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Introduction

The subject of records is very broad and includes several functions. Records Retention is the
holding (period) of records/documents for further use. A record may be any document
containing information. Records Management is a broader concept and fixes responsibility for
and exercises controls over all records/documents, within an organization, from their creation to
their final disposition. Records Storage is a function of Records Management, addressing the
retention of original records or copies (whether photographed, micro-photographed, or
otherwise reproduced on film or electronic media) and the development of a systemized storage
plan and indexing with respect to preservation, easy retrieval for later use, or final destruction
and disposal.

This manual is intended for Records Retention purposes only. While suggested procedures and
sample forms have been included, this publication is not intended as a Records Management
manual. The development of detailed procedures for Records Management must be left to
individual districts to meet their own specific needs.

The Records Retention Manual is designed as a quick reference to the retention period of
documents. While the lists of documents may not be totally inclusive, most documents used in
school districts are represented. Various documents may appear in more than one area of
responsibility. Old documents, no longer required, remain listed because they must still be
maintained. The retention periods indicated are to assist district personnel in both the retention
of permanent records and the timely destruction of documents.

This publication is a compilation of information from the California Education Code, California
Code of Regulations — Title 5, Commercial Code, Government Code and many other sources
indicating a legal document retention period for specific documents. Please refer to the Table of
References for a list of sources.

This document is designed to be distributed to the appropriate departments. It is our
recommendation that a copy of the Legal Provisions (beginning on page 107) accompany each
section distributed. Please give credit to CASBO if any portion of this document is copied.

Disclaimer

The contents of this manual are appropriate as of the time of publishing the manual. Future
administrative decisions, regulations or legislative action could result in major changes. CASBO
is not responsible for any legal conflicts resulting from the use of this manual.
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Suggested Procedures
Preparatory Steps:

The Legal Provisions provided in this document (beginning on page 107) should be thoroughly
reviewed. A preliminary district study should be conducted of existing applicable board policies
and administrative procedures, records on hand and probable personnel requirements in order
to establish and maintain new or revised procedures, assess physical facilities available for
storage or records and establish a schedule for accomplishing the tasks involved.

Records of a continuing nature, i.e. active and useful for administrative, legal, fiscal or other
purposes over a period of years, shall not be classified until such usefulness has ceased. A
pupil’'s cumulative records is a continuing record until the pupil ceases to be enrolled in the
district. It is then classified as a Class 1 — Permanent Record.

Classification of Records:

The school district's chief administrator shall be the person responsible for classifying school
district records into the following classifications (California Code of Regulations — Title 5,
Sections 16020-16030):

e Class 1 — Permanent Records (as listed in Section 16023): The original, or one exact
copy, unless microfilmed, shall be retained indefinitely.

e Class 2 — Optional Records: Not required by law to be retained permanently but deemed
worthy of further preservation as specified in Section 16024.

e Class 3 — Disposable Records: required retention periods and procedures for destruction
or transfer of records as specified in Section 16025.

While the required retention period for some records is dependent upon the date of the
applicable audit, varying audit practices of federal, state and other agencies must also be
considered.

Before January 1, the superintendent (or a person designated by the district not employing a
superintendent) shall classify and review every record originating during the prior school fiscal
year. The retention period for Class 3 records should be designated, and such records should
be physically segregated by the fiscal year in which they are scheduled for destruction. In the
inventory process, those carbons or other copies which are no longer useful to the district
(except one copy of an original required by law to be filed with another agency) may be
destroyed without making an inventory record.

Destruction of Records:

All Class 3 records which have been held for the required retention periods and any permanent
records which have been classified as Class 3 after having been duly microfilmed and held for
the required retention periods may be destroyed as per Title 5, Sections 16026-16027 of the
California Code of Regulations.

