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I. ROUTINE ITEMS

C. Minutes for July 21, 2011 Meeting



STATE OF WASHINGTON

LOCAL RECORDS COMMITTEE

Office of the State Auditor e Office of the Attorney General o Office of the State Archivist
PO Box 40238 e Olympia, Washington 98504-0238 e (360) 586-4900

July 21, 2011 - 10:00 a.m.
State Archives Conference Room
1129 Washington St SE, Olympia, WA 98504

MEETING MINUTES

Members Present: Mark Rapozo (Chair) — State Auditor’s Office, Cindy Evans — Attorney General's
Office, Jerry Handfield — State Archivist.

Staff Present: Russell Wood — State Records Manager, Julie Woods — Local Government Records
Management Specialist, Megan Bezzo — Electronic Records Management Consultant, Patrick Williams —
Local Government Grants Coordinator.

Guests Present: Laura Edgar — King County, Patty Holmquist — Tacoma Public Utilities, Maureen
Duncan — Thurston County, Tri Howard — Port of Tacoma, Danelle Court — City of Bellevue, Aaren Purcell
— Seattle Public Schools, Pam Anderson — Tacoma School District, Darlene Fuller — Olympia School
District, Cheryl Thresher — State Auditor’s Office.

I. ROUTINE ITEMS

A. Call to Order
Mark Rapozo called the meeting to order at 10:00 a.m.

B. Introduction of Guests

C. Approval of Minutes for March 31, 2011
Motion to adopt the March 31, 2011 minutes as presented: Evans; seconded by Handfield.

Resolution: Motion carried

D. Adoption of July 21, 2011 Agenda
Motion to adopt the agenda: Evans, seconded by Rapozo.

Resolution: Motion carried
. OLD BUSINESS/ACTION ITEMS
A. Association of Washington Public Hospitals Response Letter

Jerry Handfield has responded to the Association of Washington Public Hospitals, clarifying the
Archives policy on confidential records and will provide it for the committee at the next meeting.
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. WASHINGTON STATE ARCHIVES UPDATES

A. ReV|S|on of Records Retention Schedules — Julie Woods

CORE Version 3.0 — The reference group met on June 2™ to review the asset
management section of CORE and other critical area gaps in the schedule. The
committee reviewed twenty drafted series. The revised eleven functional areas of the
asset management section along with additional critical changes will be sent to the 25-
member reference group for further discussion.

School Districts and Educational Service Districts — Records Management is
continuing to revise the schedule with the Washington Association of School Business
Officials’ Records Management Committee and plans to have it ready to submit at the
September Local Records Committee meeting. Washington State Archives (WSA) has
requested a legal opinion from its Assistant Attorney General relating to the retention of
parent/legal guardian permission slips.

JUSTICE - Due to staffing and critical needs, the creation of the JUSTICE schedule has
been put on hold in order to focus resources on aligning the State and Local General
Retention Schedules.

B. Destruction after Digitization (DAD) Applications — Russell Wood
An updated list has been posted on the WSA website and five new applications were approved,
including Northshore School District, City of Puyallup, City of Olympia, Skagit County Auditor, and
Lewis County Sheriff. There are 21 pending applications and eight new applications in review.

C. Local Government Records Management Listserv — Julie Woods
The local government listserv now has 1,862 subscribers, which reflects 111 new members since
the last meeting.

D. Announcements from the State Archivist — Jerry Handfield

Vi.

Vii.

2011-2013 Local Records Grant Program — Over 100 applications were received
requesting nearly a million dollars. Unfortunately, only $200,000 is available for this
biennium’s grant program.

Heritage Center Fund — Legislators transferred all $12.9 million, including 4 million dollars
previously taken from the WSA Local Government Fund, to various state agencies
including the State Library, Washington State Historical Society, Eastern Historical
Society, Arts Commission, and Archeology and Historic Preservation.

New Regional Archivist — The Eastern and Central Regional Branches have a new
archivist, Rebecca Altermatt.

WSCOG — The Archivist and Records Manager have been presenting at forums across
the state. Russell Wood will be attending a forum in Omak later in the month.

National Archives Grants — A state representative from Utah proposed to eliminate the
National Archives’ ability to award grants.

Spain — Jerry Handfield will be going to Spain in October to present about the Digital
Archives at a meeting of the International Council of Archives.

NAGARA - The national conference in Tennessee confirmed how much progress
Washington has made in dealing with electronic records and the problems other states are
having.

IV. NEXT MEETING — September 29, 2011, 10 a.m.

V. ADJOURNMENT
The chair adjourned the meeting at 12 p.m.
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CERTIFICATION OF MEETING MINUTES OF THE LOCAL RECORDS COMMITTEE:

I, Mark Rapozo, Chair of Local Records Committee, certify that the above is a true and correct transcript
of the minutes of a public meeting of the Local Records Committee of the State of Washington held in the
State Archives Building conference room on July 21, 2011, and that the public meeting was duly called
and held in all respects in accordance with the laws of the State of Washington, and that a quorum was
present.

Chair Signature Date
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I. ROUTINE ITEMS

D. Agenda for September 29, 2011 Meeting



STATE OF WASHINGTON

LOCAL RECORDS COMMITTEE

Office of the State Auditor e Office of the Attorney General e Office of the State Archivist
PO Box 40238 e Olympia, Washington 98504-0238 e (360) 586-4900

September 29, 2011 — 10:00 a.m.
Archives Conference Room

1129 Washington St SE, Olympia, WA, 98504
AGENDA

I. ROUTINE ITEMS
A. Call to Order

B. Introduction of Guests
C. Approval of Minutes for July 21, 2011
D. Adoption of Today's Agenda

[I. OLD BUSINESS/ACTION ITEMS
A. JH letter to Association of Washington Public Hospitals.

[Il. NEW BUSINESS/ACTION ITEMS
A. Public Utilities Records Retention Schedule Version 1.1.
i. Nuclear utilities update.
B. School Districts and Educational Service Districts Records Retention Schedule Version 7.2.
i. Attendance/Absence section;
ii. Field trips and travel permissions.

IV. WASHINGTON STATE ARCHIVES UPDATES
A. Revision of Records Retention Schedules — Julie Woods
i. CORE Asset Management and Critical Updates
B. Destruction after Digitization (DAD) Applications — Russell Wood
C. Announcements from the State Archivist — Jerry Handfield

V. NEXT MEETING — November 17, 2011, 10am

VI. ADJOURNMENT
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Il. OLD BUSINESS/ACTION ITEMS

A. Jerry Handfield Letter to Association of Washington
Public Hospitals



ARCHIVES & RECORDS MANAGEMENT DIVISION

Washington 1129 Washington Street SE
Secretary of State  PoBoxo0z3s
SAM REED Olympia, WA 98504-0238

Tel: 360.586.1492

Fax: 360.664.8814

www.secstate.wa.gov/archives

July 21, 2011

Ben Lindekeugel

Association of Washington Public Hospital Districts
300 Elliot Avenue West, Suite 300

Seattle, WA 98119-4118

RE: Public Hospital Revision

Mr. Lindekeugel:

| wish to extend my thanks to you and the Association of Washington Public Hospital Districts
(AWPHD) for your support and input throughout the recent project to revise the Public Hospital
Districts Records Retention Schedule. Your diligence in the review of drafts and the provision of
constructive and meaningful feedback has been appreciated. | hope Washington State Archives will
be able to call on the AWPHD for input and involvement in future revision efforts.

As you are aware, the Local Records Committee approved version 5.0 of the Public Hospital
Districts Records Retention Schedule on March 31, 2011. As approved, the schedule does not include
disposal authority for pathology samples and specimens. After much deliberation, the Local Records
Committee agreed that such materials do not fully meet the statutory definition of public records as
defined in Chapter 40.14 RCW. Feedback and arguments provided by the AWPHD proved valuable
to the Committee in considering this matter.

The AWPHD expressed concern regarding medical staff credentialing files being designated archival
during this revision. I assure you that RCW 40.14.030(2) ensures that records which are exempt from
public disclosure prior to transfer to Washington State Archives will be afforded unique
confidentiality status and safeguards while in our agency’s custody. We currently have many
confidential records in our custody. Confidentiality concerns should be addressed to State Archives
staff by hospitals prior to transfer of their records into our custody.

Again, thank you for continued support and input throughout this process. Let me know if you want
a tour of our “Cold War” bunker at Archives.

Sincerely,

J Handfield
hingtorf State Archivist
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A. Public Utilities Records Retention Schedule (Version 1.1)



ILRG Dradtt

Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)

This schedule applies to: Public Utility Providers

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of public records documenting the unique functions and activities of local government
agencies that provide utility services (power generation/distribution, water and sewer, surface water drainage, irrigation water, etc.). It is to be used in
conjunction with the Local Government Common Records Retention Schedule (CORE), which can be found at:
http://www.sos.wa.gov/archives/RecordsRetentionSchedules.aspx.

Disposition of public records

Public records covered by records series within this records retention schedule must be retained for the minimum retention period as specified in this schedule.
Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for the efficient and effective
management of local resources.

Public records designated as Archival or Permanent must not be destroyed. Records designated as Potentially Archival must be appraised by the Washington
State Archives before disposition. Public records must not be destroyed if they are subject to ongoing or reasonably anticipated litigation. Such public records
must be managed in accordance with the agency’s policies and procedures for legal holds. Public records must not be destroyed if they are subject to an existing
public records request in accordance with chapter 42.56 RCW. Such public records must be managed in accordance with the agency’s policies and procedures
for public records requests.

Revocation of previously issued records retention schedules

All previously approved disposition authorities for records that are covered by this retention schedule are revoked, including those listed in all general and
agency unique retention schedules. Local government agencies must ensure that the retention and disposition of public records is in accordance with current,
approved records retention schedules.

Authority
This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on September 29, 2011.

For the Attorney General: Cindy Evans For the State Auditor: Mark Rapozo The State Archivist: Jerry Handfield
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ILRG Dradtt

Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)

REVISION HISTORY

Version | Date of Approval Extent of Revision

All records series relating to the provision of public utilities were transferred from the Local Government General Records Retention
Schedule (LGGRRS) Ver. 5.1. Records series prefix changed from GS to UT, and all notes about previous revisions and corrections
1.0 December 2,2010 | removed. Some titles were shortened by removing functions/activities (“UTILITIES ACCOUNTING”, “ELECTRIC POWER GENERATION”, etc.).

Electric Utilities section was restructured, and three new records series added: two to Power Generation, and one to Power Distribution.
An additional series covering critical cyber assets was added, and additional series were revised. (See Revision Guide.)

1.1 September 29, 2011 | Nuclear Facilities section added with 10 new records series. No other changes. (No Revision Guide issued.)

For assistance and advice in applying this records retention schedule,
please contact Washington State Archives at:
recordsmanagement@sos.wa.gov

or contact your Regional Archivist.
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Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)

TABLE OF CONTENTS
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ILRG Dradtt

Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)

1. AGENCY MANAGEMENT

The function relating to the overarching management of the local government agency and its general administration, where not covered by the Local
Government Common Records Retention Schedule (CORE).

1.1 PLANNING, MISSION, AND CHARTER

The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.

DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\"I'T(I)?\INAACI'\II':)ON DESIGNATION
NUMBER (DAN)

1.1.1 | FORECASTS — ELECTRIC UTILITIES UT55-05D-20 | Retain for 3 years ARCHIVAL
Includes forecasts of estimated power loads, future income, receipts and Rev. 0 then (Appraisal Required)
expenditures in connection with financing, construction and operations, including Arrange for appraisal by NON-ESSENTIAL
acquisitions and disposals of properties or investments prepared for internal Washington State Archives. OFM
administrative or operating purposes.

Note: See 18 CFR §125.3 39.

1. AGENCY Page 4 of 58
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Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)

1.2 REPORTING

The activity of reporting information relating to the agency as required by federal, state, and local law.

DISPOSITION
ILE()M DESCRIPTION OF RECORDS AUTHORITY DI::(-;E:\'II::-I)CI)\INAACI'\'I':)()N DESIGNATION
NUMBER (DAN)

1.2.1 Electric Power Reports Required by Regulatory Agencies and Commissions UT55-05D-21 | Retain for 5 years after ARCHIVAL
Records relating to reports submitted to the Federal Energy Regulatory Rev. 0 submitted to regulatory (Appraisal Required)
Commission (FERC), North American Electric Reliability Corporation (NERC), agency NON-ESSENTIAL
Western Electricity Coordinating Council (WECC), or other regulatory bodies. then OPR
Includes, but is not limited to: Arrange for appraisal by

e Mitigation plans (retractions, updates, etc.); Washington State Archives.
e Self reports (reports of non-compliance);
e Self certifications;
e Data requests from NERC and WECC.
Note: See 18 CFR §125.3 41.

1. AGENCY Page 5 of 58
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Washington State Archives
Office of the Secretary of State

Public Utilities Records Retention Schedule (UTILITIES)
Version 1.1 (September 2011)

2.

ASSET MANAGEMENT

The function of managing the local government agency’s physical assets (facilities, land, equipment, vehicles, supplies, etc.), where not covered by the Local
Government Common Records Retention Schedule (CORE). Includes asset acquisition, maintenance, inventory, and disposal.

2.1 DESIGN AND CONSTRUCTION
The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local
government agency.
DISPOSITION
ILZM DESCRIPTION OF RECORDS AUTHORITY DI::I)E:\'JI'T(IJONNAAC':‘I':)ON DESIGNATION
: NUMBER (DAN)
2.1.1 | CONSTRUCTION COST ANALYSIS — ELECTRIC POWER SYSTEMS UT55-05G-01 | Retain for 5 years after ARCHIVAL
. Rev.0 clearance to plant account (Appraisal Required)
Note: See 18 CFR §125.3 17(f). on NON-ESSENTIAL
Arrange for appraisal by OFM
Washington State Archives.
2.1.2 CONSTRUCTION PROJECT FILES — ELECTRIC POWER SYSTEMS UT55-05G-02 | Completion of project plus 6 NON-ARCHIVAL
Note: See 18 CFR §125.3 17(b), (e) and (g). Rev. 0 years NON-ZSSENTIAL
2.1.3 EXPENDITURE REQUISITION AND AUTHORIZATION FILES — ELECTRIC POWER UT55-05G-03 | 6 years NON-ARCHIVAL
SYSTEMS Rev. 0 NON-ESSENTIAL
Note: See 18 CFR §125.3 11. OPR
2.1.4 UTILITY PLANT CONSTRUCTION CONTRACTS — ELECTRIC UTILITIES UT55-05G-06 Sale or retirement of plant NON-ARCHIVAL
Official documentation of contracts and agreements for purchase of goods or Rev.0 plus 6 years NON-ESSENTIAL
services relating to the construction of utility plants. May include consultant OPR
contracts, public work contracts, or non-stock material contract.
Note: See 18 CFR §125.3 22(b).
2.1.5 WORK IN PROGRESS LEDGERS OR REPORTS — ELECTRIC POWER SYSTEMS UT55-05G-05 | 5 years after clearance to NON-ARCHIVAL
Note: See 18 CFR §125.3 17(a). Rev. 0 plant account. NON-ESSENTIAL
OPR
MANAGEMENT




ILRG Dradtt

Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)

2.1 DESIGN AND CONSTRUCTION

The activity of designing, constructing, or remodeling of buildings, structures, infrastructure, etc., owned, leased or otherwise occupied by the local
government agency.

DISPOSITION
'L%M DESCRIPTION OF RECORDS AUTHORITY o1 g:;iﬂ&"ﬂ:ﬂm DESIGNATION
: NUMBER (DAN)
2.1.6 | WORK ORDERS — ELECTRIC POWER SYSTEMS UT50-06B-28 | 5 years after clearance to NON-ARCHIVAL
Note: See 18 CFR §125.3 17(a). Rev. 0 plant account. NON'EOSSENT'AL

2. ASSET Page 7 of 58
MANAGEMENT



ILRG Dradtt

Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)

2.2 ELECTRONIC INFORMATION SYSTEMS

This section covers records relating to electronic information systems which are not covered by the Local Government Common Records Retention
Schedule (CORE).

ITEM DISPOSITION

NO DESCRIPTION OF RECORDS AUTHORITY DI::;E?TT:)?\INAACI'\II':)ON DESIGNATION
: NUMBER (DAN)
2.2.1 |Security — Cyber Vulnerability Assessment UT2010-088 |Retain for 1 year after NON-ARCHIVAL
Records documenting annual vulnerability assessments of the agency's Critical Rev.0 completion of assessment NON-ESSENTIAL
Cyber Assets (CCA) in accordance with CIP-005-03. then OPR
Includes, but is not limited to: Destroy.

e Access control lists;

e All access and external connection points (physical and electronic);
e  Multiple user accounts and account passwords;

e Network management and protocols;

e |P addresses;

e Final report of assessment.

2. ASSET Page 8 of 58
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Public Utilities Records Retention Schedule (UTILITIES)
Version 1.1 (September 2011)

Washington State Archives
Office of the Secretary of State

3. IRRIGATION UTILITIES
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::C.I;E:\"I'.:-E)ONNA%"\II':)ON DESIGNATION
: NUMBER (DAN)
3.1 FORECLOSURE FILES — IRRIGATION UTILITIES UT50-32-01 | Foreclosure of account plus NON-ARCHIVAL
Rev. 0 6 years NON-ESSENTIAL
OPR
3.2 LAND OWNER WATER QUALITY VIOLATION FILES — IRRIGATION UTILITIES UT50-32-03 | Retain for 6 years after ARCHIVAL
Includes landowner water quality plans submitted to resolve violations. Rev. 0 resolution (Appraisal Required)
then NON-ESSENTIAL
. OPR
Arrange for appraisal by
Washington State Archives.

33 LAND USE HISTORY FILES — IRRIGATION UTILITIES UT50-32-04 | Retain until no longer need ARCHIVAL
Includes water right contracts, permits, easements, reclassification, water Rev. 0 for agency business (Appraisal Required)
allotment and other land use documentation for district service area organized by then ESSENTIAL
section, township and range. Arrange for appraisal by OFM

Washington State Archives.
3.4 | LINE LOCATION REQUESTS — IRRIGATION UTILITIES UT50-32-05 | 1year NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
3.5 | WATER DIVERSION REPORTS — IRRIGATION UTILITIES UT50-32-06 | Retain for 6 years ARCHIVAL
Rev. 0 then (Appraisal Required)
Arrange for appraisal by NON-I;S:FENTIAL
Washington State Archives.
3.6 | WATER QUALITY MONITORING DATA — IRRIGATION UTILITIES UT50-32-07 | Retain for 3 years ARCHIVAL
Rev. 0 then (Appraisal Required)
Arrange for appraisal by NON'ESFS;NTIAL
Washington State Archives.
Page 9 of 58
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Washington State Archives
Office of the Secretary of State

Public Utilities Records Retention Schedule (UTILITIES)
Version 1.1 (September 2011)

DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\‘TT('JONNA‘g:LN DESIGNATION
' NUMBER (DAN)
3.7 WATER USE REPORTS — IRRIGATION UTILITIES UT50-32-08 Retain for 6 years ARCHIVAL
Rev. 0 then (Appraisal Required)

Arrange for appraisal by
Washington State Archives.

NON-ESSENTIAL
OPR

3. IRRIGATION
UTILITIES
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Washington State Archives
Office of the Secretary of State

Public Utilities Records Retention Schedule (UTILITIES)

Version 1.1 (September 2011)

4, POWER DISTRIBUTION
DISPOSITION
'LEOM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\:(')ONNA‘Z':%N DESIGNATION
: NUMBER (DAN)

4.1 APPARATUS FAILURE REPORTS UT55-05E-01 | 3 years NON-ARCHIVAL

Note: See 18 CFR §125.3 13. Rev. 0 NON-ESSENTIAL
OPR

4.2 | Control Performance Standards UT2010-089 | Retain for 1 year after NON-ARCHIVAL
Records relating to Control Performance Standards (CPS) submitted to Western Rev.0 submitted NON-ESSENTIAL
Electricity Coordinating Council (WECC) in accordance with BAL-001-0.1a. then OPR

Destroy.

4.3 ELECTRICAL WORK PERMITS (HARD CARDS) UT55-05E-25 | Termination plus 6 years NON-ARCHIVAL

Permits for individuals to install residential alarms, communications, etc. Rev. 0 NON-ESSENTIAL
OPR

4.4 ELECTRICITY DIVERSION INVESTIGATION RECORDS UT55-05G-07 | Investigation closed plus 6 NON-ARCHIVAL
Inquiry regarding problems or discrepancies with meters, either from meter Rev. 0 years NON-ESSENTIAL
reader or other parties. Investigation records may include: site visit dates, notes OPR
regarding location, pictures of meter or surrounding area, consumption history,
special meter read, and service order for technical support.

4.5 FACILITY INSPECTION AND MAINTENANCE REPORTS UT55-05E-14 | 6 years NON-ARCHIVAL
Periodic reports on the condition of substations, underground vaults, and other Rev. 0 NON-ESSENTIAL
distribution system facilities. OPR
Note: See 18 CFR §125.3 14(b).

4.6 FACILITY RETIREMENT AUTHORIZATION UT55-05E-02 | 10 years after facility retired. NON-ARCHIVAL

Rev. 0 NON-ESSENTIAL

Note: See 18 CFR §125.3 18(b). If equipment or facility has PCB content, retain record
permanently to protect the agency's open-ended liability for the handling and disposal

OPR

of hazardous substances.
4. POWER
DISTRIBUTION
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Public Utilities Records Retention Schedule (UTILITIES)
Version 1.1 (September 2011)

Washington State Archives
Office of the Secretary of State

DISPOSITION
IIIEOM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II::I)ONNAACI'\I"I%N DESIGNATION
: NUMBER (DAN)
4.7 FACILITY RETIREMENT WORK ORDER UT55-05E-03 | 10 years after facility retired. NON-ARCHIVAL
Basic record of facility removal and/or replacement. Rev.0 NON-ESSENTIAL
Note: See 18 CFR §125.3 18(a). If equipment or facility has PCB content, retain record OPR
permanently to protect the agency's open-ended liability for the handling and disposal
of hazardous substances.
4.8 INSULATOR TEST RECORDS UT55-05E-04 | 3 Years NON-ARCHIVAL
Note: See 18 CFR §125.3 14(d). Rev. 0 NON-ESSENTIAL
OFM
4.9 Interchange Transactions and Reliability Coordination UT2010-090 | Retain for 3 months or 90 NON-ARCHIVAL
Records relating to the coordination of power distribution through the Western Rev. 0 days after report of data, NON-ESSENTIAL

Interconnection electric grid.

