Lakeland Joint School District No.272 8605

Noninstructional Operations
Retention of District Records

r—eompliarece—with—dahe—Gede; The Board of Trustees establishes the following guidelines to

provide administrative direction pertaining to the retention and/or disposal of District records. This
schedule #kewrse |dent|f|es the ant|C|pated physical Iocatlon of where sueh—records may be kept

The District’'s Public Records Coordinator, in conjunction with the Superintendent and Board
Clerk, er—desigree; is responsible for the maintenance, safeguarding, and destruction of the
District’s records. Performance of such duties shall be in cooperation with the District's
Administrative Busiress Office, Directors of Maintenance, and-Transportation, Nutrition Services,
Technology Geerdinater, and the building Principals.,—at—the—sechoels—buildings and—ether
administrative—personnet—employed—by—theDistrict. However; each—sehoot Employees are is
likewise responsible for having knowledge of this policy and the requirement to maintain and
safeguard the District’s records, electronic or otherwise, consistent with the chart below.

Unless otherwise prohibited by applicable law, all District records may be maintained
electronically and/or in hard physieal-copy.

Method of Destroying Official Records

The District’s official records, and any copy thereof, that may be deemed to be confidential and/or
not intended to be disseminated to the public, will be shredded before disposal.

Destruction of Electronic Mail (e-mail)

The District will store eteetronie-maitfe-mails for a maximum period of 7 years. All e-mail will be
automatically deleted from the District's system at the end of this retention period. It is the
responsibility of every district employee to ensure that-District documents that need to be
retained for a longer period of time, due to federal law, state law, or the provisions of this policy,
are retained accordingly and in a different format than e-mails eleetrenie—mait. Ar—employees
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Suspending of Destroying Official Records

The District WI|| |mmed|ately cease the destructlon of all Feievaﬂfe records, including electronic
records, even for the following
reasons:

1. #The District receives a Freedom of Information Act (FOIA) request;
2. iThe District believes that-an investigation or litigation is imminent; or
3. HThe District is notified that-an investigation or litigation has commenced.

The Public Records Coordinator, Superintendent, and Board Clerk are responsible for carrying
out this policy.

H—relevant Records existing in an electronic formats (such as e-mail, digital images, word
processed documents, databases, backup tapes, etc.) shall require the District's Administrative
personnel to shal—notify its information technology staff to cease the destruction of records
relating to the subject matter of the—litigation suit, potential litigation stit, or an investigation.
Failure to cease the destruction ofrelevant electronic formatted records could result in penalties
against the District.

District records shall be retained and/or disposed of as follows:

FE—Fiseat-Year End-dure-36") DT District Transportation
REGORDS-DESGRIPHON RETFENHONPERIOD
ADMINISTRAHON— PM PO, SB
AFFENBANGE—
)
al ||.|||u|.al attendance stmmaries by
ADMINISTRAHON— 3yr boO,-SB
AFFENBANCE—
Errelmentattendance-data
ABMINISTRATHON— INetdess-than-8-menths| Bo
BALLOTFS-AND-OATHSOF following-election
ELEGHON—
untt-canvassed-and+ecorded-in-the
miagtes
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BOARD-MEMBER REGORDS— AC+3yr bo
Series-d I ' aetivit . | NOTE-S
serves-asareference-soeureefor materalsmay-warrant

GOMPUTER - SYSTEMS- US-ertyear Bo
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PM
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retain-AG+H2

EA

FE+3-yr
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I : e

date-eoHermination;
whicheveris-soener

PM

+yr

tyr

FE+3-yr

PM

FE+3-yr
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FE—Fisealb-Year Erd{June-36%) DT—District Transportation
RECORBSBESCRIPTHON REFENHONPERIOD
HSCAL- FE+3yr DO SB; DM, DT
APPROPRIAHONREQUESTS—
) .