The governing board should be notified of pending action to dispose of records, and such
notification should be recorded in the board minutes. Notification should also be given to the
governing board attesting to the fact that the documents have been properly destroyed.
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Disposal of records should be accomplished by burning, shredding, pulping or other means to
assure complete destruction and to prevent any reconstruction of the records to any degree.

Microfilm and Other Applications

The following outlines the various applications of microfilming techniques that may be utilized by
all divisions and departments in managing their individual records. Each organization is
responsible for determining the applications for microfilm and the microfilm to be used, whether
it is microfilm cartridge or microfiche. Microfilm, microfiche-microfilm or microfiche are all micro-
photographic images of record material, which may be retained in lieu of the record itself. The
following requirements apply to micro-photographic images of any class of records:

e The image must be accurate in detail.

e The film must meet American National Standards Institute (ANSI) standards.

e The film or fiche must incorporate the superintendent’s signed and dated certification of
compliance with the provisions of the Evidence Code.

e The image must be conveniently accessible, and provisions must be made for
preserving permanently, examining and using the film.

Optical Disk:
Please refer to the Commercial Code authorization of recordation on optical disk.

Electronic Copies:

Education Code, Section 35254 states that “the governing board of any school district may
make photographic, microfilm or electronic copies of any records of the district. The original of
any records of which a photographic, microfilm or electronic copy has been made may be
destroyed when provision is made for permanently maintaining the photographic, microfilm or
electronic copies in the files of the district, except that no original record that is basic to any
required audit shall be destroyed prior to the second July 1% succeeding the completion of the
audit.”

The following applications should be considered:

» Space Saving: Permanent records or records to be kept for a period of ten years or
longer should be microfilmed to save storage space. This process applies whether the
records are to be kept in the office or sent to the warehouse for storage when they have
become inactive. Records which are too active to send to the warehouse for storage, but
by volume create a storage problem in office areas, may be microfilmed and effectively
save office storage space and cost.

» Fast Retrieval: Fast retrieval of records information saves labor costs and provides
better customer service. However, to achieve any appreciable savings, the retrieval rate
should be fairly high. For example, if retrieval of information took only one hour per day,
the savings would be negligible. But, if retrieval time was four or five hours per day, then
an attractive labor savings can be realized by implementing a document imaging system.

» Protection of Records: Microfilm is the least expensive of all reproduction methods. In
the case of very valuable documents, which are referenced frequently, the hard copies

CASBO Records Retention Manual 6th Edition Page 7



are microfilmed for use in the office, and the hard copies may be stored in a safe place.
File integrity is also maintained, since the documents are on a microfilm roll where the
images remain on the roll in proper order.

Reduced Filing Time: A great deal of time can be spent in fine sorting of documents and
placing them in file folders. Random microfilming using an appropriate indexing method
and batch sorting beforehand can eliminate filing and thus provide a savings in clerical
costs.

Rapid Reproduction: Microfilm can be used for fast reproduction work in lieu of other
copying processes. WWhen documents are microfilmed and the microfilm is used to make
paper prints, a savings is realized because of the low cost of the film, the speed of
filming and the speed of the automatic printer.

Cloud-based and Digital Storage: School districts may contract with vendors for cloud
computing services, digital storage and educational software related to pupil records if
they comply with the requirements of Education Code, Section 49073.1. With respect to
document retention, the third-party contractor must certify that pupil records shall not be
retained or available to the contractor upon completion of the contract. Failure to comply
with the requirements in Education Code, Section 49073.1 may void the contract.
Collection and Retention of Data from Social Media: School districts may collect
information regarding students from social media sources. To do so, they must comply
with several requirements regarding parental notification, public notice, document
retention and contracting with third-parties, contained in Education Code, section
49073.6. Unlike other student records, information gathered from social media sources
must be destroyed within one year of either a) the student turning 18 or b) the student’s
departure from the educational agency, whichever occurs first.
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Suggested Forms
Statements
Letters
Records Inventories

Storage Labels
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Introduction

Examples of various statements, letters, records inventories and storage labels appear on the
following pages. They are not intended as official forms that must be used but are simply
provided to assist you in the task of records retention and destruction.
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Example: Classification Statements
Class 1

The documents on the attached list are permanent records originating in the school year __/
The superintendent requests that these records be classified as Class 1 records.

