllk sold,  menus, audlted

students served

Lunchroom Records -  Cashier`s daily 4 years provlded I
productlon sheets from each bulldlng, cash audlted

register tapes
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540

Lunchroom  Reports ~  Confidential applications 4 years provlded Ifor free and reducecl lunch beneflts audited

541

Inventories -Inventory of food supplles 4 years providedaudlted I

542543544

Lunchroom/  Food Servlce License  -Current 1 year after

LJfood  servlce license,  Issued  anniJally by the explratlon

board  of health of the health district ln whlch
the food servlce operatlon ls located.

Vendor Food Service Contract - Contract 3 years plus Ibetween the Dlstrlct and an outslde vendor current year

provldlnq  meals and snacksScheduleforSchoolBreakfast/Lunch Programs provldecl audited
Retaln for 6 years

I-Includes plan and  backup documentation after plan

submltted to ohio Board of Education for obsolete or

program approval supersedecl, thendestroy

4oife.[fiffH¥EiHi'grLNnggfilfoi*rf:oHEL&xr#REREggrfroREfrJHREfl gasasRERTREffiasRE~.ERERERE

601

Audit Reports  -_Past management evaluatlon 3 years plus

r|reports,  mc>nthly clalm documentatlon, master current year

Hsts,  and  Income ellglb!llty appllcatlons provlded audlted

602

Annual  Financial  Reports  -Financia` reports \years provlded

r|

prepared from the accountlng system that can audited

be reproduced from the cc>mputer recc>rds. uveor5Thls Includes:   Annual  Ledgers,  Budget Ledgers,
Vendor ustlng, Check Reglster, Involce Ust,
Purchase order Llstlng, Accounts  F3eports,
Flnanclal Summary and  Detail  Reports

603

Activlty Fund  Cash Journal  & Ledger

`\years providedaudltedLl\/eorS

I
604

Bond  Register 20 years afterIssueexplres
L.

605 SecurltlesInvestment Ledger -Report of investments Permanent I
606

i years provided Iowned by Dlstrlct atld#eedn.rLs

607

Foundation  Distribution -Report from the ohio \years provlded |Dept. of Educatlon for bl-monthly foundation audltedLl\/coy:5
(state baslc ald) recelpts
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608609

Tax Settlements (Semi-Annual) and Advance; - \years provided IProperty tax settlement sheet lncllldlng audited   .

advances from the County Audltor included ln i\'eors
the recelptsBudgets(Annual)  -Tax budget that ls submltted

`years provlded Iannually to the County Auditor audltedLlveor.i

610

Budget Worklng Papers 5 years  provldedaudlted I

611612

Insurance Policies -Contracts between insurer 15 years after

Iand the School district where the Insurer, in explratlon

exchange for premlum payment, pays for provlded  all

damages to the School DIstrlct whlch are Glalms settled

caused by covered perlls under the pollcy
language.Contracts -An agreement with specific terms

15 years after I
between  an entlty wlth the School  Dlstrlct explratlon

\

613

Bonds and Coupons Until  redeemedprovldedaudlted I

614

Accounts Payable Ledger - Outstanding 5 years provlded I
payables audlted

615

Accounts Receivable Ledgers -Outstanding 5 years provlded
Erevenue due to the school  Dlstr!ct audlted

616

Vouchers,  Invoices anc!  purchase orders  -A \.``....

Ivoucher ls a documentary recorc! of a business provlded audlted.

transactlon  (I.e. check or Invoice). A purchase ORC 3313.29.5year5
order ls a document ltemlzlng products/servlc,es
to be purchased From a vendor.   Serves as a
contract.