Includes, but is not limited to:
e E-tag schedules;
e Estimated load, forecast or contracted amount;
e Daily, next day and contingency coordination;
e Scheduled, unscheduled, and pre-scheduled;
e Real-time transactions;
e Real-time systems monitoring (logs, computer screen shots, etc.);
e Qutage coordination.

Excludes reports of non-compliance covered by UT55-05D-21.

Note: See INT-001-3, INT-003-2, INT-004-2, INT-009-1, INT-010-1, IRO-004-1, and
IRO-005-2.

whichever is later
then
Destroy.

OFM

4. POWER
DISTRIBUTION

Page 12 of 58




ILRG Dradtt

Washington State Archives
Office of the Secretary of State

Public Utilities Records Retention Schedule (UTILITIES)
Version 1.1 (September 2011)

DISPOSITION
'LEOM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\ELONNA‘Z':%N DESIGNATION
: NUMBER (DAN)
4.10 | LIGHTNING AND STORM DATA UT55-05E-05 | Retain until no longer ARCHIVAL
Rev. 0 needed for agency business (Appraisal Required)
then ESSENTIAL

Arrange for appraisal by OFM
Washington State Archives.

4.11 | LINE INSPECTION REPORTS UT55-05E-06 | 3 years NON-ARCHIVAL
Note: See 18 CFR §125.3 14(b). Rev.0 NON'EOSSFENT'AL

4.12 | LINE TROUBLE REPORTS AND RECORDS UT55-05E-07 | 3 years NON-ARCHIVAL
Note: See 18 CFR §125.3 14(b). Rev. 0 NON-ESSENTIAL

OFM

4.13 | METER HISTORY DATA UT55-05E-08 | Life of equipment NON-ARCHIVAL
Historical data on each meter, including specification, serial number, location, and Rev. 0 NON-ESSENTIAL
maintenance history. OFM

4.14 | METER SHOP REPORTS UT55-05E-09 | 3 years NON-ARCHIVAL
Monthly/periodic reports summarizing test, repairs, and other work done on Rev. 0 NON-ESSENTIAL
meters. OFM
Note: See 18 CFR §125.3 14(b).

4.15 | OPERATIONS LOGS AND REPORTS UT55-05E-10 | 3 years NON-ARCHIVAL
Including, but not limited to, equipment, operator, storage battery, substation, Rev. 0 NON-ESSENTIAL
and transmission. OFM
Note: See 18 CFR §125 14(a) and 14(b).

4.16 | OUTAGE LOG UT55-05E-11 | 3 years NON-ARCHIVAL

Rev. 0 NON-ESSENTIAL

Note: See 18 CFR §125.3 14(b).

OFM

4. POWER
DISTRIBUTION
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DISPOSITION

'LEOM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\ELONNA‘%':%N DESIGNATION
: NUMBER (DAN)
4,17 | POLE LIST UT55-05E-12 | Life of equipment NON-ARCHIVAL
Record of utility pole type, description, location, ancillary equipment, etc. Rev. 0 ESSENTIAL
Note: See 18 CFR §125.3 14(c). OFM
4,18 | POWER DEMAND CHARTS UT55-05E-13 | Retain for 6 years ARCHIVAL
Rev. 0 then (Appraisal Required)
Arrange for appraisal by ESSENTIAL
Washington State Archives. OFM
4.19 | STREET LIGHT HISTORY RECORDS UT55-05E-17 | Life of equipment NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM
4,20 | STREET OPENING INSPECTION AND REPAIR REPORTS UT55-05E-18 | Destroy when obsolete or NON-ARCHIVAL
Note: See 18 CFR §125.3 23.1(j), National Association of Regulatory Utility Rev.0 superseded. NON-ESSENTIAL
Commissioners NARUC 23.1(j). OFM
4.21 | TRANSFORMER HISTORY DATA — NON-PCB UT55-05E-20 | Life of equipment plus 10 NON-ARCHIVAL
Records documenting the history of transformers which do not contain Rev. 0 years. ESSENTIAL
Polychlorinated Biphenyls (PCBs). Includes specifications, location, and OFM

maintenance history.

Note: See UT55-05E-29 for history data of transformers containing Polychlorinated
Biphenyls (PCBs).

4. POWER
DISTRIBUTION
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DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II::I)ONNAACT'I[Z)N DESIGNATION
. NUMBER (DAN)

4.22 | TRANSFORMER HISTORY DATA — PCB UT55-05E-29 | Life of equipment plus 20 NON-ARCHIVAL
Records documenting the history of transformers which contain Polychlorinated Rev. 0 years. ESSENTIAL
Biphenyls (PCBs). Includes specifications, location, and maintenance history. OFM
Note: See UT55-05E-20 for history data of transformers not containing
Polychlorinated Biphenyls (PCBs).

Note: See 18 CFR §125.3 14(c). For PCB retention requirements. See 40 CFR §
761.180(b).

4.23 | TRANSFORMER INSPECTION REPORTS UT55-05E-21 | 3 years NON-ARCHIVAL
Note: See 18 CFR §125.3 14(d) If equipment of facility has PCB content, retain record Rev.0 NON-ESSENTIAL
permanently to protect the agency's open-ended liability for the handling and disposal OFM
of hazardous substances.

4.24 | TURBINE HISTORY FILES UT55-05E-26 | Life of equipment NON-ARCHIVAL
Documentation of installation, operation, and maintenance logs, etc. Rev. 0 NON-ESSENTIAL
Note: See 18 CFR §125.2(g)(1). OFM

4.25 | UNDERGROUND LINE FILES UT55-05E-23 | Life of equipment. NON-ARCHIVAL
Data on underground lines, including location and specification. Rev. 0 ESSENTIAL
Note: See 18 CFR §125.3 21. OFM

4.26 | VOLTAGE CHARTS UT55-05E-24 | 3 years NON-ARCHIVAL
Documentation of voltage delivered to the power distribution system. Rev.0 NON-ESSENTIAL

Note: See 18 CFR §125.3 13.1(b).

OFM

4. POWER
DISTRIBUTION
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5. POWER GENERATION
DISPOSITION
IL%M DESCRIPTION OF RECORDS AUTHORITY DI::(.;E:\'II::-(I)ONNAQ:NI'I[:)N DESIGNATION
: NUMBER (DAN)

5.1 | Automatic Generation Control (AGC) UT2010-091 | Retain for 1 year after data NON-ARCHIVAL
Records documenting the management of the automatic generation system as it Rev.0 collected NON-ESSENTIAL
balances power distribution on the electric grid (and deploys reserve power when then OPR
required). Destroy.

Includes, but is not limited to:

e Actual and scheduled frequency (megawatts distributed);

e Actual and scheduled interchange transactions (size, start/end times,
ramp times and rates, type required for delivery, receipt of power
between utilities, etc.);

e Disturbance occurrence;

e Error corrections.

Note: See BAL-005-0.1b.

5.2 BOILER TUBE FAILURE REPORT UT55-05D-01 | 3 years NON-ARCHIVAL

Note: See 18 CFR §125.3 13.1(a). Rev. 0 NON-ESSENTIAL
OFM

5.3 | COALLOGS UT55-05D-02 | 3 years NON-ARCHIVAL

Note: See 18 CFR §125.3 13.1(a). Rev. 0 NON-ESSENTIAL
OFM

5.4 DAM SAFETY COMPLIANCE REVIEW FILES - FEDERAL ENERGY REGULATORY UT55-05E-27 | 3 Years NON-ARCHIVAL
COMMISSION (FERC) Rev. 0 NON-ESSENTIAL
Files document the FERC regulatory process ensuring all incoming OFM
correspondence, outgoing correspondence, documentation, reports to FERC or
reports from FERC are sent and received officially by the agency.

5. POWER
GENERATION
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DISPOSITION

'L'g‘" DESCRIPTION OF RECORDS AUTHORITY DI::;E:\ELONNA‘%':%N DESIGNATION
: NUMBER (DAN)
5.5 EQUIPMENT LOGS UT55-05D-03 | 3 years NON-ARCHIVAL
Records of use and performance, including in and out times. Rev. 0 NON-ESSENTIAL
Note: See 18 CFR §125.3 13.1(b). OFM
5.6 FISH COUNT REPORTS UT55-05D-04 | Retain for 10 years ARCHIVAL
Periodic reports on fish population, including charts, summaries, and accounts of Rev. 0 then (Appraisal Required)
population increase and decrease and projects located in, on or adjacent to Arrange for appraisal by NON'(E)SFS'\EINHAL
surface water. Washington State Archives.
5.7 GAUGE READING REPORTS (OTHER THAN WATER OR RIVER FLOW) UT55-05D-05 | 2 years NON-ARCHIVAL
Note: See 18 CFR §125.3 13.1(f). Rev.0 NON-ESSENTIAL
OFM
5.8 | GENERATION AND OUTPUT LOGS WITH SUPPORTING DATA UT55-05D-06 | 6 years NON-ARCHIVAL
Note: See 18 CFR §125.3 13.1(b). Rev. 0 NON'%SSFENT'AL
5.9 HIGH-TENSION AND LOW-TENSION GENERATING LOAD RECORDS UT55-05D-07 | 3 years NON-ARCHIVAL
Note: See 18 CFR §125.3 13.1(d). Rev.0 NON-ESSENTIAL
OFM
5.10 | HYDRO-ELECTRIC OPERATIONS LOGS AND REPORTS UT55-05D-08 | 3 years NON-ARCHIVAL
Includes daily and hourly logs, shift records, supervisors and plant operations daily Rev. 0 NON-ESSENTIAL
diaries. May be needed for documentation of issues in litigation. OFM
Note: See 18 CFR §125.3 14(b) and 18 CFR §125.3 13.1(b).
5.11 | LOAD CURVES UT55-05D-09 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

Note: See 18 CFR §125.3 13.1(e).

OFM

5. POWER
GENERATION

Page 17 of 58




ILRG Dradtt

Public Utilities Records Retention Schedule (UTILITIES)
Version 1.1 (September 2011)

Washington State Archives
Office of the Secretary of State

DISPOSITION
'L'g‘" DESCRIPTION OF RECORDS AUTHORITY DI::;E:\ELONNA‘%':%N DESIGNATION
: NUMBER (DAN)
5.12 | LOAD DISPATCHER PERMITS UT55-05D-10 | Destroy when obsolete or NON-ARCHIVAL
Note: See National Association of Regulatory Utility Commissioners NARUC 22.1(k). Rev. 0 superseded NON'E)SFS'\EINHAL
5.13 | MAINTENANCE REPORTS UT55-05D-11 | 3 years NON-ARCHIVAL
For hydroelectric equipment and facilities performance and repairs. Rev. 0 NON-ESSENTIAL
Note: See National Association of Regulatory Utility Commissioners NARUC 22.1(b). OFM
5.14 | POLLUTION REPORTS/STUDIES UT55-05D-12 | Retain for 10 years ARCHIVAL
Documentation and data compiled on to waste accumulation and pollution Rev. 0 then (Appraisal Required)
generated by or around facilities. Does not include hazardous materials. Arrange for appraisal by ESS;NTIAL
- : FM
Note: For documentation of pollution involving hazardous materials, see GS50-19-03 Washington State Archives.
and GS50-19-06 in the Local Government Common Records Retention Schedule
(CORE).
5.15 | RECORDING INSTRUMENT CHARTS UT55-05D-13 | 1vyear NON-ARCHIVAL
Note: See 18 CFR §125.3 13.1(g). Rev.0 NON-ESSENTIAL
OFM
5.16 | SPILL GATE DATA COLLECTED FOR ANNUAL REPORT TO THE FEDERAL ENERGY UT55-05E-28 | 3 Years NON-ARCHIVAL
REGULATORY COMMISSION (FERC) REGARDING OPERATION OF EACH SPILLWAY Rev. 0 NON-ESSENTIAL
OFM
5.17 | STATION AND SYSTEM GENERATION REPORTS UT55-05D-14 | 25 years NON-ARCHIVAL
Periodic reports on the amount of power being generated. Rev. 0 NON-ESSENTIAL
OPR
Note: See 18 CFR §125.3 13.1(c1).
5.18 | STATION LOAD PERMITS UT55-05D-15 | Destroy when obsolete or NON-ARCHIVAL
Note: See National Association of Regulatory Utility Commissioners NARUC 22.1(k). Rev. 0 superseded NON-F&)SPS:NTIAL

5. POWER
GENERATION
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DISPOSITION

ILZM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\'II::I)ONNAACI'\:'I%N DESIGNATION
: NUMBER (DAN)

5.19 TECHNICAL DATA FILES UT55-05D-16 | Retain for 5 years ARCHIVAL
Periodic reports, charts, and miscellaneous data on weather, geology, hydrology, Rev. 0 then (Appraisal Required)
and topography created for reference use. Arrange for appraisal by NON-ESSENTIAL

. . OFM
Note: See 18 CFR §125.3 38. Washington State Archives.

5.20 TEMPERATURE LOGS UT55-05D-17 | Retain for 3 years ARCHIVAL

Note: See 18 CFR §125.3 13.1(e). Rev. 0 then (Appraisal Required)
Arrange for appraisal by ESSENTIAL
Washington State Archives. OFM

5.21 WATER LOGS UT55-05D-18 | 3 years NON-ARCHIVAL

Note: See 18 CFR §125.3 13.1(e). Rev. 0 NON-ESSENTIAL
OFM

5.22 WATER/RIVER FLOW REPORTS UT55-05D-19 | Retain until no longer ARCHIVAL

Note: See 18 CFR §125.3 13.1(f). Rev. 0 needed for agency business | (Permanent Retention)
then ESSENTIAL
OPR

Transfer to Washington
State Archives.

5. POWER
GENERATION
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6. SEWER AND WATER SYSTEM DOCUMENTATION
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(T)I;:\"I::-IOONNAQ:NI':LN DESIGNATION
: NUMBER (DAN)

6.1 BACKFLOW INCIDENT RECORDS UT55-06A-03 | 5 years NON-ARCHIVAL

Documentation of incidents of backflow contamination in water systems. Rev.0 NON-ESSENTIAL
OPR
Note: See WAC 246-290-490 (8)(a)(iii).

6.2 BACKFLOW PREVENTER INSPECTION AND INVENTORY UT55-06A-01 | 5 years or life of backflow NON-ARCHIVAL
Documentation required to be maintained on individual approved backflow Rev. 0 preventer, whichever is NON-ESSENTIAL
preventers installed at water system service connections. shorter. OFM
Note: See WAC 246-290-490 (8)(a)(ii).

6.3 BACKFLOW PREVENTER MASTER LIST UT55-06A-02 | Retain documentation of NON-ARCHIVAL
Master list of connections and premises for which backflow preventers are Rev.0 individual backflow NON-ESSENTIAL
required, including names and addresses of owners. preventers until connection OPR
Note: See WAC 246-290-490 (8)(a)(i)- no longer pose a

contamination threat to the
water distribution system.

6.4 CAPACITY STUDIES — SEWAGE TREATMENT PLANTS UT55-06B-01 | 3 years NON-ARCHIVAL
Studies of peak and average flow used to evaluate the status of treatment plant Rev.0 NON-ESSENTIAL
operating capacity. OFM

6.5 CHEMICAL ANALYSIS REPORTS — REGULATORY COMPLIANCE UT55-06A-27 | Retain for the life of the ARCHIVAL
Records are compilations of finished data used to document compliance with Rev. 0 water system (Appraisal Required)

State and Fed water quality regulations. Includes but is not limited to, annual

then

NON-ESSENTIAL

6. SEWER AND
WATER SYSTEM

inorganic reports and additional data summaries used to document compliance Arrange for appraisal by OPR
with State water quality regulations. Washington State Archives.
Note: See 40 CFR § 141.33 and WAC 246-290-480(a).
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DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\':::-E)ONNAAC[\II':)ON DESIGNATION
. NUMBER (DAN)

6.6 CHEMICAL RAW DATA RECORDS — REGULATORY COMPLIANCE UT55-06A-28 | Life of water system NON-ARCHIVAL
Records document chemical testing results of water samples taken from various Rev. 0 NON-ESSENTIAL
locations throughout the water system and supply sources. Used to document OPR
compliance with State drinking water regulations. May include tab worksheets,
sample run data, calibration test results, lab notebooks, bench sheets, etc.

Note: See 40 CFR § 141.33; WAC 246-290-480(a).

6.7 CROSS-CONNECTION CONTROL ANNUAL SUMMARY REPORTS UT55-06A-25 | 5 years NON-ARCHIVAL
Annual reports summarizing cross-connection control activities by water utilities Rev. 0 NON-ESSENTIAL
required by the Washington State Department of Health. OPR
Note: See WAC 246-290-490 (8)(a)(iii).

6.8 DEFECTIVE SIDE SEWER NOTICE UT55-06A-35 | 6 years NON-ARCHIVAL
Notification sent to individual property owners with defective side sewers, Rev. 0 NON-ESSENTIAL
including a description of defects and requirements for repair. OPR

6.9 DISCHARGE MONITORING REPORTS — SEWAGE TREATMENT PLANTS UT55-06B-02 | 6 years NON-ARCHIVAL
Daily reports required by the Washington State Department of Ecology. Rev. 0 NON-ESSENTIAL

OPR
6.10 EQUIVALENT CUSTOMER UNIT (ECU) REPORTS — SEWAGE TREATMENT PLANTS UT55-06B-03 | 6 years NON-ARCHIVAL
Annual report on volume of customers served by treatment plant. Rev.0 NON-ESSENTIAL
OFM
6.11 FACILITY RETIREMENT AUTHORIZATION — SEWER AND WATER SYSTEM UT55-06A-04 | Disposition or sale of facility NON-ARCHIVAL
DOCUMENTATION Rev.0 plus 10 years NON-ESSENTIAL
Official authorization for facility retirement, including basis of determination and OPR
estimates of cost.

6. SEWER AND
WATER SYSTEM
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ILEOM DESCRIPTION OF RECORDS AUTHORITY DI;{:CT)I;::::I)ONNAACNI':)C)N DESIGNATION
’ NUMBER (DAN)
6.12 FACILITY RETIREMENT WORK ORDER — SEWER AND WATER SYSTEM UT55-06A-05 | Disposition or sale of facility NON-ARCHIVAL
DOCUMENTATION Rev. 0 plus 10 years NON-ESSENTIAL
Basic record of facility removal and replacement. OPR
6.13 FLOW RECORD — WATER SYSTEM DOCUMENTATION UT55-06A-06 | 3 years NON-ARCHIVAL
Documentation of volume in distribution system. Rev.0 NON-ESSENTIAL
OFM
6.14 | FLOW REPORTS — SEWAGE TREATMENT PLANTS UT55-06B-04 | 3 years NON-ARCHIVAL
Daily reports of influent and effluent flow. Rev.0 NON-ESSENTIAL
OFM
6.15 FLUORIDE CHARTS — WATER SYSTEM DOCUMENTATION UT55-06A-07 | 3 years NON-ARCHIVAL
Test reports showing water usage and amount of fluoride in water system. Rev. 0 NON-ESSENTIAL
OFM
6.16 | GRINDER PUMP MAINTENANCE AND LOCATION RECORDS — SEWER AND WATER UT55-06A-08 | Life of equipment NON-ARCHIVAL
SYSTEM DOCUMENTATION Rev. 0 ESSENTIAL
OFM
6.17 HISTORY FILES — SEWAGE TREATMENT PLANTS UT55-06B-07 | Retain for the life of the ARCHIVAL
Documentation of plant operations and compliance with state and federal permit Rev. 0 facility plus 6 years (Appraisal Required)
requirements. then ESSENTIAL
Arrange for appraisal by OPR
Washington State Archives.
6.18 HYDRANT RECORDS — WATER SYSTEM DOCUMENTATION UT55-06A-09 | Life of equipment NON-ARCHIVAL
Documentation of hydrant location, specifications, maintenance history, etc. Rev. 0 ESSENTIAL
OFM

6. SEWER AND
WATER SYSTEM

Page 22 of 58




ILRG Dradtt

Washington State Archives
Office of the Secretary of State

Public Utilities Records Retention Schedule (UTILITIES)
Version 1.1 (September 2011)

DISPOSITION

ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::CT)E::::LONNAACNI':)ON DESIGNATION
: NUMBER (DAN)

6.19 INDUSTRIAL WASTE PERMITS — SEWER SYSTEM DOCUMENTATION UT55-06A-10 | Retain for 6 years after ARCHIVAL
Permits issued to industrial customers allowing them to discharge industrial waste Rev. 0 expiration of permit (Appraisal Required)
into the local government sewer system. then ESSENTIAL

Arrange for appraisal by OPR
Washington State Archives.

6.20 INSPECTION AND MONITORING REPORTS — SEWER AND WATER SYSTEM UT55-06A-17 | 3 years NON-ARCHIVAL
DOCUMENTATION Rev. 0 NON-ESSENTIAL
Reports on the system operating conditions such as chlorine test, laboratory OFM
reports, television surveillance tapes, telemetry, etc.

6.21 LABORATORY PERFORMANCE EVALUATIONS — SEWAGE TREATMENT PLANTS UT55-06B-05 | 6 years NON-ARCHIVAL
Periodic blind test performed by the Washington State Department of Ecology. Rev. 0 NON-ESSENTIAL

OPR

6.22 | LEAD AND COPPER COMPLIANCE RECORDS UT55-06A-29 | End of calendar year plus 12 NON-ARCHIVAL
Records used to document compliance with State and Federal drinking water Rev. 0 years NON-ESSENTIAL
regulations related to lead and copper monitoring. May include sampling data and OPR
analyses, reports, surveys, letters, evaluations, schedules, etc.

Note: See 40 CFR § 141.91.

6.23 | LIMNOLOGY REPORTS UT55-06A-30 | Life of the water system NON-ARCHIVAL
Reports summarize long-term data used to evaluate changes in reservoir water Rev. 0 NON-ESSENTIAL
quality and ecology. Includes biological, chemical, and physical data related to the OPR
water body in addition to conclusions and recommendations for improved water
quality.

