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RECORDS  RETENTION   SCHEDUId=    (RC-2}-Part   1
See  in9truction9  befole  conxp1.ting  Ch1.  [oun.   Must  b.  .ubmitted  with  PJ\RT  a

Sootion  A:   Irooal  aovori`B.nt  I)nit

olrusted Fa[18 C:fry Schools

OlmSted F8lls City §choolS Record. ComiTdsslon                              440 427-6000
(local  Goverri!rtent  I:ntity) (Telephone  Number)

26937 Bagloy Road                                                                     olm8t8d Fall®                            44138  Cuyal`oga
(rddreBB) ( Clcy)                           (Zip  Code )             (County)

To  hzivo   thlB   form  I:ot:`imt]d  t.a   the   Racorda  Comlf]Blon  elect.ror`1cally,    lncl`rdo  an  omall                  E]:

edalesfitofcs.net

I  hereby  certify  that  our  records  comiBeion  met  in  art  open  meeClng,   a9  requLired  by  Sectlor`
121.22  0RC,   and  approved  the  4ched`ileB  llE]Ced  on  this   form  and  any  continuation  9heetB`     I
further  certify  Chat  our  comiElsion  will  make  e`/err  effort  [o  prevent  these  records  8erieg  frca`
being  de8troyed,   t:rariB!erred,   c]r  oCher`rlB8  dlapoeed  o£   1n  violation  of  theEIe  E]c:hedule9  and  chat
no  record  `^rlll  be  knot-rlngly  diBpooed  of  `^/hich  pertains   I:o  any  periding   legal   caEie,   claim,   action
or  requeBC.     This  actlor`  1e  retlecCed  in  the  min`Jteo  lcepC  by  this  comlselon.

Hndft:±±£±±                      arftekr
&ftE*S;;tw;f%%::;itoe rfeffl_i &c4th fha`iL;u¢Jj  `3lglir
S1gmture                                                                                    TIC1e                                                        Date

Signature                                                                              TitIe                                                     Date

Please  Note..   .he  Scat®  ArchlvQs  [®tains  RC-2  [orms  p®raenonCly.   IC   ls   strongly  lecormendecl   Ehac   cI`e  Recordsi
C:onalsslion   [eCaln  a  permarI.riC  copy  o[  t_his   tom.

ScaCo  Archvle./LORP-   RC-2    (Pa[C   1   t   2) ,   a.vlBcd   Nov.mber   2017

Schc.ol  District  Suggested  EiecordB  Retention  Schedule
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This   schedule   lists   rec:ords   caiunorily   created   by   School   dlscriccs,   educa[1onal   sezvic:e   cencerg,
and   career  tect`rilcal   schools.   The   foCerltlon  peliod9  Specified  he_-ein  are  either   requirecl  by
st;acute   or  have   been   determined  by  best   plactic:a.   Local  Records   Cormi38ions  may  edit   recenciori
periods  based  on  the   admlnistracive,   fiscal,   legal,   and  historical  value  ctf   the  r8co=ds.

The   local   8chciol   district,   eclucatfon  service   c:oncer,   or  ca_-ear  t.echnical  school  Should   also
nocaco   the  media   type   of   the   records   0n   the   Schedule   ln   column   4.   The   [ecord8   carl   be   maincalned
on   9epafate   formats   li.e.   paper   and  elec:[ronicl   for  diffefent   amour)cs   of   time.

permanent   records   e*i8ciri9   solely   in   electronic   forraac  may  beccime   inaccessible   through  nedia
decay  and/ol  hardware/software   obsolescerice.   The   ohio  H15Cory  Coi`necclon   _.ec:ormends   chat
digital   records  with  greater  than   a   10  year  fetericic)r`  period  also  be  maintalnecl  ln  either  paper
or  mlcrofilm  formats.

Records  may  not   be  d13po8ecl   of  uz`Cil  all   audlc9   are   released   and   audit  discrepancies   have  been
settled.   Where   a   lawsuit  or   agency  proceeding  is  pending,   8   legal  hold  on  relevant   records   1s
required.   Records  Shall  be   retained  uncll   the   legal  hold  hag  been  removed.

ELECTRONIC  MAIL    (e-mail)    is   a   format   on   which   recefds   are   goI`c,    |ecelved   and/oJ:   clrdftecl   usirig
electronic  mailing   sysEem6.   I-mail   is   NOT   a   recorcl   8orleg.   Ir`stead,   each   individual   a-E`ail
should  be   evaluated  according   Co  its   i=onteric  and   [atairied   in  accordance  with  the   record  Series
adoptecl  wlchln   th19   schedule   chat   the   cor`[ent:   most   closely   fits.

Befofe   chls   recordB   IetenCian  schedule   ls   c:origidered  ln  effect   for  a  parciculaf  school   d19cricc
ic  must  firgt  b8  signed  by  a  local  responsible  official  and  local  records  candssion  chair,   the
Scace  Archlve9,   and   the  §t®te  Auditar'g   office.

r-____ ____         ____
I

iETc_GadI is-irEle-Sj rajrd\ 'OeT±iE=c=1.9Tn'
I

R`e.-t-e-n`t1.6'h
p`a~±=irro=d I e-d`l._a-, ,gyia,      ,l

ro£  '.tJ-8~ei `bv,
A`u-d-i.tiir' ¬.£`,
faEEul-a
L6RP;

calnuCes   -   Official   copy  of  proc:eeding9   of
regular  and  special  meetings Papal  arid

E!lccczonlc
Audio   Capes/OVD's   of   Miriuces   -Recordlrig
of     Board   moetlrig®

2   Years Pope.r   and
=1ectz.onic

Board  Meetlr`g   Notoa  -   Notes   taken   durln9
Open   Board  Meet:ing5  used  to   formulate   the
plnuceg

I   year

Paper   and
E:l®ctroriic

Agendas   -   Wrltcen   outliries   of  mdterlal   co
be   d19cu68ed   ac   the   Board   o±   I;diicacion
meetings

I  calendar   year
provided
audited Pipe-'   8,,,I

aleccronic
Board  Meeting   Packets   -   Packets   prepared
for   board   mamber9.   May   ineludo   agendas,
copies  of  reports  and  lnfo|"atlc)hal
handouts.

Retalri  ant:1l
mlnuCe6
transcribed  and
approved Paper   dr.a

£1ectrc.nic
AdmlnlsClative   Council  Notes;   Notes   from
AdJniniscraCive   Ccluncll  meetings   held
prior   Co  Bciard  Meeting   to   review   Board
agenda  and  current  activlcy  ln  the
Di5CJ:ice

1   calendar   year

Paper  and
=lecc[onic

Blueprir`Cs,    Plans,    6   Maps   -Provide
decalled  descrlpticin  of     8chool
facilities  and  property Paper   arid

Eleccronlc
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108log1'10

I)eeds,    Easement5,   Leases   -   Real   estate Permanent
Pape=   ar,a rty/document.g   of   Ownership,    Casement:s   and

leased  property  by  district =1eccrrJni~~

Board   Policy  Books   and  ocher  Adopted 1   yeaz:   after

Pape=   andi:ieccronic

I:
Policies   -  Gav`e[ning   rules   adoptEd   arid Superseded
maintained     by   BoaJ:d.a£   Ec!ucacion
defining   expequations   or  posftior}  orl  a
part:icular  matter  and.  authorizing
approp[1ate   action  to  be  taken  to
e9t8blish   and  maintain  those  expectations

Admir`istrative  8egulation9  I  Adoption  af 1  year  after

Pope-.  andElectronic

I
cue   schc)ol  policy  manual  whlc:h   outlines, superseded
ar`d   describes   the  means   by  which   a   policy
shotild  be   implemer`ted   providing   for   the
management   of   plBnr}ing,    act.ion,    and
assessment  or  evaluatior`.

lil
Court  oeciglon9   -  Court  proceedings Permanent

?ape--  and Dinvolvir`g   the   Dlstrlc.t   exc:1udin9   claims
and  lltigationg =iec-LIonic

112

Claims   aiid   Litlga[1ons   -  Court  pfocessir)g Permanent

Pope_r   and lJfor  whic:h   the  Di5tcict  is  beirig  or  is
suing   for  damages =lec:crc)f`ic

113

AdmlnisCratlon   of   Federal   ancI   Stated Retain  ur}[i1

Paper   and£1ec:tr®nic

D

Categorical   Graric   Programs   -   Records completion  of
relating  to  the  adndnistration  of  federal Stale  Auditor's
and   state   categorical   glanc-£urided examination
orogram9.      Records  may   iriclude,   but   are repgrc  or
not   limited   t.a:      Digcricc   or  school-wide fetaili  for
nocificatior`/information  distributed  to\` period   required
parents/legal  guardiaris/students   about by  grant   or
education  oppoztunities  ar}d   services,. PIO9ram'
student   informatior}   lname3/eligibility whict`ever  is
li5cs,   copies  of  test  scores,   eta.;   stafflater,   then
info[macion   (copies   of  employment destroy
applications,   payroll/stubs,   etc. ,.
budget,    ilivencory  of   equipmorit,   legal
feporcs,   pre-and  post-test  data,
comparabiliCy  reporC5,   evaluations,.
pramc)lion   of  parer`c/family   irivolvenent
(Title  1  parenc   advisory  councils,
cc)orclinacior`   witb   ocher   scboo1-based
programs   and   services,    eec.)