llnelludes any s_up_psltmg decumentation
FSGAL- PM bBoO,SB
FNAAYUBHREPORTS
FHSCAL- FE+3yr PO, SB
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HSCAL- FE+3-yr BO,-SB
CANCEH-EBCHECKS—
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HSCEAL- FE+3-vy¢ PO, SB
CASHRECORBS—
Sashod it slips: I ot |
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HSGAL— AGC+3yr po
YUSbA expentiture
HSCAL- FE+3yr bO;SB
GENERALHEBGERSGENERAL
JOURNALVOUGHERS
HSCAL- AC+H3yr bBo;SB
GRANTS— AC=End-ofgrantor
State-and+ederat satisfaction-of-alt
reqtirements-for-the
grant
requirementsrray-vary
depending
o
GF" Hl.'e spectie-federal
-y I 1 - 1 A oot BO—Deticion
’ e ’ PM_P o s
last-date-of o US—URHLS ed EEE” EEE.“E.EIEHH'I.E““gE

RECORDSDESCRIPHON REFENHONPERIOD
HSGAL- AG+3-yr bo
INSURANCE GLAMM-EHLES AC=Resolutionofclaim
HSCGAL- AGC+5yr bo
INSURANGE ROLICIES _ o
AS .e*E'.'aE'e“ of
ai-types te'l'.“"'at'e“ ell_ .
terms
HSCAL- AC+H4yr bo
LONG-TFERM-HABHTI-RECORDS— | AG=retirement-of-debt
Bends—ete
HSCAL- FE+3-yr PO, SB, bM, DT
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HSGAL- FE+3-y+ Po,SB
RECONSHHIAHONS
FHSGAL- FE+3-yr Po,SB
REIMBURSABLEAGTHAHHES—
Reguests-&-approval-ferreimbursed
HSGAL- AC+3yr Po,SB
REFORNED-CHECKS— AG=After-deemed
Yneolleetable-warrants-ordrafts ghecolectible
HSCEAL- USHE+H3yr bo
SIENATUREAUTFHORIZATHONS—
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EEGAL- PM Bo
OPENRECORDS REQUESTS—

I ) (i I
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EEGAL-ORINIONS-AND PM bo;SB

> :
NEWS-ORPRESSRELEASES PM PO, SB
PERSONNEL-AGCSUMULATFEBHEAVE FE+3-yr PO, SB, bM, b¥
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PERSONNEL-APPHEATHONSTFOR AC+5yr Po,-SB; bM DT
EMRLOYMENT—HIRED—Application | AC=Termination-of
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lastdate-of contact US—Unti-Superseded | BPM—DistrietMaintenanee
FE—Fiseal-YearEnd-{(June-36") BT—DistrietFransportation
RECORDSDESCRIPHON RETENHONPERIOD
PERSONNEL- FE+3-yr bo;-SB; DM, BT
COMPEAINTFRECORDS— CAUHONAfa

PERSONNEL- AC+H3yr bo;-SB; bM; BT
BISSHRPHNARY-ACHON AC=termination-of
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termiration-of
PERSONNEL- 4-yr bo
EMPLOYEEEARNINGS REGORBS
PERSONNEL- Us bo
EMPLEOYEEINSURANCE
RECORDS—
Bistriet-copy s.I selechon-recorda by
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RECORDS— employment
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EMPEOYMENT-CONTRACTS +50-yr
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EMPLOYMENT-EHGIBHHY— AGC=Termination-of
FederalreportformINS+-9 with-aminimam-of-4
years
FE—Fiscal-YearEnd-(June-30") DT District Fransportation
REGCORBSDESGRIPHON REFENHONPERIOD
PERSONNEL- 2yr bo;SB; bM; BT+
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RECORDS— include
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RESUME-UNSOHGIFED
VY: I ; . ; LA ool DO—_DisiciOf
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RECORDS DESCRIPTION RETENTION-PERIOD
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PERSONNEL- AC+3yr bOo,-SB, bM, DT
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PERSONNEL- 5-yrfrom-date-of bo
W-2-8&W-4TFORMS termination

