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I. Scope

This schedule governs the records retention obligations of state agencies pursuant to Wis. Stat. 8 16.61, and applies to “public records”
as defined in Wis. Stat. 8§ 16.61(2)(b). These “public records” are referred to as “records” in this schedule.

This schedule covers records created and used in the operation of Wisconsin public school districts. This general records schedule
provides retention periods for records common to all school districts and denotes records of historical importance. The schedule is
applicable to all records regardless of format or media.

This general schedule may not include records which are unique to the mission of a single government unit. Records that are unique to
the mission of a specific government unit require a separate Records Disposition Authorization (RDA). The department or institution is
responsible for creating a RDA that must be submitted to, and approved by, the Public Records Board (PRB).

See the Introduction to General Records Schedules for additional information about how to use this schedule. In particular please
review the restrictions on conditions that might preclude the authorized destruction of documents in the normal course of business
including open records requests, ongoing legal holds, or audits currently underway or known to be planned.

This schedule goes into effect upon final approval by the Public Records Board.
Il. Records Format

Records covered in this schedule may be in paper, electronic, or other formats. Electronic format examples include those created or
transmitted via e-mail, data contained in database systems, and tapes/cartridges. To safeguard the information contained in records
maintained exclusively in electronic format, agencies must meet the standards and requirements for the management of electronic
records outlined in Wis. Admin. Code ch. Admin 12.

lll. Personally Identifiable Information

Wisconsin law requires authorities to specifically identify certain record series within a general records schedule that contain Personally
Identifiable Information (PII). Wisconsin Stat. § 19.62(5) defines Pl broadly as “information that can be associated with a particular
individual through one or more identifiers or other information or circumstances.” Despite this broad definition, Wis. Stat. §
16.61(3)(u)(2) , requires that record series within a schedule containing the following types of Pll need not be identified as such: a) the
results of certain computer matching programs; b) mailing lists; c) telephone or e-mail directories; d) record series pertaining exclusively
to agency employees; and e) record series that contains PIl incidental to the primary purpose for which the records series was created,
and f) those relating to state agency procurement or budgeting. If in doubt as to whether a specific record series contains PII, check
with your agency legal counsel.
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IV. Confidentiality of Records

Most records are not confidential and are open to public disclosure, however, there are exceptions. This GRS will identify any record
series that may contain information required by law to be kept confidential or specifically required to be protected from public access,
identifying the state or federal statute, administrative rule, or other legal authority that so requires. If in doubt as to whether or not a
specific record, or content in that record, is confidential, check with your agency legal counsel. A record series should be identified as
confidential even if not all records in the series contain confidential information and not all parts of records covered by the series are
confidential.

V. Superseded Record Series

“Superseded” means that a new record series or RDA number has been used to cover records that were previously identified
differently. The last column in the following GRS table titled “Previous RDA Number (if applicable)” provides a cross walk between new
and any superseded RDA numbers. When revising a GRS, an attempt is made to retain the previous RDA number, providing the
underlying records remain the same.

VI. Closed Record Series

When revising a GRS it is common for some previously included record series to be closed. The “Closed Series” section lists series
containing records that are no longer created, nor are they expected to be in the future. See the “Closed Series” section included in this
document.

VII. Revision History
See the “Revision History” section for a listing of changes to this GRS
VIIl. Additional Schedules

School Districts should adopt General Records Schedules to augment the Public School Records GRS. These additional schedules
have been approved by the PRB for state agency and local unit of government use. Information on adopting schedules can be found on
the PRB Counties and Municipalities Resource Webpage.

To adopt the Schedule:

e Submit the original and two copies of the Notification of General Schedules Adoption (PRB-002) form to:
State Archivist
Wisconsin Historical Society
816 State St.
Madison, WI 53706

e Complete one (PRB-002) form for each unique GRS.

e A ssigned copy will be returned once the form is approved by The Wisconsin Public Records Board (PRB).
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Minimum

recordings of
board
meetings.

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis iti (if applicable)
position
School Board and Administrative Records
PUBSC100 | School Board and | Official written minutes and agenda Yes No Permanent | Retention This does not | 1.1.1,1.1.2
School Board packets for meetings held in open Justification: | include Ad
Committee session per Wisconsin Open Hoc or Board
Meeting Materials | Meetings Law, Wis. Stat. 8§ 19.81 to These Appointed
- Open Session 19.98. records citizen
contain committees.
historical
information This does not
used to make | include audio
current and or video
future recordings of
decisions. board
meetings.
PUBSC120 | School Board and | Official written minutes and agenda Yes Yes Permanent | Retention School board
School Board packets for meetings held in closed Justification: | minutes
Committee session per exceptions to the Wis. Stat. related to
Meeting Materials | Wisconsin Open Meetings Law, Wis. 8§ These specific
- Closed Session Stat. 88 19.35(1)(a) and 19.85(1). 19.35(1)(a) records students,
and contain including
19.85(1) historical expulsion
information hearing
used to make | minutes, are
current and to be
future governed
decisions. under
SCH400.
This does not
include audio
or video
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Minimum

used to make
current and
future
decisions.