114

Boundary   Records   -  Offic:ial   legal Permar`entC

Paper   anc!Elec|[onlc
ty/description  of  school  district

bctur`d8ries,   educaciorial   service   cer`ter
cliscricc  boundaries,   or  diz:eccor  districboundaries

ll

Grievance   riles/Settlemerits/Arbitration  - 10    y®aJ:5

Paper   and£1eccronlc

IDocumencat:ion   of   sectlemer}cs   and
albitration,   grievar`ces   filecl  by  local
collective  bargaining  groups
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|16

Historical  Records,   Mat.erials   and Perrt`anent

Pape_r   and=|6C-|IOn±C

/Az.tifacts   that  should  be  retained  for
Commemorative   5ven[s   and   Displays   -
Records   documenting   events   or   m±lesCor`es
of   individual  5c:hools,   school  dislrlc:ts
ar`d   educational   gervicQ   centers,   where
these   evenc5   are   ncit   documenced   in   other
records    (Such   as   board  minutes,
[ransc:ripts,   etc.)   Ir`cluding  but   not
limited  to  a+'ard  lists,   baccalaureaCe-\ and
commencement   programs,    curiiulat:ivg   class
[ar\kings,   diploma  order   lists,   final
9£ade  point   summaries,   honcJr   roll   lists,
grac!uating   c:lags   hisCciry   files,    studerit
newspapers,   yearbooks/annual5.

|17

Mc)nctoly   Aclrdniscrative   Reports   i I   calendar  year

Paps-'   arldElectronic.
tI

SuppcirCir`g   Doc:umentation   -   Reporc5
submiCt:ed   monthly  by   Bdmir)istracols   ar`cl
9upervi9ors   on   current   ac[iViCy  in
District   associated  with   Boarcl  Agenda

118

Elecclons   -  I~.ems  put  on  the  ballot   lt8x 1Q   yea=3

Papa:   and Ilevy  related}   regarding   the   fir)ancial
support  of  the  District El8ctroi.iic

119

Reccirds   Retention   and   Disposiciori   Forms   - Permar`er`c

Paper   andEieccronic

IRecords,    also  called   RC-I,    RC-2,.and   RC-3
forms,   and  ocher  locally  developecl
forms   clocunen[ing   the   retention   and
dispogi=ion   of   the   recO`£d5   of   an   o££ice

120

Bargaining   Agreeri`encs   -   F`ecord   of 8   years   after

paper   ancJZlectr®ni,_

I
Agreement.9   b8tweeri   the   board   and superseded
recognized  local   as¬ociacicins   o£
c:orcified   ar)d  c:1assified   scaff  with
regard   co   wages,   hours   and   ocher   terms   o£
employment   inc:luding   nc>tes   taken   during
I:he   r}e9otiation   prcicess

121

Budget   Policy  Files   -   annual  biidgec   ltax 5   years
PBpor   and Iarid   appropriation)   preparation   and

documer`ca cion ca9ccrcmlc

122

Workers   Coupensation  Claims   -  Claims 10   years   after
Pape--   and Ifiled  by  employees  due   co  on   the   )ob financial

injury paymer}t   macle E;lectlonic

123

Bank   Depositc}ry   AgreerDents   -   Ar)   agreement 4   years   after

Papel.  ar,aElectronic

Ibat.wean  a   barik   and   the   district  where   the ccmplecic>n
bank  provides   a   guarariceed   rate   of   returr`
in   exchar`ge   for   keeping   a   deposit   for   a
fixecl   amount  of   time

OrganlzaClon   Reports 2   yearsprovided
Paper   arid I

124 andiced Electzonic
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Adopted   Ccturses   of   Stiicly   -   A Until

Paps--   ancl Icomprehensive   iri5tructional   programserv'ingtheeduca.iionalneedscifche 8upersec)ed

studerit8   of   the   Dist:ric:t 51ec-.IoJ`ic

126

Adopted   Spec18l   Education   Program   -   A Until

P8Fe_-   erid=1eccrr.riic

I-

record   of  programs  provided   to  children superseded
with  disabilities  ldentified  in
acc:ordance   with   applicable   State   ar`d
Fecleral  laws,   rules   and  regulations.
These   programs   3at19fy   the   requireDenCs
of   ohio  fducaCional  Agencies   Serving
Children   wlch   DisBbllitie5    (Ohiol s
Operating   Standards")

127

Adopted   Special   PrO9[ams   -   RecDrcl   qf Uncll

Paps-+   and5lectlonic

D1
programs   made   available   to   the  sCudent5 superseded
to  enhance   their  education   through  a
valiecy  of  appropriate  co-curricular  and
extra-curric:ular  activi-.ies

128

Photo/tledla   Release   -   £xt:e[nal   Usage   - REtain  for  six

Paper   anc!=lec`tranic

I
Records   documenting   permission  for  rion- years   after  end
school  eI`tities   l9uch   ag   talevisioI`/radio of  school   year
sta-.ions,   newspapers,    school
photographers,   eec.)    to  use   student
inage3.      StudQnc   images   inclucle,    but   are
not   limited   to,   phcitos,   vic)ec)   and   audid-
recoz.ding6.

|29

Photo/Media   Release   -   Denial   of Retain  until

Paper   andi:let.¬rcinic

tJ
pe[mi5slon.      Records   documentin9 erid   of   school
parent/legal  guardian  denial` of year   c)I   ur)Gil
permission  for  the  school/district  co  use superseded,
student   images   recorded  durir`g  a££ic:ial whichever  is
School   activities/ever`cs.     Includes later,   then
opcing-ouc. destroy.

130

Photo/Media   ReleaEie   -   School   District Retain  for  six

Pap®r. andEl6ctlonic

D\

Usage   -   Records   documen[ir`g   permis510`n years  after
for   the   scboo1/cliscric[   co  use   studentimaaesrecordedduringofficialschool inage/Eec:ordingnolongerbeing

acclvities/events,   by  scaff  ar   stuclents tised,    t:her`
in   aa   offic:ial   capacity   [e.g.   scho&l dest:roy.
newspaper,    annual   5Caff,    etc.)    Iricludes
anriual   scudenc   idencificaciori/class
plc:tule5   takeri   by   school-c:ontracced
photographer.      Student  lrnages   ir`cluc]e,
buC  are  not  limited  to,   photos,   vide¢,
8r)d   audio   rec:ordiI`gs.

131

Public  Recorcl   RequEsts   -  Requests   for 2, rt,aft
Papal   and lJreco[d5   &   documerL[aCic}n   that   requests

were  fulfllled I:1ecc[cinic

132
Organ12aticir)al   Memberships Urlci|superseded Papal.   andEleccror`ic lJ
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H
133

Vi5icor  Log One   school   year Paper  ar,aElectronic I
134

Before   and  After  School   Child  Care 2   years Pope_r   ar`d
d,.ted me~neEh^(Latchkey}   Sign   In/auc   ShDecs ei\-_Iiir,:;i,J\

|35

Before   and  Afte£   School   Child   Care 4   yea-rs e' compa§se Jd,.faih;:.A--_I
'eare''thhe

(I,at:chkey) Receipts   i   Weekly   Reports provided

aPiaePcecfr,,ann±d#:
Rec:eipt:s   i   detail  irifcirmation  co  back-up dudiced ve been ai
Treasurer  receipts dl.fornf e¢

136
Before   ar`d   After   SchctDI   C:hild   Care 2   years pope:  driau it report

'_s-E;'eur
(-i,atchkey)   Registratit]n   Forms =|ectr,Jni_C_.

137

Child  Care   LIcensemJ-. Copy   o£   Child   Care 3  years  plus I  ~_I, ;aa|'q Pure antto
1icer`se   issued  by  ODE,    required   fgr c®rfeo`  year Se ".117.26 0

R.E]ouc8ide  school  hours   sites.     Not   required provided
for   aft:er   school  aC  risk  sites. auclited Paper  andElec-.rc,nic

eff^1:gP-daE©.I-a6 1       ,,,        ,                                      ;yes
``\   ,

20|

Personnel   FilQ3    lShorC-Ter:n   Retention)-

Purge   and

Paper   and=leccr+.inic:

B

Documentatiori   of   the   hiscory   arid   s[atug
of   the   8mploymenc  relationship  wich  ar`
individual   employee  I (clBs9ified,
certified,   active,   aricl   ir}ac.live).
Includes   substitute   ceac:hers,   coaches,
and   advisor9.   Recozds   may  include:
employment   applica[ioris,   perfofmarice
evaluations,   grievances,   employment
verificatioris,   accident  report(s],
payroll   change   sheets,    P£RS   iri[-ormatiori,
exit  1riterview,   disciplinary  aEtion{5j ,
waiver(s). destroy  7   yearsaft:eremploymenttermination

202

PBrsonnel   Files    lLOng-Tefm  Ret8ncion}-

75   years   afteremployner`ttermination.
PEIPe-,   and£1ectr¢triic

I
Documer}Cacion  of   cho   history   and   scacus
of   the   scat:ug   of   the   ouploymeot
relationsbip  with  an  iridividual   employee.
Includes  substitute  teachers,   coal:hes,
and   advisors.   Recofd5     incli!de:      service
time,   salary  higto[y,   leaves  balances,
taxes   paid,   J:esi9nation   or   ret:ifemerit
let:Cer,   retiremer`t   information,    and
Yaivers

203

Employee   Discipline  Records   -  RecordB   o£ 7   years   after

Paper   andElect.Ionic

Ia  Series   of  cligciplinary  actions   leading CermirlaCion   o£
co   improvement   of  performance   or employment   or
t:ermination   frGm   employment case   closed,whic:heverislatec,orinacco[dar`cewithcollect.ivecant:race

