 	 	 
Central Greene School District							No.  800 AG1	 	 	 	 		 
ADMINISTRATIVE GUIDELINE 
	ADOPTED: 	 
	REVISED: 	 
800AG1 Records Retention Schedule 
 
The Schedule is divided into sections based on the category of records to be maintained.  The Schedule should guide employees as they retain and destroy the District’s records in any form, whether it be hard copy or electronic form.   
 
For any record that appears not to be listed, the Records Coordinator, with the assistance of the solicitor, as necessary, shall determine if the document is covered by this schedule or has some other legal basis for retention, and if a legal minimum retention period has been established.  If not, the Records Coordinator will consider the merit of the document, any retention requirements set by law, and all other consideration regarding how long the document should be kept. 
 
In the schedule MRM standards for the Municipal Records Manual issued by the Pennsylvania Historical and Museum Commission. 
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	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Administration 
	
	
	
	

	Accreditation records 
	Permanent 
	 
	District 
Administrative Offices 
	District Educational Administration 

	Board meeting agendas,  minutes, and supporting materials and information 
	Permanent 
	24 P.S. 5-518, MRM 
	Board Office 
	Board Secretary 

	Board meeting video & audio files 
	One year from the date of the meeting 
	 
	Technology Office 
	Technology Dept. 

	Board policies and procedures, current and obsolete 
	Permanent 
	 
	Board Office, 
Electronic Document Repository 
	Board Secretary 

	Certificate of Data Destruction 
	Permanent 
	FERPA, 34 CFR 
99.32 
	Technology Office 
	Technology Dept. 

	Certificate of Recycling for electronic equipment 
	Permanent 
	EPA 
	Technology Office 
	Technology Dept. 

	Charter school records 
	Permanent 
	 
	Board Office 
	Board Secretary 

	Consortium and partnership agreements 
	6 years after termination 
	MRM 
	Administrative Offices 
	Various 

	Correspondence, Superintendent 
	Permanent 
	 
	Superintendent’s 
Office, Personal 
Electronic Files 
	Superintendent 

	Curriculum files 
	5 years after revision 
	 
	District 
Administrative 
Offices, Electronic 
Document Repository 
	District Educational Administration 

	Disaster response files (drill records) 
	Permanent 
	 
	Operations Center 
	Facilities & Operations Dept. 

	District and school calendars 
	Permanent 
	 
	District 
Administrative 
Offices, School 
Offices, Electronic 
Document 
Repository, File 
Server 
	District Educational 
Administration , School 
Administration 

	District organization records 
	Permanent 
	 
	Board Office, Human Resources Office 
	Board Secretary, Human Resources Dept. 

	Email and email transmission logs 
	1 year 
	 
	File Server 
	Technology Dept. 

	Emergency preparedness plan 
 
	2 years after revision 
	35 Pa. C.S. 7701 
	District 
Administrative 
Offices, Electronic 
Document Repository 
	District Educational Administration  


	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Ethics statements of financial interest 
	5 years 
	51 Pa. Code 19.14 
	Board Office 
	Board Secretary 

	Federal and state mandatory reports  
 
	Permanent 
	 
	Electronic Document Repository 
	Technology Dept., Various 

	File server daily backups 
	30 days 
	 
	File Server 
	Technology Dept. 

	File server weekly backups 
	90 days 
	 
	File Server 
	Technology Dept. 

	File server monthly backups 
	365 days 
	 
	File Server 
	Technology Dept. 

	Health and Safety Plans - Covid-19 or other pandemic related safety plans adopted and approved by the school board. 
	Retain 5 years after the plan ceases to be in effect 
	 
	District Servers 
	Superintendent’s Office 

	Information request/public disclosure records 
 
	1 year after request has been fulfilled or, if an appeal is filed, 
1 year after a final determination is issued 
	65 Pa. C.S. 502 
	Board office 
	Board Secretary 

	Internal committee records 
	5 years  
	 
	File Server, Personal Electronic Files 
	Various 

	Internet transmission logs 
	60 days 
	 
	File Server 
	Technology Dept. 

	Job Action Records (documenting strikes, work stoppages, informational picketing) 
	Permanent 
	 
	Human Resources 
Office, Personal 
Electronic Files 
	Human Resources Dept.  

	Legal advertisements 
	Should be retained with the item it advertises for the item’s retention period.  
	 
	District 
Administrative 
Offices, Personal 
Electronic Files 
	Various 

	Legal opinion files 
	Permanent 
	MRM 
	District 
Administrative 
Offices, Personal 
Electronic Files 
	Various 

	Litigation case files 
	7 years after conclusion of litigation or as long as of administrative and legal value, whichever is longer.  Cases of precedential value should be retained permanently. 
	MRM 
	District 
Administrative 
Offices, Personal 
Electronic Files 
	Various 

	Mail registered and certified receipts 
	As long as the document sent is retained by the District 
	 
	Various Offices 
	Various 


	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Newspaper clip files (paper) 
	3 years 
	 
	Communications 
Office 
	Communications Dept. 