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis iti (if applicable)
position
PUBSC140 | Public Policy-related correspondence May Yes Event+10 Event is end | This does not
Correspondence — | received by the school board or include years and of school include any
Policy Related provided to the public regarding PlI Wis. Stat. | destroy year. formal legal
issues or concerns of general §118.125; | confidential opinion. This
applicability to a school or school FERPA does not
district. include
complaints
made to the
school board
that involve
specific
students or
situations not
generally
applicable to
school district
policy.
School District Historical Records
PUBSC160 | Referendum Official results of a referendum No No Permanent | Retention 1.1.12
Results presented to voters in an election. Justification:
These
records
contain
historical
information
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Minimum

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis iti (if applicable)
position
PUBSC180 | School District Acknowledgements of organization No No Permanent | Retention 121
Boundary orders and descriptions of Justification:
Acknowledgement | boundaries and boundary changes
s provided by the Dept. of Public These
Instruction. records
contain
historical
information
used to make
current and
future
decisions.
PUBSC200 | Historical Records documenting significant May May Permanent | Retention These events | 6.1.1, 6.1.2
Materials and events or milestones of individual include include Justification: | are not
Artifacts schools and school districts. PlI confidential documented
information These in other
Records may include but are not per records records such
limited to award lists, contain as board
commencement programs, honor roll Wis. Stat. information minutes or
lists, student newspapers, and § 118.125; with historic student
yearbooks/annuals. FERPA value. transcripts.
Transportation Records
PUBSC220 | Parent or Other Individually negotiated contracts for Yes Yes Event+1 Event is date 1.3.1
School District transporting students outside of year and of the end of
Transportation standard district provided Wis. Stat. | destroy the school
Contracts transportation. § 118.125; | confidential | year.
FERPA
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Minimum

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis - (if applicable)
position
PUBSC240 | Transportation Aid | Records related to board approved Yes Yes Event+4 Event is date 1.3.6
Records bus routes that determine years and of the end of
transportation aid school districts Wis. Stat. | destroy the school
receive from the Dept. of Public §118.125; | confidential | year.
Instruction. FERPA
Records may include but are not
limited to main bus route listing
including all stops made and the
students being picked up at each
stop.
Reporting Records
PUBSC260 | Reporting to the Records related to fulfilling school May May include | Event+5 Event is date 1.3.8,1.4.1,
Department of district reporting requirements set forth | include | confidential | years and report is 1.4.2,1.4.3,
Public Instruction by the Department of Public Instruction Pl information | destroy certified by 1.4.4,15.5,
per Wis. Stat. 8 Ch. 118 where not per confidential | DPI. 1.5.9, 1.5.15,
covered by a more specific records 1.5.16, 2.2.1,
series. Wis. Stat. 2.2.2,2.2.3,
§118.125; 2.2.4,2.2.5,
Records may include but are not FERPA 2.2.6,2.2.17,
limited to reports, supporting 2.2.8,2.2.10,
documentation, confirmation of 2.2.11,
submission, correspondence, inquiries, 2.2.22,
revisions, and corrections. 2.2.24,
2.2.39,
2.2.41,4.1.2,
4.1.8,4.1.9,
4.1.10,
4.1.11,
4.1.12,
4.1.13,5.1.3,
5.2.12,
5.2.13,
5.2.14,
5.2.15,
5.2.16,
5.2.18,
5.2.20
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Minimum

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis iti (if applicable)
position
PUBSC280 | Reporting to Reports on child abuse or neglect, Yes Yes Event+5 Event is date 4.3.4
Enforcement communicable disease, dog bites, years and report is
Agencies drug offenses, missing children, or Wis. Stat. | destroy submitted.
sexually transmitted disease §118.125; | confidential
submitted to the Wisconsin FERPA
Department of Health or local law
enforcement and animal control
agencies.
Management of Student Records
PUBSC300 | Record of Listing of each time a record was Yes Yes Event+0 Event is date 4.3.8
disclosure of pupil | disclosed with reason, date, and to years and underlying
record whom. FERPA Records of Access to 34 C.F.R. | destroy disclosed
Information Record of each request 99.32, 34 | confidential | public record
to access to and each disclosure of C.F.R. is no longer
personally identifiable information 300.614 retained.
from the educational records of a
student.
Records may include but are not
limited to documentation of requests
from and disclosure to the parent or
eligible student, to an official of the
district for what the district has
determined are legitimate
educational interests, to a party with
written consent from the parent or
eligible student, or to a party seeking
directory data. Documentation of
reqguests from and disclosures to any
party not referenced above.
PUBSC320 | Protest of Record | Statements by parents or eligible Yes Yes Event+0 Event is date 4.4.0
Statements students commenting on contested years and underlying
information in a student record or 34 C.F.R. | destroy contested
stating why they disagree with a 99.21 confidential | public record
district’s decision not to amend a is no longer
record, or both. retained.
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RDA
Number

Record Series Title

Series Description

Pl

(See Il

above)

Confidential
(See IV.
above)

Minimum
Retention
and
Disposition

Event
Description

Examples/
Notes

Previous
RDA Number
(if applicable)

Student Records

PUBSC340

Full-time Open
Enrollment
Program Records

Open enrollment applications,
nonresident and resident district
notice of approval or denial, and
notice of assignment and intent to
attend.