Class 2

The documents on the attached list are permanent records originating in the school year __/

These records require a retention period longer than three (3) years and the superintendent
requests that these records be classified as Class 2 records.

Class 3

The documents on the attached list are permanent records originating in the school year __/
The superintendent requests that these records be classified as Class 3 records.
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Example: Destruction Statements (for Board Approval)
Class 2

The documents on the attached list have been previously classified as Class 2 records. The
superintendent requests that these records be classified as Class 3 records.

These records have met the retention period requirements of Article 2, Sections 16023-16028 of
Title 5, California Code of Regulations and are of no further use to the district. The
superintendent requests permission to destroy the documents listed above.

Class 3
The documents on the attached list have been previously classified as Class 3 records.

These records have been retained for the legal period of time as per Article 2, Sections 16023-
16028 of Title 5, California Code of Regulations. There is no further need to retain these records
for use in the district. The superintendent requests permission to destroy the documents listed
above.
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Example: Letter (to the Governing Board) for Reclassification
Request

Date

Governing Board

District

California

Board Members:

The attached list of documents is considered to be Class 2. The superintendent hereby requests
permission to reclassify this list as Class 3 subsequent to submitting them for destruction.

These records have met the retention period requirements of Article 2, Sections 16023-16028 of
Title 5, California Code of Regulations, and are of no further use to the district.

Records Officer

Governing Board Disposition
Date:

Disposition:

(Signature) Governing Board
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Example: Letter (to the Governing Board) for Destruction
Approval

Date

Governing Board

District

California

Board Members:

The attached list of documents is considered to be Class 3. These records have been retained
for the legal period of time as per Article 2, Sections 16023-16028 of Title 5, California Code of
Regulations,

This list also contains Class 1 documents that have been microfiimed and Class 2 documents
that have been reclassified to Class 3 per letter to the Board of Trustees, dated

There is no further need to retain these records for use in the district. The superintendent
requests permission to destroy the documents listed.

Records Officer

Governing Board Disposition
Date:

Disposition:

(Signature) Governing Board
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Example: Letter (to the Superintendent) Witnessing
Document Destruction

Date

Superintendent

District

California

Dear Superintendent:

The attached list of documents, listed on pages ____to ___, has been submitted to the
Governing Board for release for destruction per attached letter, dated

| have, as appointed officer for the District, observed their destruction on

Person in Charge of Records

Governing Board Disposition
Date:

Disposition:

(Signature) Governing Board
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Example: Class 1 Records Inventory

Class 1 Records

Department

Fiscal Year of Origin

Quantity

Record Type and Description

Document Location

Auditors Report

Board of Education Annual Report

Budget (Official)

District Organization Documents

Election Records

Financial Annual Reports

(All Funds)

Fixed Assets (Detail Records)

Minutes of all Board of Education Meetings

Payroll Summary (Annual)

Personnel Records

Student Cumulative Records

Tax Records
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Example: Class 1 Records Storage Inventory

Class 1 Records

Department

Fiscal Year of Origin

Quantity

Record Type and Description

Drawer Space Used to
Store Documents
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Example: Class 2 Records Inventory

Class 2 Records

Department

For Classification

Fiscal Year of Origin

Quantity

Record Type and Description

School Year for
Reclassification

OSHA Records

Special Project Records
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Example: Class 2 Records Storage Inventory

Class 2 Records

Department

For Classification

Fiscal Year of Origin

Quantity

Record Type and Description

Drawer Space Used for
Reclassification
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Example: Class 3 Records Storage Inventory

Class 3 Records

Department

For Classification

Fiscal Year of Origin

Quantity

Record Type and Description

Drawer Space Used for
Reclassification
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Example: Storage Label

School/Department

Box No.