	Newspaper clip files (electronic) 
	Permanent 
	 
	Communications 
Office, File Server, 
Electronic Document repository 
	Communications Dept. 

	Oaths of Office 
	6 years 
	MRM 
	Board Office 
	Board Secretary 

	Online calendars, tasks, contacts (personal) 
	1 month after employment ends 
	 
	File Server 
	Various 

	Photographs, movies, and records of historical value 
	Permanent 
	 
	Communications 
Office 
	Communications Dept. 

	Professional development, training, and Act 48 records 
	7 years after completion of workshop or training 
	 
	Human Resources 
Office, File Server, 
Technology Office 
	Human Resources Dept., Technology Dept. 

	Press releases 
	Permanent 
	 
	Communications 
Office, Personal 
Electronic Files 
	Communications Dept.  

	Public information and publications files  
 
	6 years 
	 
	Communications office, Personal Electronic Files 
	Communications Dept.  

	Public inquiries and complaints  
 
	6 years 
	 
	Communications office, Personal Electronic Files 
	Communications Dept.  

	Public inquiries and complaints, by or about employee 
	12 years after employment ends 
	 
	HR office, Personal Electronic Files 
	Human Resources Dept.  

	Record Transfer Sheets (records of district records transferred to a historical society or school district record center) 
	Permanent 
	 
	Communications 
office 
	Communications Dept.  

	Resolutions 
	Permanent 
	MRM 
	Board office, Personal Electronic Files 
	Board Secretary 

	Right to Know Requests/Responses 
	1 year from response/delivery of documents 
	 
	Business Office 
	Business Office 

	Safe2Say Records - Any records of a response to a Safe2Say report that have not already been logged in the Pennsylvania Safe2Say Electronic System 
	Retain 3 years 
	 
	District Servers 
	District Educational Administration 

	Safe School Act reports 
	Permanent 
	24 P.S. 13-1303-
A, 13-1307-A 
	File Server 
	District Educational Administration, 
Technology Dept. 


	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	School Census/Enrollment 
	Permanent 
	24 P.S. 13-1351, 
1353 
	File Server 
	District Educational 
Administration, Business Office, Technology Dept. 

	Software and online subscription licenses 
	As long as software is on computer 
	 
	Technology office 
	Technology Dept.  

	Strategic plan 
	Until superseded by a locally approved revision or a new strategic plan is properly adopted. 
	22 Pa. Code 4.13 
	Superintendent’s 
Office, Electronic 
Document Repository 
	Board Secretary 

	Technology work orders 
	2 years 
	 
	File server 
	Technology Dept. 

	Telephone call records 
	1 year 
	 
	Telephone server 
	Technology Dept. 

	Textbook selection files 
	1 year after textbook is no longer in use 
	 
	District 
Administrative 
Offices, Personal 
Electronic Files 
	District Educational Administration 

	User login account information (external) 
	Annually 
	 
	File server 
	Technology Dept. 

	User login account information (internal) 
	Annually  
	 
	File server 
	Technology Dept. 

	Vendor confidentiality agreements 
	Permanent 
	 
	Business Office 
	Business Dept. 

	Voicemail logs 
	90 days 
	 
	Telephone server 
	Technology Dept. 

	Buildings and grounds 
	
	
	
	

	Boundary, topographic, right-of-way and utility easement records 
	Permanent 
	 
	Operations Center 
	Facilities & Operations Dept. 

	Building blueprints and surveys and plot plans pertaining to school real estate 
	Permanent 
	 
	Operations Center 
	Facilities & Operations Dept. 

	Building key schedules and list of different master keys and individual keys and holders 
	1 year after superseded 
	 
	Operations Center, 
Personal Electronic Files 
	Facilities & Operations Dept. 

	Building maintenance records, routine 
	5 years 
	MRM 
	Operations Center, 
Personal Electronic 
Files 
	Facilities & Operations Dept. 

	Building maintenance records, structural 
	Until structure is reconstructed or is no longer District property or responsibility 
	MRM 
	Operations Center, 
Personal Electronic 
Files 
	Facilities & Operations Dept. 

	Building and construction permits 
	Permanent 
	MRM 
	Operations Center 
	Facilities & Operations Dept. 

	Building sign-in logs 
	Current year 
	 
	School Office 
	Facilities & Operations Dept. 