Camp   Time   Cards   ~  Act:ulnulated   ancl   u5ecl Current  fiscal Paper   and I
204 camp   time   cards .®\ I Electronic
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205

0|ug  Test   Recorcls   -     IJ`cludes   random  pool 5   years

Paper  anci=iecltonlc Ieligibilit.y  lists  of  employees  eligible
[o   have   random   c]rug   screen   and   drug
screening  results

206

Teacher   Lesson   Plan   Books god  of  currentschciolyearcirunt±Lsuperseded

Paper   and91ec[_Tonic lJ

207

Employee   contracts  -  wri-Lten   agreement 4   years   after Fape..   and=.leCEror!iC Ibetweer`   che   Di3cricc   and   che   exployee termination

208

Profes5ioJial   Conference  Applicatioris   - 2   years

Pipe_r  andElec-.ronic
bElrofe9sional   leave   forms   requesting provided

permission   to   attend   profes61ona1 audited
development   act;ivity

209

Irregular   Employee   Coricracts   -  Wrlccen 4   years  after

Paper   8ridE;lectroriic
Iagreement   between   the   District   and conCracC

9ub9tiCuces   and   ocher   irregula_.   Qrnployees expires
benefits

210

Unemployment  Claims   -   Invoice  maintained 5   years

Paper  and=!eccronic
Dby   Human   Resoiirces   for   che   paymerit   o£ provided

t]r`employinent   claims   apprcived   ar   c)eniecl aucliced

Unemplciyment   Reco[d3   -   Documer`Catiori   of 5   yea=s papor   and I
211212

unemplo]/menC   records =lec:cr¢nic

Applicacion9   (not  .hired)   -  Applicatioris 2   yaar5

Paper   8r)d£iectzanic Isubmitted   of   individuals   no..  hired  into provided
=he   District audited

213
Schedules   o£   Employees Fist:al   yearplus2years P8Pe-'  andalec..Ionic I
Teacher   Pe[gorinel  Repo[cs    (internal) £`iscal  year Paper  and D

214 plus   I   year =lec:crot`1c

2152|6

I-9   Ir[migration   form  -   E`orm   I-9 3   years   after

Page-.   and

I
t'Employmenc   ar`d   I:ligibllity  Verification" date   of  hire  or
for   all  newly  hilod  exployees   Co  verify 1   year  after
their   identity  and  autharizBtion   tci  wc>rk ter"iriaclon,
in   the   Uriited   Scales.    PEr   DeF)artmeriC   of wbichever   iB
Homeland   Security   [egulacior`   8   CFR later
274a.2_ aectronic
Job   Degcripclons   -   DescrlpCion   o£ ReCalr}  until

Pipe_r   arid Iexpectations   and   respor`8ibilities   of  each superseded  or
job obsc>lote =1ectr`:.ni--

2|7

Job   Poscings   -   Reccirds   documentlrig   the 2   years

Paper  a'`dElectronic.

Ipo5cin9   and   aclver[isement.   af   employinent
positiori9,   including,   but   not  limited  to,
job  descriptions,   job  requiremerl[s,
application  deadline,   persormel
requlsiEion   and   componsaticir`   range.

218

LPDC    (Local   Profegsional   Development Ul\ti1

Pap®-'   and ICommittee)    Llcensure   Records   and   Staff superseded
Summary   Reports Electronic
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219

LPDC    (I,ocal   _arofessior}al   Development |O   years Paps.r   and ICommlt[ee)    Meeting   Minutes E:leccronic

220

Sca££   Acceptable   Use   Pcilicy   -   A   E.arm 6   years

Paper   a'`,I
Isigned  by  scarf   agreeing  t:a  use  the

Dist¬ict  network  responsibly   far   Dis-.rict
related  worr. Elec-.r6niC:

221

Staff   Profile  -  1,isClng  iricluding   ciirrent 5  years

gape_r  and£lectranir_

LJposition,    1ic:ensu[e,    a.egree,   retizemeriC
cledic,   and   contlacc   informacior`

222

Anr}ilal   Training   Documentation  -   Recorcl  \.9f 3  years   plus

Papa--   and

I-.rair`1ngs   iriclude5   curricula,    te5[ current  year
results,   materials  presented, provided
evaluations,    t:e8|g   adminisceled,. alldiced
certificacion/Hours/credic9/  poincB
awarded;   sign-in   sheets,   arid  atcendee
lists E:leccranicr

223224

Teachers   CerCi£1c8tes   and   Temporary 6   yQar8   after

Pape_r   and5lectlc)nic
IProfessional   Educaclon   Permits end   elf   fi]ca1year,thendestroy

E]nployee   Handbooks   -   Haridbooks   that   each Ur)ci|

Pap¬=   and=lectroTiic Iemployee   receives  upon  being  hired si]pe[seded

225

Physiciari's   Report   of  Work  Ability  /T 1    yei1=S

P6Pe!.   ar,dElectronic lJPhysic:ian5   |eporc  of   ability/resCricCions
for   injured   employBe5

I          .   _     .  -.           .   .       .      .   - -_i=_      _\i\'    I       `:I)il)--___

"-==L=?\t   R..=.-=±±=i±±L.S±T..--.T`.\..____   ...._.-_....-.._....  ..    .. .

301

Studer`t   Infozmation-Record   of   s-.uderit: 's Permanent

Paper   anda:lect[onic
Dr`ame,    adclress,    telephone   r`umber,    grades,

atCer}dar`c:e   record,    classes   accendecl,
grade   level   completed,   and   year   completed

302

Gracles/Transc[1pcs  -  Reports  of  subjects

75   years   aftergraduation,withdrawal,ortrar`sfer

Paper   andEleccronia

Istudied  ar`d   individual   9cudenc' grades.
Retain   final   grade   cEild  eac.h  year   arid
final  high   5chc)ol   transcri'pC.     If   student
withdraws,   [ecain  all   crar`scripts

303

Indivicliial   SCace   Test   Results   -   IOWA, 75   years   after

Pape_r  andElectrof`ic
ICOGAT,     OAT,     OAA,     OGT,     OTELA,     E'SAT,     ACT, 9J-aduation,

SAT,     PLAN,     EXPLORE,     OPT,     ASVAB,    TEBRA withdrawal,   or
NOVA,1,AS,     DIAI�    KRA-1�     IQ.-achieven®r`t tlanSfer
ability  tesc9

304

i.orelgr`   Exchange   Records  -  RecO[ds  `O£ 15,  yQar9   after

Paper   and.Eleccronlc Istudents   frcim  fozeign   countries graduation,withdrawal,   o=transfer

305

Home   Schoooled   Recorcls   -   Records   of 15-years   aft:er

I.ao9r  andElectlonic IStudent.B   livirig   withirL  the   District   that graduacior`,
are   beif.g   8chooled  from  home withdrawal,   ortraii3fer

8af25
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306

Re9i5traCion/Withdrawal   InfQrmacion  - 6  years   after

Par)a:   andE|3C£_'aJ\iC IRecord   of   each   time  a   student   re9iscerg gz:adu8Clon ,
or  withdraws  within   cbe  District wichdfawai,   artransfer

307

Activity  Record  -  A  li5.L  of  activities 6   yea£9   after

Paper   ar'dI:leccr{inir_ LJ
Students  participated  in  during   their graduation,
high   school  years withdrawal,   ortrarisfer

308

Stuclent  u'orker  Appllcatlons 6  Yea.rs   B£¬¬tgraduacfan,withdrawal,ortransfe_-

Paper  and~|lectronic I

309

Disc:iplirle   Records  -  Record  qf  discipline

6   years   aft.er

Pape=   and=|ectIOniC
lJ

that  a   student  has   received\1ncluding
Saturday   school,    suspen9ic)ns,    and
expi]lsionB,   Record   incluc]es   notices   tc graduatiQri,
pafenCs. withdrawal,   ortransfer

310

Incervericlon   Records   -   Intecvent:lan

6  years   after

Paps_.   andElectronic

a
As31sCance  Team  notes   listing   all   o£   the
1ncervenciong   that  were   tried  with  a
Student:   co  help   improve   academic
achievemerlt   which  lnay   ol   may  Jicic   lead   to
a   r8ferz.al   for  special  educaclon  testir`g.
Iricludes   func:tior`al  behavioral
assessment:s   ancl  behavior   iriterventiori graduation,
plar,5 tJithdraw81,   artransfer

311

Bullying/Ha[as5menC   E.arms   -   Dclcumentatiot` 6  years  after

Papa_r  andElectronic D
of  bullyiJi9/haraSgridric  incldencs   within 9racluacion,
the   D1StJ:ice,    aloT)g   with  4`ccioTl   taken withdrawal,   ortrap;for

312

6ift:ed   and  Talerited  Stuc]ent   Recorcls   - 6  years   a.fter

Paper   aridElectrrJnic

I
Student  folders  includirig  but  not  limitedtoapplicationoro££erfor gracluation,withdrawal,   ar

participation,   testing  or  eligibility transfer
doterainatior)  records,   progress   reports,
product   assessment:,    Samples   of   student's
works,    notes,    and  correspondgi`ce.