PERSONNEL— AGC+10-yF o
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PROGUREMENT- FE+3-yr bo,SB, bM, BT
PURCHASINGLOG—
PROGUREMENT- FE+3-yr PO, BM;BF
Bib-BOGUMENTAHON— GAUHONt-aformat
deeumentation-mustbe
retained
forthe-sameperied
as-the-contract
REGORBS-MANAGEMENT— PM bo,SB, BbM, BT
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e o d I
transferredy-CONTROEMATERIALS
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ACCIDENTRERPORTS ForMiners8-yrs-after
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SAFETFY- PM bo;-SB; bM; BT
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SAFETFY- PM PO, SB
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SAFETFY- AGC+3-yr bBO,-SB; BbM
HREORBERS— AC=deficieney
issued-by-fire-marshat-to-correet eerreetee
fire-code
FE—Fiseal-YearErd{June-36*) DT—DistrietFranspertation
RECORDSDESCRIPHON RETENTIONPERIOD
SAFETY- PM PO, bM
HAZARBOUSMATERIALS BISROSAL
REGORDS—
Material-safety-data-sheetsmustbe
koot for i homical o
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SAFETY- AG+3yr bo.-SBbM
INSPECHONRECORBS— AG=Date-ofthe
irspectionreport
SAFETY- 30-yrsaftertheend bo,bM
MATFERIALBATA-SAFETF-SHEETS of-use-of-the
substanece

SAFETY- 30-y¢ bo.-SBBbM
WORKPEACE-CHEMICAEHSTS
STUDENTS- PM bo,SB
EBUCAHON-REGORDS—
addressdates-of-attendance;
graduation-date-and-gradesearned
STUDENTS- FE+6-y¢ bo;SB
SREGIALEBUCAHON-REGORDS—
e|s|ueat|snal_|e55|dsl lE"P'E|Hd"'g ehgioiity
STUDENTS- FE+5-yr PO, SB
MEBICAIB RECORBS-
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VEHICLE- EA+yr b, bF
INSREGCHONREPAIR-AND
MARNTFENANCERECORDS
VEHICLE- A PO, bF
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VOLEUNTEER RECORDS— AGC+3-yr PO, SB
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r i 4
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AC—After closed, terminated, completed,

DO - District
Office

expired, settled, or last date of contact SB - School
. FE—Fiscal Year End (June 30th) Buildings
Retention Codes  f, 5 | ife of Asset DM- District
PM—Permanent Maintenance
US—Until Superseded DT-District
Transportation
Record Description Retention Period Location
Agendas, Minutes, Reports,
Board Records, Attendance [PM DO, SB
1. Administration |Summary
Includes Governance, [Ballots (General & Bond) 28 Months / 260 Days |DO
Elections, Contracts, |Board Membgr Records, AC+3 yrs DO. SB
Correspondence, and |Program Review
Organizational Contracts & Leases AC+6 yrs DO
Documentation Donations, Press Releases, M DO. SB. DM, DT
Org Chart
ig:rc:il:]ment & General o DO, SB
Record Description Retention Period Location
AP/AR, Bank Statements,
Cancelled Checks, Cash,
Chart of Accounts, General
Ledger, Reconciliations,
Reimbursables, O.pe?ratlng FE+3 yrs DO. SB, DM, DT
Budgets, Appropriations,
Expenditures, External
Reports, Receipts,
Purchasing, Bid
|2' Il=isdcal :e;:orctis Documentation
ncludes budgets,
00,53
g ding, and.flnanmal Insurance Policies AC+5 yrs DO
fansactions. Tax Records, Long-Term
% mecords, Long AC+4 yrs DO
Liabilities
Title | Ch.2, Title VI-B FE+5 yrs DO
Signature Authorizations US+FE+3 yrs DO
Capital Assets LA+3 yrs DO, SB, DM, DT
Annual Reports, Retention
Schedules, Final Audits,
Litigation, Legal Advice, PM DO, SB, DM, DT
Deeds, Easements,
Performance Bonds
Record Description Retention Period Location

3. Personnel Records
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This document is the official policy of Lakeland Joint School District 272 and supersedes all previous versions. Unauthorized alterations are prohibited.

Page 15 of 18




Includes hiring,
employment, benefits,
evaluations, and
disciplinary actions.