	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Building surveillance video 
	If utilized for disciplinary purposes, then until disciplinary action/disposition reached.  Otherwise, 15 days or until equipment resets, whichever occurs first. 
	 
	Network Operations Center, Video Server 
	Technology 

	Capital and general fund project files 
	Permanent 
	 
	Operations Center, 
Personal Electronic 
Files 
	Facilities & Operations Dept. 

	Capital improvement plans 
	Permanent 
	 
	Operations Center, 
Personal Electronic Files 
	Facilities & Operations Dept. 

	Certificates of occupancy 
	Permanent 
	 
	Operations Center 
	Facilities & Operations Dept. 

	Clean Air documentation 
 
	5 years 
	40 CFR Part 60; 
40 CFR 70.6 
	Operations Center 
	Facilities & Operations Dept. 

	Clean Water documentation 
 
	3 years  
	 
	Operations Center 
	Facilities & Operations Dept. 

	Employee hazardous materials education documentation 
	Until superseded 
	 
	Operations Center, 
Personal Electronic 
Files 
	Facilities & Operations Dept. 

	Facilities use records 
	6 years  
	 
	Operations Center, 
Personal Electronic Files 
	Facilities & Operations Dept. 

	Hazardous materials monitoring records 
	30 years 
	29 CFR 
1910.1020; 35 P.S. 7313; 34 Pa. Code 313.2 
	Operations Center 
	Facilities & Operations Dept. 

	Leases, real estate, equipment, and vehicle 
	Permanent 
	 
	Operations Center 
	Facilities & Operations Dept. 

	Materials safety data sheets 
	Permanent for chemicals found in the work place 
	29 CFR 
1910.1200; 35 
P.S. 7307 
	Operations Center, 
Electronic Document 
Repository 
	Facilities & Operations Dept. 

	Noise exposure measurement records 
	3 years 
	 
	Operations Center 
	Facilities & Operations Dept. 

	Pest control treatment documentation 
	3 years 
	24 P.S. 7-772.2 
	Operations Center 
	Facilities & Operations Dept. 


	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Property titles, abstracts, deeds, easements 
	Permanent 
	 
	Operations Center 
	Facilities & Operations Dept. 

	Specifications and shop drawings 
	Permanent or until building is no longer owned by District 
	MRM 
	Operations Center, file server 
	Facilities & Operations Dept. 

	Underground storage tank documentation 
 
	Permanent 
	40 CFR Part 280 
	Operations Center 
	Facilities & Operations Dept. 

	Vehicle maintenance and warranty records 
	As long as vehicle is owned 
	MRM 
	Operations Center 
	Facilities & Operations Dept. 

	Work orders 
	1 year 
	 
	Oper Ctr,File Server 
	Facilities & Operations Dept. 

	Zoning records 
	Permanent 
	 
	Operations Center 
	Facilities & Operations Dept. 

	Business Affairs 
	
	
	
	

	1096 reports, 1099 forms and reports, and 1099int forms 
	7 years 
	IRS 
	Business Office 
	Business Dept. 

	Accounts payable records 
	7 years 
	24 P.S. 5-518, 
IRS, MRM  
	Business Office, File Server 
	Business Dept. 

	Accounts receivable records 
	7 years 
	24 P.S. 5-518, 
IRS, MRM 
	Business Office, File Server 
	Business Dept. 

	Annual budget 
	Permanent 
	24 P.S. 5-518, 
MRM 
	Business Office, 
Electronic Document 
Repository, File Server 
	Business Dept. 

	Annual financial report 
	Permanent 
	24 P.S. 5-518, 
MRM 
	Business Office, 
Electronic Document Repository
	Business Dept. 

	Annual audit reports and related information 
	Permanent 
	24 P.S. 5-518, 
MRM 
	Business Office, 
Personal Electronic Files 
	Business Dept. 

	Assessed valuation certification 
	7 years 
	 
	Business Office 
	Business Dept. 

	Bank account and other authorization records 
	Permanent 
	24 P.S. 5-518 
	Business Office 
	Business Dept. 

	Bank statements and reconciliations, deposit & withdrawal records, electronic funds transfers 
	7 years 
	24 P.S. 5-518, IRS  
	Business Office 
	Business Dept. 

	RFP and bid records, accepted 
	7 years after termination of general written contract, 10 years after bid acceptance for erate 
	MRM 
	Business Office, 
Personal Electronic 
Files 
	Business Dept. 



	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Bid records, rejected 
	7 years after job completion, 10 years after bid acceptance for erate 
	MRM 
	Business Office 
	Business Dept. 

	Bond administration records (files documenting implementation of school district bonds, redemption and destruction certificates, redemption registers, registration files, bonds, notes and coupons paid files) 
	6 years after expiration of bonds 
	24 P.S. 5-518, 
MRM 
	Business Office 
	Business Dept. 