6.24 MANHOLE RECORDS — SEWER AND WATER SYSTEM DOCUMENTATION UT55-06A-11 | PERMANENT NON-ARCHIVAL
Documentation of location, installation, size, flow direction, maintenance, Rev. 0 ESSENTIAL
materials, etc. OPR

6. SEWER AND
WATER SYSTEM
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ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::CT)E:\':::I)ONNAAC[\II':)ON DESIGNATION
’ NUMBER (DAN)
6.25 MAPS AND GEOGRAPHIC DATA — SEWER AND WATER SYSTEM DOCUMENTATION UT55-06A-18 | PERMANENT ARCHIVAL
Rev. 0 (Appraisal Required)
ESSENTIAL
OPR
6.26 METER RECORDS — SEWER AND WATER SYSTEM DOCUMENTATION UT55-06A-12 | Life of equipment NON-ARCHIVAL
Account of water meter installation, serial number, location, etc. Rev. 0 ESSENTIAL
OPR
6.27 | OPERATIONS AND MAINTENANCE MANUALS — SEWAGE TREATMENT PLANTS UT55-06B-06 | PERMANENT NON-ARCHIVAL
Rev. 0 ESSENTIAL
OPR
6.28 | OPERATORS LOG — SEWAGE TREATMENT PLANTS UT55-06B-08 | PERMANENT NON-ARCHIVAL
Rev. 0 ESSENTIAL
OPR
6.29 PIPE RECORDS — SEWER AND WATER SYSTEM DOCUMENTATION UT55-06A-13 | Life of equipment NON-ARCHIVAL
Records of pipe installation, location, specifications, maintenance history, etc. Rev.0 ESSENTIAL
OFM
6.30 POLLUTION AND POLLUTION CONTROL STUDIES — SEWER AND WATER SYSTEM UT55-06A-14 | Retain for 5 years ARCHIVAL
DOCUMENTATION Rev. 0 then (Appraisal Required)
Studies and reports regarding levels and means of control for water, air and other Arrange for appraisal by NON'ESFSI\EINHAL
types of pollution caused by district facilities and operations. Washington State Archives.
6.31 | POLLUTION CONTROL INSPECTION REPORTS — SEWER AND WATER SYSTEM UT55-06A-15 | Retain for 6 years ARCHIVAL
DOCUMENTATION Rev.0 then (Appraisal Required)

Reports on levels of pollutants being discharged, processed, and removed through
the system. Also measurements of pollutants in system's effluent.

Arrange for appraisal by

Washington State Archives.

NON-ESSENTIAL
OFM
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6.32 PROJECT FILES — SEWER AND WATER SYSTEM DOCUMENTATION UT55-06A-19 | Life of facility plus 6 years NON-ARCHIVAL
Official account of various water system construction projects, including work Rev. 0 NON-ESSENTIAL
orders, ledgers, studies, etc. OPR

6.33 | SANITARY SURVEY COMPLIANCE FILES UT55-06A-31 | Completion of survey and NON-ARCHIVAL
Records document the agency's response to sanitary survey findings. May include Rev.0 applicable corrective action NON-ESSENTIAL
list of findings or deficiencies submitted by the State, documentation of corrective plus 10 years. OPR
action taken or explanations of why repairs cannot be made, out of service
orders, spreadsheets used to track completion of repairs, and additional
supporting documentation.

Note: See WAC 246-290-480(c).

6.34 | SEWER JETTING AND VACTORING RECORDS UT55-06A-16 | 3 years NON-ARCHIVAL

Documentation of routine cleaning of sewer lines. Rev. 0 NON-ESSENTIAL
OFM

6.35 | SURFACE WATER GROUNDWATER PERMIT FILES UT55-06B-12 | Termination of permit plus 6 NON-ARCHIVAL
Documents the amount, function, and use of surface and groundwater. Includes Rev.0 years. NON-ESSENTIAL
background and permit files OPR

6.36 | VALVE RECORDS — SEWER AND WATER SYSTEM DOCUMENTATION UT55-06A-20 | Life of equipment NON-ARCHIVAL
Account of valve location, specifications, maintenance history, etc. Rev. 0 ESSENTIAL

OFM

6.37 | VIBRATION ANALYSIS DATA — SEWAGE TREATMENT PLANTS UT55-06B-10 | 3 years NON-ARCHIVAL

Data collected on treatment plant equipment for use in preventative Rev. 0 NON-ESSENTIAL

maintenance and troubleshooting.

OFM
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6.38 WATER AND SEWER SYSTEM COMPREHENSIVE PLANS UT55-06A-22 | PERMANENT ARCHIVAL
Rev. 0 (Appraisal Required)
NON-ESSENTIAL
OPR

6.39 | WATER AND SEWER SYSTEM EMERGENCY INCIDENT REPORTS UT55-06A-26 | 6 years NON-ARCHIVAL
Reports documenting incidents that damage or disrupt the operation of water Rev. 0 NON-ESSENTIAL
and sewer systems, including date, time, type of incident, and measures taken to OPR
resolve the problem, clean up contaminants and restore service.

6.40 WATER AVAILABILITY / SEWER SYSTEM HOOKUP REQUEST FORMS UT55-06A-36 | 2 years NON-ARCHIVAL
May be required for building permit for properties hooked up to a provider's Rev. 0 NON-ESSENTIAL
water supply and/or sewer system. OFM

6.41 WATER CONSUMPTION REPORTS — SEWAGE TREATMENT PLANTS UT55-06B-11 | 6 years NON-ARCHIVAL

Rev. 0 NON-ESSENTIAL
OPR

6.42 WATER FACILITIES INVENTORY (WFI) FORM UT55-06A-32 | End of calendar year plus 6 NON-ARCHIVAL
Inventory of water system updated and reported annually to the Washington Rev. 0 years NON-ESSENTIAL
State Department of Health. Information includes identification of water sources, OPR
number of connections, population served, type of treatment used, type of
system, contact information, etc.

6.43 WATER QUALITY MONITORING WAIVERS UT55-06A-33 | Upon revocation, expiration NON-ARCHIVAL
Requests submitted to the Washington State Department of Health for exceptions Rev.0 or denial of waiver plus 6 NON-ESSENTIAL

from the water quality monitoring requirements. May include waiver application, years. OPR
approval/denial from State, correspondence, etc.
Note: See 40 CFR § 141-33(d).

Page 26 of 58
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6.44 | WATER QUALITY VIOLATION NOTICES UT55-06A-34 | Retain for 6 years after ARCHIVAL
Records are notices to consumers informing them when water supply is out of Rev. 0 issuance of notice (Appraisal Required)
compliance with drinking water regulations. Information includes description of then NON-ESSENTIAL

. . . . . . . OPR
violation, violation date, populations affected, actions consumers can take, Arrange for appraisal by
summary of corrective action, etc. Also includes documentation of notice Washington State Archives.
distribution (media, web, mail, etc.).
Note: See WAC 246-290-480(f).

6.45 | WATER TEST REPORTS UT55-06A-21 | 6 years NON-ARCHIVAL

Tests and correspondence related to Health Department or District requirements. Rev.0 NON-ESSENTIAL
OPR

6.46 | WILDLIFE HABITAT MANAGEMENT PLAN — SEWER AND WATER SYSTEM UT55-06A-23 | PERMANENT ARCHIVAL

DOCUMENTATION Rev.0 (Appraisal Required)

NON-ESSENTIAL
OPR

6. SEWER AND
WATER SYSTEM
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7. SURFACE WATER DRAINAGE DOCUMENTATION
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;E:\':::-(I)ONNAQ:"\II':LN DESIGNATION
: NUMBER (DAN)
7.1 DIKING AND DRAINAGE DISTRICT HISTORY FILES UT50-27-01 Retain until no longer ARCHIVAL
Documentation on the formation, location, and activities in each district. Rev. 0 needed for agency business (Appraisal Required)
then NON-ESSENTIAL
Arrange for appraisal by OFM
Washington State Archives.
7.2 DIKING AND DRAINAGE FACILITY MAINTENANCE HISTORY FILES UT50-27-02 Life of facility. NON-ARCHIVAL
Documentation of ongoing inspection and maintenance. Rev.0 NON-ESSENTIAL
OPR
7.3 DIKING AND DRAINAGE MAINTENANCE PROJECT FILES UT50-27-03 | Completion of project plus 6 NON-ARCHIVAL
Documentation of requests for funding and execution of non-routine Rev. 0 years. NON-ESSENTIAL
maintenance projects. OPR
7.4 DRAINAGE AND WATER QUALITY COMPLAINT AND INVESTIGATION FILES UT50-27-04 Retain for 6 years after ARCHIVAL
Complaints filed by citizens regarding drainage and surface water quality Rev. 0 resolution of complaint (Appraisal Required)
conditions in areas of agency jurisdiction. then NON'EOS;ENHAL
Arrange for appraisal by
Washington State Archives.
7.5 DRAINAGE BASIN AND WATERSHED HISTORY FILES UT50-27-05 Retain until no longer ARCHIVAL
Background documentation for planning and capital improvement projects as well Rev. 0 needed for agency business (Appraisal Required)

as lawsuits.

then
Arrange for appraisal by
Washington State Archives.

NON-ESSENTIAL
OFM
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DISPOSITION

ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::CT)I;::::I)ONNAACNI':)ON DESIGNATION
: NUMBER (DAN)

7.6 FLOOD CONTROL PLAN UT50-27-06 | Clerk of governing council, ARCHIVAL
Comprehensive management plans for flood control within the agency's Rev. 0 commission, or board - (Appraisal Required)
jurisdiction. PERMANENT - 1 copy ESSENTIAL

archival. OPR

7.7 FLOOD CONTROL PLAN DEVELOPMENT FILES UT50-27-07 Retain until no longer ARCHIVAL
Documentation of the development of the agency's current flood control plan. Rev. 0 needed for agency business (Appraisal Required)

then NON-ESSENTIAL
Arrange for appraisal by OFM
Washington State Archives.

7.8 FLOOD DAMAGE SURVEY REPORTS UT50-27-08 Retain for 6 years ARCHIVAL
Documentation of physical and monetary damage done by individual floods Rev. 0 then (Appraisal Required)
submitted in support of requests for federal disaster assistance aid. Arrange for appraisal by ESSENTIAL

Washington State Archives. OPR
7.9 FLOOD FILES UT50-27-09 | Retain for 6 years ARCHIVAL
Documentation of significant individual floods and flooding issues. Rev.0 then (Appraisal Required)
Arrange for appraisal by NON'ESFSI\EINTIAL
Washington State Archives.
7.10 | MONITORING, TEST AND SAMPLE DATA SURFACE WATER, DRAINAGE, AND FLOOD | UT50-27-10 | Retain for 6 years ARCHIVAL
CONTROL Rev.0 then (Appraisal Required)

Surface water, flood, and drainage related data collected by the agency, including
stream flow, rainfall, and water samples.

Arrange for appraisal by
Washington State Archives.

NON-ESSENTIAL
OFM
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DISPOSITION

ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::CT)E:YI::-(I'.)ONNAACNI':)ON DESIGNATION
: NUMBER (DAN)
7.11 | NATIONAL POLLUTANT DISCHARGE ELIMINATION SYSTEM (NPDES) PERMIT — UT55-06A-24 | Retain for 6 years after ARCHIVAL
SURFACE WATER, DRAINAGE, AND FLOOD CONTROL Rev. 0 expiration of permit (Appraisal Required)
then NON-ESSENTIAL
Arrange for appraisal by OPR
Washington State Archives.

7.12 | PLANNING REPORTS, STUDIES, MODELS AND ANALYSIS — SURFACE WATER, UT50-01-57 Retain for 5 years ARCHIVAL

DRAINAGE, AND FLOOD CONTROL Rev. 0 then (Appraisal Required)
Arrange for appraisal by NON'(E)SFSI\EINTIAL
Washington State Archives.
7.13 RIVER MANAGEMENT PROJECT FILES UT50-27-12 Retain for 6 years after ARCHIVAL
Document requests for funding and execution of river improvement projects. Rev. 0 completion of project (Appraisal Required)
then NON-ESSENTIAL
Arrange for appraisal by OPR
Washington State Archives.

7.14 | RIVER MODELING FILES UT50-27-13 | Retain until no longer ARCHIVAL
Documentation of characteristics and conditions of individual rivers used for Rev. 0 needed for agency business (Appraisal Required)
developing plans and projects. then NON-ESSENTIAL

. OFM
Arrange for appraisal by
Washington State Archives.

7.15 | SURFACE WATER/DRAINAGE CAPITAL IMPROVEMENT PROJECTS UT50-27-15 | Retain for 6 years after ARCHIVAL

Documentation of design and development work done on construction projects Rev. 0 completion of project (Appraisal Required)

intended to relieve drainage and other surface water management problems.

Note: For construction project files, plans, and specifications retention requirements,
see the Public Works - Engineering section in the Local Government General Records
Retention Schedule (LGGRRS).

then
Arrange for appraisal by
Washington State Archives.

NON-ESSENTIAL
OPR
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ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::CT)E::::-E)ONNAACNI':)ON DESIGNATION
: NUMBER (DAN)
7.16 | SURFACE WATER MANAGEMENT PROJECT PLANS AND SPECIFICATIONS UT50-27-14 Retain for 6 years after ARCHIVAL
Rev. 0 completion of project (Appraisal Required)
then ESSENTIAL
Arrange for appraisal by OPR
Washington State Archives.

7.17 | WATER QUALITY PROJECT FILES — SURFACE WATER, DRAINAGE, AND FLOOD UT50-27-16 Retain for 6 years after ARCHIVAL
CONTROL Rev. 0 completion of project (Appraisal Required)
Documentation of planning projects for improvement of surface water quality. then NON'EOS::NTIAL

Arrange for appraisal by
Washington State Archives.

7.18 | WATERSHED MANAGEMENT POLICY FILES UT50-27-17 Retain for 6 years after ARCHIVAL

Background documentation for agency surface water management policy Rev. 0 completion of project (Appraisal Required)

development projects.

then
Arrange for appraisal by

Washington State Archives.

NON-ESSENTIAL
OFM
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8. UTILITIES ACCOUNTING
DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::;E:?TTIOONNA/::NI':LN DESIGNATION
. NUMBER (DAN)

8.1 BILLING STATEMENTS (CARDS) UT55-05B-01 | 6 years NON-ARCHIVAL
Statements of money due for utility services, including amount due, balance, Rev. 0 NON-ESSENTIAL
account number, and customer's name. OPR

8.2 BILLING STUBS UT55-05B-02 | 3 years NON-ARCHIVAL

Rev. 0 NON-ESSENTIAL

OFM
8.3 BILLING SUMMARIES (REGISTERS) UT55-05B-03 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM
8.4 COLLECTION AGENCY REPORTS UT55-05B-04 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM

8.5 CUSTOMER ACCOUNT ADJUSTMENT FILES UT55-05B-05 | 3 years NON-ARCHIVAL

Includes applications for low income/senior discount/rate reduction. Rev. 0 NON-ESSENTIAL

OFM
8.6 CUSTOMER ACCOUNT INDEX UT55-05B-06 | Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL

OFM
8.7 | CUSTOMER CREDIT FILES UT55-05B-07 | Destroy when obsolete or NON-ARCHIVAL
Rev. 0 superseded NON-ESSENTIAL

OFM
8.8 DELINQUENT ACCOUNT LISTS UT55-05B-08 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM

8. UTILITIES
ACCOUNTING
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Washington State Archives
Office of the Secretary of State

DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI?::)E::’T;)ONNAAC?':)ON DESIGNATION
. NUMBER (DAN)
8.9 DEPOSIT RECEIPTS UT55-05B-09 | 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
8.10 DEPOSIT REGISTER UT50-03B-15 | 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OPR
8.11 DISCONNECTION NOTICES UT55-05B-11 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM

8.12 ELECTRIC UTILITY ADVERTISEMENTS UT55-05B-13 | 6 years NON-ARCHIVAL
File copies of advertisements for service provided by electric utilities as individual Rev. 0 NON-ESSENTIAL
entities or as part of a larger group. OPR
Note: See 18 CFR §125.3 3(42).

8.13 ELECTRIC UTILITY GENERAL AND SUBSIDIARY LEDGERS, JOURNALS, AND INDEXES UT55-05B-12 | 10 years NON-ARCHIVAL
Ledgers, journals, and indexes documenting funds and functions relating to the Rev. 0 ESSENTIAL
finances of electric utilities. OPR
Note: See 18 CFR §125.3 6(a).

8.14 ELECTRIC UTILITY PLANT LEDGERS UT55-05B-28 | 25 years NON-ARCHIVAL

Rev. 0 NON-ESSENTIAL
Note: See 18 CFR §125.3 16(a). OPR

8.15 FEDERAL AND STATE REGULATORY COMMISSIONS UT55-05B-14 | 5years NON-ARCHIVAL

Includes annual financial, operating and statistical and PURPA reports. Rev. 0 NON-ESSENTIAL
OPR
Note: See 18 CFR §125.3 41.

8. UTILITIES
ACCOUNTING
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DISPOSITION

ILEOM DESCRIPTION OF RECORDS AUTHORITY DI:::)E:\"I::I)ONNAACNI':)ON DESIGNATION
. NUMBER (DAN)
8.16 FINAL CLOSURE OF ACCOUNT SCHEDULES UT55-05B-15 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL
OFM

8.17 | JOURNAL VOUCHERS AND INDEXES FOR ELECTRIC UTILITIES UT55-05B-17 | 10 years NON-ARCHIVAL
Note: See 18 CFR §125.3 8(a). Rev. 0 ESS(E)':;'AL

8.18 | LOW INCOME/SENIOR CITIZEN DISCOUNT/TAX EXEMPTION APPLICATIONS UT55-05B-27 | Termination plus 6 years. NON-ARCHIVAL

Rev. 0 NON-ESSENTIAL

OPR
8.19 METER READING CARDS UT55-05B-19 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM

8.20 RATE AND BILLING SYSTEM DEVELOPMENT DOCUMENTATION UT55-05B-20 | Completion of rate schedule NON-ARCHIVAL
Service rate calculations and documentation on billing and collection systems. Rev.0 plus 6 years. NON-ESSENTIAL

OFM
Note: See 18 CFR §125.3 30.

8.21 RATE AND COLLECTION SYSTEM REVISION NOTICES UT55-05B-21 | Destroy when obsolete or NON-ARCHIVAL
Notices to customers of changes in billing rates and collection policies and Rev. 0 superseded. NON-ESSENTIAL
procedures. OFM

8.22 | RATE SCHEDULES UT55-05B-22 | Clerk of governing council, ARCHIVAL
Official proceedings and approval. Rev. 0 commission or board - (Appraisal Required)

) NON-ESSENTIAL
Note: See 18 CFR §125.3 30. PERMANENT - 1 copy OPR
archival.

8.23 | SERVICE APPLICATIONS UT55-05B-24 | 3 years NON-ARCHIVAL

Rev. 0 NON-ESSENTIAL
OFM
Page 34 of 58
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o, DESCRIPTION OF RECORDS AUTHORITY DI;‘:;EmLONNA’t'::)ON DESIGNATION
) NUMBER (DAN)

8.24 | SERVICE ORDERS UT55-05B-25 | 6 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OPR
8.25 | UNCOLLECTABLE ACCOUNT LISTS UT55-05B-26 | 3 years NON-ARCHIVAL
Rev.0 NON-ESSENTIAL

OFM
8.26 | UTILITY CUSTOMER DEPOSIT LISTING UT55-05B-29 | Termination of account plus NON-ARCHIVAL
Note: See 18 CFR §125.3 36. Rev.0 3 years. NON-ESSENTIAL

OPR
8.27 | UTILITY METER READINGS/USAGE DOCUMENTATION UT55-05B-18 | 3 years NON-ARCHIVAL
Rev. 0 NON-ESSENTIAL

OFM

8. UTILITIES
ACCOUNTING
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9. NUCLEAR UTILITIES

DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::(;E::’T(I)ONNAQ#:LN DESIGNATION
NUMBER (DAN)
9.1 Corrective Action Reports — Quality Assurance Records (Lifetime) UT2011-155 | Retain for 6 years after plant ARCHIVAL
Lifetime Quality Assurance Records as defined by American National Standards Rev.0 decommissioned (Appraisal Required)
Institute (ANSI) standard N45.2.9 and relating to the identification, cause, and then ESSENTIAL
corrective action of a condition adverse to quality. Transfer to Washington OPR
Includes, but is not limited to: State Archives for appraisal
e Failures, malfunctions, deficiencies, and deviations; and selective retention.
e Defective material and equipment;
e Nonconformance.

Note: See ANSI N45.2.9-1974 Appendix A reference to Nonconformance Reports and

ANSI N45.2.9-1974 section 2.2.1 for definition of Lifetime Quality Assurance Record.

9.2 Corrective Action Reports — Quality Assurance Records (Nonpermanent) UT2011-156 | Retain for 6 years after NON-ARCHIVAL
Nonpermanent Quality Assurance Records as defined by American National Rev.0 disposal of asset NON-ESSENTIAL
Standards Institute (ANSI) standard N45.2.9 and relating to the identification, then OPR
cause, and corrective action of a condition adverse to quality. Destroy.

Includes, but is not limited to:

e Principal maintenance activities;

e Surveillance activities;

¢ Inspections and calibrations.
Note: See ANSI N45.2.9-1974 Appendix A section A.6.1 reference to records designated
as Nonpermanent and ANSI N45.2.9-1974 section 2.2.2 for definition of
Nonpermanent Quality Assurance Record.
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DISPOSITION

ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::CT)I;::::I)ONNA’:ZNI':)ON DESIGNATION
NUMBER (DAN)
9.3 Employee Assignment History UT2011-157 | Retain for 100 years after ARCHIVAL
Records documenting employee (includes contractors and volunteers) work Rev.0 employee’s date of birth (Appraisal Required)
. o - . NON-ESSENTIAL
assignments and activities at the nuclear facility, which may be used to then OPR
reconstruct a worker’s history and thus estimate their radiation dose. Transfer to Washington
Includes, but is not limited to: State Archives for appraisal
e Work orders (preventative maintenance, elective maintenance, corrective and selective retention.
maintenance, scaffolding permits, surveillance tests, tag-outs, etc)
e Work assignments;
e Job control plans;
e Job briefings;
e Dosimeter and protective clothing requirements.
Note: See ANI Information Bulletin 80-1A Section V and ANSI N45.2.9 Appendix A
section A.6.
9.4 Nuclear Operations — Quality Assurance Records (Lifetime) UT2011-158 | Retain for 6 years after plant ARCHIVAL
Lifetime Quality Assurance Records as defined by American National Standards Rev. 0 decommissioned (Appraisal Required)
Institute (ANSI) standard N45.2.9 and relating to operations following the startup then ESSSI:IIIAL

of the nuclear plant facility.