313

Attendance/Absence   Records   -  Record  o£ i  year

Paps-.   ar`d=|6Ct=Or\iC
lJstuderit   attendarice/ib5er}ce   including

daily  office  call  sheets,   sign-iri  sheeC9,
ar}d   doct:or   6   parent's   notes

Cumulative   Photo  Records 1  year   after P8par   and I
314

graduation £leccrrJnic

315

Currlc:ulum  Requests /Waiv®rs/Suds tiCutions 1  year  after

PE`Pe=   andElectr,Jni.-

D
-   Records   relaClng   to   a-Lucler`C   requests graduation
for   classes  or  wai\verg/subgticutions,
where  authorizing  si9riacure/initials   frcim
school  district  staff  is  required
(principal,    teacher,    cciunse1®r,    eta:,).
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316

Paren-L/lJe9al  Guardiari   Permissicln   Slips Retain  until

PJBPe_'   arid=|ec-LIonic
Ifor   Internet  Act:ess   ar`d   E.llm  Viewing end   c]f   schoolyear,tber`destJ:Oy

317

S[uderic  AccEptable   Use   Policy   -  A   fo[m 6  yea-r§

gape-.  and=1ec-.Ionic
Isigried  by  parents  permitting  student

or}1ine   access,   student   infolnacion   to  be
used   lri  t.he  media   as   well   as
parent/teal:her   email   commuriicatiori

318

Statement   of   Requlremerits   and Recaln  until

Pope-.   andFlectIO,}iC
I£xpeccaciciris   Signed   and   RetuJ:ned   by ef)d   of  school

Parent/Legal  Guardian year,    theride9croy.

319
Stilder}c   Schedules/Concacc   Information Untilsupez:gecled Popes  8ndZlec-.Ionic LJ

320

InCerlm  Grade   Repcirts   -   Mid-t:erin  scaCus End  af  ciirrent

Paper  and
Ireport   of   studeJ`t  performanc:e  with school  year

teacher   I:c]rrmerlts   not   part   of   permarienC
record a|¬c-|IOniC

321

SciicleriC   Organizaciori   Actlvicy  Records   - 2  years   after

Pipe--  andI_16ctronic
IPurpose  clauses/budgets  of   student  clubs end  6f   fiscal.

er)gaging   ln   £1nanclal  activities yea-r

322

Adult   Basic  1,1teracy   Education/General 1   year

Papci.  and=lectron!c

I
Educaciori   oeveldpmerit:.     (ABLE/GE;D)    Rec:ords
-     Includes   studerit  regiscracian  forms,
release  of   information   form,   stiident
progress   farms,   and  5tar}dardized
assessment   answer   shQet8.

323

Cu5cody   Court:   Documents   -  Verific:aCion   of Until

Paper   ar`dE:lectronic
Icoufc  escabli8hed  guardianship/custody gup®r5eded  orstudentreac:hes18yearsofage

32a

Notice   cif   Placement  Terminacicin   -A 5   years

Paper   andI:1ectroiiic

Inotice   of   termir`ation  af  placement.
[ollriqulshing   cat:e   and   c:ontro1,    notic:ed
received   from   1:he   County   Juver`ile   Couz:a

325

Child  Abuse/Neglect  Referral   Leccers  - Through

Paper   aT)dI;19cti.onic

I
Records.  related  to  suspected  child  abuse graduation
as   reported  t:a  Child  Protec-.ive!   Services
or   tci   the   proper   law  enjozcement   agency   -
1nelude5   repc>z:¬s,    corifirmatiori   of
submission,   correspondence,   iriquiries,
records   documenting
revisions/correctior}s,   eec.

326

Teacher   Grade   Books/Records 3   yearsprovideda|)diced
Paper  andElectIonic I
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327

Pre-School   Screer`ing   ,grofile   -  ASQ/SB, 3   years
Pape`   and IGGG   assessment   record.      A   screening

profile  used  for  p[e-school  students
-slectronic

32B

Open   Enrollment   Forms     -   Registration  of 5   years
Paper  and L)student   li`'ing   outsicle  the   District

Enrolling   into  the  school   Dis[ricc EiEc-.ronl c

329330

Tfar`sfer   Records   -  Recolcls   of     students 5   years
Paper   and Icransfefring  from  one   school   to  another

(grarlced/not   granted) =lec-Ltonic
Emefgency   lnfofmaCic>r`   -   A   form   concainiri9 UnC1|

Paper   and=Lec-.roriic: I9tuderic   emergent:y   con-.act:   information superseded

33|332

Health/Medical   Elecords   -   ScudenC   visual 10   years   after

Paye-.   andi:leccr.|nic

I
and   hearing  screenir}g   and   immnizatior` last  concact
reccircls.     Also   iricludes   record  of  health
Screenings  such  as   audio/visual,   physical
therapy,    Speech-language   pathology,   and
pr.ysiclon  insc.ructions

Health  Lo95   -   Record   cif  health   care 2   years

Paper  andElectlonic Iservlce5   provicled   co   stuclents   Such   a8
Itiedic:ation   and   first   alcl.

333IIII)I

Free/Reduced   Price  Lur`ch  ApplieaCion  - 4   years

paper   a,,aElec..Ionic IC:onfidential   applicaCicJns   for   free   and
reduced  lurich  benefits

IF¥;tgT:-':~`i-a:`'':cfajFga¥thTaJEj±-di,_:i_::nfg±£¥±¥:;ig:¥:¥fu+g¬r?&1'eeiir3¥=oE¥3;_#i_±j:i:;;;_-:ig:g:t±F�i

(

(

334

Spec:lal  gducatlon  TuCaring   Reporc5   - 8etair\   6  years

paper   and=|ectr,JniC

D-

Theee   files   document   cutorir`g  provldecl   Co Bfter  stlident
students   ch[dugh   9oeclal   programs.      They graduates   o£
include   auchorizacLari   forms   signed  by woulcl   have

oarents  allowing  their  chilcl  to normally
parcicipat®  iri   the   prog[am. 9Iaduated.
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335

Psychological   Records   (Re5tricced)   - Retain   10   years

Paper   and=|ect=onic

I

Records   t:hat   document   all   students   who afte=  last
are  provided  counseling,   pyschological contact.
services   by   the   school's   counse11'ng Info[m  parerit
center.   Cllhiclans  provide   treatment or   adult
ccincernlng  personal   p=oblem5t   academic studeTit   before
c:onc:ern5,    and   career   concerris,,,   Records de5truc:ci ori
Tiay   ir}clude   extensive   notes   made   by pursuanc   to
pz:oviders   concerning   the   as9es9meri|, OAC-3301-51-0 4
diagnosis,    t_+eatment   ancl   contaccs (a)      (1)

(writ-.en,    ¬elephone,   or   in   person}   with
eacb   studer`[,.   refefral  lett.erg,.   reigase
of  medical  records,.   letters   t:o  agencies
or   ot.hers   concerning   the   5tuder]cs;   and
other  related  material

336

Evaluation   Team  Report    (ETP`}-  -     A   fepoft Retain   6   years

Page_'   andElecclonic

-I

cha=   13  developecl   after   a   series   of afcer  stuclenc
as5essmerits   alven  by   the  School gradilates   a±
psychologist  and  others   cci  determine woulcl   have
whether  or  not   the  student  has   a normally
di9abi11ty graduated.InformpafenCofac\ultstudentbeforedegtructi6npur8uarittoOAC-330l-S1-04(O)(1)

3,37

Individual   Education   Plan    (IE:P)   -     A Retain  6   years

Paper  and-Jleccronic\

Ilegal  blndlr`g  documeric   t.hat   lists afte_r   sCuc]en[

goals/objectives   and  relacecl   servicesthat:thesCuderi-.willreceivethroughout graduates   orwoulclhave

che   caler}dar   year  basecl   cm   the   agsesBment normally
results   of   the   =TR   (Evaluation  TeamRepoft' g_-acluatecl +Informpafencoradultscllderitbeforedestructionput:5uantCoOAC-33D1-S1-04(O)(1)

12 of 25



Hi|
iseat)@e=-+fe~3iia~Hgr.i_?~s¥F_dilo=n                     I

fre¬Eatir6@`pTi53:arI-'\--_`-
)I-'Eair \`i _

<--_`     -IIGRPI                i
r-.¥P&    ?I

338

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

Pape=   andalec-.Ionic:

I
accommodaCion5   for   a   student  wi.Lh   a after  student
geTieral  disability gradi]at8s  ^orwouldhavenormallygracluaced.Informparentoradultstudentbeforede5tructicmpursuanttoOAC-33Q`1-51-04(o'(1)

339340

Home   lnsczuction    (.riI)    -     Records   chat RecalTi   for   6

Pipe-'   andI_lectrorliC

I
ider`tify   scucler`cs   -.hat   are   on  home years   after
in9CrucClor`   due   Co  meclical   or   severe student
behavioral  r`eeds,     The36  records   include 9raduaces  or
lesson  plans,   progress   reporC5,   9rade5 withdraws   from
and   time   sh8ot9   of   the   tutor   chat   worked district,   than
with   the   stucler}c destroy.

Transfer   of   Home-Based   Studer\t   co B8Cain   for   3

Paper  and5lect_.onic

I
Schciol/Distfic:c   -   Rocorcls   relaciTig   to   the years  after
trar`sfer   of   home-based   5cudenc   to student
8c:hool/distric..,   including  placement/ graduates   or
evaluatic)ri   cesc  resultsr   nocic6  of wichdfaws   from
crar)sfer,    ecc. clistrict,   thendestroy.

34|

Spec:ial   Neecls   Records    lS[ucler`c   not Retain   for  5

Papc=   and=|ectIOniC

IE;liglblel    -Referrals,   evalua[iaris, years  afceI
evaluation  reparc£,   and  ncitices   for stua.enc
students  determined  not  lo  be  eli9ibla determir`ed   tci
for   the  special   education  program be  ineligiblethendestroy.