	Charter school financial records 
	Permanent 
	 
	Business Office 
	Business Dept. 

	Check register 
	7 years 
	24 P.S. 5-518, 
IRS, MRM 
	Business Office, File Server 
	Business Dept. 

	Construction contracts 
	12 years after termination 
	MRM 
	Operations Center 
	Facilities & Operations Dept. 

	Construction RFP and bid records, accepted 
	7 years after termination of general written contract 
	MRM 
	Operations Center 
	Facilities & Operations Dept. 

	Construction bid records, rejected 
	7 years after job completion 
	MRM 
	Operations Center 
	Facilities & Operations Dept. 

	Deposit Slips 
	3 years 
	MRM 
	Business Office 
	Business Dept. 

	Earned income tax records 
 
	7 years 
	IRS 
	Business Office 
	Business Dept. 

	Employee expense reimbursements 
	7 years 
	24 P.S. 5-518, 
IRS, MRM 
	Business Office, File Server 
	Business Dept. 

	Employee Extra Duty records (Blue Cards) 
	3 years 
	 
	Business Office 
	Business Dept. 

	Fixed asset records 
	Permanent 
	IRS 
	Business Office, 
Personal Electronic Files 
	Business Dept. 

	General ledger 
	Permanent 
	IRS 
	Business Office, File Server 
	Business Dept. 

	Grant materials (successful applications) 
	7 years after close of the grant, unless otherwise indicated by administering/funding/licensing agency 
	24 P.S. 5-518, 
IRS, MRM 
	Business Office, File 
Server, Personal 
Electronic Files 
	Business Dept. 

	Grant materials (unsuccessful applications) 
	1 year after application deadline 
	 
	Administrative 
Offices, Personal 
Electronic Files 
	Various 



	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Insurance records and claims 
	6 years after settlement or expiration 
	24  P.S. 5-518, 
MRM 
	Business Office, 
Personal Electronic Files 
	Business Dept. 

	Insurance Policies 
	Permanent 
	 
	Business Office 
	Business Dept. 

	Inventory records 
	7 years after disposition 
	IRS, MRM 
	Business Office, 
Personal Electronic Files 
	Business Dept. 

	Investment records and correspondence 
	6  years after cancellation 
	24 P.S. 5-518, 
MRM 
	Business Office, 
Personal Electronic 
Files 
	Business Dept. 

	Journal transactions 
	7 years 
	24 PS. 5-518, IRS 
	Business Office, File Server 
	Business Dept. 

	Medical Access 
 
	7 years after enrollment ceases 
	 
	Business Office, File 
Server, Personal 
Electronic Files 
	Special Education Administration, Business 
Dept. 

	Monthly financial statements 
	7 years 
	24 P.S. 5-518, IRS 
	Business Office 
	Business Dept. 

	Official budget documents and reports 
	Permanent 
	24 P.S. 5-518, 
MRM 
	Business Office, 
Electronic Document Repository 
	Business Dept. 

	Payroll deduction authorizations 
	Permanently in personnel file 
	IRS 
	Business Office 
	Business Dept. 

	Payroll ledgers, time reporting records, and spreadsheets 
	7 years 
	29 C.F.R. 1627.3, 
24 P.S. 5-518, 29 
CFR 516.5; 
516.6IRS 
	Business Office, File 
Server, Personal 
Electronic Files 
	Business Dept. 

	Petty cash documentation 
	7 years 
	24 P.S. 5-518, IRS 
	Business Office 
	Business Dept. 

	Postage records  
	7 years 
	24 P.S. 5-518 
	Business Office 
	Business Dept. 

	Purchasing records 
	7 years 
	24 P.S. 5-518, 
MRM 
	Business Office, File Server 
	Business Dept. 

	Real estate tax records 
 
	7 years 
	 
	Business Office 
	Business Dept. 

	Sales tax exemption certificate 
	Until superseded 
	61 Pa Code 32.2 
	Business Office 
	Business Dept. 

	Social security FICA reports 
	7 years from tax due or payment of tax whatever is later
	Social Security Act 
	Business Office 
	Business Dept. 



	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	State and federal unemployment compensation records 
	7 years after contribution related to record have been paid 
	43 P.S. 766 
	Business Office 
	Business Dept. 

	Tax anticipation notes 
	7 years 
	 
	Business Office 
	Business Dept. 

	Tax collection records 
 
	7 years 
	24 P.S. 5-518, IRS 
	Business Office 
	Business Dept. 

	Vendor Records 
	Until superseded or obsolete 
	MRM 
	Business Office 
	Business Dept. 