Retention is outlined in Pl 36.08 (4)

Yes

Yes

Wis. Stat.
§118.125

Event+3
years and
destroy
confidential

Event is date
student
application is
rejected, the
student
declines
enroliment,
or the
student is no
longer
enrolled in
the
nonresident
district,
whichever is
later.

4.1.4,5.2.1,
5.2.2,5.2.3,
524,528

PUBSC380

Custody
Documents

Records documenting legal custody
of a student.

Yes

Yes

Wis. Stat. 8
118.125(1)(
a)

Event+1
year and
destroy
confidential

Event is date
student
graduates or
withdraws
from district
or date
superseded
by a
subsequent
order.

44.1
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Minimum

physical health records.

Records may include but are not
limited to:

-Enrollment and registration forms
-Records of transfers of pupil records

-Physical Health Records

* Basic health information

* Emergency medical card

* Log of first air and medicine
administered

* Accident reports

* Athletic permit card

* Routine screening test results such
as hearing, vision, or scoliosis

* Records concerning ability to
participate in an education program
* Immunization exclusion verification

-Disciplinary records

» Disciplinary file, expulsion and
suspension reports

» Assault against staff reports

-504 records

§ 118.125(3),
no behavioral
record may
be
maintained
for more than
one year
after the pupil
ceases to be
enrolled in
the school,
unless the
pupil
specifies in
writing that
his or her
behavioral
records may
be
maintained
for a longer
period.

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis iti (if applicable)
position
PUBSC400 | Behavioral Per Wis. Stat. § 118.125(1)(a) Yes Yes. Event+1 Event is date | Does not 1.3.3,1.3.7,
Records behavioral records include all pupil year and of creation. include 41.1,4.1.3,
records that are not identified by a Wis. Stat. | destroy immunization | 4.1.6, 4.2.2,
more specific RDA, including but not §118.125; | confidential records or 4.3.2,4.3.3,
limited to, psychological tests, FERPA any lead 4.4.3,4.4.4,
personality evaluations, records of screening 4.4.6,4.4.7,
conversations, any written statement records 5.1.4
relating specifically to an individual required
pupil's behavior, tests relating under s.
specifically to achievement or 254.162.
measurement of ability, law
enforcement records, and the pupil's Per Wis. Stat.
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Minimum

programs (IEPs), progress reports,
test reports, assessments and
evaluations, functional behavioral
assessments (FBAs), behavioral
intervention plans (BIPs),
manifestation determinations.

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis iti (if applicable)
position
PUBSC410 | Student Expulsion | An order expelling a pupil issued Yes Yes Event+0 Event is date 4.4.5
Order under Wis. Stat. §8 119.25 or and destroy | the order is
120.13(1). Wis. Stat. | confidential | no longer in
§118.125; effect.
FERPA
PUBSC420 | Progress Records | Per Wis. Stat. § 118.125(1)(c) Yes Yes Event+5 Event is date 4.1.5,
progress records may include but years and student 4.1.14,
are not limited to pupil's grades, a Wis. Stat. 8§ | destroy graduates or 4.1.15,
statement of the courses the pupil 118.125(2) | confidential | withdraws 4.2.1,
has taken, the pupil's attendance from district. 4.2.1.1,
record, the pupil's immunization 4.2.1.2,
records, any lead screening records, 4.2.1.3,
records of the pupil's school 4.2.1.4,
extracurricular activities, teacher 4.2.1.5,
grade book, and athletic records. 4.2.1.6
PUBSC440 | Individuals with Records pertaining to compliance Yes Yes Event+1 Event is date | See note 45.0,4.5.1,
Disabilities with the Individuals with Disabilities year and student below. 45.2
Education Act Education Act. Wis. Stat. | destroy graduates or
(IDEA) Records § 118.125; | confidential | withdraws
Records may include but are not FERPA,; from district.
limited to individualized education IDEA

NOTE for SCH440:

Under federal law, recipients of federal funds must maintain certain records for financial or program audit purposes. These records include a child’s IEP Team evaluation reports, IEPs and placement
notices. The records must be kept for the current fiscal year plus four more years.