®    I   I   I         .       L|   .   I   .                           - JII

401

Building   Accourlc   Reports   -   Report:  -of UTlti|

Pap.-=   and=leccr.)nic ImairLCenarice   ancl   custodial   5ervlCBs Superseded
accour}C9

402

I-Rate   I.unding  Application  A  Eed8ral 6  years
Paper  arLdElecclonic

ITelecolrLmunications   funding   applic:ations

403404

Mull:i-Site   Moriitor   Review   i.arms   -  A 3   yeaz:s   plus

Paper   andElect:Ionic
Ichecklist   Co  ensure   Chat   the  site  is currerit:   year

properly   following   the   CAC£P   guidelines. providec]audited

School   Safety   Plans  -  Records   related   Co Retain   6   yeaz:a

Paper   ar`d=lec:croriic
r|er`suring   5cudenc   and   Staff   9afeCy   at after   c}bsoleEe

achocil,    including   hara98ri`ent   ancl   bullyir`9 or   superseded,
preventior`  plans then   desCrc)y

13 of25
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405

Records  of  Drills  or   Rapid   Dismissals   and 1   year  aftdr

Paper   indElect.ronic

I

School   §afety  Drills   -     Records   of  all end  a[`  fi9fa1
tornado,   fire,    rapid  di3mi'ssa1,   and \`C\ I
3c:hool   5afecy  drills   performecl  Within   a
building.      Records   should  lriclude   t.he
idericicy  of   the  person  conducting   t:he
drill,   date  and  time,   r`otificacion
method,    staff  members   on  duty  aI`d
participat.ing,   n`ir[iber   of   ciEcuparlcs
evacuated,   special   c6ridicicins   simulated,
problems   er`cciuncerecl,    heath   conditions,
aTicl   time   required   co  acconpllsh   complete
evacuatiori.      Records   for   schc>01   safety
drlll8  flust  contain   the  date  ancl   time  o£
each  drill   conducted  the  prior  schcioi
year   at.d   wherl   they   will   be   cclnclucted   ln
the   current  school  year.      See  ORC:
3737.73.

ao6

E`ire   lnspecClon  -  Reports   of  biillding 4   years

Papel   andglectror}ic: =inspection  performed  by   the   city   E.ireDivision p_+ovldedauditecl

07

Building   inspection  Repor-Ls   -  Elevator, 2   yeafs
Paps-'  andElectronic Isprinkler,   ar`d  alarm  system  reports

¬08

Building  Health  Irtspectlons   -  A  record  of 2  years   after

Paper   and=lectroriiE Iall   health   inspect:ior)s  performed   wi[hln   a end  of  figcal
butlding \'ea I

409

St.udent  AcciviEy  Records  -   Pay  in   forms, 2   years

Paper   and=lectron±c A
lHj+AA rnA_

In®.4h-
pay-out   fo[ms,.    accouriC   forms/Disc.,.
biidgec   forms,    requisiCions,.    PUJ:chase
orderi   ticket   sales   repQrt:s

410

Receipt   and  Deposit  Slips  -   cople5  of 4   years
e'_E.`f===r®annfch` icompass¬ a:-be:;,i r) re(receipts   for  monies   Eurried   into  the provided

o££±¢e audited ve been a ththe

411

Budget   and   Approp£1aCior}   Recorcls   -   Reel?rd 4   years AP8pe_randal-c,iect[orliera altarofS ate an
of   building  budget prravidedaudited die report!aa®Arin||, 'aoEee`I|~�&d

412

Requisitiori5   arid   Purchase   orders   -  Record 2   years S "c.117.26
~._ri: -

of   TroTley   beirig   requested   aT`d   a   record   af
1cem9  pulchased   form   the  buildirlg   budget Paper  an'JElectrojiic

413

Inventciries   -   Inventory   ci£   Supplies, Until

Papei.  andElectrc.ni¢ ICexcbooks,    and   ocher  materials  purct`ased Superseded
and  used  '`iCh  the  building

414

Student   Handbook  -   Haridbook   containing Ur\ti|
Paper   anc}Electronic Istudent  polic:ies,   regulations  ar`d  codes Superseded

14 of25
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Bulllcllng  Security/SufVeillance  videos Use   for   onecyclethanreuseprovidedt`oac=Lonpending

Papa_.  and=lectronic
I

...                   .     .         --.        .     ..     .
_    ___._  l I

I~-J'_a±±±r!±_._tr_._tiro_19ff_ic_a_I_?y--.  `~ ~ 1

50i

School  Calendars  -  Calendar   for  lnsession/ou--ofsessionschooldays  as 5   years

Pape-'   andEIGc-.ror`ic
Iwell   as  profes9ional   days   for   teachers

502

Personnel   Directory  -Names,    pt)one 1D    yeaJ=S

Pgpe-r   and=lec=L.oniC Inumbers   and  acldres5es   of  all   employees

503
Enrollment  Reccifd   (by   grade/buildingI,' Permanent Pape=   a,,aEilec-ironi¢ I

504

Repair,   Installotion   and  l181nteriance 4   years

ypapc.I.   andElectronic IRecc}rcl5   -   A   reco_rd   of   mairitenance, provided
inscallat,ion  and   repairs   perfafmed ton audited
buildings   witbin  the   Dig-irict

505

Buildirig/Facilitieg     ar`d  EquipmeriC Until
Pope--   and IInveritory   -   Inventory  of   equipment   cwnEd 5uper5ededicld

by   Discrlct. Pr,OV       e,IIA',oH =lec-.ronlc

506507

Building,   Boiler   6   Maintenance   Reports   - OrLti|

Papef   and=1eccrr.nic
IInspectictn/  maintenarice  reports   for  each supersedecl

bulldlng  including  boiler  i'nspectlc)n/ proyided
maintenanc:e alldi tell

Prevailing   Wage   Recorc}s   -   Report   of 4   years

Paper  andc_._i¬cclonic

Ihourly  wages,   benefits   and i6veztime, prgvided
established  by  regulaEary  agor)cies     for audited
each   trade   and   occupation  ampl-Dyed   in   the
performance   of  public   wofk

508

i`enCal   lnfarmacion  -   Records   regarding 2   years

paper   aTicl=1ectronlc

Ifacilities  usage:  buildir`g  permits provided
5ubmicCecl   to  use   facilities   by   School  or audited
co"unit.y  individuals,   athletic  teams  cJr
grot'P3

509

Worr.  Orclers   -  A   report   of   all   _.equesced 4   years
gape-.   andEleccloriic I

malncenance/cu5todlal  work providedaudited

510

=nvilonmental   Repcirts   ancl   Data   -   Repc}rCs 4   years
Paper   ancl

Ion   asbestos   arid   oCtiel   envirorimental pz:ovided
is9ueg audited Eleccrorii c

51L

Var`dalism   Reports   -   ReporC9   of   vandalism 4   years
Paper  andI;lect.Ionic Ith=o®qt`out   the   D±9trLct providedaudited

512
Student  Actlvicy   Purpose  Clauses UnC1|9uper9ec!ed Paper   and=lQctrc,nic d

513

Sales   Potential  Form   (Student  Activities) 4   yearsprovidedaudited
pape=  andElectfar`ic rJ
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514

Sales   Pcicentlal   Forms   -   E.undraigirig 4   years

rape_r   andE16c..Sonic Ipermission  fozm  including  t;he   financial provided
surrmary  of   the   furidraiser  llpon   completion audi led
of   the   event

515

Bids   and   Speclficat:iorls    lUnsuccessful)    - 1   year  provided

Paper  and£1ec-.ronic
IDocuner}cacion  of  bicls   supplied  by   vendors audited

£cir   any  prcijecC   r8quescing   bids   in
cc>mpliance   with   ORC

516

Bids   and   Specificacions    (Siiccessful)   - 4   years   after

Paper   and=|ectr,JniC
tJ,

Doc:umentaciori   of   bids   Supplied  by   vendors completion  of
awardecl   any   projec:t  requesting  bids   ir` project
compliance   with  ORC

517

Caritractor   I.iles   -   C:oritracCcir 5   years   after

Pap6-'   a,,a=~lec-.ronic

II
resolutions,    addicioris   clrawings,    ecc. completion  o£pro9ectprovideclauc]icedBadndactionpending

EF.anapO^rtationlDLepaJ=_tBon_t_`       ' ``

$18

Dliver   Phy5icai   -  A  report   of   the  annual 6  years   (See

Paper  andElectronic Iphysical  performed  on   drivers OAC   33d1-03-07-I-7'

519

Daily   Bus   Sc:heduleg   -   may   show   biis   route, Retain  for   6

_Page-'   andglee..Ionic Itime   trip  be9ari  and  ended,    number   o£ yeafg   aftQr   end
pupils   carried,    arid  drivel:s   sigriature of  school  year,thendestroy

520

Fuel   C:onsL]mptlon   Data   -   Fuel   records   for 4   ypars
Paper   a,|d=lectrr,nic Ithe   bu3e9 providedauclited

521

TrarisportatioI`  Records  -  ?ransportation 4   yaars

Paper   andaleecrc.r`i~_
Irequests   received  from  schools  that providea

iTiclude  stucler\t   ar)d  basing   information audited

522

E.ield   Trip   E.orrns/Volunteer   Driver   E.arms  y- Fiscal  year

Pap6|.  and51eccr¬.nip. IE'orms   from  blillding   reque5cing  busing   for plus   2   years
field  t.rips

523

Pleventive   Malriter}anc:e   Reports  -  A  report i.iscal   yeB|5
P8Pe=   and=1eccronic Iof   work  performed   to  m8iJ`tain   equipmQnc plus  2   years

524

Warrarity/Gu8ranCee   -   Warz'ant:y   of Life  of gape-r  at)a Iequipment equipment Elect;roll i c

525

Plant   and   E;quipmenC   Inv8ntcizy UntilSupersededproyvidedaudited

Paper   andE:1ectrc.nit
I

526

Vendor   Data:   W-9   i   1099   documents 6   years   a

Pipe-.   andi;1ectrQnic
Dnair`tBif`ed   as   lane   as   active   vendor   then current

retentiori  period  is  applied. providedaudited
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527520529

Accident   Repor-.s     -   I,aw  erifarcemerit 3   yea-rs

Papq-r   and£|ec-|=c,ni._ Ireports  rega[c!ing  bus   accidents provided   Iloactionpending

Vehicle   Regiscratlon  -,  Certificates   o£ Life  of  vehicle

Pape-.   ar,,IC~._lectranir_
Ititle  and  registration  paperwork   i.-om  She

8b¢V   for   cars,    var`8,    Clucks,    ancl   buses.