Leave Requests,
Adjustments, Status, Sick
Leave Pool

FE+3 yrs

DO, SB, DM, DT

Applications (Hired), W2,
W4

AC+5 yrs /5 yrs

DO, SB, DM, DT

Applications (Not Hired),
Criminal History, Deduction
Authorizations, Corrective
Action, Counseling,
Unemployment
Compensation, Disciplinary
Action, Employee
Statements, Recognition,
Training, Grievance

AC+1-6 yrs

DO, SB, DM, DT

Benefit Plans, Employee
Benefits, Insurance, Direct
Deposit, License, Driving
Record

US / US+1 yr

DO, DT

Earnings, Income
Adjustments,
Unemployment Claims,
Time Sheets

3—4 yrs

DO, SB, DM, DT

PERSI
Enrollment/Termination

6 yrs

DO

Procedure Descriptions,
Selection Records,
Announcements

US+3 yrs/ 2 yrs

DO, SB, DM, DT

Contracts, Former
Employee Verification

Original Hire Date
+50 yrs

DO

Overtime, Performance
Appraisals, Policy Manuals,

Liability Releases, PM DO, SB, DM, DT
Personnel Info
Resume (Unsolicited) 1yr DO, SB, DM, DT
Workers’ Compensation AC+10 yrs DO
Eligibility AC+4 yrs DO
4. Student Records Record Description Retention Period Location
Includes general |Fducation PM DO SB
education, special  Ispecial Education FE+6yr DO SB
education, and
Medicaid Medicaid FE+5yr DO SB
documentation.
. Record Description Retention Period Location
5. Facilities & LA (+3 yrs for Histo
Equipment History Files, Manuals Files) y Y |po, bm, DT
Includes building plans,
int Plans & Specs A. PM B. AC+2 yrs DO, DM, DT
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and emergency
contacts.

warranties, and Appraisals 3 yrs DO
disposal records. |Sales, Disposal PM DO, DM
Utility Usage 1yr DO, DM
Property Logs US+3 yrs DO, SB, DM
Record Description Retention Period Location
Damage, Lost/Stolen
Reports, Fire Orders, FE+3 yrs / AC+2 yrs |DO, SB, DM, DT
6. Safety & Compliance |Access Records
Includes accident Accidents 8 yrs DO, SB, DM, DT
reports, inspections, |Evacuation Plans, Disaster
hazardous materials, |Preparedness, Hazardous |PM DO, SB, DM, DT
and emergency plans. |Material Disposal
Chemical Lists, SMDS 30 yrs DO, SB, DM
Incidents 3 yrs (or 30 yrs*) DO, SB, DM, DT
Inspections LA DO, SB, DM
7. Technology & Record Description Retention Period Location
Systems Includes
backups, web content,
and system Backups US or 1yr DO
documentation.
8. Transportation & Record Description Retention Period Location
Vehicles Includes
vehicle logs, Operation Logs, registration [1yr DO DT
inspections, and title . .
G Inspection,Repair LA+1yr DO DT
9. Volunteer Records Record Description Retention Period Location
Includes intern
agreements, time logs, f /o Records AC+3yr DO SB

In the event that District records do not correspond to any of the above listed categories, the
Superintendent will determine the period of retention for a particular record.

Legal References:

[.C. § 33-508 Duties of Clerk

[.C. § 33-701(8) Fiscal Year—Payment and Accounting of Funds
[.C. § 34-1711 Canvass of Returns

[.C. § 56-209h Administrative Remedies
Section 74-119 — Idaho State Legislature Agency Guidelines

SDE Idaho Special Education Manual Revised 2009, Chapter 11, Section E
Federal Regulation Idaho Records Management Guide, August, 2013
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https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH5/SECT33-508/
https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH7/SECT33-701/
https://legislature.idaho.gov/statutesrules/idstat/Title34/T34CH17/SECT34-1711/
https://legislature.idaho.gov/statutesrules/idstat/Title56/T56CH2/SECT56-209h/
https://legislature.idaho.gov/statutesrules/idstat/Title74/T74CH1/SECT74-119/

Policy History:
Adopted on: August 8, 2016

Revised on:(Pending)
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Lakeland Joint School District No.272 8605

Noninstructional Operations
Retention of District Records

The Board of Trustees establishes the following guidelines to provide administrative direction
pertaining to the retention and/or disposal of District records. This schedule identifies the
anticipated physical location of where records may be kept or maintained by the District.