Under the IDEA, a school district must inform the parents of a child with a disability when personally identifiable information is no longer needed to provide educational services to the child. The notice
would normally be given at the time the child graduates or otherwise ceases to be enrolled in the school district. The purpose of the notice is to alert parents that certain pupil records may be needed for
proof of eligibility for benefits or other purposes. The personally identifiable information that is no longer needed must be redacted or otherwise removed at the request of the parent. Otherwise, as
noted above, under state law the information may be maintained for only one year after the child graduates or otherwise ceases to be enrolled, unless the parent or adult pupil specifies in writing that
the records may be maintained for a longer period of time. [34 CFR. 300.624].

Therefore, the department recommends that when a child graduates or otherwise ceases to be enrolled, the district obtains the permission of the parent or adult pupil to maintain IEP team evaluation
reports, IEPs, and placement notices for the current fiscal year plus four more years for audit purposes. If the parent requests destruction of the records or will not grant permission to maintain the

records for five years, then the Office of Special Education Program (OSEP), U.S. Department of Education, recommends removing the personal identifiers from the records. Once personal identifiers
are removed, the records are not pupil records and may be maintained until they are no longer needed to satisfy the federal record maintenance requirement.
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PII Confidential Mlnlmgm Previous
NuRrr?E)Aer Record Series Title Series Description (See Il (See IV. Retae:élon DesEg/r(iaSttion Exsglglses/ RDA Ngmber
above) above) Dis iti (if applicable)
position
PUBSC460 | Patient Health Per Wis. Stat. § 146.81(4) patient Yes Yes Event+1 Event is date | These 4.3.1,4.3.5,
Care Records health care records mean all records year and of creation. records do 4.3.6
related to the health of a patient Wis. Stat. | destroy not include
prepared by or under the supervision 88 confidential physical
of a health care provider; and all 146.81(4), health
records made by an ambulance 118.125(2 records
service provider or an emergency m)(a), maintained
medical services practitioner FERPA by a school
administering emergency care under
procedures to and handling and Behavioral
transporting sick, disabled, or injured Records.
individuals.
Records may include but are not
limited to:
-Treatment records from health care
providers including mental health
providers
-Parent’s requests and physician’s
authorization for specialized health
care
-Billing statements and invoices for
treatment or services provided by a
health care provider
PUBSC480 | High School Official high school transcripts and Yes Yes Permanent | Retention 4.2.1.9
Transcripts and listings of any other degrees/awards Justification:
Degrees/Awards received while in high school. Wis. Stat.
§ 118.125; These
FERPA records
contain
historical
information
used to make
current and
future
decisions.
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Minimum

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis iti (if applicable)
position
PUBSC500 | 4K-8 Report Cards | Report cards received while in Yes Yes Event+5 Event is date 4.2.1.8
elementary and middle school. years and student
Wis. Stat. | destroy graduates or
§ 118.125; | confidential | withdraws
FERPA from district.
School Library Records
PUBSC520 | School Library Library program plan created to meet No No Event+1 Event is date
Media Plans requirements of Wisconsin year and plan is
Administrative Code PI § 8.01(2)(h). destroy superseded.
PUBSC540 | Circulation Records documenting the loan of May May Event+0 Event is date
Records library materials by students and include include and destroy | item is
school staff. PlI confidential | confidential | returned or
information the item is
per noted as lost.
Wis. Stat. §
118.125;
FERPA
PUBSC560 | Library Use Records documenting the use of No No Event+1 Event is date
Reports library materials, equipment, year and report is
services, and space by students and destroy superseded.
school staff.
PUBSC580 | Overdue Notices Notices sent to students and school May May Event+0 Event is date
staff to remind them to return include include and destroy | item is
borrowed items. PlI confidential | confidential | returned or
information the item is
per noted as lost
Wis. Stat.
§118.125;
FERPA
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Minimum

RDA . ' . o Pl Confidential Retention Event Examples/ Previous
Number Record Series Title Series Description (See lll. (See IV. and Description Notes RDA Ngmber
above) above) Dispositi (if applicable)
position
Food Service Records
PUBSC600 | State and Federal Records related to state and No No FIS+3 years | Event end of 2.2.34.1,
Food Service federally funded food and nutrition and destroy | federal fiscal 2.2.34.6,
Program Records | programs including the National year. 2.2.34.8,
School Lunch Program, School 2.2.34.9,
Breakfast Program, Afterschool 2.2.34.10,
Snack Program, Special Milk 3332

Program, Wisconsin School Day Milk
Program, and Elderly Nutrition
Program.

Records may include but are not
limited to food and nutrition program
contracts and agreements, policy
statements and applications with
DPI, food service financial records,
sales records for food and nutrition
programs, sales records for non-
program foods, monthly food
inventory records, menus/food
production records, and professional
standards training and civil rights
training compliance records.
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Minimum

bond sales, schedules of bond
retirements, and cancelled bond of
indebtedness and interest.