Vel`icle   Lic:er)se   -   BMV   licensir`g I   year  after papa--   and Idocumentation  of  motor   vehic:les termina-.ic]n =|ec|IOniC:

530

Vehicle   Records   -  Vehicle   insurarice, As   long   as

Pap8=   and£|9CCr,Jni.=
Ifinanc:e   paperwork vehicle   isow�odbyDIscrict

531

Drive:  CertlEication  -   Bus  drlve£ i  year  after Paper   arid Ic:ercificacion   I-arm cernination Elec[rrJn!r~

532533534

Supplies   Inventory  ,-   Shcip/mechanic Ur't|| Paper   arid I
LnvenLory superseded £lectrSni'~
Vehicle   Defect   E`epolc   -   Record   of   defects Life  of  vehicle Paper   arid Icin   each   bus £|ectror,i,-
Bus   on  Board  Security   i   Surveillance

Use   for   onerecc}_rdingcyclethen_-euseprovidednoactionper)ding

Pap,e=   andEleccroriic

Ivid@os

535

Imp_roper   Student   Coriclucc   on   School   Buses Retain   fc]r   1

Paper   and=1eE.LIonia

D
-   Reccircls   documeri[ing   lriscances   of year  afteI
improper   scudent   cor\duc[   on   sc:hool   buses incident,   then
including  bus  route,   time   of  ir`cideat, deBcroy

nature   ci£  incident,   and   students   name

536

Applicaclor`  for  Special  rraJi5portatlon   - Retair`  far   4

gape.I   and=leccr¢ir}ic

I
Application   for   stuclencs   with  phy9ica1 years   after   encl
disabilicie5/meclical   problems of   fiscal   yearorun`LLcompletionofScaleAuditor'se.*amLnacioi`roPOrt'whicheverisSC'One£

537

Bug   Cond1-.iori  Checklist   -   Daily Retain  for   1

Paper  andglectlaniC
Ievaluation  of  bus  by  drivels year  after  er)dof5chaolyearI t`o®c\` =s®=`u\co. `t`"i`.-`=``n`=`     `               `  _   `     ``__`_` ` _____--`--````-`` -`  ` ``` ``-iLi±

538

I.ood  Service   f`ecord5   -   I.ir\ar`cial 4   years

Paper   arLdEieccroriic Iinformation,   breakfast:   cost  sheets,   milk pJ=C,Vided
sold,   menus,   studer`ts   served audited

I Lunc:hroom  Reco[ds   -Cashier's  daily 4   years

Pap9=   and LjI production   sheets   from  each   buildlr`g, providedI cash  reglscer  capes audited ElectrrJnic539
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S40

Lur`c:hroom  Repo[t§   -   Ccinfidantlal 4   years

Paper   6rid=lec-LIonic: Iapplic:ations   for   free   ar}d   reduced   luncti provided
benefics audited

S41

Invencc>ries   -   Znventciry   of   foocl   scpplies 4   yearsp_roYidedaucllted
pipe--   arld=lectrciniC I

542

LunchJ:oam/   Food   Se_rvice   Licer`se   -  C:urrerit 1  year  after

Pipe..   a'`c'
Ifood  9ez.vice   llcen5e,   'i5sued   armuallY  by expiration

the  boa..d  of  he8lch  of   the   health
dist:rict   ln  whlc:h   the   food   serv'±c:e
operation  is   located. E:1eccrc.nic

543

Vendor   Food  Se=vice   Cant.rac:I   -  Contract 3   years   plus

Papei.   andElectronic
Ibetween   the   District   and   an   out9icle current  year

ver}dor   providing   meals   and   5r}acr.5 pravic)edaudited

544

Schediilo   for  School   Breakfast/Lur`ch Retairi   for   6

Paper   and£1eccrctnic

IPzograms   -   IJ`clitd9s   plan  and  hacr.up years   after
docur[ier}Cdtlon   submltt:ed   to   ohio  Board   of plan  obsolete
Educaclon   for  program  approval or   superseclacl,thendescrqy

",     /       ._ ri=iin-al-alEB4-da-=d. un,                  `                                        7                     --,
=            '            `'..(             `        ,i,F#.`!fe®:+ iny&y              ,                       ,

60|

Audit   Re.Dorts   -_Past.   management 3   yeaJ:8   plus

98pe_r   andglee-|r,JniC
Ievaluation   report:s,   monthly   claim current  year

documeritat.ion,   mascer   liscs,    and   income providecl
eligibility  applications aud± ted

602

Annual   Firiaricial   Reports  -   Fir`ar`cial 5   years

Papc.r  aridElect.Ionic

I
reports   preoared   from   the   accountir`9 provided
system  chac  can  be   reprocluced   from  the audited
computer   records.      This   lr}clucles:      Annual
Ledgers,    Budget   Ledgers,   Vendor  Listing,
Check  Register,    Invoice  I,i5c,    Purc'.na5e
Order  1.isting,   Accounts  Repor-.s,
.E`inancial   Surimary   and   Detail   Reports

603

AcciviCy   Fur`d   Cash   Fou_rnal   a   Ledger 5   yearsprovicledaudited

Paps-.  andElectronic I
604

Bond  jiegister 20  years   afteri9sile8xpiles
Paper  andE]ectron}c I

605
Securities 9ermaneri[ Paper   andEleccror\ic I

606

Inve6=men..   Ledger   -   Repc)rt   cif   irivesCment8 5   yeaz.s
Paper  andI:lecc[or`ic Iowned  by   Dlstricc provicledaudited

607

Founclation   DistribuCicir`   -   Repcirt   from   ct`a 5   years

Paper  andi;1eccronlc
IOhio   D8pC.   of   Eclucaclon   for   bi-monthly provided

£ounda[ion   (state  basic.  aid)   rec:eipts audited
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608

Tax   Settlements    lSemi-Annual)    anc] 5   years

Pape-'   ar,a¬lec.|ronic.
IAdvarices   -   Prcipercy   tax   set-.lemenl  sheet provided

includirig   advances   fron   the   C:ouri¬y andiced
Aiiditor  included  in  the   receipts

609610

Budge-.s    (Annual)    -   Tax   budget   that   is 5   years
Pape=  and=leccronic Lsubmitted   annually  to   the  Coiincy  Auditor providedauclited

Budget  Workir)g   Papers S   yearsprovidedaudited
gape_r   and-ilec;tz;onic I

611

Insurance   Policies   -  Con[racEs  between 15   years   after

Paper   andElectronic

I
in9t)ref   ar)d   the   School   discricC  where   the expiration
iri5urer,    in   eXc:hange   for   premium   payment,provided  all
pays   ¬or   damages-'to   the   School   District claims  settled
tthich  are   caused  by   covered   perils   uncler
t:he   policy  language.

612

Contracts   -  An   agreement   wit;h   specific 15   years   after

Papei.   and Iterms  between  an  entity  with  the   School expiraclon
Di8trlcc Eleccronlc

6|3

Borid9   and   Coupons Until   redeemedprovidedaudited
PBPe=   and=lec..Sonic I

614615

Accour`Cs   Payable   Ledger   -   Outstanding 5   years
Parp9r   andElectrori±c Ipayableg providedauclited

Act:aunts   Receivable   Ledgers   -  Out9cancling 5   years

Paper   Enc!=|oc-+IOniC Irevenue  due   to   the  school   District providedaudited

6166176|8

Vouchers,    Ir}voic.es   aJ`d  purchase   orders   - |O   years

Paper   anc]

I
A  voucher   is   a   docurientary   record   of   a provided
business   transaction   li.e.   check  or audited.     ORC
irwoic:e)  .   A  purc:base   order   is   a   docuri`ent 33|3.29.
itemizing   products/services   Cc)  be
purchased   from  a   vendor.      Serves   as   a
contract. £1eccrc.ni¢

Scace   Prc>g[am  Elles   -   Auxlllary  services, 10   yeaJ,S

Paper   andI:lectronic
Ireccirds   of  nan-public  school  funding provided

provided   by   the   ohio   Departner`[   of a|]diced
=ducatictn   and   t.hrough   public  and  private
qrant5

recleral   Programs   -  Title   I    (StlidenE 10   years

Paper   andElectr,..rli¢
E.Pro9res3   Reports),   II,    III,   IV-a,    IDEA, provided

