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 Delaware Schools are required by state law to appoint at least 
one Records Officer to manage their records.

 School districts may appoint as many Records Officers or 
Authorized Agents as they deem necessary.

 The list of authorized staff is updated annually at the beginning 
of each state fiscal year. (July 1st to June 30th)

 Due to the confidential nature of some records, the Delaware 
Public Archives (DPA) will not service requests for archiving, 
secure destruction, or delivery of records from unauthorized 
district personnel.
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 The School District General Retention Schedule is divided into 8 parts:
• Accounting and Finance
• Administrative
• Electronic Records
• Food Service
• Local School
• Personnel
• Student Records
• Transportation

The retention schedule identifies records by Record Series Number. The 
first step staff should take when working with district records is to 
identify their series number(s) on the retention schedule. This will 
provide instructions for how to handle the record.



 The retention schedule is divided into columns that list the Record 
Series number, title and description, confidentiality, and retention 
instructions.

Series #

Title & Description

Public/Confidential

Total Retention

Series
Number

Series Title
& Description

Total Retention
& Instructions



 Student Cumulative Records are identified by one of four different 
record series:

• GSS-001 – This record series is associated with students who 
transfer, withdrawal, or drop out of school.

• GSS-002 – This record series is associated with students who 
have graduated from high school.

• GSS-003 – This record series is associated with students who 
attend vocational tech schools.

• GSS-004 – This record series is associated with students who 
are enrolled in special education programs.

 A cumulative record should also include any health and discipline 
information for the student. If this information is maintained 
separately for active students, it must be interfiled prior to 
transferring the records to archives.



Student records should be organized alphabetically by school year and 
maintained on-site until the student graduates or becomes inactive.

Special education records should be maintained separately from 
general education student records. A special education cumulative 
record should contain the cumulative, health, discipline, and audit 
portions of the file. If they are not maintained separately throughout 
the year, they must be separated prior to transferring them to 
archives.

Special education records should be organized alphabetically by school 
year and maintained on-site for 3 years after student graduates or 
becomes inactive.



 Records that are eligible for transfer to Delaware Public Archives 
require a completed content list.

 A content list template is provided to each school by DPA upon 
request.

 The content list must include each folder being transferred.

 The content list must adhere to the organizational structure of 
the records, i.e. alphabetical, chronological, numerical, etc.

 All content lists must contain at least two record identifiers, i.e. 
full name and date of birth, month and year of record, etc. 





 Records that are eligible for transfer to Delaware Public Archives 
require a completed transfer document.

 The transfer document lists all boxes in the transfer group.

 Transfer documents are limited to one Record Series per transfer.

 Transfer documents must be submitted by authorized personnel.

 The content list and transfer document must be approved by your DPA 
analyst prior to delivering the records for storage.

 School staff is contacted to schedule a date to deliver records for 
storage and destruction. An approved records transfer does not mean 
the boxes can be delivered right away.
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 Leave enough space in each box so that you can place your hand 
inside, this makes it easier to retrieve records and prevents 
misfiles.

 Transport materials in an enclosed vehicle to prevent exposure to 
the elements.

 Stack boxes evenly to avoid an avalanche during transport.

 Only use acid-free boxes for transfer of permanent record 
materials.

 After you schedule a delivery date, remember to print the 
formatted content list and place a copy in each box.



 Once records have been transferred, they can be requested 
by district staff as needed.

 A Record Service Form is completed and submitted to 
rrecords@state.de.us. 

 The Record Service Form must be submitted by authorized 
personnel.

 Questions about a record or record request can be directed 
to your DPA analyst prior to submitting the Record Service 
Form.

mailto:rrecords@state.de.us


Identifying Information

Delivery Instructions

Request Information

Records requests can 
be emailed to 

rrecords@state.de.us
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 Records that have met their retention may be submitted to DPA 
for secure destruction.

 Destroying records requires an approved Destruction Notice.

 Destruction Notices are completed by school staff and submitted 
to their DPA analyst for review.

 Once the DPA analyst has reviewed the Destruction Notice, it is 
sent to the State Archivist for approval.

 Approved destruction notices are forwarded back to the staff 
that submitted the request and, if using DPA secure destruction, 
a date is established to deliver the materials.
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 Remove any large metal clips, heavy duty staples, or plastic binders.

 Do not use Paige Archive boxes for destruction; they are expensive.

 DPA recommends using standard printer paper boxes for 
destruction.

 Destruction materials do not require a content list.

 Transport destruction materials in an enclosed vehicle to avoid 
exposure to the elements.

 Records may not be destroyed until you receive a copy of the 
destruction notice signed by the State Archivist.





Records Management 
Forms include the 
Records Officer 
Appointment form, 
Transfer Document, 
Destruction Notice, 
and Record Service 
Form.



Appointment Form

Destruction Notice

Record Service (Record 
Request) Form

Transfer Document

Each form also contains 
a link to a user’s guide 
that can answer basic 

questions related to the 
document.



The retention schedule 
link shows you all 

retention schedules that 
have been published 

online.



The School Schedule can be found by clicking on ‘General 
Records Retention Schedules’ at the bottom of the page.



All 8 parts of the school district 
retention schedule are searchable by 

record series number and/or keyword.

Scroll down until you see ‘School 
District’



 Forms and retention schedules can change periodically. It is 
best to access these materials from our website to be sure 
you are using the current version.

 Establish a filing system that works well with archiving 
procedures, this minimizes work when the time comes to 
transfer or destroy the records.

 Archival boxes are often ordered by the district and 
distributed to schools as needed. If you are responsible for 
ordering archival boxes for your school/section, the 
ordering information can be found below:

Peter Brown – 1(800) 223-1901 ext. 116
pbrown@paigecompany.com

http://contracts.delaware.gov/contracts_detail.asp?i=823

mailto:pbrown@paigecompany.com
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