Includes, but is not limited to:

e Fuel program quality assurance records
(fuel inspection records, fuel design documents, as-built fuel QA records,
nuclear materials accountability records);

e Unit design modifications made to systems and equipment described in the
plant or ISFSI Final Safety Analysis Report;

e Transient or operational cycling records for those plant components designed
to operate safely for a limited number of transients or operation cycles.

Note: See ANSI N45.2.9 Appendix A sections A.6 for additional examples.

Transfer to Washington
State Archives for appraisal
and selective retention.

NUCLEAR UTILITIES
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DISPOSITION

ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::CT)E::::LONNAAC?':)ON DESIGNATION
: NUMBER (DAN)

9.5 Nuclear Operations — Quality Assurance Records (Nonpermanent) UT2011-159 | Retain for 6 years after end NON-ARCHIVAL

Nonpermanent Quality Assurance Records as defined by American National Rev. 0 of calendar year NON-ESSENTIAL

Standards Institute (ANSI) standard N45.2.9 and relating to operations following then OPR
the startup of the nuclear plant facility. Destroy.
Includes, but is not limited to:
e Normal nuclear unit operation, including power levels and periods of operation
at each power level;
e Reportable occurrence records;
e Records of surveillance activities, inspections, and calibrations required by the
plant and independent spent fuel storage installation (ISFSI) technical
specifications;
e Principal maintenance activities, including inspection, repair, substitution or
replacement of principal items of equipment pertaining to nuclear safety;
¢ Special reactor test or experiment records.
Excludes records covered by UT2011-157 and UT2011-162.
Note: See ANSI N45.2.9 Appendix A sections A.6 for additional examples.
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DISPOSITION
ILEOM DESCRIPTION OF RECORDS AUTHORITY DI::CT)E::::-E)ONNAACNI':)ON DESIGNATION
NUMBER (DAN)

9.6 Pre-Operational Phase — Quality Assurance Records (Lifetime) UT2011-160 | Retain for 6 years after plant ARCHIVAL
Lifetime Quality Assurance Records as defined by American National Standards Rev.0 decommissioned (Appraisal Required)
Institute (ANSI) standard N45.2.9 and relating to the initial construction and then ESS;':?AL
startup of the nuclear power facility. Transfer to Washington
Includes, but is not limited to: State Archives for appraisal

e Major defect repair records; and selective retention.
e Final inspection reports and releases;
e Startup test procedures and results;
e Reactor protection system tests and results.
Note: See ANSI N45.2.9-1974 Appendix A sections A.1 — A.5 for additional examples.
Nonpermanent pre-operational phase quality assurance records are covered by CORE
series Construction Project Files (GS50-18-10).

9.7 Radiological Indoctrination, Training and Retraining UT2011-161 | Retain for 100 years after ARCHIVAL
Records relating to the radiation protection training of employees (including Rev. 0 date of training (Appraisal Required)
contractors), visitors, and escorted personnel, which provide evidence of then ESSSI:EIAL
training/education/sufficient warning of radiation hazards and safe work practices Transfer to Washington

State Archives for appraisal
and selective retention..

Includes, but is not limited to:

e Instructor manuals, syllabi, lesson plans, handouts, rules, quizzes, tests, video
and audio instruction materials with the dates and lessons in which they were
used;

e Responses, acknowledgements of training, and attendance sheets with
attendees' signatures;

e Initial and periodic quantitative respirator fit tests.

Note: See ANI Information Bulletin 80-1A Section .
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DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DI::CT)I;:YTTEJONNAQ:NI':)ON DESIGNATION
NUMBER (DAN)

9.8 Radiological/Contamination Monitoring UT2011-162 | Retain for 100 years after ARCHIVAL
Records relating to the processes, equipment used, and results for the monitoring Rev.0 end of calendar year (Appraisal Required)
of radiological contamination. then ESS;I:;IAL
Includes, but is not limited to: Transfer to Washington

e Plant radiation and contamination surveys; State Archives for appraisal
e Environmental licensing, monitoring and effluent measure records; and selective retention.
¢ Radioactive shipment and release/waste disposal reports;
e Instrumentation and calibration records;
e Equipment tests;
e Sealed source and fission detector leak tests and results;
e Annual physical inventory of all sealed source material of record.
Note: See ANI Information Bulletin 80-1A Section Ill and IV.
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DISPOSITION

NO DESCRIPTION OF RECORDS AUTHORITY DI::CT)E:\"I'-:-(I'.)ONNAQZ[\II':)ON DESIGNATION
: NUMBER (DAN)
9.9 Security Monitoring (Nuclear Facilities) — No Incident UT2011-163 | Retain for 3 years after end NON-ARCHIVAL
Records relating to the implementation of security programs and contingency Rev.0 of calendar year NON-ESSENTIAL

plans designed to prevent (and respond to) threats, thefts, and sabotage relating
to special nuclear material, high-level radioactive wastes, nuclear facilities, and
other radioactive materials and activities regulated by the United States Nuclear
Regulatory Commission (U.S.NRC), where no incident has occurred.
Includes, but is not limited to:

e Routine patrol logs;

e Access/entry logs;

e Vital area door tests;

e Records relating to the protection of safety-related systems.
Excludes official agency policy and procedure directives and plans (physical security,
local law enforcement, cyber security, etc.) covered by CORE DAN GS50-01-24.
Note: See 10 CFR 73.54 and 10 CFR 73.55.

then
Destroy.

OPR

NUCLEAR UTILITIES
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. NUMBER (DAN)
9.10 | Security Monitoring (Nuclear Facilities) — Incident UT2011-164 | Retain for 6 years after ARCHIVAL
Records relating to the investigation of threats, thefts, and sabotage (actual or Rev. 0 investigation finalized (Appraisal Required)
. . . . . . ESSENTIAL
suspected) relating to special nuclear material, high-level radioactive wastes, then OPR
nuclear facilities, and other radioactive materials and activities regulated by the Transfer to Washington
United States Nuclear Regulatory Commission (U.S.NRC), where an incident has State Archives for appraisal
occurred. and selective retention.

Includes, but is not limited to:
e Investigation records and reports;
e Routine patrol logs;
e Access/entry logs;
e Vital area door tests;
e Records relating to the protection of safety-related systems.

Excludes official agency policy and procedure directives and plans (physical security,
local law enforcement, cyber security, etc.) covered by CORE DAN GS50-01-24.

Note: See 10 CFR 73.54 and 10 CFR 73.55.

Note: If litigation commences, these records become part of the litigation case file and
are covered by GS53-02-04.




ILRG Dradtt

Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)

GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrative, legal, and fiscal use; their evidential and
informational or research value; and their relationship to other records.

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual
basis.

Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not
selected for retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. Local government agencies must either transfer these
records to Washington State Archives or retain and preserve these records according to archival best practices until such time as they are
transferred to Washington State Archives (WSA).
WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

ANI
American Nuclear Insurers.
A joint underwriting association created by insurance companies in the United States with a purpose to pool the financial assets pledged by member companies
to provide the significant amount of property and liability insurance required for nuclear power plants and related facilities throughout the world.

ANSI/
American National Standards Institute.

A joint underwriting association created by insurance companies in the United States with a purpose to pool the financial assets pledged by member companies
to provide the significant amount of property and liability insurance required for nuclear power plants and related facilities throughout the world.

BAL
Resource and Demand Balancing reliability standards.
Standards issued by the North American Electric Reliability Corporation to which bulk electric systems of North America must adhere.
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CFR
Code of Federal Regulations.
The codification of the general and permanent rules published in the Federal Register by the executive departments and agencies of the Federal Government.

ciP
Critical Infrastructure Protection.
Standards issued by the North American Electric Reliability Corporation to which bulk electric systems of North America must adhere

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archives and destruction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the Local Records Committee.

Essential Records
Public records that local government agencies must have in order to maintain or resume business continuity following a disaster. While the
retention requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its
core functions following a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with chapter 40.10 RCW.
Copies of master indexes, lists, registers, tracking systems, databases and other finding aids should also be transferred with the records.

INT
Interchange Scheduling and Coordination reliability standards.
Standards issued by the North American Electric Reliability Corporation to which bulk electric systems of North America must adhere.

IRO
Interconnection Reliability Operations and Coordination reliability standards.

Standards issued by the North American Electric Reliability Corporation to which bulk electric systems of North America must adhere.
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Local Records Committee

The committee established by RCW 40.14.070 to review and approve disposition of local government records.
Its three members include the State Archivist and one representative each from the Offices of the Attorney General and the State Auditor.

Migration
The periodic transfer of data from one electronic system to another in order to ensure continued integrity and accessibility of data despite changes
over time in hardware, software, and storage media.

Non-Archival

Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum
retention period specified by the appropriate, current records retention schedule.

Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records
requests, or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in chapter 40.10 RCW.

Obsolete
Public records which are no longer relevant to current program or primary functional responsibilities of a department or office.

Office of Record
The group, department, or office within an agency responsible for maintaining a primary record from creation (or receipt) through disposition.

OFM (Office Files and Memoranda)
Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified as

official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”
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OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(1) “Official public records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating to
the receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of Washington or
any agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency thereof; all records or
documents required by law to be filed with or kept by any agency of the state of Washington; ... and all other documents or records determined by the records
committee... to be official public records.”

Permanent — See Archival (Permanent Retention) and Non-Archival.
Potentially Archival or Potential Archival Value — See Archival (Appraisal Required).

Primary Records
The original record (whether created or received by the agency) which serves as the official record, and must be retained in accordance with a
current approved records retention schedule.

Public Records
RCW 40.14.010 - Definition and classification of public records.
“.. The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and
including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public
business...”

Records Series
A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records
series may consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

Secondary Records
Copies (or duplicates) of the agency’s primary records used for specific legal, fiscal, or administrative purposes.
Secondary records exist for convenience of reference, or for informational purposes, and may be discarded when no longer needed for agency business in

accordance with GS50-02-04.



ILRG Dradtt

Washington State Archives Public Utilities Records Retention Schedule (UTILITIES)
Office of the Secretary of State Version 1.1 (September 2011)
Security Microfilm

Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and
serves as an emergency/disaster back-up, in accordance with chapter 40.10 RCW.
Washington State Archives provides security microfilm storage and inspection services to local government agencies.
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Planning, Mission and Charter Operators Log — Sewage Treatment Plants ........ccccevviiiiiiiiec e 24
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ASSET MANAGEMENT Water Quality Violation NOtICES ....ccccveiiiiiriiiieete et 27
Design and Construction Wildlife Habitat Management Plan ..........ccoooiiiieciiie e 27
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Lightning and STOrmM Data.......coeeieiieriiiiiieeiee sttt 13 Monitoring, Test and Sample Data — Surface Water, Drainage and Flood Control
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POWER GENERATION National Pollutant Discharge Elimination System (NPDES) Permit — Surface Water,
FiSh COUNT REPOIES ..cuveeuiiiieiieerieeeete ettt 17 Drainage and FIood CONTIOl ........coouieiiiiiiiiieiie et 30
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Water/RIVEr FIOW REPOITS ..c.vecveiiieiieeieeie ettt et ettt eeebeebeeveeenesraens 19 Surface Water Management Project Plans and Specifications...........cccceeevveeennes 31
SEWER AND WATER SYSTEM DOCUMENTATION Surface Water/Drainage Capital Improvement Projects..........coeeveevevreenreecveennns 30
Chemical Analysis Reports — Regulatory Compliance........cccccevveevieenieeniveeneeennne 20 Water Quality Project Files — Surface Water, Drainage and Flood Control.......... 31
History Files — Sewage Treatment Plants .......cccoceeviriineeniniineseeseeeeenee e 22 Watershed Management Policy Files .......cocuvoiiirieiiiieniieiieeeeeeieeee e 31
INdustrial Waste PEIMILS .....c.eeecueiiiiinieerieeie ettt sttt sbe e 23 UTILITIES ACCOUNTING
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cost analysis (construction) .................
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cross-connection control (water systems).............. 21
accouNnting.....cocvevveviieieniiiieccecc see also CORE capacity (sewage treatment plants) ...........ccccceeuee 20 CUSLOMErS (ULIlIEIES) cv.veeeeeeeeeeeeeeeeee e, 32,35
ULITIEIES o 32 capital improvements CYDT SECUMIEY v reeeeeaes 8
advertising (electric utilities) .....ccccoceeevvieeeecieeeenen. 33 drainage basins/watersheds...........ccccceevveeneenee. 28
air quality/pollution surface water drainage
electric facilities....cccccvveveeccvee e, 18 chemical analysis (water systems).................... 20,21 D
sewer/water facilities ........ccceevveeveieiie e, 24 coal logs (power generation)
sewer/water system facilities........cccceeververrennnn. 24 (oo | [=Tor o] o 3R dam safety compliance (FERC).......cccceevvercveeereennee. 16
ANI Bulletin 80-1A.......ccocovvveeeeeeierrreeeeeeenn, 37,40, 41 utilities accounting ........ccceevecverevcieeescieeens defective Side SEWETrS.......ceeeeveeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 21
ANSIN45.2.9 ..o, 36, 37, 38, 39, 40 COMMUNICAtIONS .ooeeeeiiiiieeee e delinquent accounts (utilities) ........cccceeveeeeecreeeennen. 32
apparatus failure report (power distribution) ........ 11 community relations.......cccceevcveeenceeeeiieeenn. see CORE Department of Ecology
asset management........cocceeeeciieeeeciieeceneennn. see CORE complaints.......ccoceeeecciieeeciee e, see also CORE discharge monitoring reports (sewage).............. 21
=10 Lo |1 £ RS S see CORE water (drainage/quality).......ccccceeveeeveeiireeeineennns 28 laboratory performance (sewage)........ccceeeuuueee. 23
automatic generation control..........ccccceeeeeciveeennneen. 16 comprehensive Department of Health
management plans (flood control)..................... 29 cross-connection control (water utilities) .......... 21
sewer/water systems plans water facilities inventory ........ccccceeeeveeeceee e,
B CONSErUCTION . water quality monitoring......c.cccocveevveeenieeneennnn
electric power system......... water test reports......ccecceevcveeeenenne
backflow (water systems) ........ccccoeeeeecrieececeeecennen. 20 sewer/water systems ......... deposit receipts/registers (utilities)
benefits (human resources).......cccecvverveennen. see CORE surface water drainage....... ) design/construction....
billing (Utilities) .....ovvrvireieieca 32,34 UEITIEY PIANT vt UEITIEIES covvvevevc et 6
boards/councils/committees...................... see CORE contamination (radiation).........ccceeeeveeecreeriveesneennen. diking/drainage districts .......ccceeeveevereerireerveesveennen. 28
boiler tube failure report (power generation)........ 16 contamination (water SyStems) ..........coeevveveueuennnas 20 disaster assistance (federal) .......cocoovoveieievrrrrernnns 29
(oo Yo Y = Tot £ see also CORE disconnection notices (utilities) .........ccceeeervereennenn. 33
utility plant construction .........cceeceeviiiveeeencieeenns 6 dispatcher permits (power generation).................. 18
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drainage basins/watersheds..........ccccceeevevvenreennnnne. 28
drainage/water quality complaints........c.ccceveruenene 28
drinking water

fluoride

violation

Federal Energy Regulatory Commission (FERC).. 5, 18

financial......ccooviviniini e see CORE
fish count reports (power generation) ................... 17
fleet/motor POl ........ccvvvvererieieieieiens

flood control/damage

sewage treatment plants.........ccoccvvveerieeniencnnnns
street lights (power distribution)
turbine (power distribution)..........ccceeeeeriieennnenne
hookup (water/sewer)
human resources .....cccccceeeeveeernnneen.
hydrants (water systems) ......ccccceeveeeveeccieesiieennene
hydro-electric operations logs/reports................... 17

E
Ecology, Department of
discharge monitoring reports (sewage).............. 21
sewage treatment plants........cccoccvveveerireecineennne
ECU (equivalent customer unit)
=Y [=Tot { ol 4 T IR
electronic information systems
critical cyber assets......ccovevveeeiiiieeeiie e 8
emergency (Water/SEWer) .......cccceeevueeereeveeveennenn, 26
EMPlOYEES...coiieriieeieeieeeeee e see also CORE
training (radiation protection).......ccccecceevcvveennenne 40
work assignments/history (radiation) ................ 37
equipment logs (power generation)..........cccueeuee. 17
expenditure requisition (electric power).................. 6
E
facilities/property management........... see also CORE

inspection/maintenance (power distribution) ... 11
retirement
power distribution .........ccccceviiriiiiininenn.
sewer/water systems
Federal (agencies)
Energy Regulatory Commission (FERC)............... 16
federal disaster assistance (floods).........ccccccvveeunene 29

flow records (water/sewer systems) .22
forecasts (electric POWEr) ......ccveeeecveeecieeeeeieee e, 4
foreclosure (irrigation utilities) .........ccccccceveevveeennnen. 9
fuel program (nuclear utilities) .......cccccoeevveeeiveeennns 38
G
gauge reading reports (power generation).......
generation/output logs (power generation)
geographic data (sewer/water systems) ................
grinder pumps (sewer Systems)........ccceeeveervreenneenns
groundwater Permits.......ccccerreerieeriieenieeenieeneeenne
H
habitat (wWildlife).......ccoeeeviieee e, 27
Health, Department of
cross-connection control (water utilities) .......... 21
water facilities inVentory .......ccccccecveevceeicieenineenns 26
water quality monitoring.......c.ccceeveeeieeniennineene 26
water test repPortS...ccovveveveviiiicis 27
high/low-tension generating loads (power
€eNEeration) ....ccoccveeeeciie e 17
history files
diking/drainage districts.........cccoeveereevreeireeuenreens

drainage basin/watershed......
land use (irrigation utilities)

inspections
backflow preventer........cccccocvveeecieiicciiee e,
diking/draining facilities

pollution control........ccoccveviviieeeeiie e,
sewer and water Systems ........ccccceeeveeeecneeennnen. 23
Street OPening ...cccevveveviiciie e, 14
SUDSEAtioN ..evveeiieec e, 11
TransfOrMer ..oovvcce e 15
Water SYSTEMS. ... 20
instructor materials (radiation training) ................. 40
insulator tests (power distribution)
interchange (electric grid).......ccoeeevveeveercieeccieennnen,
interchange transactions/reliability coordination .. 12
INVENTOIY .o see also CORE
backflow preventer..........cccocoeeeecieiiiiiieeeecieeen, 20
water facilities ......ccocvveecee i 26
investigations
electricity diversion ........ccocceevceeeecciiee e, 11
water drainage/quality complaint..........c.ccc....... 28
INVOICES oo see CORE
IP addresses ...ccueeruveeneeeniieeneeesieeeieenane see also CORE
critical cyber assets.......cccvviiivienieiinieniecreeee 8
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irrigation utilities

inspection reports (power distribution) ............. 13

location requests (irrigation utilities) ................... 9

trouble reports (power distribution) .................. 13
load

curves (power generation) .......cccceeeveerveesvveennes 17

dispatcher permits (power generation) ... .18
location requests (irrigation lines) .........ccccceveeeeuneeen. 9

fOrecloSUre......cuv e,
land use history ......cccovveeeeeiicciieeee e,
landowner water quality violation
line location requests .........cccceeeeuneen.
water diversion reports..................
water quality monitoring.........cccceeevvveevcieeecnnenn.
water right contracts .......ccoceeeveiiiieeneeniieeeene,
WALEE USE .uiiiiieiiieeiieeiee ettt s
ISFSI technical standards........ccccccveeeriieiiricieneinnenn.
J
jetting/vactoring (sewer systems) ........ccccceevveennnn. 25
L
land USe.....coevvveeieiiiiees see also CORE and LGGRRS
history (irrigation utilities).........ccccceeiiieeeeciiieeens 9
landowners
defective side SEWErS .....coccvvevvvriiiiieerieeeieee, 21
water quality violation.......ccccceeceeeinciee e, 9
lead/copper (water systems).......cccceeveereerreenenen. 23
ledgers/journals (electric utilities) .......ccccccevrvennnen. 33
legal (advice, litigation, legal affairs) ........... see CORE
lifetime quality assurance records
correction action reports.......ccccvvvvevvveevererenenenens 36
nuclear operations.........ccceeccvveeeecveeeriveeeecivee e 38
pre-operational phase (nuclear utilities)............ 40
lightning/storm data (power distribution).............. 13
limnology reports (water systems) .......c.ccceceevueennen. 23
line

M
mail/delivery see CORE
maintenance see CORE

diking/drainage facilities .28

grinder pumps (sewer systems) 22

MY drants.......ooeceeeeeceee e 22

hydroelectric equipment/facilities ..................... 18

sewage treatment plants.........cccecceerneenneene 24, 25

valves (sewer/water systems) .........ccceeevueenennen. 25
manholes (sewer/water systems).........cccoeeeveeennnne 23
maps

geographic (sewer/water systems) ........ccceueenne 24
meters

history data (power distribution) ............c..c....... 13

power distribution
ULIHTIES oo

WALEr SYSEEMS...civiiiiieeiee et
MINUEES .ot see CORE
mitigation plans (electric power)........ccccceeeuveeecuvenn. 5
MONILONING coovveiiiiiiiiieiiee e, see also CORE

discharge (SEWage) ...cccevevcuvvreviviieeecieee e, 21

interchange (power distribution) ....................... 12

radiation ....oocveevieeniieeee e 41

sewer/Water SYSteMS ......cccoverererereeeeeereeeens 23

surface water/drainage/flood control................ 29
water QUAlItY....coccveeeeiee e, 9
water quality Wavers .......ccccceeeeeevcveeeecee e, 26
N
NETWOIKS ..oeviieiiee et see also CORE
critical cyber assets.......cccvivirierniiinieeseceeeeeen 8
non-compliance (electric POWer)........coceeceervvveeneenns 5

nonpermanent quality assurance records
correction action reports

nuclear 0pPerations.......ccvceevveerireeriveeneeenieesneeees
North American Electric Reliability Corporation

(NERC) ettt ettt sttt 5
notices/notifications

defective SEWErS.....ccevvveviieiiieieeee e 21

discoONNECtioN .....vveveeiiiiiciiec e 33

drinking water violation........c.cccovveeveeenienneennne 27

rates/collection policies.......c.ccoeuvevvveeeerenreeennenns 34
nuclear utilities

corrective action reports .......cccvvevveevvievevenenenennn.

operations (quality assurance)

@)
operations
logs/reports
hydro-power distribution..........cccccecvevennnenn. 17
power distribution
maintenance (sewage treatment plants) ..... 24, 25
operators log (sewage treatment plant)................. 24
outage coordination (electric grid) .......ccceevveeueennee. 12
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outage logs (power distribution) ........cccceeveenenee. 13
P
PASSWOIAS ...ccvvieeeiiieeeeieeeecieeeeeiree s see also CORE
critical cyber assets......cccocvveevciieeeccee e, 8
[T 1V o ] SRR see CORE
permits
electrical work (hard cards).....cccccceeveveeeveeeenneen. 11
BroUNAWALEr .....eeiiieiiieeiee e

industrial waste
land use (irrigation utilities)

load dispatcher (electric)......coceeeevveeivcveeeenneenn.