RDA . . . — e il Retention Event Examples/ AT
Number Record Series Title Series Description (See Il (See IV. and Description Notes RDA Ngmber
above) above) Dis iti (if applicable)
position
PUBSC620 | State and Federal | Records related to state and federally Yes Yes Fiscal+3 Event is end 2.2.34.2,
Food Service funded food and nutrition programs years and of federal 2.2.34.4,
Program Records | including the National School Lunch Wis. Stat. | destroy fiscal year. 2.2.34.5,
- Confidential Program, School Breakfast Program, §118.125; | confidential 2.2.34.7,
Afterschool Snack Program, Special FERPA 2.2.47
Milk Program, Wisconsin School Day
Milk Program, and Elderly Nutrition
Program that include PII of students.
Records may include but are not
limited to applications for free and
reduced-priced meals, direct
certification reports, and verification
summary and documentation,
Community Eligibility Provision
(CEP) documentation, monthly claim
worksheets for each food nutrition
program, benefit issuance lists, and
complaints regarding USDA
programs.
PUBSC640 | Federal Food Federal Food Service Program No No Event+3 Event is date 2.2.34.3
Service Program procurement contracts and years and contract
Procurement agreement records may include but destroy expires or the
Contracts and are not limited to bids (successful final payment
Agreement and unsuccessful), food service is recorded,
Records management company contracts, whichever
and joint and vendor agreements for occurs first.
food, equipment, and supplies.
School Finance Records
PUBSC660 | School District Records documenting debt owed by No No Event+7 Event is date 2.2.27,
Debt a school district in the form of long- years and debt is paid 2.2.27.1,
Documentation term bonds, long-term and short- destroy off or 2.2.27.2,
term notes, and land contracts. cleared. 2.2.27.3,
2.2.27.4,
Records may include but are not 2.2.27.5,
limited to indebtedness statements 2.2.27.6,
and notifications, approved state 2.2.27.7,
trust fund applications, certificates of 2.2.28
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PII Confidential G0 Previous
NuRrr?E)Aer Record Series Title Series Description (See lll. (See IV. Retae:élon DesE(;/r(ianttion EXS?J;I:S/ RDA Number
above) above) Di . P (if applicable)
isposition
PUBSC680 | State Tuition Records relating to filing a state Yes Yes Event+1 Event is date 2.2.37,
Claim tuition claim from the state to year and of final audit 2.2.38
Documentation Wisconsin school districts for Wis. Stat. | destroy of claims.
enrolling students who reside in §118.125;
eligible facilities defined by Wis. Stat. FERPA
§121.79.
Records may include but are not
limited to reports, supporting
documentation, confirmation of
submission, correspondence,
inquiries, revisions, and corrections.
PUBSC700 | Tuition Waiver Records documenting a request for Yes Yes Event+3 Event is date 5.2.5,5.2.6,
Records tuition waiver due to move. years and waiver is 5.2.7
Wis. Stat. | destroy approved.
§118.125 | confidential
Closed Series
A closed series contains records that are no longer created, nor are they expected to be in the future.
RDA . . Minimum Retention .
Record Series Title : . Rationale
Number and Disposition
153 ESEA NCLB Assurances (PI-9550-Assurances 7 years Obsolete
154 Title | Paraprofessional Compliance School Report Summary (PI- 7 years Obsolete
9550-11-BB)
1.5.7 VEERS Composite Enrollment Report (P1-1330-R) 5 years Obsolete
1.5.8 Vocational Student Concentrator Completer Graduate Follow-up 5 years Obsolete
Survey (PI-1335-VEERS)
1.5.12 Grant Application: Alcohol and Other Drug Abuse Grant (PI-1816) 5years Obsolete
1.5.13 State AODA Grants Renewal Form (P1-1813) 5years Obsolete
1.5.14 State AODA Grants End of Year Report 5 years Obsolete
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Closed Series
A closed series contains records that are no longer created, nor are they expected to be in the future.
RDA . . Minimum Retention :
Record Series Title : . Rationale

Number and Disposition
2.2.9 Regular Tuition Reports (PI-1514) Permanent Obsolete
2.2.20 District Equalization Valuation Report 7 years Records maintained by the Wisconsin Dept. of Revenue.
2221 State Aid Computation Cards (PI-1519) 7 years Obsolete
2.2.23 State Aid Payment Vouchers (P1-1518) 7 years Obsolete
2.2.25 Common School Fund Voucher 7 years Obsolete
2.2.26 State Superintendent Acknowledgment of District Boundary 7 years Obsolete

Changes
2.2.40 Notification to Exceed Revenue Limits (PI1-1572-B) Permanent Obsolete
2.2.44 District Development Levels Aligned to Grades in PI 34.27.29 (PI- Permanent Obsolete