IV-C,   VI-B,   Chapter   i,    2;   Drug   Free,   efc.audi ted

6|9620

Travel   fxpen5e   Vouchers   -   Doc:umerit   of 10   years

Paper   aTid IexpeJ`dLtures   for   travel   of  district provided
employees auclitEd Electronic
Tax  Antlclpation  Not:es   -   Documents 10   years

Paper  andElectronic:
I_related  to  the  preparation,   Sale   and provided

history  related  to  is5uance  of  notes audited
boEIowed   8galnsc   Eutu[e   tax  dollars
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621

State   Reimbufsemenc  Settlement  Sheets 5   yearsprovidedaiidlced

Papet   and=lectronic: I

622

Uriemploymer`c   Claims   -   Oocumer`cation   o£ 5   years

Papa-r  and:leccroriic Iur`employir\ent   for   applic.atior`   o£
unemployment  benefice

623

Employee   Bands,    Board   Member   Boncls   - 5   years

gape_+   andI.Lectroi:ic
|Documents   related   cc)   the   performance   and

theft   lr}5uranc:e   bidder   helcl   on   requi_+ed
employee   and  board  members

624

Certificate  of  I:stlmatecl  Resources  - 15   years   after

rape_.   ar,d-E.lectlonic
ICoiinty   c]oc:ument   Buppli8d   to   the   disCricC explrBtlori

certifying   the   estimated   resources
prepared  by  the   Discricc

625

Appropriatiori   Resolutions   -   Re5Jolution 5   yea=s

Paper   andI:lEcCrc.ni~~
Lapproved   by   the   Board  cif   I:ducacion

establist`ing   and  amending   the
apprcipriacion   for  the   District

G26

Tax   ApporCior`mer`ts    (Semi-Ar)r`llal)    - 5   years

Papa.'   andElectfor`ic
IDocumentation  preparec!  by   the  County

Auditcir   arld   report   to   the   Digt:rice  co
record   receipt  of  property   tax  sectlemenc

627

Cancelecl   Chec:r.s   arid   Bank   Settlements   - 4   years

Pope_r   anc!=lec-.ronic IAll   checking  accounts   reconciliat.iori  and provided
"tatemenC. audited

628

Publication  Notice  -  Legal   not.ice  o£ 4   years ?ape-.  and Bpublication  in   tbe  J`ewspaper alectzonic

629

Tuition   Fees   arid  Pay"en¬s   -   Receipt 4   y9arS Paper   arid rIrecords  at   the  Treastlrer's   office pfovided Sleccr|..ni.:

630

Unpaid  student   fees Throughgraduation Paper  and5lectrcmic I

63|

School   finance   (S.=.)   Monthly   Statements 4   years

Elapef   and
I-  Bi-mont:hly   reports   for   the   ohio   Dept. provided

cif   EducaCior`   to   _record   receipts   arLd audited
expendi..ures   related   co  the   foundatiori
Payments. =iec¬rc,I)ic

632

Inves-.ment  Records   -  Individual  recorcl  of 4   years

96per  and=1cccrr.nic
IinvesCrnents   barik  confirmacions,   wi_re provided

transfers,   copies  of  CD's audited

633

Travel   =xpen9e   Reports 10   yearsplc)videdaudited

Paper  and=|eL,trO'\iC I

634

State  Sales  Tax  Reports  -  Slate  af  ohio 4    yE!ar3

Paper   and=16ecronic Isemi-armual  sales   tax  filings,   repor-ling provided
arty   taxable   gales. audited
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635

Studer)c  Accivity  E\inds   -  Scudent   activi..y 4   years

Paper   anci£!ec.Conic
Ifunds,   pay   in   forms,   bar`k  deposit   forms provided

and   feceiots   confirming  depcigits   macle audi-Led
inca  studenc  activity  accour)ts

636

Check   Re91sters   -   Ligt5   of   chec:r.5   i5suecl 4   years

Pape_r   and=iec--Tor.ic uby  t:he   District providedaudited

637638

Depcisit   5lip6/Cash   Proofs   -   Receipts   for 4    yeaJ=S

Pape-.   andE:lee-.Ionic Idepo3ic   slips p=ovidedauditec!

Receipt   8ooy.B   -   Receipt;s   18sued   for  money 4   years
Papa-I   an,J-c.lee..roriic: Ireceived. providedandiced

639

Extra  Trip   Records 4   yearsprovidedaudited
Paper   and3lec1.Ionic LJ

640

Monthly   rlrianc:ial   Reports   -   Report 4   years

Paper   ar`d¬lectzartic
Igenerated   frc}m   the   9yscem   co   report.   the p_rovlded

£iriancial   9catus   the   Dist:rict   prepared   cin audited
a   monthly   ba91s

641

Accoiintir}g   Dac8   -   Documentatior`   of   bids 4   years

PapBr   aridgleCcr®nir.
Isupplied  by  vendors   for  any  p[ojecc provided

requesting   bids   in   compliance  with  ORC audlced

642

Service   Contracts   -     CoJ`traccs   for 4   years Papef   and IsBIvices   provided  from  an  outside provided =1eccr®nir.

643

Scat®  Subsidy   Reports  -  Applicaticins   for 3   years

Pap¬-r   and=iectroriic Idriver  educatlE}n,   pupil   t_-ansportation p=.I,vided
ancl   special   educatior` audited

644

Delivery/Packing  Slips 1   yeac   plovldedaucl±t®d
Paper   afld=L6ctlonic LJ

645

Requi5itLons   I   Documenc5   used  to  request 1   year  afcer

gape_r   and=lec-.ronic

Ithe  purchase  bf  5oDe[h'irig  that  is end  of   fiscal
submitted   fo_-   apprcival   arid   Cheri   Can   be year
col)vertecl   t6  a   piirchase   order

646

Nan-Su££icient   Fund  Checks   Documentatiori 4   years
Paper   aridElecclonlc Ig   NocificBcions prctvidedaudited- .              .         .   .   _              -.       =      ..      .-

701702

Salary  Continuation  Agreement  -  Agreemer`t J   yei`t9

Paper  andElec[Ionic IStating   full  or  parC'ial  compen9atiari
during  period  of  disability

Payroll   lJeclgers   -  Record  of  gross   to  net 75   years Paper   and uc:alculations  by  employee £lect.for)ic

703

Earr`1n9   Registers   -   Recorc]   Of   gross   CO 75   years

Paper  andEl9ccronic Inet   calc:ulations   by  employee  aricl  by
calendar   year
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704

Monthly   Payroll   Reports   -  A  record   of 75   years

Panel.   ar,cl£1eccror,ic
LJ

leave   tJ5age   and   accumulacion   by   employee
as   well   a5   retiremeric   coritribucions   by
employee

705

Bureau   of   I:xploymenc   Servlc:a  Quarterly 1   years

Paper  and
IReports   -   OBE;S   reports   lquarterly

earriirigs   and   record   of   weeks   worr.ecl   by
employee) =!ectronic

706

W-2's   ar`d   W-4's   -Employer's   copy   of 6   years   ar]d

Pap9--   andE:lee-.Ionic:
Icalendar  year  record  of   taxable  earnings, current

a   record   of   employee   fedefai   exempt.ic>n9 p=ovidedauc]ited

707

federal   Income  Tax  -   Quarterly   and  armual 6   years   ar`d

Paper  andEiectroliic
Irecord   cif   federal   iricome   tax  withheld  arid current

remitted   IRS   form  9il providedauditecl

708

Ohio   lricome   Tax   -  Montbly   ancl   arinual 6   years   and

Paper   andElectronic
lJ

record   of   ohj.a  Income   tax   withheld  and cutt®n\
remitted   IT-4 provideda|'diced

709

City   2ncome   Tax   -   Monthly   ancl   armual 6   years   arld

Papa-'   ar`dElec-.zanic
Irecord  of  municipality  income   tar. cur |Ont

withheld  and  remitted ir'qvidodaudiced

710

School   lnc:one   Tax  -  Honchly   and  annual 6   years   ahcl

Pape~-   ar,d=|ectr®nir_
Lrecord  o£   School   District   income   Ca» C`u=IenC

withheld   ar`d   remictecl   SDIT-1 providedaudited

711712

Payroll   Raport9   -   Payroll  deduction   and 4   years
Paper   arid

I",fJ:.,1fl in,
lIdlst:ribution  reports prcwided

audited gleccronic '®n^'dh
payroll  Update   Llscir}g 4   yeazsprovided

Papbr   arid
`ric;a;j'npast eaEPy t,

audited
=|ec:tronic i&ve been udI'ted

7i5

Payroll  Calculatlons   -  Paper  and 4   years Ipape=ar'di=lecCroRiCI iualtor of,itate an
electtonic  reports  used   to  balar)ce  gross provided L;c!it repor`'1f`*t,,in, IIE be�^||~-A. nOrie[   calculaEior}s audited

714

State   Teachers   Sy3Cem   and   School PermarienC
|paperandElec--Ionic: "t,u.  Ill-,.260.R.C.IrfuploiJee9   Reciremant   System  Waivers   -

Waiver   forms   fol   stuclents   an/or   jobs   not
eligible   for  r6tirement  witbholdir`g

7,15

State   EmplQyee5   Retirement   System    l5ERS) 4   years
Papa-.  and=lecclonic D

Record  of   SERS   withholdlngs   monthly providedaudited

716

State   T¬ac:llels   Retirement   5ysCem    (STRS) 4   years

Paper   andElectronic IRecord   a.I   STRS   withhcildlngg   per   pay   and provided
annual audited