	W-2 forms (employees) 
	Permanent 
	IRS 
	Business Office 
	Business Dept. 

	W-4 forms 
	Permanent 
	IRS 
	Business Office 
	Business Dept. 

	W-9 forms 
	7 years 
	IRS 
	Business Office 
	Business Dept. 

	Federal Programs 
	
	
	
	

	e-rate (Universal Services Schools & Libraries Program) records 
	10 years 
	Modernizing the Erate Program for Schools and 
Libraries, WC 
Docket No. 13-184 
	Technology Office, 
Personal Electronic 
Files 
	Technology Dept. 

	Federal discretionary grant programs 
	7 years after close of the grant unless otherwise specified by the 
administrating/funding/granting agency 
	24 P.S. 5-518, 
IRS, MRM 
	Business Office, 
Administrative 
Offices, Personal 
Electronic Files 
	Business Dept. 

	Title I, Title III, Title IX 
	7 years 
	 
	Business Office, 
Administrative 
Offices, File Server, 
Personal Electronic 
Files 
	Business Dept., District 
Educational 
Administration, 
Technology Dept. 

	Title II, Title IID, Title IV, Title V 
	7 years 
	 
	Business Office, 
Administrative 
Offices, Personal 
Electronic Files 
	Business Dept., District 
Educational Administration 

	Food Services 
	
	
	
	

	Application for free or reduced price meals 
	5 years 
	24 P.S. 13-1337 
	Pupil Services Office 
	Pupil Services Dept. 

	Cafeteria reports 
	7 years 
	 
	Business Office 
	Business Dept. 

	Commodity program records 
	7 years 
	7 CFR Part 250 
	Business Office 
	Business Dept. 




	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Food services RFP, contract, and other related agreements 
	7 years 
	MRM 
	Business Office, 
Personal Electronic Files 
	Business Dept. 

	National school lunch, food distribution, special milk and school breakfast programs application agreements 
	7 years 
	24 P.S. 13-1337; 
7 CFR Part 210; 
Part 220 
	Business Office 
	Business Dept. 

	 Medical 
	
	
	
	

	Accident reports 
	5 years 
	29 CFR 1904.33 
	Nurse Office, School 
Office, Business 
Office, Nurse Office 
	School Administration, District Nurse 

	Emergency information 
	Until superseded by new information 
	MRM 
	Nurse’s Office, File Server 
	School Administration, Technology Dept. 

	Nurse visits daily log and test results 
	3 years  
	 
	Nurse’s Office, File Server 
	School Administration, Technology Dept. 

	Reports of suspicion of child abuse or neglect 
	10 years after youngest child mentioned in the report attains age 
	Social Services 
Law 
	Nurse’s Office 
	School Administration 

	Student health electronic records including 
· Immunization exemptions 
· Immunization record 
· Results of vision and hearing screenings and state-mandated physical examinations 
	3 years after graduation or enrollment ceases 
	24 P.S. 14-1409 
	Nurse’s Office, File Server 
	School Administration, Technology Dept. 

	Student health records including 
· Medication record 
· Medical exemptions 
· Medication and specialized procedure consents 
· Physician orders for specialized procedures and drug dispensing 
· Medication and specialized procedure consents 
· Treatment and drug dispensing or administration logs 
	3 years after graduation or enrollment ceases 
	24 P.S. 14-1409 
	Nurse’s Office, 
Personal Electronic 
Files 
	School Administration 



	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	 	Health-related information provided by parent. 
	
	
	
	

	Personnel 
	
	
	
	

	Access log for Personnel files 
	7 years after employment ends, consistent with Personnel File retention period 
	 
	Human Resources 
Office 
	Human Resources Dept. 

	Accident records 
	5 years 
	29 CFR 1904.33 
	Human Resources 
Office 
	Human Resources Dept.  

	Affirmative action program records  
	2 years when no litigation is involved 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Applicant resumes, aptitude or skill employment tests and results and other supporting documents, successful candidates 
	7 years after employment ends, consistent with Personnel file retention period 
	 
	Human Resources 
Office 
	Human Resources Dept. 

	Applicant resumes, aptitude or skill employment tests and results and other supporting documents, unsuccessful candidates 
	1 year from submission of application 
	 
	Human Resources 
Office 
	Human Resources Personnel Dept.  

	Assignment, demotion, transfer, promotion records 
	7 years after employment ends, consistent with Personnel File retention period 
	29 CFR 1602.14; 
1602.40 
	Human Resources 
Office 
	Human Resources Dept. 

	Attendance records, sick leave 
	3 years after employment ends 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Background security checks 
	7 years after employment ends, consistent with Personnel File retention period 
	 
	Human Resources 
Office 
	Human Resources Dept. 