State  Program Files  -  Auxiliary services,  records Q years

Iof non-public school fundlng provlded by the provlded audited5\)eoV'S
Ohlc)  Department of Educatlon and  through

publlc and  prlvate grants
617

Federal Programs  -Title  I  (Student Progress
`...\..`.. `.......`.. `....Svc\OC3 IReports),  ll   Ill,  lV-B,  IDEA,  lV-C,Vl-B,  Chapterl,

2;  Drug Free, etc.TravelExpenseVouchers -Document of618

ng year; Iexpendltures for travel of dlstrlct employees provlded audltedCT3\IRACS
619

I
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620

Tax Anticipation Notes -  Documents related to 10 years Ithe preparat!on, sale and history related to provlded  audited
lssuance of notes borrowed against future taxdollars

621

State  Relmbursement Settlement Sheets
¥de}::SdP,roVldedH\/fylrc` I

622623624

unemplc>yment Clainis -Documentation of \.        ....           ` Iunemployment for appllcatlon of Ll ycar5
unemployment benefltsEmployeeBonds,Board Member Bonds -

years IDocuments related to the performance and Ll vebr5theft Insurance bldder held on requlred
employee and board membersCertmcateofEstimatedResources -County

\.          `.`.     . Idocument supplled to the dlstrlct certlfylrig the explratlon

estlmated resources prepared by the Dlstr'ic;t Ll vcars

625626627

Appropriation Resolutlons -  Resolution \...Livedy~s Iapproved  by the  Board of Educatlon establlshlng
and  amendlng the approprlatlon for the  Dlstrlct

Tax Apportionments (Semi-Annual)  - \....`l\\l`\-.,.,  ,  `s IDcjcumentatlon prepared by the County Audltor
and  report  to the  Dlstrlct to record  recelpt cJf

property tax settlementCanceledChecksandBank Settlements -All
4 years provlded I

checklng accounts reconclllatlon and audited

statementsPublication Notice -Legal notice of publication

628629630

4 years I
ln the newspaperTuitionFeesandPayments -Receipt records at

4 years provlded I
the Treasurer's office aud'ted

Unpald Student Fees Throughgraduation D

School Finance  (S.F.) Mc>nthly Statements ~  Bi- 4 years provlded Imonthly reports for the ohlo  Dept.  cJf Education audlted

to rec:ord receipts and expendltures related to
the foundatlon payments.InvestmentRecords-Individual record of631

4 years provlded I
Investments bank conflrmatlons, wire transfers,coiesofCD's audited

632633 PTravel  Expense Reports
10 yearsprovided  audlted I
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634

State Sales Tax Reports - State of ohio semi- 4 years provlded Iannual sales tax flllngs,  reportlng any taxable audited

sales.

635636637638

Student ActMty Funds -Student activity funds, 4 years  provlded Ipay ln forms, bank deposlt forms and recelpts audlted

confirming  deposlts made into student actlvlty
accounts
Check Registers -  Lists of checks issued  by the 4 years provlded r|Dlstr'ct aud'ted

Depc>slt Slips/Cash  Proofs  -  Receipts for 4 years provided Ideposlt sllps audlted

Receipt Books -  Receipts issued for money 4 years provlded Ireceived. audlted

639

Extra Trip  Records 4 years provldedaudited I

640

Monthly Flnancial Reports -  Report generated 4 years provided Ifrom the system to report the flnanclal status aud'ted

the  District  prepared  on a  monthly basls

641642

Accounting  Data  -Documentation of bids 4 years provided Isupplled by vendors for any project requestlng audlted

blds ln compllance with ORC

Service Contracts -  Contracts for services 4 years provided LJ
provlded from an outside educatlonStateSubsidyReports-Applications for driver audlted

643644

3 years provlded Ieducation, pupll transportatlc>n and  speclal audlted

educatlon

Dellvery/Packing Slips l  year provldedaudltecl I

645

Requisitions -  Documents used to request the 1  year after end |purchase of somethlng that ls submitted for of fiscal year

approval and then can be converted to a

purchase orderNon-Sufflc!entFund  Checks  Documentatlc>n  &

646

4 years provided

~-+~ise
+ Ln. '\=.