Classification

Date of Classification

Date to be
Destroyed

Contents:

Fiscal Year

Microfilmed: Yes No

Date

Box of

8
3

District Records Officer
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)

Example: Storage Label

Carton Contents

Department

Division

Contents:

Record Title/Subject Matter

Time Period
Covered

Destruction Date

Box of
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Documents and Retention Periods
By Areas of Responsibility
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Introduction

This section of the Manual has been designed to be distributed to the appropriate departments.
It is suggested that a copy of the Legal Provisions beginning on page 107 accompany each
section distributed.

Various documents may appear in more than one area of responsibility. Old documents, no
longer required, remain listed because they still must be maintained. This manual update
reflects new additional documents as well as all previous ones.

In some instances the documents listed have retained the same title but have a new document
number. The new number appears in the far left column, and the old number is printed, just
below it, in parentheses.

To assist the reader in understanding the Column Headings on the subsequent pages, the
following explanations are provided:

e Form No. (if any): If the document or form has a number, the number will be listed in the
far left column for each document. If there is no form or document number, the space will
be blank.

e Class: The column contains a 1, 2 or 3. This represents Class 1 — Permanent Records,
Class 2 — Optional Records and Class 3 — Disposable Records. If other characters
appear, refer to the footnotes within each section.

e Record Title: The title or heading on the document or form is listed in this column.
Required Hard Copy Retention Period: The required legal retention period as found in
Title 5, the Education Code, Civil Code, etc. (refer to the Table of References) is listed in
this column. If other characters appear, refer to the footnote within each section.

¢ Recommended Retention: The recommended retention period is the authors’
recommendation. This is usually greater than the legal requirement due to the reasons
listed in the next column.

¢ Reasons for Recommended Period: There may be reasons for recommending an extra
year over the legal requirement. Where no legal requirements have been found,
recommendations have also been provided. Following are some examples:

o Audit Purposes: retain until after completion of the audit.

Audit Resolutions.

Timing/Fiscal Year End: legal retention period may not coincide with the

fiscal/school year end.

Fiscal Accountability: maintain for reference purposes for Fiscal Accountability.

Retain until a pertinent document is received.

Retain in case of dispute.

Retain for possible litigation.

O O

O 0O 0O

If filmed: if the documents have been filmed or copied, the legal retention of the original
document is four years, and the copy must be retained permanently. If dashes (--) appear in the
column, it refers to the footnote “Feasibility to Microfilm or copy electronically at District
Discretion.” The usual rule of thumb is that if a document must be retained from 15-20 years, it
may be considered appropriate to copy or microfilm it. Footnotes are provided at the bottom of
each page to clarify the information provided.
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Required

Form
(if any)