	Bargaining agreements 
	15 years after expiration 
	29 CFR 516.5 
	Human Resources 
Office 
	Human Resources Personnel Dept.  

	Benefit plans and plan participation records 
	3 years after all benefits cease with District 
	MRM; 29 CFR 1627.3 
	Human Resources 
Office 
	Human Resources Dept.  

	Certified and non-certified retirement information 
	7 years after employment ends or 6 years after filing occurred or should have occurred, whichever is longer 
	29 USC 1027 
	Human Resources 
Office 
	Human Resources Personnel Dept.  

	COBRA documentation and records 
	6 years from notice 
	29 USC 1027 
	Human Resources 
Office 
	Human Resources Dept.  



	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Credentials, certifications, licenses 
	7 years after employment ends, consistent with Personnel File retention period 
	 
	Human Resources 
Office 
	Human Resources Dept. 

	Disciplinary case files 
	7 years after employment ends, consistent with Personnel File retention time 
	 
	Human Resources 
Office 
	Human Resources Dept. 

	EEOC records including EEO-1, EEO-5 
	3 years or in the event of a charge after  final disposition 
	29 CFR 1602.39, 1602.40, 1602.41 
and 1602.14; 
MRM 
	Human Resources 
Office 
	Human Resources Dept.  

	Employee directory 
	15 years from Employee 
Directory Year 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Evaluations 
	7 years after employment ends, consistent with Personnel File retention period 
	 
	Human Resources 
Office 
	HR 

	Exposure to toxic substances records 
	30 years after employment ends 
	15 USC 2607; 29 
CFR 1910.1020 
	Human Resources 
Office 
	Human Resources Dept.  

	Family and Medical Leave records 
	7 years after employment ends, consistent with Personnel File retention period 
	29 CFR 825.500 
	Human Resources 
Office 
	Human Resources Dept.  

	Flu shot consent forms 
	2 years 
	 
	Nurse’s Office 
	Nurse 

	Garnishment Records 
	7 years 
	 
	Business office 
	Business Dept. 

	Grievance records 
	7 years after employment ends 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Health record (pre-employment screening) 
	7 years after employment ends 
	 
	Human Resources 
Office 
	Human Resources Office 

	HIPAA notices and documentation 
	6 years from date of record creation or date it was last in effect 
	45 CFR 164.316; 
164.530 
	Human Resources 
Office 
	Human Resources Dept.  

	Identification badge photos and related information 
	3 years after employment ends or until superseded 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	I-9 Eligibility Form 
	3 years after hire or 1 year after employment ends, whichever is longer 
	8 USC 1324 
	Human Resources 
Office 
	Human Resources Dept.  




	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Individual contracts and related information 
	7 years after expiration 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Interview records 
	2 years if employee was interviewed 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Involuntary termination files 
	7 years from date of 
termination, consistent with Personnel File retention period 
	29 CFR 1602.14, 
1602.40 
	Human Resources 
Office 
	Human Resources Dept. 

	Job advertisements & posters, including electronic 
	1 year after position is filled 
	MRM 
	Human Resources 
Office 
	Human Resources Dept.  

	Job descriptions 
	3 years after job description position has been updated or removed  
	MRM 
	Human Resources 
Office 
	Human Resources Dept.  

	Labor negotiation files 
	15 years after expiration of 
Bargaining Agreement  
	MRM 
	Human Resources 
Office 
	Human Resources Dept. 

	Leave records, not FMLA 
	3 years after all benefits cease with District, consistent with Benefit Participant Record retention period 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Medical and physical examination records 
	3 years after employment ends, unless employee has been exposed to a toxic or hazardous substance in the workplace, then retain for at least 30 years after termination of employment 
	29 CFR 1627.3, 
MRM 
	Human Resources 
Office 
	Human Resources Dept.  

	Pension and retirement plans, reports, and records 
	Full plan period and 1 year after termination 
	29 CFR 1627.3; 
29 USC 1027 
	Human Resources 
Office 
	Human Resources Dept., Business Payroll Dept. 

	Personnel File including name, address, date of birth, occupation, rate of pay, and compensation earned 
	7 years after employment ends 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Personnel internal committee records 
	3 years after final meeting of internal committee 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Records related to a charge of discrimination under Title II, ADA, or Age Discrimination Act 
	Until final disposition of the charge 
	ADA 
	Human Resources 
Office 
	Human Resources Dept.  


	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Requests for reasonable accommodation 
	1 year from the date of making the record or the personnel action involved, whichever is later 
	29 CRF 1602.14 
	Human Resources 
Office 
	Human Resources Dept.  