1675)
417 Application for Driver Education Certificates (PI-1715) 1 year Obsolete
4.3.7 Family Educational Rights and Privacy Act (FERPA) Access Policies | Until superseded Not a school district record.
5.2.11 State AODA Grants: AODA Program Interim Report (PI-7101/PI- 4 years after end of project | Obsolete

7102)
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Revision History
A listing of changes to this GRS.
Revision Date | RDA Number Record Series Title Revision Made
08/2023 PUBSC440 Individuals with Disabilities Education Act (IDEA) Records Note amended.
08/2023 PUBSC600 State and Federal Food Service Program Records Amended.
08/2023 PUBSC620 State and Federal Food Service Program Records - Confidential | Amended.
08/2023 PUBSC640 Federal Food Service Program Procurement Contracts and Amended.
Agreement Records
03/2023 Entire GRS renewal approved.
02/2023 1.1.3 Citizens Advisory Committee Meeting Minutes Supersede with Administrative Records GRS.
02/2023 1.1.4 Management Team Meeting Minutes Supersede with Administrative Records GRS.
02/2023 1.1.5 Reports to the School Board Supersede with Administrative Records GRS.
02/2023 1.1.6 School Board Policies and Procedures Supersede with Administrative Records GRS.
02/2023 1.1.7 School Board Correspondence Supersede with Administrative Records GRS.
02/2023 1.1.8 Management Guidelines Supersede with Administrative Records GRS.
02/2023 1.1.9 Legal Opinions Supersede with Municipal Records GRS.
02/2023 1.1.10 Notice of Meetings Supersede with Administrative Records GRS.
02/2023 1.1.11 Petitions Supersede with Municipal Records GRS.
02/2023 1.1.13 Complaints to the School Board Supersede with Administrative Records GRS.
02/2023 1.1.14 Newsletters/Bulletins Supersede with Administrative Records GRS.
02/2023 1.1.15 Special Project Studies/Reports/Strategic Plans/Task Force Reports Supersede with Administrative Records GRS.
02/2023 1.1.16 Management Correspondence/Memos Supersede with Administrative Records GRS.
02/2023 1.1.17 Election Notices Supersede with Municipal Records GRS.
02/2023 1.1.18 Election Petitions Supersede with Municipal Records GRS.
02/2023 1.1.19 Election Poll Lists Supersede with Municipal Records GRS.
02/2023 1.1.20 Election Tally Supersede with Municipal Records GRS.
02/2023 1.1.21 Election Tally Books and Returns Supersede with Municipal Records GRS.
02/2023 1.1.22 Election Canvassing Supersede with Municipal Records GRS.
02/2023 1.1.23 Election Registrations Supersede with Municipal Records GRS.
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02/2023 1.2.2 Architecture Building Blueprints Supersede with Facilities Records GRS.

02/2023 1.2.3 Building and Site Data Books Supersede with Facilities Records GRS.

02/2023 1.2.4 Tools and Equipment Inventory Supersede with Fiscal and Accounting Records GRS.

02/2023 1.25 Specification Supersede with Facilities Records GRS.

02/2023 1.2.6 Building Permits Supersede with Facilities Records GRS.

02/2023 1.2.7 Electrical Information Supersede with Facilities Records GRS.

02/2023 1.2.8 Maintenance Requests Supersede with Facilities Records GRS.

02/2023 1.29 Abstract/Deeds/Title Papers/Mortgages Supersede with Facilities Records GRS.

02/2023 1.2.10 Chemical Wastes Manifest (including asbestos and radon checks) Supersede with Risk Management Records GRS.

02/2023 1.3.2 Bus Transportation Contract Supersede with Purchasing and Procurement Records
GRS.

02/2023 1.34 Financial Statement for Out-of-District Field Trips Supersede with Fiscal and Accounting Records GRS.

02/2023 1.35 Bus Rules/Policy Supersede with Administrative Records GRS.

02/2023 151 ESEA Consolidated Application (P1-9550) Supersede with Administrative Records GRS.

02/2023 1.5.2 ESEA Affirmation of Consultation with Private School Officials (PI-9550- | Supersede with Administrative Records GRS.

AC)
02/2023 1.5.6 Carl Perkins Basic Grant Application (PI-1303) Supersede with Administrative Records GRS.
02/2023 1.5.10 Title | Part C — Education of Migratory Children Local Project Application | Supersede with Administrative Records GRS.
— Summer (PI-1730)

02/2023 15.11 Title | Comparability Report (PI-1753) Supersede with Administrative Records GRS.

02/2023 21.1 Purchase Requisition Supersede with Fiscal and Accounting Records GRS.

02/2023 2.1.2 Purchase Orders Supersede with Purchasing and Procurement Records
GRS.

02/2023 213 Bids & Contracts Supersede with Purchasing and Procurement Records
GRS.

02/2023 21.4 Performance Guarantee/Warrant of Vendor Supersede with Purchasing and Procurement Records
GRS.

02/2023 2.15 Vacation/Personal Leave Records Supersede with Payroll Records GRS.