The District’'s Public Records Coordinator, in conjunction with the Superintendent and Board
Clerk, is responsible for the maintenance, safeguarding, and destruction of the District’'s records.
Performance of such duties shall be in cooperation with the District's Administrative Office,
Directors of Maintenance, Transportation, Nutrition Services, Technology, and the building
Principals. Employees are responsible for having knowledge of this policy and the requirement to
maintain and safeguard the District’s records, electronic or otherwise, consistent with the chart
below.

Unless otherwise prohibited by applicable law, all District records may be maintained
electronically and/or in hard copy.

Method of Destroying Official Records

The District’s official records, and any copy thereof, that may be deemed to be confidential and/or
not intended to be disseminated to the public, will be shredded before disposal.

Destruction of Electronic Mail (e-mail)

The District will store e-mails for a maximum period of 7 years. All e-mail will be automatically
deleted from the District's system at the end of this retention period. It is the responsibility of
every district employee to ensure District documents that need to be retained for a longer period
of time, due to federal law, state law, or the provisions of this policy, are retained accordingly and
in a different format than e-mails

Suspending of Destroying Official Records

The District will immediately cease the destruction of all records, including electronic records,
for the following reasons:

1. The District receives a Freedom of Information Act (FOIA) request;
2. The District believes an investigation or litigation is imminent; or
3. The District is notified an investigation or litigation has commenced.

The Public Records Coordinator, Superintendent, and Board Clerk are responsible for carrying
out this policy.

Records existing in electronic formats (such as e-mail, digital images, word processed
documents, databases, backup tapes, etc.) shall require the District's Administrative personnel to
notify its information technology staff to cease the destruction of records relating to the subject
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matter of litigation, potential litigation, or an investigation. Failure to cease the destruction of
electronic formatted records could result in penalties against the District.

District records shall be retained and/or disposed of as follows:

Retention Codes

AC—Atfter closed, terminated, completed, expired, US—Until Superseded
settled, or last date of contact DO - District Office
FE—Fiscal Year End (June 30th) SB - School Buildings
LA—Life of Asset DM- District Maintenance
PM—Permanent DT-District Transportation
Record Description Retention Period Location
Agendas, Attendance Summary, Board
Records, Minutes, Reports FY DO, SB
Ballots (General & Bond) =28 Months / 260 Days |DO
1. Administration
Board Member Records, Program Review [AC+3 yrs DO, SB
Contracts & Leases AC+6 yrs DO
Donations, Organization Chart, Press PM DO, SB, DM, DT
Releases
Enrollment & General Admin 3 yrs DO, SB
Record Description Retention Period Location

AP/AR, Appropriations, Bank Statements,
Bid Documentation, Cancelled Checks,
Cash, Chart of Accounts, Expenditures, +

External Reports, General Ledger, FE+3 yrs DO, SB, DM, DT
Operating Budgets, Purchasing, Receipts,
Reconciliations, Reimbursable