	[bookmark: _GoBack]Salary schedules 
 
	15 years after end of Bargaining 
Agreement 
	29 CFR 516.6; 29 
CFR 1620.32 
	Human Resources 
Office 
	Human Resources Dept.  

	Sexual Harassment or other Title IX Investigation 
Records- All records of sexual harassment or other Title IX investigations including audio/video recordings, investigatory notes, determination of responsibility, and/or documentation of discipline imposed 
	Retain for 7 years. 
	Ref: 34 C.F.R. §106.45 
	Human Resources 
Office 
	Human Resources Dept.  

	Sexual Abuse Investigation Materials-All investigatory records related to sexual abuse of a student including audio/video recordings, investigatory notes, interview notes, and written statements. 	 
	Retain until the conclusion of the school year in which the student victim attains 56 years of age. 
	Ref: 42 Pa. C.S. 5533(b)(2) (statute of limitations for civil sexual abuse claims) 
	Human Resources 
Office 
	Human Resources Dept.  

	Title IX Training Materials- All materials used to train Title IX coordinators, investigators, decision makers, and any person who facilitates an informal resolution process. 
	Retain for 7 years. 
	Ref: 34 C.F.R. §106.45 
	Human Resources 
Office 
	Human Resources Dept.  

	Temporary Electronic Data (including text messages, chat messages, ephemeral in nature and not constituting educational records) 
	Not retained 
	Board Policy 352Acceptable Use and  
Per technology counsel 
	Not applicable 
	Not applicable 

	Union grievances 
	3 years after final disposition 
	MRM 
	Human Resources 
Office 
	Human Resources Dept. 

	Workers’ compensation records 
	7 years after claim closed 
	 
	Human Resources 
Office 
	Human Resources Dept.  

	Students 
	
	
	
	

	Absentee excuses and admission slips 
	current school year 
	 
	School Office 
	School Administration 

	Academic eligibility certificates 
	5 years 
	 
	School Office 
	School Administration 

	Accident insurance information 
 
	Permanent 
	 
	School Office 
	School Administration 

	Add/drop records 
	Until graduation or enrollment ceases 
	 
	School Office, File Server 
	School Administration 



	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Alumni lists 
	Permanent 
	 
	School Office, File Server 
	School Administration 

	Arrest information 
	Until graduation or enrollment ceases 
	 
	School Office 
	School Administration 

	Athletic agreements 
	2 years 
	 
	School Athletic Office 
	School Administration 

	Athletic officials agreements 
	1 year 
	 
	School Athletic Office 
	School Administration 

	Athletic scorebooks 
	5 years 
	 
	School Athletic Office 
	School Administration 

	Award lists 
	Permanent 
	 
	School office, 
Electronic Document 
Repository 
	School Administration 

	Chapter 14, 15, and 16 original documents; IEPs/GIEPs and related evaluations, screening results, notice and consent forms, program modifications 
	7 years after enrollment ceases; copies for current school year; destruction of original documents subject to notification regulations 
	 
	Electronic Document 
Repository, Secure External Electronic 
Files, District 
Administrative Offices 
	Special Education 
Administration, Gifted 
Administration 

	Class schedules and rosters 
	5 years 
	 
	Counselor Office, File Server 
	School Administration, Technology Dept. 

	Digital Recordings of Classroom or Direct Instruction- Recordings of instruction over video conferencing whether in a whole class, small group, or on an individual basis.  
	Retain only so long as relevant to ensure student completion of the course or activity – but not longer than the conclusion of the school year in which it was created. 
	 
	File Servers, Zoom Servers 
	Technology Dept. 

	Counselor logs 
	5 years 
	 
	Counselor Office, 
Personal Electronic Files 
	School Administration, Technology Dept. 

	Course booklet 
	5 years after revision 
	 
	School Office. 
Electronic Document Repository 
	School Administration 

	Core data for student 
· Name, last known address, birth date, course or academic work completed, level of achievement attained, attendance, last grade attended or date of graduation and type of diploma issued,  
· homebound student records 
	50 years after graduation or enrollment ceases 
	FERPA, 34 CFR 
99.32 
	School Office, 
Electronic Document 
Repository, File 
Server 
	School Administration, 
District Educational Administration, 
Technology Dept. 



	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	· homeschool applications and associated documentation 
· nonresident student information 
· drop out records 
· transfer in-transfer out records 
	
	
	
	

	Discipline records including: 
· the sworn statement completed by a parent regarding a newly enrolled student’s prior suspension or expulsion at another school 
· disciplinary records transferred to the District 
	3 years after enrollment ceases 
	 
	School Office, 
Electronic Document 
Repository, File 
Server 
	School Administration, Technology Dept. 

	District test scores 
	Permanent 
	 
	Electronic Document 
Repository, File Server 
	Technology Dept. 