Nat’l Pollutant Discharge Elimination System .... 30
NPDES ..ottt ettt ettt 30
sewage treatment plants.........ccccceeevevennnenn. 22,23
state and federal (sewage treatment)................ 22
station load (power generation)........cccccoveeeunene 18
SUMface Water ..o eveeecee e 25

surface water/drainage/flood control (NPDES).. 30
water rights

personnel.........ccc.........
pipes (sewer/water systems)
planning
surface water/drainage/flood control................ 30
plant construction........ccoceeeieiiiiiniieiieeeeeeeee 6
plant ledgers (electric utilities) .........ccccevveevernennen. 33
pole list (power distribution) .........ccccccveieecnenennnen. 14
pollution control .........cccovieeciiiiiiieeccee e, 24
reports/studies (power generation)................... 18
sewer/water SyStems .......cccveeveeviveeneeeiree e 24
surface water/drainage/flood control................ 30
Polychlorinated Biphenyls (PCBs) ...........c......... 14, 15

power demand charts (power distribution)............ 14
power distribution
demand charts......cccevveenieiniieieeee e
electricity diversion investigations
facility retirement......ccccceeeveeencieeieee e
insulator tests......ccocceeeveeenneen.
interchange/electric grid
lightning/storm data........cccccevveeeeeiiieeciee e,
meter history data........ccccceeevieeeeciee e,
(o101 - ={ I [ =4S
[oTo] [N 1) SRR
Polychlorinated Biphenyls (PCBs)................. 14, 15
reports
apparatus failure ........cccooeeeveeniiienieenieereeee 11
facility inspection/maintenance..................... 11
line inspection reports
line trouble

meter shop

(o] 011 =1 o] o PR

street opening inspection/repair ................... 14

transformer inspections.......c.ccccvevcveeeeiieenns 15
street lights....co e, 14
transformer history .....c.ccceeveevieiiiinienneee 14, 15
LUMDINES...eiee e 15
underground liNes ........cceeeeciiieeeiiee e, 15
voltage charts ......cccooeceeiciiiicce e, 15
work permits (hard cards) .......ccccceecvveeeeciveeennneen. 11

power generation ... 16

(oo | I [o T ={ S 16
construction

COSt ANAIYSIS eveeeiiirieeieeeeeee e 6

expenditure requisition/authorization ............ 6

o] Tor: 1 SRS 4

Project files.......oouveeeiiiieeecie e 6

utility plant contracts.....c.ccccceveeceeivcceee e, 6

WOPK iN PrOgresS..ccccveeeeeiieeeeereeesvieeesveeeeseeens

WOPK OFErS .coieiiieiiieeeiiee et
dam safety compliance
equipment l0gs.....cccecveeeecieeeeciee e,
expenditure requisition/authorization................. 6
fOreCasts ..ovvviiiieii e 4
generation/output lOgS ......ccveeveeeeireenreenieenenen, 17
high/low-tension generating load ............c......... 17
1020 CUMVES...ciiiieeieiee et 17
load dispatcher permits.........ccocvevieineeinienneens 18
pollution reports/studies........cccccevvveevereneeennenns 18
recording instrument charts........ccccoevvveeiniinennnne 18
reports

boiler tube failure

dam safety................

fish count..................

gaUuge reading.....ccccveeeeeciee e

hydro-electric operations.........cccceeecveeevivennn. 17

maintenance (hydroelectric)........cccceeveeeueenns 18

spill gate data.......ccoueeeeciiiieciiee e 18

station/system generation.........cccceceeeevveenen.. 18

technical data.......ccooeevcveenieeniieniecnic e, 19

water

electric ULlities .....ccovveeveeinieeecceeeeee 19

WOPK iN PrOGreSS...cccveeeeciieeeeieeeeiveeeeseeeeeeneeens 6

station load permits.....c.ccccceeevcieeieiieeececiee e,

station/system generation reports
temperature logs

Water IogS ...ccveeeeiiiieeiee e
power load forecasts (electricity) .......cccceeeevveeennennn.
pre-operations (nuclear quality assurance)............ 40
project files

Water SYSTeMS . ... 25
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property management......ccccccceeeeiiierinnnnnnnnn. see CORE
public disclosure .......ccocceeeecieriicieeeeieeee see CORE
public relations ........cccceeeeeieiiiiiiiiee e, see CORE
PURPA (Public Utility Regulatory Policies Act) ........ 33

Q

quality assurance (nuclear)

lifetime
correction action reports .......ccccceceeeeevecieeeennn. 36
nuclear operations..........cccouuee...
pre-operational phase
nonpermanent
correction action reports.......cccccevvviveiennnnnnnn. 36
nuclear operations ........cccocceeeevcieeeecceeee s 39
R
radiation
contamination monitoring.........ccccceeveeviecineeen.. 41
dose/WOrk orders .......ccevvveeeeviveeieneeeeeeeieeieeeeen, 37
protection trainiNg.......cccccvevveviiieeereinriieeee e 40
rainfall (surface water drainage).........ccceeevvevveennenn. 29
rates (utilities accounting) ........ccceveveevveenieesveennnn, 34
recording instrument charts (power generation)... 18
records management.......ccccooeeivieeeeeeeeccnnnns see CORE
regulatory compliance
sewage treatment plants........ccccocveeneenne
water systems
chemical analysis.......cccccoceeeevivieecciee e,
cross-connection control
facilities iNnventory .....c..cccoeceeveieveenieenieenen,

1€ad/COPPET..ciiitiiecieetee et 23
SANILArY SUMVEYS..cciiiveieieeeeeeeeciiieee e e eeeereeens 25
water quality monitoring ........ccccccveeeuneen. 26, 27
regulatory reports
reports

discharge monitoring (SEWage) .......ccccevverueeuene 21

power distribution
apparatus failure......ccccoveeecciee e, 11
facility inspection/maintenance..................... 11
line INSPeCtion .......ceeveceveeeviee e 13
line trouble.....cceeeieiniiiieeee e 13
Meter SNOP ...covveeeiieiiie e 13
OPEratioNS ..ocveeeeiiieeeeeee e 13
street opening inspections/repairs................. 14
transformer inspections.........cccceeecveeeecneeenns 15

power generation
boiler tube failure .......ccoocevviviveiniienneeniees 16
Federal Energy Regulatory Commission (FERC)

............................................................. 16, 18

fish count....ooeeeien 17
8aULE reading.......oevueeviienieeiieeiee e 17
hydroelectric maintenance ........cccoeccevvvveenne 18
hydro-electric operations.........c.ccceeevveeeinennn. 17
pollution reports/studies .........ccccevvreerveeerenenns 18
station/system generation.........cccceceeeevveenen. 18
technical data (power generation)................. 19
Water/river FlOW ....oceeeeeeeveee e 19
weather/geology/hydrology/topography...... 19
WOTK iN PrOGIreSS..ccoveeeieerieenreeiieeniee et eniee e 6

PURPA (Public Utility Regulatory Policies Act).... 33

regulatory (FERC/NERC/WECC........cccceevuvecrernnennen. 5

sewage treatment plants
flow reports (SeWage) .....cccceeeuveeeiiieeeciieeens 22

sewer/water systems

emergency inCidents .......cccocveeevieeieeniieeniieens
inspection/monitoring ........ccccecevvereerieneneene.
pollution control........cccceeevciieeiiiieeeciee e,
sewage treatment plants
water quality

WALEr tESTS tovveviiiiiierie et
surface water drainage
flood control/damage .......ccccevererereereeeennnne 29
Planning reports......ccceveevceerieenieenieeeeee 30
water (irrigation utilities)........ccccevveercreercvennnen. 9,10
water systems
chemical analysis.......cccoccvveeeiiiiiiiiee s 20
cross-connection control ........cccceeveeiieennennn 21
FlUOKIdE i
inspection/monitoring
IMNOIOZY..ccccvveeevieeeeee e,
reservoir water quality
respirator fit tests ....oocvvvveeriieiee e
river management (flood control) .................... 30, 31
S
safety training (radiation protection) ..................... 40

sanitary surveys (water systems)
schedules

o =Y - SO TRPOS 12

utilities acCOUNtiNg ......cccovvveeiiieeecieee e, 34
LY=ol U1 | V2R see also CORE

critical cyber assets......cccocvveeeiiiieecciee e 8
self certification (electric power)......cccoeceevcveeecveennnen. 5
self reports (electric pOWEr) ......ccocevcveeeveerveesveennen, 5
service

applications/orders (utilities) .........ccceeeeveennne 34, 35
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billing (ULIlIties) .oveeeveeeieeeie e 34 wildlife habitat.........ccoeeeeiiiieeiec e 27 temperature logs (power generation) ........ccceeu..... 19

sewage treatment plants.......ccccoeeveeiicieeeecier e, 23 spillway operation data (FERC) ........c.cccvveeeerreeennnen. 18 training (radiation protection)........ccccceeeevrivenineens 40
(oF: [0 F- 1ol 1 4V P PRI 20 staff records.....ceveevieeevcceeece e, see CORE transformers (power distribution).........c.......... 14, 15
CUSTOMEIS .ttt 21 startup procedures (nuclear utilities) ..........cceue.... 40 turbines (power distribution) ..........ccecceveeiiinienneene 15
history files (sewage treatment plants).............. 22 station load permits (power generation)................ 18
industrial Waste ......ccceeecieeieiiee e 23 stream flow (surface water drainage).........ccceeuene. 29
laboratory evaluations........ccccevcevrvenniiinieninnnn 23 streets (lights/power distribution).........ccccceeeveeuene 14 U
MONITOTING .eeeeeeieeeeiie e 21,23 substation inspections (power distribution)........... 11
operations/maintenance ..........coeeoeeevveeevenen. 24 surface water drainage uncollectable accounts (utilities) ..........cccceurennnenen. 35
OPEIAtOrS 10Z ..ot 24 capital improvements underground lines (power distribution) ................. 15
SEWAEZE SYSEEMS .ecvvenreerereereere ettt eare e v v 22 flood control/damage USEN aCCOUNTES .cuviiiiiiiiiiieeieieees see also CORE
VIbration analysis ........eeeeeeveeeeereeeeeeeeeeeeseseseeens 25 national pollutant discharge elimination system critical cyber assets........covvvinininniii 8
Water CONSUMPLION ...cvveeeeeeeeeeeeeeeeeeeeeeseseseeens 26 (NPDES) e 30 utilities accounting

sewer systems [oT=14 101143 25 ACCOUNTS .o 32
CRIOFINE ..t 23 planning reports/studies/models....................... 30 AdVertiSEMEeNtS ..o 33
comprehensive plans........cccccoevveeeercieececiee e, 26 policies (watersheds).......ccccccveeveeiiienieesieennen, 31 BIllING oot 32,34
defective SIdE SEWETS ...eveveveeeeeeeeeeeeerereeeeeeeeees 21 QUANTEY cvvee et e et eeenenaene 28 DIlliNG o 32
emergency iNCIAeNtS.........ceeeveveeeeeeeeeieeereeeenas 26 river Mmanagement .....c.oeveeveeeveereeesesseennsnas 30, 31 COllECLIONS ..o 32
facility retirement........oceevvveeeeeveeeeeeeeeeeeeeeens 22 water quality Projects........c.ocveeeeveeeereevereeeseenenns 31 credit files ... 32
facility retirements .........c.ocovvveveeeeeeeeesneans 21 watershed management .........ccccceeeveeeeeeenene. 31 customer deposit listing ..........cccevovivnnnnnininnn 35
FlOW FEPOIES ..ot 22 surveillance delinquent accounts ..........coceeveiiiiiiininicinen, 32
EriNAEr PUMPS .oeevvieieeeiee ettt 22 NUCIEAT ULIEIOS oo 36 AEPOSIES .ovieeiiieeciiee ettt e e 33
ROOKUD ..ttt 26 surveillance (nuclear Utilities) .......ovoveveeevereeeeerenenes 39 diSCONNECLIONS ..ot 33
INAUSEITAl WASEE +eeeveveeeeeeeeeeeeee et eeeeeeeeeeneneas 23 surveys electric plant ledgers ..., 33
JETEING/VACTOTING ceveveeeeeeeeeeeeseeeee e 25 surface water drainage (flood damage) ............. 29 electric utility journals vouchers and indexes .... 34
liNe Cleaning........eveeveeieeireiresiesieeee s 25 water systems Federal and State Commissions............ccc.eueue. 33
MANNOIES ..o 23 1€/ COPPET eeeeeeeeeeeeseeeeeeeereeeeee e eeeenenans 23 ledgers, journals and indexes ............c.coocerunen 33
mMaps/geographic data.......cccccoveeveeeeeeeerseeennn. 24 SANMITANY ...t s s 25 low-income/senior discount...........ocveevvriinienen. 32
PIPES 1eeevieeeeereeete e eee et et et e ere e st esteeteeraesreenre e 24 systems monitoring (electric grid) ......cccoceevvvverennns 12 meter reading cards........cccoeeininiininiinieee, 34
POIlUtion CONIOl...ccueceeceeeeeeceieece e 24 meter readings/uUsage.........ccoeviviiiiiiiiiiiniinennns 35
PrOJEC fIlES ..vuvirereceeeeeceeeeeeeeie e 25 PURPA (Public Utility Regulatory Policies Act).... 33

sewer/water systems T PURPA reports ..oooeeeeeeeieieiivvvevainnens 33
MANNOIES ..o ee et et seseseeeeea 23 rate and billing system development................. 34
DIPES weeeveeeeeeeeee e ees e eee e ees e een s eeneeeeae 24 technical data (power generation) ........ccccccecvveenes 19 rate and collection system revision notices ....... 34
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reVISION NOTICES....ccvvvieeeeeiiieiiiiceeeeeeeeeeeee e 34 sewer/water facilities .....ooevveeeveeeeeeeiee e 24 Yy drants.....cooceeeee e 22
service applications/orders ........cccccoeeuvennenne. 34,35 surface water drainage.......ccccoecvveeeecvieeeeciee e, 30 [€ad/COPPET ..ottt 23
service rate calculations ........ccccccovvveeeeiiiecinneenn. 34 water qUAlItY ....cceeeeecieeiee e 26, 27 limNology reports ......cocoeeeecieeeecceee e 23
uncollectable account list........cceevveiivcierinineenn. 35 DACKFIOW ..vveeeeiieeece e 20 MANNOIES ..eeeiieiieeiie e 23
FIUOKIAE e 22 maps/geographic data........ccceeeveeveeecreeicieennenn, 24
inspection/monitoring..........ccccevevenenescncenenne 23 METEIS. ettt 24
Vv [€ad/COPPET oottt 23 PIPES cevveeiereeeireesteetee et e e e e sreesre e sraeeereeeraeeraeens 24
[IMNOIOZY rEPOItS ...eevvveeeieeiieciee et 23 pollution control........ccoccveviiiieeiniiee e, 24
valves (sewer/water systems) ..........coccoveiriininennnn. 25 monitoring (irrigation Utilities) ..........ccocevevrreen. 9 PrOJECE fIlES ...t 25
violation notices (water quality) ..........ccccocvevinecne. 27 projects (surface water drainage) ...........cocu...... 31 QUATTIEY ettt 26
voltage charts (power distribution) ...........c..c..c..... 15 FEGUIAtIONS ..v.veveeieeee e regulatory compliance........... 20, 21, 23, 25, 26, 27
FESEIVOIIS cueeiiiiieeeeeeiieeeeeeeesirreeeeeeseranreeeeeessnans SANITANY SUNVEYS ..vvvvivieieieierererererereeeeeeeeeeeeeeeeeeeeees 25
sanitary surveys surface water/groundwater ........c.cccceevvveeeneenne. 25
W violation (irrigation utilities) .........cccevevvireervrennnne. 9 tests (water quality)...cccoeceeeceeecee e 27
. ) violation NOLICES ....ccovcvieiiiiiiiiiec e, 27 valve maintenance/history........ccccceeevvenreennnnnen. 25
waste accumulation (power generation)................ 18 Water SYSEEMS ...eviiiiiiiiiiiriiirirrrrreeeere e 23 water/river flow (power generation)...........ccccu... 19
water . backflow incidents.........cccceevcieeeeccee e, 20 watershed management (surface water) ............... 31
cgnsumptlon repo.rts. (seyvage .t.rejatment plants)26 backflow preventers........ccccocceeeevciieeccceee e, 20 Western Electricity Coordinating Council (WECC).... 5
diversion reports (irrigation utilities)................... 3 chemical analysis ......cccccoeeveeiniierinciee e, 20,21 WFI (water
drallhé'nge.complalnts (SUrface) .eovevvoreeveesrrnens 28 ChlOrINE e 23 facilities iINVeNtory) .....ccccceeeveeienncneneeeeeee, 26
facilities iNVENLOTY ... 26 comprehensive plans......ccccccvvieeennieeennciee e, 26 wildlife habitat (sewer/water systems) .................. 27
hydrants.......ooceee. pmmmmmmmmen 22 cross-connection control.........ccoceevceeeiieeneennne 21 WOTK wveiiieeiieeieesiee ettt saee s see also CORE
logs (power generation) .............oocuvveeessssssnnnn 19 emergency iNCIdeNnts.......cocveeeierieeneeeiieeneee 26 in progress ledgers/reports (electric power)........ 6
meters.................................. """"""""""""""""" 24 facilities inventory (WFI)......cccovvvveveeecerinieenineenns 26 orders (power generation system construction).. 7
sample.s (SL.Jrface.\{v:ater drainage) c....occeeesssnnes 29 facility retirements .......ccoceienieniniiiee 21, 22 orders (radiation)........ccceeeveeneenenieneeneese e 37
use (|rr|ga.t|on ULIIILIES) coorrncrssssnrnssssssnnssrsssnn 10 flOW records.......cecueeeeneenieeienieneseeeee e 22 permits/hard cards (power distribution)............ 11
water pollution FIUOKIAE e 22
electric faCilities ... 18 NOOKUP ..c.tvectee ettt s 26

For assistance and advice in applying this records retention schedule,
please contact Washington State Archives at:recordsmanagement@sos.wa.gov or contact your Regional Archivist.
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This schedule applies to: School Districts and Educational Service Districts

Scope of records retention schedule

This records retention schedule covers the public records of School Districts and Educational Service Districts relating to the function of education. Itis to be
used in conjunction with the Local Government Common Records Retention Schedule (CORE), which can be found at:
http://www.sos.wa.gov/archives/RecordsRetentionSchedules.aspx.

Disposition of public records

Public records covered by records series within this records retention schedule (regardless of format) must be retained for the minimum retention period as
specified in this schedule. Washington State Archives strongly recommends the disposition of public records at the end of their minimum retention period for
the efficient and effective management of local resources.

Public records designated as Archival (Permanent Retention) or Permanent must not be destroyed. Records designated as Archival (Appraisal Required) or
Potentially Archival must be appraised by the Washington State Archives before disposition. Public records must not be destroyed if they are subject to ongoing
or reasonably anticipated litigation. Such public records must be managed in accordance with the agency’s policies and procedures for legal holds. Public
records must not be destroyed if they are subject to an existing public records request in accordance with RCW 42.56. Such public records must be managed in
accordance with the agency’s policies and procedures for public records requests.

Revocation of previously issued records retention schedules

All previously approved disposition authorities for records that are covered by this retention schedule are revoked, including those listed in all general and
agency unique retention schedules. Local government agencies must ensure that the retention and disposition of public records is in accordance with current,
approved records retention schedules.

Authority
This records retention schedule was approved by the Local Records Committee in accordance with RCW 40.14.070 on September 29, 2011.

For the State Auditor: Mark Rapozo For the Attorney General: Cindy Evans The State Archivist: Jerry Handfield
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Revision History

Version Date of Approval Extent of Revision
1.0 1976 Initial version.
2.0 1980
2.1 1982-1983
3.0 January 1, 1986 Major revision. Major revision and multiple updates.
4.0 March 31, 1994
5.0 March, 1999
5.1 July, 2001
5.2 December, 2001
6.0 March 27, 2003
6.1 May, 2007 Online version; updated electronic records information.
Major revision. Records series common to all local government agencies now appear in the new Local Government Common
7.0 July 29, 2008 Records Retention Schedule (CORE) and have been removed from this schedule. All Disposition Authority Numbers (DANs) in
the now begin with the prefix “SD”.
7.1 July 30, 2009 Changes to structure/format only; no changes to records series. Indexes added.
Attendance/Absence section completely revised. Records series covering field trips and parental permissions updated. Two
79 September 29, 2011 new records series added, 14 revised, and 18 discontinued. (Please see Revision Guide for details.) Revision numbers added

and previous revision notes removed. Secondary record column deleted. (Secondary records are covered by CORE DAN
GS50-02-04.)
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1. AGENCY MANAGEMENT

This section covers records relating to agency management which are not covered by the Local Government Common Records Retention Schedule (CORE).