I=`Notlflcatlons aud'tedffiREgrJRE4,..ffi ,%

¥dr1#RE7017025firmRE.            #Ey.'seifeRE#..                  p.`-RERESalaryContinuationAgreement-Agreement
ci,,

7 yeeIS

Istatlng full or partial compensatlon durlng

period of dlsabllltyPayrollLedgers-Record of gross to net
75 years I

calcuLatlons by employee
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3

Earning Registers -  Record of gross to net 75 years Icalculatlons by employee and  by calendar year

70
Monthly Payrou Reports - A record of leave 75 years Iusage and accumulation by employee as well as
retirement contrlbutlor`s by employee

704
Bureau of Empleyment Service Quarterly 7 years IReports -OBES reports (quarterly earnings andrecordofweeksworkedbyemployee)W-2'sandW-4's-Employer`scopyofcalendar

705
6 years and Iyear record of taxable earnlngs, a record of
currer`t provlded

employee federal exemptlons audlted

706707
Federal IncomeTax -Quarterly and annual 6 years and

Irecord  cJf federal  income tax wlthheld  ancl current provided

remltted  lRS form 94l audltec]

Ohlo Income Tax -Monthly and annual record 6 years and Iof ohlo  Income tax withheld  and  remlttec]  lT-4 current providedaudlted

708
City lncomeTax -Monthly and annual record 6 years and Iof municlpallty Income tax withheld  and current provlded

remitted audlted

709
School lncomeTax -Monthly anc] annual 6 years and Irecord of School  Dlstrlct Income tax withheld current provlded

and  remitted  SDIT-l audlted

7lO711

Payroll Reports -Payroll deduction and 4 years provlded I
dlstrlbutlon reports audited

712

Payroll  Update Ustlng 4 years providedaudited I
Payroll Calculations -Paper and electronic 4 years provldedaudlted Ireports used to balance gross net calculatlons

713714

State Teachers System and School  Employees Permanent IIRetirement System Waivers - Waiver forms for
students an/orjobs not ellglble for retirementwlthholdlng

715

State Employees Retlrement System (SERS)  - 4 years provlded

Record of SERS wlthholdlngs monthly audlted
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71,6

State Teachers Retirement System (STRS) 4 years provided IRecorc!  of STRS wlthholdlngs  per pay and audited

annual

717

Annulty Reports 4 years  provldedaudlted I

718719720721

Benefit Folders/Reports -  Listing of employee's 4 years provlded Ibenefit enrol lments audlted

Employee Requests and/or Authorlzatlon for 4 years provlded ILeave Forms -  Request for sick, vacation, audlted

personal, or other leave
Deduction Reports -Voluntary payrou 4 years provlded Ideductlons per pay that Include all  deductlon audltec]

wlthholdlngs for each employee

Employee Vacatlon/Sick Leave Records   - 4 years provlded IRecords of each employee's sick and vacation audlted

eaVe

722

Tlme Sheets - Record of hours worked
\.......``.....    .     ..   `   .`u\lFrt+_i I

723724725726727 Overtime Author!zatlonEmployeeInsuranceBills  -Monthly Vyears   Ll  \if>^ _i I
4 years provlt]ed Ireconclllatlon of employee medical, dental and audlted

Ire  Insurance  bllls

Paycheck Register -  Listing  of checks issued 4 years provided I
each pay audlted

Payrol`  Bank Statement  -  Includes  bank 4 years provlded I
statements and reconc!llatlonDeductionAuthorization-Forms to wlthhold alldlted

Untll superseded

r|deductlons from an employee's pay or employeetermlnates

728`...\`.\.\.,.\``

Court ordered Garn!shments 4 years aftercausefullypaidrm"REanS3un

igr#ELi,=zexrffig-

IgRE  I

&RE.g!,L`     .`        -,_^      .           ,-             tEZ`      -.`,          ,``      ..StateAudits/GAAP(GenerallyAccepted
E        .igjREELT¥

801802

iyea`rs IAccountlng Princ!ples)  Reports~  Annual 3yecir5flnanclal  audlt reportsSpecialEducation(S.E.)  Reports  -AnnualVocationEducatlon(V,E,)Reports-AnnualOhloCommonCoreData(OCCD)Reports:
7 years I                 .