	District drop-out records 
	Permanent 
	 
	School Office, File Server 
	School Administration, Technology Dept. 

	FERPA requests and documentation and access log for student records (individuals outside of district staff) 
	7 years after enrollment ceases 
	FERPA 
	School Office 
	School Administration 

	Field trip consent forms 
	Current school year 
	 
	School Office 
	School Administration 

	Graduation records 
	Permanent  
	 
	School Office, File Server 
	School Administration, Technology Dept. 

	Guardianship 
	7 years after enrollment ceases 
	 
	District 
Administrative Offices 
	District Educational Administration 

	Hall passes 
	Current school year 
	 
	School Office 
	School Administration 

	Honor roll lists 
	Permanent 
	 
	School Office, 
Personal Electronic Files 
	School Administration 

	Internet Opt-Out forms 
	Current school year 
	 
	School office 
	School Administration 

	Internship/externship/shadowing records 
	5 years 
	 
	District 
Administrative 
Offices, School 
Offices, Personal 
Electronic Files, File 
Server 
	District Educational Administration 
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	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	Law enforcement actions 
	7 years 
	 
	School Office, 
Personal Electronic Files 
	School Administration 

	Library acquisition records, electronic 
	1 year after item is no longer utilized 
	 
	File Server 
	Technology Dept. 

	Library circulation records, electronic 
	Current school year 
	 
	File Server 
	Technology Dept. 

	New student registration records 
	Until information is incorporated into student information system 
	 
	File Server 
	School Administration, Technology Dept. 

	Physical education excuses 
	Current school year 
	 
	School Office 
	School Administration 

	Selection process student and teacher awards 
	Current school  year 
	 
	School Office, 
Personal Electronic Files 
	School Administration 

	Sexual Harassment or other Title IX Investigation 
Records- All records of sexual harassment or other Title IX investigations including audio/video recordings, investigatory notes, determination of responsibility, and/or documentation of discipline imposed 
	Retain for 7 years. 
	Ref: 34 C.F.R. §106.45 
	Human Resources 
	Human Resources 

	Sexual Abuse Investigation Materials-All investigatory records related to sexual abuse of a student including audio/video recordings, investigatory notes, interview notes, and written statements. 
	Retain until the conclusion of the school year in which the student victim attains 56 years of age. 
	Ref: 42 Pa. C.S. 5533(b)(2) (statute of limitations for civil sexual abuse claims) 
	Human Resources 
	Human Resources 

	Student directory 
	Permanent 
	 
	School Office, 
Electronic Document Repository 
	School Administration 

	Student handbook and discipline policy 
	Permanent  
	 
	School Office, 
Electronic Document Repository 
	School Administration 

	Student organization records 
	Permanent 
	 
	School Office, 
Electronic Document 
Repository 
	School Administration 

	Teacher grade books 
	5 years following graduation of all students 
	 
	File Server 
	Technology Office 

	Temporary Electronic Data (including text messages, chat messages, ephemeral in nature and not constituting educational records) 
	Not retained 
	Board Policy 252Acceptable Use and  
	Not applicable 
	Not applicable 





	Record 
	Retention period 
	Statute 
	Location of records 
	Responsible 

	
	
	Per technology counsel 
	
	

	Textbook inventory 
	Until superseded 
	 
	School Office 
	School Administration 

	Transcripts 
	100 years following graduation or enrollment ceases 
	 
	School Office, 
Electronic Document Repository 
	School Administration 

	Web and photo release forms 
	Until graduation or  enrollment ceases 
	 
	School Office, File Server 
	School Administration, Technology Office 

	Working papers 
	5 years 
	 
	School Office 
	School Administration 

	Yearbooks 
	Permanent 
	 
	School Office, 
Electronic Document 
Repository 
	School Administration 

	Transportation 
	
	
	
	

	 
	 
	 
	 
	 

	Agreements and contracts for transportation exceptions 
	7 years 
	MRM 
	Business Office 
	Business Dept. 

	Bus routes and ridership lists 
	7 years 
	 
	Transportation Office, File Server 
	Business Dept. 

	Bus video surveillance tapes 
	If utilized for disciplinary purposes, then until disciplinary action/disposition reached.  Otherwise until equipment automatically resets. 
	Board Policy 810.2 
	Transportation Office 
	Business Dept. 

	School attendance boundaries and related maps 
	Permanent 
	 
	Transportation Office, File Server 
	Business Dept. 

	Transportation accident reports 
	7 years 
	29 CFR 1904.33 
	Transportation Office 
	Business Dept. 

	Transportation RFP, contract, and other related agreements 
	7 years 
	MRM 
	Business Office, 
Personal Electronic Files 
	Business Dept. 



 