1.1. BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decision-making bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) | AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
1.1.1 | ASSOCIATED STUDENT BODY (ASB) — BYLAWS OPR | PERMANENT — 1 copy SD51-01-08 | Contact your Regional Archivist. Records
potential archival value — Rev. 0 from the series may be selected to be
See remarks. transferred and preserved at a Regional
Archives Branch.
1.1.2 | ASSOCIATED STUDENT BODY (ASB) — MINUTES OPR | PERMANENT — 1 copy SD51-20-01 | Contact your Regional Archivist. Records
potential archival value — Rev. 0 from this series may be selected to be
See remarks. transferred to and preserved at a Regional
Archives branch.
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1.2. COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

OPR
EMm SERIES TITLE AND DESCRIPTION or _ RETENTION AND AUTHORITY REMARKS
OFM NUMBER (DAN)
1.2.1 | DESCRIPTIVE GUIDE TO SCHOOL DISTRICT OPR | PERMANENT -1 copy SD51-05-05 | Contact your Regional Archivist. Records
ADMINISTRATION AND BUILDINGS potential archival value — Rev.0 from this series may be selected for
See remarks. transfer to and preservation at a
Regional Archives branch.
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1.2. COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

OPR
EMm SERIES TITLE AND DESCRIPTION or _ RETENTION AND AUTHORITY REMARKS
OFM NUMBER (DAN)

1.2.2 | HISTORICAL RECORDS, MATERIALS AND ARTIFACTS OPR | PERMANENT — potential SD51-01-52 | Contact your Regional Archivist. Records
THAT SHOULD BE RETAINED FOR COMMEMORATIVE archival value — See Rev.0 from this series may be selected for
EVENTS AND DISPLAYS remarks. transfer to and preservation at a
Records documenting significant events or milestones Regional Archives branch.

of individual schools, school districts, and educational
service districts, where these events are not
documented in other records (such as board minutes,
students transcripts, etc.)

May include, but is not limited to:
e Award Lists
o Class Activities Materials
e Baccalaureate and Commencement Programs
e Cumulative Class Rankings
e Diploma Order Lists
o Exhibits
e Final Grade Point Summaries; Honor Roll Lists
e Graduating Class History Files
e Yearbooks/Annuals

Use DAN SD51-20-10 for GRADUATE LIST.

Note: Other historical materials and artifacts (non-records)
should also be retained by the school for commemorative
events and displays (school reunions, centennials, etc.) or
made available to local heritage organizations. Items may
include banners, posters, trophies, uniforms, etc.
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1.2. COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

OPR DISPOSITION
'LEOM SERIES TITLE AND DESCRIPTION or oI ::CT)E::T(')?“NAﬁ%N AUTHORITY REMARKS
. OFM NUMBER (DAN)
1.2.3 | PHOTO/MEDIA RELEASE FORM — EXTERNAL OFM | 3 years after end of school | SD51-20-08
Records documenting permission, or denial of year. Rev.0

permission, to use student images by non-school
district parties such as television/radio stations,
newspapers, school photographers, etc. Student
images include, but are not limited to, photos, video,
and audio recordings.

1.2.4 | PHOTO/MEDIA RELEASE FORM — INTERNAL OFM | Retain for current school SD51-20-09
Records documenting permission, or denial of year. Rev.0
permission, to use student images recorded during
official school activities/events, by staff or students in
an official capacity (e.g. school newspaper, annual staff,
etc.) Student images include, but are not limited to,
photos, video, and audio recordings.

1.2.5 | PUBLIC RESEARCH ACCESS REQUEST OFM | Resolution of request plus SD51-01-35
Request for access to district records for research 3 years. Rev. 0
purposes.

See DAN GS50-09-04 for public disclosure requests.

1.2.6 | PUBLIC RESEARCH ACCESS REQUEST LOG OFM | Last entry in log plus 3 SD51-01-39
years. Rev. 0
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1.2. COMMUNITY RELATIONS

The activity of the local government agency’s interaction with its community.

OPR
EMm SERIES TITLE AND DESCRIPTION or _ RETENTION AND AUTHORITY REMARKS
OFM NUMBER (DAN)

1.2.7 | SCHOOL BULLETINS AND NEWSPAPERS OFM | Retain until appraised by SD51-06F-03 | These records must be appraised by your
Regional Archivist. Rev. 0 Regional Archivist. Contact your
Potential archival value. Regional Archives to arrange for
See remarks. appraisal and transfer.

1.2.8 | STUDENT HANDBOOK/CALENDAR OFM | Retain until appraised by SD51-06F-04 | These records must be appraised by your
Regional Archivist. Rev. 0 Regional Archivist. Contact your
Potential archival value. Regional Archives to arrange for
See remarks. appraisal and transfer.
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1.3. CONTRACTS / AGREEMENTS

The activity of managing contracts and agreements entered into by the local government agency and processes involved in the development of such
contracts and agreements.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) | AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
1.3.1 | VENDOR FILES OFM | 3 years or until completion| SD51-02-30
Includes vendor lists, changes, additions, and deletions. of State Auditor’s Rev. 0
examination report.
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1.4. PLANNING, MISSION, AND CHARTER

The activity of documenting and determining the local government agency’s objectives, and the means for obtaining them.

TEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
1.4.1 | DEMOGRAPHIC AND ENROLLMENT PROJECTIONS OFM | 3 years. SD51-07-08
Rev. 0
1.4.2 |School Safety Plans OPR | Retain for 6 years after SD2011-153
Records relating to the agency’s plans for ensuring obsolete or superseded Rev. 0
student and staff safety at school. then
Includes, but is not limited to: Destroy.
e Safe school plans prepared in accordance with RCW
28A.320.125;
e Harassment, intimidation and bullying prevention
plans prepared and maintained in accordance with
RCW 28A.300.285.
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1.5. REPORTING

TEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
1.5.1 |Reporting — Office of the Superintendent of Public OPR | Retain for 4 years after SD51-01-37
Instruction (OSPI) — General submission of report or Rev. 1
Records relating to reports required to be submitted to completion of State
the Office of the Superintendent of Public Instruction Auditor’s examination
(OSPI) in accordance with Title RCW 28A RCW and Title report, whichever is
392 WAC, where not covered by a more specific records sooner
series. Includes records documenting then
revisions/corrections. Destroy.

Includes but is not limited to:
e Absence report (for apportionment/count, P-223);
e Alternative Learning Experience (ALE) enrollment
(WAC 392-121-182);
e Ethnicity and race data (RCW 28A.30.505);
e Graduation and dropout data;
e School safety plan summary (RCW 28A.300.285);
e Truancy report;
e Weapons and student behavior data.

Excludes school safety plans covered by SD2011-153.
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1.6. RISK MANAGEMENT / INSURANCE

The activity of identifying and mitigating risks to the local government agency.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
' OFM RECORD COPY NUMBER (DAN)

1.6.1 | EMERGENCY INFORMATION FORM FOR STUDENTS AND | OFM | Retain for current school SD51-01-51

STAFF year. Rev. 0
1.6.2 [INSURANCE CERTIFICATES OFM | Expiration of certificate SD51-05C-32
Insurance where the school district is a third party. plus 3 years. Rev.0

Provides protection to district in case of
incident/accident during event/activity.
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2. ASSET MANAGEMENT

This section covers records relating to asset management which are not covered by the Local Government Common Records Retention Schedule (CORE).

2.1. REPORTING

TEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or | (SOURCE DOCUMENT/ORIGINAL) [ AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
2.1.1 | Reporting — Operating Savings (Major Facility Projects) | OPR | Retain for 4 years after SD51-12-03
Reports submitted to the Washington State Department submission of report or Rev. 1
of General Administration documenting operating completion of State
savings resulting from implementation of Leadership in Auditor’s examination
Energy and Environmental Design (LEED) silver report, whichever is
standards in major facility projects in accordance with sooner
RCW 39.35D.030. then
Destroy.
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2.2. MAINTENANCE

The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and equipment.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
2.2.1 | BUS CONDITION CHECKLIST OFM |1 year. SD51-05G-04
Daily evaluation of bus by drivers. Rev.0
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2.3. OPERATIONS

The activity of managing the day-to-day usage of the local government agency’s buildings, vehicles and equipment.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

2.3.1 | BUS OPERATIONS DAILY LOG OPR |6 years. SD51-05G-06
May show bus route, time trip began and ended, Rev.0
number of pupils carried, and driver’s signature.

2.3.2 |BUS SCHEDULE FOR ALL SCHOOLS OFM | 3 years. SD51-05G-07
Shows route, stops and time for each bus. Includes Rev.0
state approved route map.

2.3.3 |FUEL/OIL RECORDS FOR INDIVIDUAL BUSES AND OTHER | OFM | 3 years. SD51-05G-12
VEHICLES Rev. 0
May list vehicle number, amount of fuel pumped,
odometer reading, etc.
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3. EDUCATIONAL SERVICE DISTRICTS

3.1. ADMINISTRATION
Reference RCW 28A.310.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
3.1.1 |BOARD AND REGIONAL COMMITTEE ELECTION OPR | PERMANENT. SD51-11-01
CERTIFICATES Rev. 0
3.1.2 | BOUNDARY RECORDS OPR | PERMANENT -1 copy SD51-11-02 | Contact your Regional Archivist. Records
potential archival value. Rev. 0 from this series may be selected to be
transferred to and preserved at a Regional
Archives branch.
3.1.3 | COUNTY SUPERINTENDENT OF SCHOOLS RECORDS OPR | These records are archival | SD51-11-03 | Contact your Regional Archivist. Records
and should be transferred Rev. 0 from this series may be selected to be
to the nearest Regional transferred to and preserved at a Regional
Archives Branch. Archives branch.
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3.2. INSTRUCTOR / TEACHER CURRICULUM AND INSTRUCTION
Reference RCW 28A.310.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
: OFM RECORD COPY NUMBER (DAN)
3.2.1 | CLASS/WORKSHOP RECORDS OPR |6 years after close of fiscal [ SD51-13-01
If offered for fee or credit. year. Rev. 0
3.2.2 | CLOCK HOUR RECORDS OPR |7 years. SD51-12-01 | WAC 181-85-205
Rev. 0
3.2.3 |INSERVICE ATTENDANCE REPORTS OPR | 6 years after close of fiscal | SD51-12-02
year. Rev. 0
3.2.4 | PROGRAM APPLICATIONS OPR |6 years after close of fiscal | SD51-12-04
year. Rev.0
3.2.5 |REGIONAL DRUG AND ALCOHOL SURVEYS OFM [ 6 years after close of fiscal | SD51-12-05 [ Contact your Regional Archivist. Records
year — potential archival Rev. 0 from this series may be selected to be
value — See remarks. transferred to and preserved at a Regional
Archives branch.
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3.3. LEARNING RESOURCE CENTER
Reference RCW 28A.310.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
: OFM RECORD COPY NUMBER (DAN)
3.3.1 | LEARNING RESOURCE CENTER (LRC) SELECTION OPR |3 years after close of fiscal [ SD51-13-03
ADVISORY COMMITTEE PURCHASE year. Rev.0

RECOMMENDATIONS (VOTING TABULATION)

3.3.2 | TEACHER EVALUATION FORMS OF LEARNING RESOURCE | OPR |3 years after close of fiscal | SD51-13-04
CENTER (LRC) COLLECTIONS year. Rev. 0
Includes files, etc.
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3.4. TEACHER CERTIFICATION
Reference RCW 28A.310.

TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
3.4.1 | CERTIFICATE APPLICATION FEES RECEIPT BOOK OPR |6 years after close of fiscal [ SD51-14-01
year. Rev.0
3.4.2 | CERTIFICATE INFORMATION SUMMARY OPR | 6 years after close of fiscal | SD51-14-02
Computed data. year. Rev. 0
3.4.3 | CERTIFICATION FEE REPORT — QUARTERLY/ANNUAL OPR | 6 years after close of fiscal | SD51-14-03
year. Rev. 0
3.4.4 | PROFESSIONAL EDUCATION PERMITS — TEMPORARY OPR |6 years after close of fiscal | SD51-14-04
year. Rev. 0
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4. FINANCIAL MANAGEMENT

This section covers records relating to financial management which are not covered by the Local Government Common Records Retention Schedule (CORE).

4.1. ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statements concerning the assets,
liabilities, and performance of the local government agency.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
’ OFM RECORD COPY NUMBER (DAN)
4.1.1 |STUDENT FEE AND FINE STATEMENTS OFM | 3 years. SD51-02-27
Rev. 0
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4.2. BUDGET

The activity of determining estimates of the local government agency’s future revenue and expenditures.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
4.2.1 |Apportionment Report from OSPI OPR | Retain for 4 years after SD51-02-03
Apportionment report received from the Office of the date of report or Rev. 1
Superintendent of Public Instruction (OSPI) informing completion of State
the district of its funding allocation. Auditor’s examination
Note: OSPI’s copies of these reports are designated report, whichever is
Archival in accordance with its records retention schedule. sotzner
en
Destroy.
4.2.2 |BUDGET REVISION REQUESTS OPR |6 years. SD51-02A-04
Formal requests to revise a budget that has already Rev. 0
been adopted.
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4.3. GRANTS

The activity of the local government agency either giving or receiving grant funds.

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

4.3.1 | NON-FEDERAL AND/OR NON-STATE GRANTS ISSUED — OPR | 3 years after completion SD51-03C-14
SUCCESSFUL APPLICATION ADMINISTRATION FILES of grant. Rev. 0
Documentation of grants and grant programs awarded
by non-governmental entities. Includes grant
announcement parameters, grant applications, grant
evaluation summaries, notification of grant awards,
fiscal reports, correspondence related to grant
monitoring, audit reports, and related documentation.

Also includes grant project status, and progress and
compliance reports prepared and submitted by grantee.

4.3.2 | STATE GRANTS ISSUED — SUCCESSFUL APPLICATION OPR | 6 years after completion SD51-03C-15
ADMINISTRATION of grant audit or retain for Rev. 0
Documentation of grants and grant programs awarded period required by grant
by the State. Includes grant announcement program.
parameters, grant applications, grant evaluation
summaries, notification of grant awards, fiscal reports,
correspondence related to grant monitoring, audit
reports, and related documentation. Also includes
grant project status, and progress and compliance
reports prepared and submitted by grantee.

4.3.3 |[SURVEY OF PARENTS OR LEGAL GUARDIANS LIVING OR | OPR |5 years after receipt of SD51-03C-16 | Reference 34 CFR 222.
WORKING ON FEDERAL PROPERTY (Public Law 81-874) final payment — See Rev. 0
— ELIGIBLE remarks.
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4.3. GRANTS

The activity of the local government agency either giving or receiving grant funds.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
’ OFM RECORD COPY NUMBER (DAN)

4.3.4 | SURVEY OF PARENTS OR LEGAL GUARDIANS LIVING OR | OFM | Retain until submittal of SD51-03C-17
WORKING ON FEDERAL PROPERTY (Public Law 81-874) the application. Rev. 0
— NOT ELIGIBLE
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4.4. PAYROLL

The activity relating to the monetary compensation of employees on a periodic basis.

The district must be aware that it is responsible for providing information for the Washington State Department of Retirement Systems’ audits of employee pay
history. This information includes hours worked and gross pay per calendar month for the entire term of each employee’s employment with the district. Such
information must be retained for at least 60 years. Choice of records series for long-term verification of retirement eligibility should be confirmed with the
Washington State Department of Retirement Systems. Chosen records series may be retained on microfilm instead of hard copy.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
4.4,1 | PAYROLL STATUS SHEETS FOR DISTRICTS NOT USING OFM | 3 years or until SD51-03E-28
PERSONNEL ACTION REQUEST FORMS completion of State Rev. 0
Auditor’s examination
report.
4.4.2 | PAYROLL STATUS SHEETS FOR DISTRICTS USING OFM | Until data entered and SD51-03E-26
PERSONNEL ACTION REQUEST FORMS verified. Rev. 0
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5.  HUMAN RESOURCE MANAGEMENT

This section covers records relating to human resource management which are not covered by the Local Government Common Records Retention Schedule
(CORE).

5.1. EQUITY

The activity of ensuring fairness and equal opportunities for all employees.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
5.1.1 |EQUAL EMPLOYMENT OPPORTUNITY INQUIRY (EEQ) OFM | 3 years. SD51-04C-02
Rev. 0
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5.2. PERSONNEL

The activity of documenting an individual’s employment with the local government agency. Includes volunteers.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
5.2.1 |SIGNATURE OF RECEIPT RECORD OFM |1 vyear. SD51-01-46
Receipts or lists signed by employees to verify receipt of Rev.0

instructions, or documents such as paychecks, leave/
benefit reports, retirement system accounting
statements, etc.
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5.3. STAFF DEVELOPMENT

The activity of enhancing employees’ competencies and skills through programs and training.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
5.3.1 | APPROVED IN-SERVICE EDUCATION OPR |7 years. SD51-04G-01 | Reference WAC 180-85-205.
Clock hour credit activities. Rev. 0 / TRAINING
5.3.2 | FIRST AID/CPR TRAINING DOCUMENTATION OPR | Destroy when superseded | SD51-01-22
plus six years. Rev.0
5.3.3 | LIST OF HIV AND HBV TRAINED EMPLOYEES OPR |30 years. SD51-04G-03
Rev.0

5.3.4 | STAFF TRAINING, ASSISTANCE, AND REVIEW PROGRAM | OFM | Exit from program plus5 | SD51-04G-05 | NOTE: The final report may be removed

CASE FILES years. Rev. 0 from the personnel file after 5 years upon
Includes, but is not limited to, reports generated by request from the participant. It should
teacher, mentor, or principal, narrative and checklist also be noted that termination of
assessments, intervention forms for experienced employment is not a consequence of an
teachers, program exit letter, contact log, and mutually unsuccessful exit from program.

agreed upon goals.
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6. STUDENT LEARNING
6.1. CURRICULUM / INSTRUCTION
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

6.1.1 | ACCREDITATION REPORTS AND EVALUATION REPORTS OPR | Destroy when superseded | SD51-06A-01 | Contact your Regional Archivist. Records
Separate evaluations of all district reports subject to plus 6 years — potential Rev. 0 from this series may be selected to be
review. archival value — See transferred to and preserved at a Regional

remarks. Archives branch.

6.1.2 | CATEGORICAL PROGRAM FILES OFM [ 3 years after completion SD51-06A-02 | Records from this series which become
1. State categorical programs: Student lists, test scores, of grant audit or retain for Rev. 0 involved in an audit or litigation before
inventory of equipment, legal reports, evaluations and period required by grant the end of the retention period specified
assurances to be maintained for monitoring and or program — See remarks. by the granting agency must be retained
auditing purposes. at least until the audit or litigation is
2. Federal categorical programs: Student eligibility lists, resolved.
comparability reports, pre- and post-test data,
evaluations, inventory of equipment, parent advisory
committee (Title 1).

6.1.3 | COMMUNITY CHALLENGES OF INSTRUCTIONAL OFM |5 years. SD51-06A-03
MATERIALS Rev. 0

6.1.4 | COURSE ADDITIONS, DELETIONS, AND CHANGES OFM ([ 3 years. SD51-06A-04

Rev. 0

6.1.5 | COURSE DESCRIPTION CATALOG OPR | PERMANENT. SD51-06A-19

Rev. 0

6. STUDENT
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6.1. CURRICULUM / INSTRUCTION
ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
6.1.6 | CURRICULUM SUMMARIES AND GUIDES OFM [PERMANENT -1 copy SD51-06A-05 | Contact your Regional Archivist. Records
potential archival value — Rev.0 from this series may be selected to be
See remarks. transferred to and preserved at a Regional
Archives branch.

6.1.7 | CURRICULUM WAIVER REQUESTS OPR |5 years. SD51-06A-11
Documents received from legal guardian excusing Rev. 0
student from specific classes (i.e., Physical Education
because of injury, etc.)

6.1.8 | ESSENTIAL ACADEMIC LEARNING REQUIREMENTS OFM | Destroy when superseded. | SD51-06A-06
(EALR) PROGRAM FILES Rev. 0
1. A complete set of student learning objectives for

each core subject.
2. Community input data for development of EALR
student learning objectives.

3. Evaluation data for each EALR.

6.1.9 |ESSENTIAL ACADEMIC LEARNING REQUIREMENTS OFM | Destroy after compilation | SD51-06A-07
(EALR) PROGRAM FILES RESULTS and issuance of test data. Rev. 0

6.1.10 | GRADUATION REQUIREMENTS STATEMENTS OPR | PERMANENT -1 copy SD51-06A-08 | Contact your Regional Archivist. Records
Statement of required courses and credits that is potential archival value — Rev. 0 from this series may be selected to be
approved by the Board. See remarks. transferred to and preserved at a Regional
Archives branch.

6. STUDENT
LEARNING
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6.1. CURRICULUM / INSTRUCTION
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.1.11 | INDIVIDUAL ESSENTIAL ACADEMIC LEARNING REPORTS OFM | Destroy after compilation | SD51-06A-09
and issuance of test data. Rev. 0
6.1.12 | INSTRUCTIONAL MATERIALS SUBJECT FILE OFM | 3 years. SD51-06A-10
Evaluation data and recommendations on instructional Rev. 0
materials that are accrued prior to Board adoption,
where not included in Advisory Board Agenda Packets
(DAN GS50-05B-02).
6.1.13 | PARENT/LEGAL GUARDIAN PERMISSION SLIPS FOR OFM | Retain for current school SD51-06A-12
INTERNET ACCESS AND FILM VIEWING year. Rev.0
6.1.14 | SCHOOL MASTER SCHEDULE OFM | 6 years, and then retain SD51-20-03 | These records must be appraised by your
Class schedule unique to each school. until appraised by Rev.0 Regional Archivist. Contact your Regional
Regional Archivist. Archives to arrange for appraisal and
Potential archival value. transfer.
See remarks.
6.1.15 [STATEMENT OF REQUIREMENTS AND EXPECTATIONS OFM | Retain for current school SD51-01-49
SIGNED AND RETURNED BY PARENT/LEGAL GUARDIAN year. Rev. 0
6.1.16 | STUDENT ASSESSMENT AND PLACEMENT PROGRAM OFM | 1 year after screening. SD51-06A-13
CASE FILES Rev. 0
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6.1. CURRICULUM / INSTRUCTION

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.1.17 |STUDENT TESTING — GROUP REPORTS OFM |5 years. SD51-06A-16
Summary of testing scores by class, grade, program, sex, Rev.0
ethnic group, building, district, etc.
6.1.18 |STUDENT TESTING — INDIVIDUAL STUDENT REPORT OFM | Destroy 2 years after SD51-06A-17
graduation or withdrawal. Rev.0
6.1.19 [STUDENT TESTING — PRIMARY RECORD OFM |90 days. SD51-06A-18
Answer sheet or other medium completed by student. Rev. 0
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6.2. HOME-BASED INSTRUCTION
Reference RCW 28A.200

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.2.1 | LIST OF SERVICES PROVIDED BY THE SCHOOL DISTRICT OPR |6 years. SD51-09A-01
Rev. 0
6.2.2 | LIST OF STUDENTS PARTICIPATING IN HOME-BASED OPR |6 years. SD51-09A-02
INSTRUCTION Rev.0

6.2.3 | NOTICE OF TRANSFER OF HOME-BASED STUDENT TO OFM | Retain for 2 years after SD51-09A-03

DISTRICT student graduates or Rev. 1
Documents the transfer of home-based students back withdraws
to district schools. then

Destroy.