Record

Accounting and Budgeting

Title

Required
Hard Copy

_Retention

Recommended
Perod |

Reason for

if imaged
Media/

Recommended Hard Copy Electronic

Retention

Retention

_Retention

Accounts Payable 3 Years 4 Years Fiscal
Reconciliation Accountability
3 Accounts Receivable 3 Years 4 Years Fiscal -- -
Reconciliation Accountability
SACS 1 Annual Financial and Permanent |Permanent 4 Years Permanent
(J-200/300) Budget Report
(J141)(J41)
SACS 1 Annual Financial and Permanent |Permanent 4 Years Permanent
(J-600/700) Budget Report, Joint
Powers Agencies
SACS 1 Annual Financial Report-  |Permanent |Permanent 4 Years Permanent
(J-301-CE) Continuation Education
Schools
2 Annual IMF Statement, 4 Years 5 Years Final Audit -- -
Optional Cash Request
(Credit Districts)
2 Annual Interest Accrued by |4 Years 5 Years Final Audit -- --
Direct Order School
Districts on K-8
Instructional Materials
Fund
SACS (J- 1 Annual Program Cost Data |Permanent |[Permanent 4 Years Permanent
780) Report, Joint Powers
Agencies
SACS (J- 1 Annual Program Cost Data |Permanent |Permanent 4 Years Permanent
380) Report, Single District
C-1-A 1 Annual Report for Cal- Permanent [Permanent 4 Years Permanent
SAFE Child Care Funding
St Software |1 Annual Report for Gifted  |Permanent [Permanent 4 Years Permanent
(J-22-A) and Talented
Programs(*)(**)
St Software |1 Annual Report for Permanent |Permanent 4 Years Permanent
(J-22-A) Handicapped Pupils
Attending an ROC/P
J-50-A 1 Annual Report for Special |Permanent [Permanent 4 Years Permanent
Education Master Plan
SACS - SEA |1 Special Education Permanent |Permanent 4 Years Permanent
(J-201SEA) Revenue Allocation
SACS 1 Annual Report of Permanent |Permanent 4 Years Permanent
(J-200/300) Abatements of
(J-44) Expenditures
(J-43-A) 1 Annual Report of Accounts |Permanent |Permanent 4 Years Permanent
Receivable
St Software Annual Report of
(J-18/19C-A) Attendance for County
(1-19 A) Superintendent of Schools
Suppl for Education of Students
(County) in County Operated
1 Community Schools and  |permanent  [Permanent 4 Years Permanent
Master Plan for Special
Education Programs
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Required

Form
{if any)

Class
Record

Accounting and Budgeting

. i Imaged
Required ] Reason for Medial
Hard Copy Recommended Recommended Hard Copy Electronic
Retention Period Retention Retention = Retention

St Software |1 Annual Report of Permanent [Permanent 4 Years Permanent
(J-18/19-A) Attendance for High
(J-18-A School Students Residing
Supp) in the District
St Software |1 Annual Report of Permanent |Permanent 4 Years Permanent
(J-18/19-A) Attendance for High
(J-19-A School Students Residing
Supp) Outside the Reporting
District if Tuition is
Charged
St Software |1 Annual Report of Permanent [Permanent 4 Years Permanent
(J-18/19-A) Attendance for Jr. High
(J-19E-A) School Grades 7 and 8
Only
St Software |1 Annual Report of Permanent |Permanent 4 Years Permanent
(J-18/19-A) Attendance for
(J-18-A) Kindergarten and
Elementary Pupils
Residing in the District
St Software Annual Report of Permanent |Permanent 4 Years Permanent
(J-18/19-A) Attendance for
(J-18-A Kindergarten and
Supp) Elementary Pupils
Residing Outside the
Reporting District if Tuition
is Charged
St Software Annual Report of Permanent |Permanent 4 Years Permanent
(J-22-A) Attendance for Special
Programs
B-A Annual Report of Permanent |Permanent 4 Years Permanent
Attendance for Students
Enrolled in District Cal-
SAFE Programs
St Software Annual Report of Permanent [Permanent 4 Years Permanent
(J-18/19-A) Attendance for Students
Residing in the District
J-43 Annual Report of Current |Permanent [Permanent 4 Years Permanent
Liabilities
St Software Annual Report of Permanent |Permanent 4 Years Permanent
(J-18/19-A) Attendance for
Supplement Students
Residing Outside the
Reporting District if Tuition
is
Charged
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Accounting and Budgeting

: - If imaged
Required Reason for . Medial

. Required

Form
(if any)