7|7

Annu1[y   Repc>rt3 4   yearsprovidedaudited
Paper   andElectronic LJ

22 of25



jc}chiH
_in'`    ____i

-4",   -    (g;ii:g]
Ipe.I-_d' :gEndrEJ-e_`6_\ (gfrd\rD-_e~`s¥r=§|ifa )REt`eriiLo[`pdiggI.a-"dT-               I1

Lee,\=TrHeJ     III L____       _   ____.__   `^`____.,I_       __`,_"___^yyJ L6Re\                   I

t18

Benefit  folders/Reports  -  Listing  o£ 4   yea--s
I.ape_-   andElect_rortic Iamplayee' s  benQfit   er`rollmerits providedaudlced

719

Emplciyee   Reque9c3   arid/c)I   Authori2aCi9rl 4   years

Paper   and=1ec-.rolilc Ifor   Leave   Forms   -   F\eql)es[   fo_I.   sick, p=ovided
vacation,   per6orial,   or  other   leave audited

720

Deductic)n  Reports   -Volun:ary  payroll 4   years

Pope--  and=|¬c-Ironic
Ideductions  per  pay  that  lriclude   all prDvlded

d8ductior}   w1:hholding3   far   eec:h  employee audited

721

E;mployee   Vacation/Sicy.   Leave   Records     - 4   years

Pipe..  ar'dElectronic I,Records   of   each' emplo}.ee's   sick  and provided
vacation   leave audited

722

Time   Sheets   -   Record   of   hours   wo~rked 6   yearsprovidedaudited
P6Pe=   ar,ayEiectroriic I

723
Overtime  AuthorizaCiorl 6   years Paper   dud-clectr'=`ni.- I

724

E:mployee   Ir}su[dnce   Bills   -   Monthly 4   years

Paper  andg!ectronic I|econc:iliation  cif  employee  medical, pro,Vided
dental  arid  life-insuranc:e  bills auclited

725

Paycheck   Register  -  I,iscing   of   checks 4   years
Pape=   andg|¬ctronic lJissuecl   each   pay providedaudi-led

726

Payroll   Barik  §ta-.emer`t  -   Includes   barik 4   yBar5
pipe_r   andi:iecclc]riic IslaCeraenC5   and   reconciliation pst,Videdaudited

727

Deduction   Au[hocization   -   rorins   ¬o UrLCi|

tl&pe-.   andE^ieccr¢nic
D

withholcl   deductions   from  ar)   employee` s Superseded   or
Pay employeetorminate5

728

Court  orclered  Garnlshmencs 4   years   afce£causefullypaid
P6Pe--   andElectLroTiic l|

I               `I-,`',   .,"                                                                        -                   -,--                   : (~        nd                       ,                               (
"I

801

Scale   Audit   s   /CAAP   (Generally  Accept.ed 5   years

rP¬D¬r   ar}d±lectror)ic
IAccounting   Principles)    Reporce-A.nr}ual

financial   atlcl1-i   repozCs

802

Spec:ial   E:clucation   (S.E.}    Repocts   -Annual 1   YeaF5 Pape=   ar'dElec:clonic I
803

Vocatior}   E;ciiicatior)    (V.E.)    Reports   - 5   years Pope-r   and IArmua1 Elect.roTiic

OO4

Ohio   Common   Core   Data    (OCCD)    Reports: 5  years

Paper  andElectroriic r|Data   ori   revariiies   and   expencli[u[e9   per
pupil  made   by   School   di5triccs.

805
DJ:ivErs   fducaCiori   Report 5   yea-r9 paper   and±L®cttct\\¢ I

806

Ohio   Department   of   Education    (ODE) 5   years

Paper   anclEleccrcmic IReporc9   -   Academic:   reports   from  the   ohio
DeparcmenC   o£   I:duc:aCion
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807

PLICernative  I,earning   Experienc:e   -   Records Recaln   for   5

Pape--   ar'dElectr'_,ni.=

\

D

docun`entin9  Student  participation   in  an years   after  erid
alternative   learning   eJcperier)ce   program. of  school   year
Includes  but  is   z`oc   limited   t`p:      I,etter theri   destroy.
of   atte5cation/scatoment  of
under9Candirig,.   districc   [elease   forit`
and/or   shared  a9zeernent   (if   sharing
studentl,.   WJ.£tcen  studen-L   learning  plan
lstarc/st:op  dates) ,   approval   date   .when
discricc/teat:her  approves   plan..   escimaced
hours   per   week   of   studerit   participacion,.
instructional  mateli81s  rieeded,.   timelines
and  methods   fo.r   evaluating   student
progress,`   specific  learning
goals/obj eccives/requiremerits ;
5tudenC/teacher   inJ]cructional   twc)-way
lnterac[ions/contact:s/  mor`chly  progress
evaluations   and  weakly   corrmuhlcations
with   sCuderic    (and   parent/legal   guardian
for   Student   grades   K-0}   ir`cludin9   dates
wheri   occiirred

808

Civil   Rlght9   Reports   -U.S.   Department   o£ Per"anen`t

Papa--  and:lee-.Ionic lIE:ducation   Civil   Rights   Data   Ccilleccicir`
and   any  past  reports

809

rltle   IX   Reparcs   .I  Includes   any  required 10   years

Paper   a``d-c.1ectlonic Irepor-ling   as   requasCed  by   stab+  Or
£eder81   agenciEs

810

State   Minimum   S[andard5   -   A   rec:ord   o£ |O  yearJ

Paper   and£|eccr,,ni.- Imir`imun  standards   given   cO\  thE   District
by   che   State   oep8rtmenc

811

Personnel   State   ReoorCs    {SE`-i,   CS-l} 4   yearsprovidedaudited
Paper   &JldElectroriic I

812

Worker's   Ccimp   Wage   Repo[ts 5   years Paper   and£leccrcmic I
813

Worker's   Camp   Payroll   Reports 5   years Paps..   andElect_-onic

B14

Bany.   Balance   CeJ:cification    leo.   Aucllto=} 5   y®arg Paper  andElectroriic I

815

Transportation  Reports  -  State 4    yeaJ=S
Paper  andglectronlc |tran3porCatior`   rep'OrEs,   I-1   and  I-2 providedaudicecl

816

EMIS   Reports |   years Paper   andEleccronie I
-6riari]:IRA-a-o-fat

901

Directives,    Staridarcls,   Laws   for  Local, l'nti|
Paper   aridE}ectronic:

ISt.ace,    arid   Federal   GOVerr`menCal   Agencies Superseded
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902

Executive   Correspondence   -  C:orregpondence 5  years,.   file

rape-.   6nC!£leccr®nic

D

of   the  District   §uperintendenc  arid with  related
Admii1'i3traCive   5taff   clealirig  `'ith reco_rds   i£
sigr)ificant  aspects  of   the  adrinifcfaciori COn Ceot

of   the   Digtricc.      Inc:ludes   informal.ion requires   longer
concerning   agericy  pcilicies,    prcic:edules, [ecencion;
program,    fiscal  and  per5onriel  matters. appraise   forhisco[ica1value|

903

Ger`eral   Corre8poJidence   -   Requests   for 2   years

Pap¬--   andElect.Ionic

I
1riforma[iorL  pe£[ainiT`9   ~t.a   1ncerprecBtior)s
and   o-.her   misc:.   inquiries,.   irifofmacive   -
does   not   accompt   co   lnfluenc:e   policy,
Including  copies  of  outgoing
corre3por`derice  maintained   for   reference
purposes.

904

Transient   COrre5pQr`dence/Material-  All Retain  until   no

Papa_r   andI:lect{oriic

I

informal   and/or   cempcirary  messages   and 1an9er  of
notes,   including   email   and   vc.ice  mail ac\nLnLs`i.`\ve
messages,   and  all  drafts  used  in   the value,   then
proclucclon  o\f  public   records   I:hat   de  riot des cloy
set  policy,   e5tabllsh  guidelines  or
procedures,   certify  a   Crangaccion   o|
beccime   a   receipt.      IJ`clucle5
coitununicaciO'Tl5   which   convey   information
of   temporary  importance,   referral
letters,   and  requests  for  routine
1nformatlon  or   pLlbllcacions   provided   Co
the  public:  by  the  Dist[icc  which   are
answered   by  Standard   form  let=ar9

905

Coplag,    Duplicates,   Nan-Records   -   Items Uricil   nQ  lori9er

Paper   af`d£|ec|IOniC

E]

ncic   included   in   che   scope   of  o££ic:ial of
recoJ:d5   as   defir`ed   by   C)RC   l49.all    (G) adminisclative
which  may   inclilde   converiier`ce   copies, value
described  a5  rtorrofficial  copies   5f
records,   used   for   convenierit   refererice,
that  duplicate   offlcial   recorcls   kept  by
the   office  of  record.

906

Ekposure   Reporcg   -   Report   of  contact  with 1   years
Pap¬-.  and Iblood   or   ocher   po¬eritlally   infec:cious

materla15 Elect.rohi c

907

Inclden[/Accident,   E`eport§   "  A   report   of 1   ye.ts,

Paper   ancIElect.ronic
Dscudent/employee   injuries   or   ac:c:iderits provided  no

lnc:luding  place,    time   and  witnesses action  pendirig

Audited moo,ns: the years
encompassed fey the records
have been audited by the
AuditorofState and the
audit report has been
released pursuantto
See.1117.26 0.R.C,
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