6.2.4 |PARENT/LEGAL GUARDIAN DECLARATION OF INTENT OPR |3 years or until completion | SD51-09A-05
Annual statement of intent by parent/ legal guardian to of State Auditor’s Rev. 0
provide full-time or part-time home-schooling for an examination report.
individual student.

6.2.5 | PLACEMENT/EVALUATION TEST RESULTS FOR OFM [ 2 years after graduation or | SD51-09A-06
STUDENTS ENTERING DISTRICT FROM HOME-BASED withdrawal. Rev. 0
INSTRUCTION
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6.3. SKILLS CENTER

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
6.3.1 | PATIENT CASE FILES OPR [ 10 years after last visit of SD51-10-02 | Reference RCW 70.02.
Records of health care/treatment given to patients patient; written Rev.0 This record should be protected from
provided as part of an instruction program through a confirmation received damage or loss by off-site storage of a
skills center. from a patient’s health security copy, or by keeping a list that
care professional that identifies the locations of other copies
ESSENTIAL RECORD — Needs security backup — See “forwarded” records have inside or outside the district.
remarks. been received; or patient
reaches 21 years of age,
whichever is longer — See
remarks.
6.3.2 | SKILLS CENTER STUDENT TIME LOG/ SHEET OFM | 3 years or until completion| SD51-10-03 |[Reference WAC 392-117-050.
Log/sheet recording a student’s presence/absence in a of State Auditor’s Rev. 0
skills center course. examination report.
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6.4. SPECIAL EDUCATION STUDENT RECORDS
OPR PRIMARY DISPOSITION

ITEM NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

6.4.1 | REPORT FOR STUDENT NOT ASSIGNED TO THE SPECIAL | OFM | Determined ineligible plus | SD51-051-04 | Reference WAC 392-172A. Federal audit
EDUCATION PROGRAM 5 years. Rev. 0 requirements. Confidential information
Referrals, evaluations, evaluation reports, and notices must be protected.
for students determined not to be eligible for the
special education program.

6.4.2 | SPECIAL EDUCATION STUDENT HISTORY FILE OPR | Separation from program | SD51-05I-02
Includes psychological and 1Q test results, eligibility plus 6 years. Rev. 0
decision documentation, evaluation and other reports,

Individualized Education Programs (IEPs),
correspondence, and other information regarding the
student.

6.4.3 | SPECIAL EDUCATION STUDENT HISTORY FILE OPR |6 years —See remarks. SD51-051-03 |Reference WAC 392-172A-05235, 34 CFR
DISPOSITION NOTICE RECORD Rev. 0 300.624, and FERPA.

Record/Log of notices sent to the last known address of

parents, legal guardians, and/or adult students, advising NOTE: Notice MUST be sent to last known
them of the opportunity to take possession of the file or address of parent/legal guardian/adult
any of its contents pending disposition by the district. — student before destruction.

See Special and/or Disposition Instructions.
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6.5. STUDENT RECORDS
Reference WAC 392-185 and WAC 392-415.
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.5.1 | APPLICATION FOR CERTIFICATE OF EDUCATIONAL OFM | Retain until no longer SD51-05F-01 | The State Board of Community and
COMPETENCE needed for agency Rev. 1 Technical Colleges administers GED
business testing. Reference WAC 180-96 and WAC
then 131-48.
Destroy.
6.5.2 | AUTHORIZATION FOR RELEASE OF STUDENT RECORDS OPR |3 years SD51-05F-02 | Reference the Family Educational Rights
Rev. 0 and Privacy Act (FERPA) 99.32.

6.5.3 | CONFIDENTIAL REPORTS (A.K.A. GUIDANCE REPORTS or | OFM |2 years after student SD51-05F-03 | These records should be separated from
SUPPLEMENTARY REPORTS) graduates or withdraws Rev. 0 the cumulative folder with access limited
Includes subjective reports and anecdotal information as per the Family Educational Rights and
from district, outside agencies and individuals. Privacy Act (FERPA).

6.5.4 | GED PERMANENT TRANSCRIPT (GED TEST SCORES) OPR [ Retain until no longer SD51-05F-04 | The State Board of Community and
Record of all applicants who were issued certificates. needed for agency Rev. 1 Technical Colleges administers GED
Note: This record is retained permanently by the Office of business testing. Reference WAC 180-96 and
the Superintendent of Public Instruction in accordance with then WAC 131-48.
its records retention schedule. Destroy.

6.5.5 | GRADUATE LIST OFM [ PERMANENT - Potential SD51-20-10 | Contact your Regional Archivist. Records
Annual list of graduates. Archival Value. Rev. 0 from this series may be selected for
Use DAN GS51-05F-10 for OFFICIAL STUDENT RECORDS tra r:_fer to a”dhprese”’at'on at a Regional
AND TRANSCRIPTS Archives branch.
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6.5. STUDENT RECORDS
Reference WAC 392-185 and WAC 392-415.

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

6.5.6 | OFFICIAL STUDENT RECORD OPR | 100 years. SD51-05F-10 | Reference WAC 392-415-060 and 392-
For all grades and all schools, including, but not limited Rev.0 415-070.
to, standardized high school transcripts; middle/junior SUGGESTED PRESERVATION PROCEDURE
high school transcript or other academic history — MICROEILM
showing courses and grades earned; elementary This records series may be retained on
enrollment history and grade progression; permanent microfilm instead of hard copy.
record cards; teacher registers (prior to 1940’s). Microfilming must be done according to
All other records pertaining to each student belong in standards issued by State Archives.
the cumulative folder, or are covered by other series.

6.5.7 | REQUEST FOR APPROVAL TO TEST FOR CERTIFICATE OF OFM [ Destroy when obsolete or | SD51-05F-05 | Reference WAC 131-48 and WAC 180-96.
EDUCATIONAL COMPETENCE (GED) superseded. Rev. 0
Request signed by a designated district employee
stating that there is a substantial and warranted reason
for the student to leave the regular high school
education program. May be kept in the Student
Cumulative Folder.

6.5.8 [SCHOOL REGISTERS OFM | Obsolete record eligible SD51-05F-11 | *If there is no official student record that
for disposition unless Rev.0 supersedes the school registers, these
there is no student must be retained 100 years.
transcript* — Potential Contact your Regional Archivist. Records
archival value — See from this series may be selected to be
remarks. transferred to and preserved at a Regional

Archives branch.
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6.5.

STUDENT RECORDS

Reference WAC 392-185 and WAC 392-415.

ITEM
NO.

SERIES TITLE AND DESCRIPTION

OPR
or
OFM

PRIMARY
(SOURCE DOCUMENT/ORIGINAL)
RECORD COPY

DISPOSITION
AUTHORITY
NUMBER (DAN)

REMARKS

6.5.9

STUDENT CUMULATIVE FOLDER (A.K.A. STUDENT FILE
FOLDER)

Contains information collected on each student in
addition to the Student Official Record, regardless of
storage medium or format.

May contain but is not limited to:

e |dentifying information (name, birth date, sex, year
in school, address, telephone number, parent/legal
guardian name, ethnic classification, emergency
information (parent/legal guardian place of
employment, family doctor, babysitter, siblings).

e Attendance records including date of entry and
withdrawal.

e Grades and other student progress reports.

e Results of tests of school achievement, aptitude,
interests, hearing, and vision.

e Records of student accomplishments and
participation in school activities.

e Such other information as shall enable staff to
counsel with students and plan appropriate
activities.

OFM

2 years after student
graduates or withdraws.

SD51-05F-07
Rev. 0

Information subject to deletion as
provided by the Family Educational Rights
and Privacy Act should be destroyed and
not filmed.

NOTE: Some items listed in this series
may be covered elsewhere in this
schedule and may be disposed of
accordingly if retained separately.

6.5.10

STUDENT DISCIPLINARY ACTION REPORT

OFM

Retain 3 years in school.

SD51-01-50
Rev. 0
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6.5. STUDENT RECORDS
Reference WAC 392-185 and WAC 392-415.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.5.11 | STUDENT DISCIPLINE FILES OPR |3 years after the incident. | SD51-05F-08
Includes student expulsion records. Rev.0
Includes student expulsion records.
6.5.12 | STUDENT LOCATOR CARDS/CLASS SCHEDULES OFM | 3 years or until completion | SD51-05F-09
of State Auditor’s Rev.0
examination report.
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6.6. TEACHING RECORDS

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
6.6.1 | GRADE DOCUMENTATION — ELEMENTARY OFM |1 year. SD51-06E-01
To provide documentation for grades. Rev.0
6.6.2 | GRADE DOCUMENTATION — SECONDARY OFM |5 years. SD51-06E-02 | WAC 180-51-061.
To provide documentation for grade and credit record Rev.0
challenges. Includes records that document state
graduation requirements, such as Culminating Project.
6.6.3 | LESSON PLANS OFM |1 year. SD51-06E-03
Rev. 0
6.6.4 |STATEMENT OF REQUIREMENTS AND EXPECTATIONS, OFM [ Retain for current school SD51-06E-04
SIGNED AND RETURNED BY PARENT/GUARDIAN year. Rev. 0
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7. STUDENT MANAGEMENT AND SERVICES
7.1. ATHLETICS
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.1.1 |ATHLETE/TEAM ACHIEVEMENT RECORDS — NON-WIAA OPR | PERMANENT —1 copy SD51-03-03 | Contact your Regional Archivist. Records
potential archival value. Rev. 0 from this series may be selected to be
See remarks. transferred to and preserved at a Regional
Archives branch.
7.1.2 |ATHLETE/TEAM ACHIEVEMENT RECORDS — WIAA OPR | 6 years — potential archival| SD51-20-02 | Contact your Regional Archivist. Records
value. See remarks. Rev. 0 from this series may be selected to be
transferred to and preserved at a Regional
Archives branch.
7.1.3 [ ATHLETIC AND ACTIVITY SURVEYS OFM | 5 years. SD51-03-15 | Reference 34 CFR 106.41.
Self-evaluation survey on activities students would like Rev. 0
to participate in and limitations of students, as required
by Title IX.

7.1.4 | ATHLETIC ELIGIBILITY RECORDS OFM |3 years. See remarks. SD51-03-04 | Primary copy of insurance on individuals
Includes physicals, insurance, grade point, appeals, Rev. 1 should be kept with District insurance
emergency information, and student registration. files.

Excludes parent/legal guardian consent forms which are
covered by SD51-06C-31.
7.1.5 |[LEAGUE REGISTRATION FORMS — ATHLETICS OFM | 3 years. SD51-03-10
Rev. 0
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7.1. ATHLETICS

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.1.6 | SCHEDULES — ATHLETICS OFM | 3 years. SD51-03-11
Dates and locations of school games, meets, and Rev. 0
matches for season and tournament play.
7.1.7 | SCHOOL PROTESTS OF GAMES OFM |1 year. SD51-03-12
Rev. 0
7.1.8 | SCOREBOOK, SCORESHEETS OFM |1 year. SD51-03-13
Rev.0
7.1.9 | TEAM ROSTERS OFM [ 3 years. SD51-03-14
Rev.0
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.2.1 |Attendance - School-Sponsored Activities, Events and | OPR | Retain for 6 years after SD51-06C-31
Programs end of school year Rev. 1
Records relating to student attendance at school- then
sponsored events and extra-curricular activities, such as Destroy.

field trips, music, science and athletic activities or
competitions, traffic safety programs, safety patrol, etc.
Includes travel away from school facilities.

Includes, but is not limited to:

e Notices and announcements;

e Sign-up sheets, rosters, registration forms;

e Parent/legal guardian permissions (approval for use
of private vehicles, waiver of liability, emergency
information, etc.);

e Chaperone/driver lists and information;

e Transportation arrangements (including bus trip
requests/authorizations, ticket logs, private vehicle
checklists, etc.).

Note: If an accident/incident occurs, these records are
covered by CORE series GS50-06C-03, GS2010-081, GS50-
01-10, and/or G553-02-04.
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.2.2 | Truancy Case Files OPR | Retain for 6 years after SD51-04-10
Records relating to student absence where a truancy case closed or 6 years Rev. 1
petition has been filed against the parent/legal guardian after student
in accordance RCW 28A.225.035. leaves/withdraws from
Includes, but is not limited to: school district, whichever
e Absence reports/profiles; is later
e Phone logs and correspondence (including email) to then
Destroy.

and from parent/legal guardian;

e Meeting and conference notes;

e Records documenting steps taken to eliminate or
reduce student absence.

e Petitions to compel school attendance;

e Compulsory school attendance filing forms;

e |Intervention plans;

e Truancy conference counseling forms.
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
7.2.3 | Absence (Student) — Grades K-8 OFM | Retain for 4 years after SD51-04-01
Records relating to student absence (excused and end of fiscal year or until Rev. 1
unexcused), where a truancy petition has not been filed. completion of State
Includes, but is not limited to: Auditor’s examination
e Phone logs and correspondence (including email) to report, whichever is
and from parent/legal guardian verifying student sooner,
absence; then
e Absence notifications and excuse notes from Destroy.

parent/legal guardian, medical provider, etc.;

e Meeting and conference notes;

e Records documenting steps taken to eliminate or
reduce student absence.

Note: If a truancy petition is filed, these records become
part of the truancy case file and are covered by
SD51-04-10.
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

7.2.4 | Absence (Student) — Grades 9-12 OFM | Retain for 1 year after end | SD2011-154
Records relating to student absence (excused and of fiscal year Rev.0
unexcused), where a truancy petition has not been filed. then
Includes, but is not limited to: Destroy.

e Phone logs and correspondence (including email) to
and from parent/legal guardian verifying student
absence;

e Absence notifications and excuse notes from
parent/legal guardian, medical provider, etc.;

e Meeting and conference notes;

e Records documenting steps taken to eliminate or
reduce student absence.

Note: If a truancy petition is filed, these records become
part of the truancy case file and are covered by SD51-04-
10.

7.2.5 |Student Tracking OFM | Retain until end of fiscal SD51-04-14
Recordings documenting student whereabouts while at year Rev. 1
school. then
Includes, but is not limited to: Destroy.

e Student sign in/sign out sheets, late arrival/early
departure logs, etc.;

e Temporary authorizations for bus and pick-up
changes.
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7.2. ATTENDANCE / ABSENCE

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

7.2.6 |Attendance OFM | Retain for 4 years after SD51-04-05
Records documenting student presence or absence, end of fiscal year or until Rev. 1
each day and/or period, in all grade levels. completion of State
Includes, but is not limited to: Auditor’s examination

e Attendance in all learning environments (classroom, report, whichever is
alternative learning experience, pre-kindergarten sooner
programs administered by the agency, etc.); then

e Attendance cards, bubble sheets (including student Destroy.
identifiers), and all other source and supporting
documentation;

e Paper and/or electronic input;

e All grade levels (Pre-K, K-12, etc.).

Excludes grant-funded programs (Head Start, etc.) which
are covered by records series in the Grants section of the
Local Government Common Records Retention Schedule
(CORE).

7.2.7 | Truancy Petition/Disposition Log OFM [ Retain for 6 years after SD51-04-07
Summary listing/log which tracks the filing and last entry Rev. 1
disposition of truancy petitions to compel school then
attendance. Destroy.
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7.3. FOOD SERVICES
Reference RCW 28A.235 and WAC 392-157.
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

7.3.1 | CATERING REQUESTS OFM | 3 years or until completion| SD51-08-01
Requests for use of kitchen and the supplying of food of State Auditor’s Rev.0
and labor. examination report.

7.3.2 | FOOD HANDLER’S PERMIT OFM | Destroy when obsolete or | SD51-08-02

superseded. Rev.0

7.3.3 | FOOD SERVICE ORDERS OFM | 3 years or until completion| SD51-08-03
For supplies needed to operate school lunch program. of State Auditor’s Rev. 0

examination report.

7.3.4 | FREE OR REDUCED-PRICE MEAL APPLICATION OPR | 6 years after the last SD51-08-04 | Federal audit requirements. Security of
Applications for reduced-price or free meals in reimbursement based on Rev. 0 confidential information must be
compliance with National School Lunch Act. the application. protected.

Reference USDA National School Lunch
Program and School Breakfast Program,
Provisions 1, 2, & 3 - Fact Sheet, and 7 CFR
210.

7.3.5 | FREE OR REDUCED-PRICE MEAL APPLICATION OFM [ Federal fiscal year plus 3 SD51-08-15
VERIFICATIONS years. Rev. 0

7.3.6 | HACCP PLAN (HAZARD ANALYSIS OF CRITICAL CONTROL | OPR |6 years. SD51-20-04 | Reference WAC 246-215-181.

POINTS PLAN) Rev.0
Plans and reports of standard operating procedures.
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Washington State Archives
Office of the Secretary of State

7.3. FOOD SERVICES
Reference RCW 28A.235 and WAC 392-157.
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

7.3.7 | HEALTH INSPECTIONS OFM | Primary copy held by local | SD51-08-14
Inspection of facility to ensure it meets federal and health district/ Rev. 0
state standards. department.

7.3.8 | MEAL AND MILK COUNT REPORTS AND OFM |3 years or until completion| SD51-08-05 |Reference 7 CFR 210.
DOCUMENTATION of State Auditor’s Rev. 0
Record of daily meals and milk served. examination report.

7.3.9 | MEAL PRODUCTION RECORDS OFM | Federal fiscal year plus 3 SD51-08-13
Records of amount of food prepared and served to years. Rev. 0
meet meal patterns.

7.3.10 | MEAL TICKET/CREDIT LOG OFM | 3 years or until completion| SD51-08-06
Listing of meal tickets/credits issued, including number, of State Auditor’s Rev. 0
date, name of purchaser, and/or recipient and amount examination report.
paid.

7.3.11 | MEAL TICKETS OFM |3 years or until completion| SD51-08-07
Prepaid meal tickets. of State Auditor’s Rev. 0

examination report.

7.3.12 | MENUS OFM | Destroy when obsolete or | SD51-08-16

superseded. Rev. 0

7.3.13 | MONTHLY MEAL COUNT REIMBURSEMENT REPORT OPR |6 years. SD51-08-08
Includes monthly meal count and edit checks as Rev. 0
supporting documentation.
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7.3. FOOD SERVICES
Reference RCW 28A.235 and WAC 392-157.

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)

7.3.14 | SCHOOL BREAKFAST PROGRAM PLAN OPR | Termination of plan plus 6 | SD51-08-09
Includes plan and backup documentation submitted to years. Rev.0
OSPI for program approval.

7.3.15 | SITE HEALTH PERMIT OFM | Destroy when obsolete or | SD51-08-10

superseded. Rev.0

7.3.16 | STOCK CONTROL RECORDS OFM | 3 years or until completion| SD51-08-11
Listing of food items, supplies, and commodities used of State Auditor’s Rev. 0
for manual count of inventory on hand. May be used to examination report.
complete the F-196 report.

7.3.17 [STOCK INVENTORY REPORT SUMMARY OFM | 3 years or until completion| SD51-08-12
Prepared from stock control records and food service of State Auditor’s Rev. 0
orders. Lists quantities on hand, received, used and unit examination report.
prices. May be used to complete the F-196 report.

7. STUDENT MGMT Page 50 of 70
& SERVICES



LRG Draltt

Washington State Archives
Office of the Secretary of State

School Districts and Educational Service Districts Records Retention Schedule
Version 7.2 (September 2011)

7.4. HEALTH SERVICES
Reference RCW 4.16.350 & 28A.210.260, WAC 246.100.166, 246.760 & 246.762.
ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
7.4.1 | APPLICATION FOR HOME/HOSPITAL TUTORING OPR |6 years. SD51-09-01
Rev. 0

7.4.2 | CERTIFICATE OF IMMUNIZATION STATUS (CIS) OFM [ Destroy after termination | SD51-09-02
Dept. of Health Form No. 348-013. of enroliment. Rev. 0

7.4.3 | CHILD ABUSE REPORTS OPR |6 years. SD51-09-03
Reports compiled by district personnel regarding Rev. 0
students who may be victims of abuse. Submitted to
DSHS Child Protective Services.

7.4.4 | COMMUNICABLE DISEASE REPORT OFM [ Destroy after summary SD51-09-04
Includes data collected from schools and summary report is submitted to Rev. 0
report. local Health Department.

7.4.5 | HEALTH ROOM/NURSE ENCOUNTER DATA (NED) OPR | 8 years after last SD51-20-05
Vital statistics, assessment, care and intervention. interaction. Rev. 0

7.4.6 |HEALTH ROOM REGISTRY OFM | 8 years after last entry — SD51-09-05 | Reference RCW 4.16.350.
Log of students reporting to health office because of See remarks. Rev.0
illness/injury.

7.4.7 | HEALTH SCREENING RESULTS OFM | Destroy after data is SD51-09-06
Includes the following tests: Scoliosis (mandatory), transferred to Student Rev.0
Vision (mandatory), Hearing (mandatory), and Dental Health Card or Folder.

(optional).
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7.4. HEALTH SERVICES
Reference RCW 4.16.350 & 28A.210.260, WAC 246.100.166, 246.760 & 246.762.