02/2023 2.1.6 W-2 Forms Supersede with Payroll Records GRS.
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02/2023 2.1.7 W-4 Forms Supersede with Payroll Records GRS.
02/2023 218 Social Security Report Supersede with Payroll Records GRS.
02/2023 219 Retirement Reports Supersede with Payroll Records GRS.
02/2023 2.1.10 Enrollment Cards Supersede with Payroll Records GRS.
02/2023 2.1.11 Disability Insurance Supersede with Payroll Records GRS.
02/2023 2.1.12 Life Insurance Supersede with Payroll Records GRS.
02/2023 2.1.13 Health/Dental Insurance Supersede with Payroll Records GRS.
02/2023 2.1.14 Tax Sheltered Annuity Supersede with Payroll Records GRS.
02/2023 2.1.15 United Way Contributions Supersede with Payroll Records GRS.
02/2023 2.1.16 Union Dues Supersede with Payroll Records GRS.
02/2023 2.1.17 Payroll Distribution Report Supersede with Payroll Records GRS.
02/2023 2.1.18 Payroll Deduction Report Supersede with Payroll Records GRS.
02/2023 2.1.19 Additional Pay Authorization Forms Supersede with Payroll Records GRS.
02/2023 2.1.20 Insurance Reports and Bills Supersede with Payroll Records GRS.
02/2023 2.1.21 Absence Report/Time Sheets Supersede with Payroll Records GRS.
02/2023 2.1.22 State and Federal Tax Reports Supersede with Payroll Records GRS.
02/2023 2.1.23 Stop Payments Supersede with Fiscal and Accounting Records GRS.
02/2023 2.1.24 Cancelled Payroll Checks Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.12 Annual Audit Reports Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.13 Disbursement and Receipt Journal Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.14 General Ledger — All Funds Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.15 Fund Ledger Cards Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.16 Canceled General Voucher Checks Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.17 Monthly Bank Statements Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.18 Monthly Reconciliation Ledger Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.19 Bank Deposit Receipts Supersede with Fiscal and Accounting Records GRS.
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02/2023 2.2.29 Invoices Supersede with Fiscal and Accounting Records GRS.
02/2023 2.2.30 Short-Term Contracts for Contest Officials (e.g., spelling bee, Academic Supersede with Human Resources Records GRS.
Decathlon, etc.)