Grants, Insurance Claims, Returned

Checks, USDA AC+3 yrs DO, SB
2. 1\ Records Insurance Policies AC+5 yrs DO
Long-Term Liabilities, Tax Records AC+4 yrs DO
Title | Ch.2, Title VI-B FE+5 yrs DO
Signature Authorizations US+FE+3 yrs DO
Capital Assets LA+3 yrs DO, SB, DM, DT
Annual Reports, Deeds, Easements, Final
Audits, Legal Advice, Litigation, PM DO, SB, DM, DT
Performance Bonds, Retention Schedules
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Record Description Retention Period Location
Adjustments, Leave Requests, Sick Leave FE+3 yrs DO. SB, DM, DT
Pool, Status
Applications (Hired), W2, W4 AC+5 yrs /5 yrs DO, SB, DM, DT
Applications (Not Hired), Corrective Action,
Counseling, Criminal History, Deduction
Authorizations, D|SC|pI|nary Action, AC+1-6 yrs DO, SB, DM, DT
Employee Statements, Grievance,
Recognition, Training, Unemployment
Compensation
Benefit Plans, Direct Deposit, Driving
Record, Employee Benefits, Insurance, US /US+1 yr DO, DT
3. Personnel |license
Records - - -
Earnings, Income Adjustme.nts, Time 3-4 yrs DO, SB. DM, DT
Sheets, Unemployment Claims
PERSI Enrollment/Termination 6 yrs DO
Annou.ncements, Procedure Descriptions, US+3 yrs /2 yrs DO, SB. DM, DT
Selection Records
Contracts, Former Employee Verification Original Hire Date DO
+50 yrs
L|ab|I|t.y Releases, Overtime, Pgrformance PM DO. SB, DM, DT
Appraisals, Personnel Info, Policy Manuals
Resume (Unsolicited) 1yr DO, SB, DM, DT
Workers’ Compensation AC+10 yrs DO
Eligibility AC+4 yrs DO
Record Description Retention Period Location
4. Student Education PM DO SB
Records Special Education FE+6yr DO SB
Medicaid FE+5yr DO SB
Record Description Retention Period Location
: : LA (+3 yrs for History
History Files, Manuals . DO, DM, DT
Files)
5. Facilities & |Plans & Specs A. PM B. AC+2 yrs DO, DM, DT
Equipment ;
Appraisals 3yrs DO
disposal records. ppra y
Disposal, Sales PM DO, DM
Utility Usage 1yr DO, DM
Property Logs US+3 yrs DO, SB, DM
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Record Description Retention Period Location
Access Records, Damage, Fire Orders,
Lost/Stolen Reports FE+3 yrs / AC+2 yrs |DO, SB, DM, DT
Accidents 8 yrs DO, SB, DM, DT
6. Safety & _ .
Compliance. Disaster Preparec.ines.& Evacuation Plans, PM DO, SB, DM, DT
Hazardous Material Disposal
Chemical Lists, SMDS 30 yrs DO, SB, DM
Incidents 3 yrs (or 30 yrs*) DO, SB, DM, DT
Inspections LA DO, SB, DM
7. Technology & Record Description Retention Period Location
Systems Backups US or 1yr DO
Record Description Retention Period Location
8. Transportation _ _ .
& Vehicles Operation Logs, registration Tyr DO DT
Inspection,Repair LA+1yr DO DT
9. Volunteer Record Description Retention Period Location
Records All Volunteer Records AC+3yr DO SB

In the event that District records do not correspond to any of the above listed categories, the
Superintendent will determine the period of retention for a particular record.

Legal References:

|.C. § 33-508 Duties of Clerk

|.C. § 33-701(8) Fiscal Year—Payment and Accounting of Funds

I.C. § 34-1711 Canvass of Returns

I.C. § 56-209h Administrative Remedies

Section 74-119 — Idaho State Leqislature Agency Guidelines

SDE Idaho Special Education Manual Revised 2024

Federal Regulation ldaho Records Management Guide, August, 2024

Policy History:
Adopted on: August 8, 2016

Revised on:(Pending)
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https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH5/SECT33-508/
https://legislature.idaho.gov/statutesrules/idstat/Title33/T33CH7/SECT33-701/
https://legislature.idaho.gov/statutesrules/idstat/Title34/T34CH17/SECT34-1711/
https://legislature.idaho.gov/statutesrules/idstat/Title56/T56CH2/SECT56-209h/
https://legislature.idaho.gov/statutesrules/idstat/Title74/T74CH1/SECT74-119/
https://www.sde.idaho.gov/sped/files/shared/Idaho-Special-Education-Manual-2024.pdf
https://history.idaho.gov/wp-content/uploads/State-of-Idaho-Records-Manual.pdf
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