. Record

Class

Hard Copy Recommended Recommended Hard Copy Electronic

Retention

. Period

Retention

Retention

Retention

St Software Annual Report of Charter [Permanent |Permanent 4 Years Permanent
(J18/19CH-A School ADA Funded
Through Revenue Limits
(E.C.42238)
St Software |1 Annual Report of Permanent |Permanent 4 Years Permanent
(J-18/19-C-A Elementary Attendance for
(J-18-A County Superintendent of
Supp) Schools for Education of
Students in County
Operated Community
Schools and Master Plan
for Special Education
Programs
SACS - 1 Annual Report of Pupil Permanent |Permanent 4 Years Permanent
TRAN (J- Transportation Expense *
141)
SACS-TRAN |1 Annual Report of ROC/P  |Permanent |Permanent 4 Years Permanent
J-141ROC/P Transportation *
SACS-TRAN |1 Annual Report of Special |Permanent |Permanent 4 Years Permanent
(J-141-S) Education Transportation
Expense *
1 Annual School District Permanent [Permanent 4 Years Permanent
Audit Reports
VE- 2 Application for Allocated |5 Years 6 Years (A) - -
1,SDE100 Federal Vocational
SDE-100A,B Education Funds
JTPA FORM,
SDE-101A &
SDE-103
J-22.4 1 Application for Allowance |Permanent |Permanent 4 Years Permanent
for the Cost of Educating
Exceptional Children Away
from the District of
Residence
3 Application for Approval of |3 Years 4 Years Timing/Fiscal Year |-- --
Elementary and High
School Summer School
CD-1703 2 Application for Capital 4 Years 5 Years Final Audit -- --
Outlay Funds for Family
Child Care Homes
J-16 1 Application for District Permanent |Permanent 4 Years Permanent
Authority for Issuance of
Warrants
1-111 1 Application for Exemption |Permanent |Permanent 4 Years Permanent
from the Classroom
Teacher Salary Limitation
SDE-100 2 Application for Funding: 4 Years 5 Years Final Audit - --
Consolidated Categorical
Aid Programs
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Accounting and Budgeting

v If Imaged
Required ' Required ’ __Reason for Media/
Form Class Hard Copy Recommended Recommended Hard Copy Electronic
(ifany)  Record Retention _ Period . Retention Retention = Retention
Application for Funds to 4 Years 5 Years Final Audit
3704 Provide Child Care and
Development Services
CD-1706 2 Application for Revolving |4 Years 5 Years Final Audit -- -
Loan Fund
J-PCP 1 Application for Special Permanent |Permanent 4 Years Permanent

Allowance for Project-
Connected Pupils

3 Application for the 1999- |3 Years 4 Years Obsolete - --
2000 Jack O'Connell
Beginning- Teacher Salary
Incentive Program
Education Code Section
45023 .4

3 Application for the 2000- |3 Years 4 Years Obsolete - -
2001 Beginning Teacher
Minimum Salary Program
Education Code Section

450231

2VEA-1 2 Application for VEA Funds {5 Years 6 Years (A) - --
Basic Grant

SAVEA-1 2 Application for VEA Funds 45 Years 6 Years (A) - --

Consumer and
Homemaking Education -
Basic Grant

SBVEA-1 2 Application for VEA Funds {5 Years 6 Years (A) - --
Consumer and
Homemaking Education -
Economically Depressed
Area Program/Services
3VEA-1 2 Application for VEA Funds {5 Years 6 Years (A) -- -
Program Improvement and
Supportive Service

4VEA-1 2 Application for VEA Funds-|5 Years 6 Years (A) -- -
Special Programs for the
Disadvantaged

3 Appropriation Ledger 3 Years 4 Years Timing/Fiscal Year

CD-9502 1 Attendance and Fiscal Permanent |Permanent 4 Years Permanent
Reports for Alternative
Payment and Child
Protective Services
Program

CD-9501 1 Attendance and Fiscal Permanent |Permanent 4 Years Permanent
Report for Child Care and
Development Program
CD-9500 1 Attendance and Fiscal Permanent |Permanent 4 Years Permanent
Report for Child
Development Program

CD-9501 1 Attendance and Fiscal Permanent |Permanent 4 Years Permanent
Report for County Welfare
Departments

CD-9516 1 Attendance and Fiscal Permanent |Permanent 4 Years Permanent

Reports for School-age
Community Child Care
Programs
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