02/2023 2231 Short-Term Contracts for Athletic Officials (seasonal referee, etc.) Supersede with Human Resources Records GRS.
02/2023 2.2.32 Insurance Policies Supersede with Human Resources Records GRS.
02/2023 2.2.33 Damage and Loss Reports Supersede with Risk Management Records GRS.
02/2023 2.2.35 Grant Applications — Successful ++ Supersede with Administrative Records GRS.
02/2023 2.2.36 Grant Applications — Unsuccessful Supersede with Administrative Records GRS.
02/2023 2.2.42 Mentoring Grant for Initial Educators (P1-1640) Supersede with Administrative Records GRS.
02/2023 2.2.43 Peer Review and Mentoring Grants (P1-1653) Supersede with Administrative Records GRS.
02/2023 3.11 Teaching Certificates (Including permits and certifications) Supersede with Human Resources Records GRS.
02/2023 3.1.2 Transcript of College Credit Supersede with Human Resources Records GRS.
02/2023 3.13 Certified Staff Certificates of Previous Experience Supersede with Human Resources Records GRS.
02/2023 3.14 Evaluation Records Supersede with Human Resources Records GRS.
02/2023 3.15 Individual Teaching Contracts Supersede with Human Resources Records GRS.
02/2023 3.16 Other Individual Employment Contracts Supersede with Human Resources Records GRS.
02/2023 3.1.7 Applications (Hired) Supersede with Human Resources Records GRS.
02/2023 3.1.8 Applications (Not Hired) Supersede with Human Resources Records GRS.
02/2023 3.1.9 Immigration and Nationalization Services INS-9 Forms Supersede with Human Resources Records GRS.
02/2023 3.1.10 Staff Accident Reports Supersede with Human Resources Records GRS.
02/2023 3.1.10.1 Injury Claims Supersede with Human Resources Records GRS.
02/2023 3.1.10.2 Workers Compensation Supersede with Human Resources Records GRS.
02/2023 3.1.10.3 Public Liability Supersede with Human Resources Records GRS.
02/2023 3.1.104 Settlements Supersede with Human Resources Records GRS.
02/2023 3.1.11 Medical Records Supersede with Human Resources Records GRS.
02/2023 3.1.111 Physical Examinations Supersede with Human Resources Records GRS.
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02/2023 3.1.11.2 TB Tests Supersede with Human Resources Records GRS.
02/2023 3.1.12 Health & Dental Insurance Waivers Supersede with Human Resources Records GRS.
02/2023 3.1.13 Affirmative Action Files Supersede with Human Resources Records GRS.
02/2023 3.1.14 Arbitration Decisions — Negotiator Supersede with Human Resources Records GRS.
02/2023 3/1/2023 Athletic Activity Contracts Supersede with Human Resources Records GRS.
02/2023 3.1.16 Classification Studies — Description of job duties of individual school Supersede with Human Resources Records GRS.
district positions.
02/2023 3.1.17 Disability Insurance Claims — Claims filed by employees for disability Supersede with Human Resources Records GRS.
insurance program.
02/2023 3.1.18 Eligibility Register — List of job applicants who have qualified for positions | Supersede with Human Resources Records GRS.
within district.
02/2023 3.1.19 Employee Deficiency/Termination Reports Supersede with Human Resources Records GRS.
02/2023 3.1.20 Equal Employment Opportunity Reports/Summary Data Reports sent to Supersede with Human Resources Records GRS.
Federal Government
02/2023 3.1.21 Fair Labor Standards Act — Salary schedules, employee classification, Supersede with Human Resources Records GRS.
compensation periods, work schedules/periods
02/2023 3.1.22 Grievance Files — Employee grievances and/or complaints filed under a Supersede with Human Resources Records GRS.
labor agreement or personnel rules. This also relates to arbitration files
and related court cases.
02/2023 3.1.23 Insurance Certificates and Policies Supersede with Human Resources Records GRS.
02/2023 3.1.24 Insurance Premium Reports Supersede with Human Resources Records GRS.
02/2023 3.1.25 Insurance Working Files Supersede with Human Resources Records GRS.
02/2023 3.1.26 Labor Union — Contracts Supersede with Human Resources Records GRS.
02/2023 3.1.27 Labor Union — Disputes Supersede with Human Resources Records GRS.
02/2023 3.1.28 Labor Union — Negotiations Minutes Supersede with Human Resources Records GRS.
02/2023 3.1.29 Non-Union Salary Determination — Annual salary schedules for all non — | Supersede with Human Resources Records GRS.
union employees.
02/2023 3.1.30 OSHA — Employee Accident Reports Supersede with Human Resources Records GRS.
02/2023 3.131 OSHA — Employee Exposure Records Supersede with Human Resources Records GRS.
02/2023 3.1.32 OSHA — Employee Medical Records Supersede with Human Resources Records GRS.
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02/2023 3.1.33 Performance of Work Contracts Supersede with Human Resources Records GRS.
02/2023 3.1.34 Personnel Files Supersede with Human Resources Records GRS.
02/2023 3.1.35 Personnel files — Summer School Supersede with Human Resources Records GRS.
02/2023 3.1.36 Personnel and Promotion List Supersede with Human Resources Records GRS.
02/2023 3.1.37 Position Recruitment File Supersede with Human Resources Records GRS.
02/2023 3.1.38 Requisition for Personnel Supersede with Human Resources Records GRS.
02/2023 3.1.39 Substitute Teacher Reports Supersede with Human Resources Records GRS.
02/2023 3.1.40 Unemployment Claims/Compensation Supersede with Human Resources Records GRS.
02/2023 3.1.41 Summons/Pleadings, Other Legal Documents Supersede with Human Resources Records GRS.
02/2023 3.1.42 Notices of Claims Supersede with Human Resources Records GRS.
02/2023 4.1.16 Lesson Plans Supersede with Administrative Records GRS.
02/2023 5.1.1 Special Education Plan/Claim (PI-2199 or equivalent) Supersede with Administrative Records GRS.
02/2023 5.1.2 IDEA Application/Plan (P1-2111) Supersede with Administrative Records GRS.
02/2023 5.1.2.1 Flow-Through Funds Supersede with Administrative Records GRS.
02/2023 5.1.2.2 Discretionary Funds Supersede with Administrative Records GRS.
02/2023 5.1.2.3 Local Educational Agency Transfer Funds Supersede with Administrative Records GRS.
02/2023 5.1.24 Preschool Entitlement Funds Supersede with Administrative Records GRS.
02/2023 5.1.25 Preschool Discretionary Funds Supersede with Administrative Records GRS.
02/2023 5.1.5 National Instructional Materials Access Center and Accessibility Supersede with Administrative Records GRS.
Standard Statement of Assurance (P1-2194)
02/2023 5.2.19 Application to Offer GED Option #2 (P1-8201) Supersede with Administrative Records GRS.
02/2023 5.2.21 Local Use Form; Homeless Student Identification (P1-Q03-8) Supersede with Administrative Records GRS.
02/2023 5.2.9 Alternative Education Program Grant Application (P1-9710) Supersede with Administrative Records GRS.
02/2023 5.2.10 Disproportionality Application (PI-8801) Supersede with Administrative Records GRS.
02/2023 5.2.17 High Cost Special Education Initiative Claim Form (Pi-1570) Supersede with Administrative Records GRS.
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