803 5 years I
804

5 years |Data on revenues and expendltures per pupil
made  by school dlstricts.DrlversEducatlonReport

805 5 years LJ
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Ohio Department of Education (ODE) Reports - 5 years
DAcademic reports from the ohio Department ofdtl

806 E   uca   onAlternative Learning  Experience -Records
Retaln for 5 years

I

documentlng student partlclpatlon  ln an after end  c>F

alternatlve learnlng experience program, school year then

ncliides but  ls not llmltecl to:   Letter of destroy,

attestation/statement of understancllng;  dlstrlct
release form and/or sharecl agreement (If
sharlng student); wrltten student leamlng  plan

(start/stop dates), approval date when
dlstrlct/teacher approves plan; estlmated hours

per week of student partlclpatlctn;  !nstructlonal
materlals needed;  tlmellnes and  methods fcjr
evaluatlng student progress;  speclflc  learning

goals/objectlves/requlrements: student/teacher
lnstructlonal  twc)-way lnteractlons/contacts/
monthly progress evaluations and weekly
communlcatlons wlth student (and parent/legal

guardian for student grades  K-8) includlng dates
when ciccurrecl

807
CMI Rights  Reports  -  U.S.  Department of Permanent IEducation Clvll  Rlghts  Data Collectlon and  any

past reportsTitleIXReports -Includes any requlred808
10 years Ireporting as requested by state or federal

agenclesStateMinimum Standards -A record of809
10 years Imlnlmum standards glven to the  Dlstrlct by the

State Department810
Personnel State Reports (SF-1, CS.1) 4 years provldedaudlted I|I

811

Worker.s Comp Wage ReportsWorker'sCompPayrollReportsBankBalanceCertlflcatlon(Co.Audltor)TransportatlonReports-Statetransportation 5 years
812

5 years I
813

5 years I
814

4 years  provldedaudlted I
reports, T-1  and T-2

8151816

EMIS Reports I years I
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901
Dlrectlves, Standards, Laws for Local, State, andUntil Superseded IFederal Governmental Agencles

902

Executive Correspondence - Correspondence 5 years;  file wlth

I
or the Dlstrlct  Superlntendent and related records lf
Admlnlstratlve staff deallng wlth slgnlflcant content requlres
aspects of the admlnlstratlon of the  Dlstrlct. longer retentlon;
Includes lnformatlon concerning agency appralse for
pollcles,  procedures,  prc)gram, fiscal and hlstorical  value.

personnel matters.

903

General Correspondence -  Requests for 2 years

I
nformatlon pertalnlng to lnterpretatlons and
other misc. Inquiries,. informative - does not
attempt to Influence pollcy.   lncludlng copies of
outgolng correspondence malntalned for
refererice purposes.

904

Translent Corresporidenc.e/Material- Au F}eta!n  untll  no

I

nformal and/or temporary messages and notes, onger of
ncludlng emall and volce mall  messages, and all admlnlstratlve
drafts used ln the production of public records value, then
that do not set pollcy, establlsh guldellnes or destroy

procedures, certlfy a transaction or become a
recelpt.   Includes communlcatlons whlch
convey lnformatlon of temporary Importance,
referral letters, and requests for routlne
nFormatlon or publlcatlons provided  to the

publlc by the Dlstr!ct whlch are answered by
standard forrh  letters

905

Coples, Dupllcates, Nan-Records -Items not Untll no  longer

I
included )n the scope of offlclal records as of admlnlstratlve
deflned  by ORC 149.011  (G) whlch may Include value
convenlence copies. descrlbed as non-offlclal
coples of records, used for cc)nven!ent
reference, that dupllcate offlclal records kept by
the offlce of record.

906

Exposure Reports -  Report of contact with 7 years Iblc)od or c)ther potentlally lnfectlous materlals

907

ncident/Accldent Reports - A report of 7 years provlded

r|student/employee lnJurles or accidents no actlon
lncludlng place, tlme and wltnesses pending

Audited means: the years
encompassed by the records
have been audited by the
Auditor of State and the
audit report has been                  25 of25
released pursuantto
See.117.26 a_R_C_