ITEM OPR PRIMARY DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
7.4.8 |INDIVIDUAL HEALTH PLAN (IHP) OPR | 8 years after last SD51-20-06
For students with life-threatening health conditions. interaction. Rev.0
7.4.9 | MEDICATION ADMINISTRATION DAILY LOG OPR | 8 years after last dose SD51-09-08 | Reference RCW 4.16.350.
A chronological listing of the dosages administered. administered — See Rev. 0
remarks.
7.4.10 | MEDICATION/HEALTH PROCEDURES ADMINISTRATION OPR |8 years after last SD51-09-07 | Reference RCW 4.16.350.
CASE FILES dose/procedure Rev.0
Includes physician/parent/legal guardian authorization administered — See
for medication/health procedures administration and remarks.
account of number and dosages administered.
7.4.11 |STUDENT HEALTH CARD OR FOLDER OFM | 2 years after graduation or | SD51-09-09 | Reference RCW 4.16.350.
May include but is not limited to screening results, data withdrawal. Rev. 0
recorded from information submitted by physician/
parent/legal guardian, and record of notification to
parent/legal guardian.
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7.5. STUDENT ENROLLMENT / ASSIGNMENT

OPR PRIMARY DISPOSITION
ITEM NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)
7.5.1 | BOUNDARY EXCEPTION APPEALS — NON-RESIDENT OPR | Office of the SD51-05J-01 | Reference RCW 28A.225.225 and 230, and
STUDENT Superintendent of Public Rev. 0 WAC 392-137.
Appeals filed by students residing outside the district. Instruction (OSPI) — Legal

Services retains until case
closed plus 10 years.

7.5.2 | BOUNDARY EXCEPTION APPEALS — RESIDENT STUDENT OPR |Resolution plus 3 years. SD51-05J-07 | Reference RCW 28A.225.225 and 230, and

Appeals filed by students residing within the district. Rev.0 WAC 392-137.
7.5.3 | BOUNDARY EXCEPTIONS OPR [ Current school year plus 6 | SD51-05J-02
Records documenting inter-district and intra-district years. Rev. 0

boundary exceptions.

7.5.4 | Enrollment OPR | Retain for 2 years after SD51-05J-04
Records documenting student entry into or withdrawal student leaves/withdraws Rev. 1
from the school/district. from school/district and

completion of State
Auditor’s examination

report
then
Destroy.
7.5.5 | PARENT/LEGAL GUARDIAN ASSIGNMENT REQUEST OPR [3years. SD51-05J-03
FORMS Rev. 0

Generates student’s assignment to a school.
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7.5. STUDENT ENROLLMENT / ASSIGNMENT
OPR PRIMARY DISPOSITION

ITEM NO. SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) |  AUTHORITY REMARKS
OFM RECORD COPY NUMBER (DAN)

7.5.6 |SCHOOL ASSIGNMENT PROCEDURES OPR |6 years after superseded SD51-05J-05 | Contact your Regional Archivist before
Records documenting school assignment procedures Potential archival value — Rev. 0 destroying original record. Records from
where not incorporated in School Board Minutes and/or See remarks. this series may be selected to be
Resolutions. transferred to and preserved at a Regional
See DAN GS50-05A-13 for SCHOOL BOARD MINUTES. Archives branch.

7.5.7 | STUDENT ASSIGNMENT CASE FILES OPR |3 years. SD51-05J-06 | If a student does not enroll, secondary
Includes all documentation related to the assignment of Rev. 0 copy may be destroyed.

a specific student to a school.
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7.6. STUDENT TRANSPORTATION
Reference RCW 28A.160

ITEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or (SOURCE DOCUMENT/ORIGINAL) AUTHORITY REMARKS
’ OFM RECORD COPY NUMBER (DAN)
7.6.1 | APPLICATION FOR SPECIAL TRANSPORTATION — OFM | Retain until completion of | SD51-05G-02 | Reference WAC 392-141-148.
ACCEPTED audit. Rev. 0

For students with medical problems, or physical
disabilities to receive district transportation services.

7.6.2 | APPLICATION FOR SPECIAL TRANSPORTATION — DENIED | OFM [ Application denied plus1 | SD51-05G-14

year. Rev. 0
7.6.3 [IMPROPER CONDUCT ON THE BUS NOTICE OFM |1 year. SD51-05G-13
May show bus route, time of incident, nature of Rev.0

incident, and student(s) name(s).
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8. SUPERINTENDENT
TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or | (SOURCE DOCUMENT/ORIGINAL) | AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
8.1.1 | ACCREDITATION CERTIFICATES OPR | PERMANENT. SD51-05-01
Rev. 0
8.1.2 [ANNUAL HIGH SCHOOL REPORT FOR STANDARDS AND OPR | PERMANENT -1 copy SD51-05-10 | Contact your Regional Archivist before
ACCREDITATION potential archival value — Rev. 0 destroying original record. Records from
See remarks. this series may be selected to be
transferred to and preserved at a Regional
Archives branch.

8.1.3 | BOUNDARY RECORDS OPR | PERMANENT -1 copy SD51-05-02 | Contact your Regional Archivist before
Official legal description and drawings of school district potential archival value — Rev. 0 destroying original record. Records from
boundaries, including director district boundaries. See remarks. this series may be selected to be

transferred to and preserved at a Regional
Archives branch.

8.1.4 | CERTIFICATION OF ELECTION OF SCHOOL BOARD OPR | PERMANENT —1 copy SD51-05-03 | Contact your Regional Archivist before

PRESIDENT potential archival value — Rev. 0 destroying original record. Records from

8. SUPERINTENDENT

See remarks.

this series may be selected to be
transferred to and preserved at a Regional
Archives branch.

MICROFILM: This records series may be
retained permanently on microfilm
instead of hard copy for both on-site use
and off-site security storage at the State
Archives. Microfilm must meet
Washington State Archives technical
standards.
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TEM OPR PRIMARY DISPOSITION
NO SERIES TITLE AND DESCRIPTION or | (SOURCE DOCUMENT/ORIGINAL) | AUTHORITY REMARKS
) OFM RECORD COPY NUMBER (DAN)
8.1.5 | CERTIFICATION OF SCHOOL DISTRICT ELECTIONS OPR | PERMANENT. SD51-05-04
Including bonds, levies, and director elections. Rev.0
8.1.6 | OFFICIAL DISTRICT NEGOTIATED SCHOOL CALENDARS OPR | PERMANENT. SD51-05-06
Rev. 0
8.1.7 | REPORT OF EVALUATION OF ACCREDITATION OPR | PERMANENT — 1 copy SD51-05-11 | Contact your Regional Archivist before
potential archival value - Rev. 0 destroying original record. Records from
See remarks. this series may be selected to be
transferred to and preserved at a Regional
Archives branch.
8.1.8 | SCHOOL SERVICE BOUNDARY DECISION WORKING FILE | OFM | Approval of Board SD51-05-08
Resolution plus 3 years. Rev. 0
8.1.9 |[STATEMENTS OF GRADUATION REQUIREMENTS OPR | PERMANENT -1 copy SD51-05-13 | Contact your Regional Archivist before
potential archival value - Rev. 0 destroying original record. Records from
See remarks. this series may be selected to be
transferred to and preserved at a Regional
Archives branch.

8. SUPERINTENDENT
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GLOSSARY

Appraisal
The process of determining the value and disposition of records based on their current administrative, legal, and fiscal use; their evidential and informational or

research value; and their relationship to other records.

Archival (Appraisal Required)
Public records which may possess enduring legal and/or historic value and must be appraised by the Washington State Archives on an individual basis.
Public records will be evaluated, sampled, and weeded according to archival principles by archivists from Washington State Archives (WSA). Records not selected for
retention by WSA may be disposed of after appraisal.

Archival (Permanent Retention)
Public records which possess enduring legal and/or historic value and must not be destroyed. Local government agencies must either transfer these records to
Washington State Archives or retain and preserve these records according to archival best practices until such time as they are transferred to Washington State
Archives (WSA).
WSA will not sample, weed, or otherwise dispose of records fitting the records series description designated as “Archival (Permanent Retention”) other than the
removal of duplicates. Master indexes, lists, registers, tracking systems, databases and other finding aids for public records designated as Archival should be
retained with the records and transferred to Washington State Archives.

Disposition
Actions taken with records when they are no longer required to be retained by the agency.
Possible disposition actions include transfer to Washington State Archives and destruction.

Disposition Authority Number (DAN)
Control numbers systematically assigned to records series or records retention schedules when they are approved by the Local Records Committee.

Essential Records/Possibly Essential
Public records that local government agencies must have in order to maintain or resume business continuity following a disaster. While the retention
requirements for essential records may range from very short-term to archival, these records are necessary for an agency to resume its core functions following
a disaster.
Security backups of these public records should be created and may be deposited with Washington State Archives in accordance with chapter 40.10 RCW. Copies of
master indexes, lists, registers, tracking systems, databases and other finding aids should also be transferred with the records.
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Local Records Committee
The committee established by RCW 40.14.070 to review and approve disposition of local government records.
Its three members include the State Archivist and one representative each from the Offices of the Attorney General and State Auditor.

Migration
The periodic transfer of data from one electronic system to another in order to ensure continued integrity and accessibility of data despite changes over time in
hardware, software, and storage media.

Non-Archival
Public records which do not possess sufficient historic value to be designated as “Archival”. Agencies must retain these records for the minimum retention
period specified by the appropriate, current records retention schedule.
Agencies should destroy these records after their minimum retention period expires, provided that the records are not required for litigation, public records requests,
or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disaster, as described in chapter 40.10 RCW.

Obsolete
Public records which are no longer relevant to current program or primary functional responsibilities of a department or office.

Office of Record
The group, department, or office within an agency responsible for maintaining a primary record from creation (or receipt) through disposition.

OFM (Office Files and Memoranda)

Public records which have been designated as “Office Files and Memoranda” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.

(2) “Office files and memoranda include such records as correspondence, exhibits, drawings, maps, completed forms, or documents not above defined and classified
as official public records; duplicate copies of official public records filed with any agency of the state of Washington; documents and reports made for the internal
administration of the office to which they pertain but not required by law to be filed or kept with such agency; and other documents or records as determined by the
records committee to be office files and memoranda.”
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OPR (Official Public Records)
Public records which have been designated as “Official Public Records” for the purposes of RCW 40.14.010.
RCW 40.14.010 — Definition and classification of public records.
(1) “Official public records shall include all original vouchers, receipts, and other documents necessary to isolate and prove the validity of every transaction relating
to the receipt, use, and disposition of all public property and public income from all sources whatsoever; all agreements and contracts to which the state of
Washington or any agency thereof may be a party; all fidelity, surety, and performance bonds; all claims filed against the state of Washington or any agency
thereof; all records or documents required by law to be filed with or kept by any agency of the state of Washington; ... and all other documents or records
determined by the records committee... to be official public records.”

Primary Records
The original record (whether created or received by the agency) which serves as the official record, and must be retained in accordance with a current approved
records retention schedule.

Public Records
RCW 40.14.010 - Definition and classification of public records.
“.. The term "public records" shall include any paper, correspondence, completed form, bound record book, photograph, film, sound recording, map drawing,
machine-readable material, compact disc meeting current industry I1SO specifications, or other document, regardless of physical form or characteristics, and
including such copies thereof, that have been made by or received by any agency of the state of Washington in connection with the transaction of public business...”

Records Series
A group of records, performing a specific function, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A records series may
consist of a single type of form or a number of different types of documents that are filed together to document a specific function.

Secondary Records
Copies (or duplicates) of the agency’s primary records used for specific legal, fiscal, or administrative purposes.
Secondary records exist for convenience of reference, or for informational purposes, and may be discarded when no longer needed for agency business in accordance
with GS50-02-04.

Security Microfilm
Silver duplicate or first-generation microfilm which is stored at Washington State Archives under strictly-controlled environmental conditions and serves as an
emergency/disaster back-up, in accordance with chapter 40.10 RCW.
Washington State Archives provides security microfilm storage and inspection services to local government agencies.
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INDEXES: ARCHIVAL / POTENTIALLY ARCHIVAL / PERMANENT RECORDS

AGENCY MANAGEMENT
Boards, Councils and Committees

Associated Student Body (ASB) — BYlaWs .......cccocuveieeciiieciieeeeiee et
Associated Student Body (ASB) — MIiNULES........ccueeeeciiieeiiieeeciee et

Community Relations

Descriptive Guide to School District Administration and Buildings...............

Historical Records, Materials And Artifacts That Should Be Retained For

Commemorative Events And Displays .......ccoceeeveeriieniienniienieeee e
School Bulletins and NEWSPAPEIS .....cccuivveeriiiiiiieniee et
Student Handbook/Calendar ...........coovveeieiiiiiieeie e

EDUCATIONAL SERVICE DISTRICTS
Administration

Board and Regional Committee Election Certificates........ccccoeeeeviieeeecciieennns
2 To YU T g To - YA Y=Yl T o [ SRR
County Superintendent of Schools Records..........ccceevveivieeecciie e,

Instructor/Teacher Curriculum and Instruction

Regional Drug and AlICONOI SUIVEYS......coovviiiiiiiei et

FINANCIAL MANAGEMENT
Budget

Apportionment Reports/State of Washington.........c.cccvveeeeeeiiecceeccieeeineens
Budget ReViSion REQUESTES .......cccuveeeiiiie ettt e e see e etae e e

STUDENT LEARNING
Curriculum/Instruction
Accreditation Reports and Evaluation Reports.........ccccceeeecieeeecieecccieee e, 29
Course Description Catalog........ccuieiiciiiieeiiiec e e e 29
Curriculum Summaries and GUIAES........cceccveeerciere e eerree e eeeee e e e e sere e 30
Graduation Requirements Statements .......cccceeceeeeiieee e e 30
School Master SChEAUIE ........uii i e 31
Student Records
(G Lo [V} A= L PSPPSR 36
SCNOOI REGISTEIS ...ttt et e et e e ta e e e e ta e e eeaaeeeeanes 37
STUDENT MANAGEMENT AND SERVICES
Athletics
Athlete/Team Achievement Records — NON-WIAA .......cooovmveiviveeeeeereeiireeeeeennn 41
Athlete/Team Achievement Records — WIAA ......coveveeeeeeeeeeee et eeeeeeeeeneeens 41
Student Assignment
School AssigNMENT ProCeAUIES ........eveiiiieieiieeciee e ccttee e e eeeee e see e e sree e e 54
SUPERINTENDENT
Accreditation CerfiCates.. .. 56
Annual High School Report for Standards and Accreditation ................c......... 56
BOUNAArY RECOIAS ..eeiitiieeeiiie e cttee ettt e ettt e e et e e e ete e e e teeeeeabaeeeeasaeeesaraeaeas 56
Certification of Election of School Board President .........cccccoecvveeiiiieeeiieeennns 56
Certification of School District EIECtiONS ........ccoccveeeiiiiieeciee e 57
Official School District Negotiated School Calendars........cccceeecveeiviieeeeciieeens 57
Report of Evaluation of Accreditation.........ccccueeeeeieiieccees e 57
Statements of Graduation Requirements.......cccceevveeiiienienneciniecsee e 57

INDEX: ESSENTIAL RECORDS

STUDENT LEARNING
Skills Center
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INDEX TO:
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INDEX: DISPOSITION AUTHORITY NUMBERS (DANSs)

SD2011-153....ciiiiiiiiiiiiiiie 11 SD51-04-07 ....oovvviiiiiiiieciincieee 47 SD51-05G-12....ceviiiiiiiiiiiiiienen, 16 SD51-06E-02 ......coevvvuvivininiiiiiieenne 40
SD2011-154.....civiiiiiiiiiiiee 46 SD51-04-10 ....oovvviiiiiiiiiiiincieenee 44 SD51-05G-13....cciiiiiiiiiiiiiciienee, 55 SD51-06E-03 .....cccevviviviiiriiiiineene 40
SD51-01-08 .....ooovviviiiiiiiiiiieiieenn, 5 SD51-04-14 ....coovvvviiiiiiiiiciieeee 46 SD51-05G-14.....eoiiiiiiiiiiieieeee, 55 SD51-06E-04 .......ccovvuvivinniiiiiiiinnne 40
SD51-01-22 ....ovviviiiiiiiiiniiieie 28 SD51-04C-02......coeevvvvviiiiiiiineenne 26 SD51-051-02 .....ooviiiiiiiiiiiiiiice, 35 SD51-06F-03 ......ccovvmviviriiiinniieinns 9
SD51-01-35 .., 8 SD51-04G-01....ccceevviiiiiiiiiiieeee, 28 SD51-051-03 ....cooviiiiiiiiiiiiniee, 35 SD51-06F-04 ......ovvvvviiiiiiiiiiiiennee 9
SD51-01-37 oot 12 SD51-04G-03......ccoevviiiriiiiiiieee, 28 SD51-051-04 ......coovviviiiiiiiiiiine, 35 SD51-07-08 ......oovvvviiiiiiiiieiieen, 11
SD51-01-39 ...oiiiiiiiiiiiiiiieeciiies 8 SD51-04G-05......ccoovuvriiiiiiiiiiene, 28 SD51-05J-01...coovvviiiiiiiiiciiiieee, 53 SD51-08-01 .....oovvvviiiiiiiiiiiiiieen, 48
SD51-01-46 .....ooveiiriiiiiiieeee, 27 SD51-05-01 ...coovviiiiriiiiinieinneeee 56 SD51-05J-02....cccviiiiiiiiiiiiiiieeee, 53 SD51-08-02 ....cocvvvvviiriiiiinieiiiieeene 48
SD51-01-49 ....ooviviiiiiiiiiiicee 31 SD51-05-02 .....covviviiiiiiiiiiiiieenne, 56 SD51-05J-03....ccocviiiiiiiiiiiiciieen, 53 SD51-08-03 ......covviviiiiiiiiicicnn, 48
SD51-01-50 .....coivuiiiiiiiiiiiiiciieee, 38 SD51-05-03 ....covvviviiiiiiiiiniiieeee 56 SD51-05J-04.....ccoviviiiiiiiiiinicnnn, 53 SD51-08-04 .....ccvvvvviriiiiiiiiiiieeenne 48
SD51-01-51 .. 13 SD51-05-04 ....coocvvvviiiiiiiiniiinieeene 57 SD51-05J-05....ccciiiiiiiiiiiiiiiiee, 54 SD51-08-05 .....ccvvvviviriiininiiiiiieene 49
SD51-01-52 ..viiiiiiiiiiiiiiiiien, 7 SD51-05-05 ....oovviivviiiiiiiiiiincnne 6 SD51-05J-06.....ccceevviviiiiiiiiiiennn, 54 SD51-08-06 ......cevvvvriiiiniriiiiiieene 49
SD51-02-03 .....oooiiiiiiiiiiiiiciee 22 SD51-05-06 .....covcvvvveriiiciiiiiieene 57 SD51-05J-07 ...ooovvvviviiiiiiiiiiiieenen, 53 SD51-08-07 ....cocvvvvvviiiiiniiiiiiiieeenns 49
SD51-02-27 ..cvvieriiiiiiieeee, 21 SD51-05-08 ......cccvviviiiiiiiiiriiieee, 57 SD51-06A-01.....ccovvviviiiiiiciiennen, 29 SD51-08-08 ......ccceevviiriiiiiiinieen, 49
SD51-02-30 ...ueivviiiiiieiiciieeiee 10 SD51-05-10 ....oovvviiiiriiiiiiiciieeee, 56 SD51-06A-02.......oovvvvviiiiiiiiiennen, 29 SD51-08-09 .....ccocvviviiiiiiiiiiieee, 50
SD51-02A-04 ....cceovviiiiiiiiicnee, 22 SD51-05-11 ..oiiviiiiiiiiiiiiceieee 57 SD51-06A-03.....ccovviiiiiiniiiiiieeee 29 SD51-08-10.....ccviviviiiiiiiiieieenen, 50
SD51-03-03 .....oovviiiiiiiiiiiiicee 41 SD51-05-13 ...cooviiiiiiieciie 57 SD51-06A-04......cooocvvviiiiiiiiienen, 29 SD51-08-11 ..ccovcvviviiiriiiiinieiiiieee 50
SD51-03-04 .....ooovviiriiiiiiiiiice 41 SD51-05C-32 ...coviiiiiiiiiiiiiiieee, 13 SD51-06A-05....ccccivviviiiiiiiiiiennen, 30 SD51-08-12 ...covcvviiiiiriiiiirieeiiieee 50
SD51-03-10 ..cviiiiiiiiiiiiicniiieiee 41 SD51-05F-01 ....ccevvvvvriiiiiiiiiiieenne 36 SD51-06A-06.......cocuvriiiiiiiiiiennen. 30 SD51-08-13 ....oocviiiiiiiiininiiciiieee 49
SD51-03-11 . 42 SD51-05F-02 .....ceevvvriiiiiriiiineeenne 36 SD51-06A-07 ....ovvviiiriiiiiiieiieenen, 30 SD51-08-14 ....cocvvvvviiriiiniiiiiiineeene 49
SD51-03-12 ..cvviiiiiiiiiieciiec 42 SD51-05F-03 ....cccvvvvviiiiiiiiiieene, 36 SD51-06A-08.......ccovvvriiiiiiiiiieenn, 30 SD51-08-15....ccciiiiiiiiiiiiiiiciiieee 48
SD51-03-13 ...coviiiiiiii 42 SD51-05F-04 .....ccoovvviiiiiiiiiiienne, 36 SD51-06A-09.....cccovviiiiiiiiiniieenn, 31 SD51-08-16 ....cccvvvvviniiiiiinieiiiieene 49
SD51-03-14 ...covvviiiiiiiiiiieniieees 42 SD51-05F-05 ....cocvviiiiiiiiiiiiienee, 37 SD51-06A-10....cccovvvririiirinineenee, 31 SD51-09-01 ....cooviiiiiiiiiiiiicicen, 51
SD51-03-15 ... 41 SD51-05F-07 ....oocvivviiiiiiiiiiiiieee 38 SD51-06A-11...ccoviiiiiiiiiiiiiieee, 30 SD51-09-02 .....oovviiviiiiiiiiiiiieee, 51
SD51-03C-14....cciviiiiiiiiieicen, 23 SD51-05F-08 ......coevvvirviviinniiiineeenn. 39 SD51-06A-12.....oeeviviiiiiiiiiiieenne 31 SD51-09-03 .....oooiiiiiiiiiiiicien, 51
SD51-03C-15...ccciiiiiiiiiiiicicen, 23 SD51-05F-09 .....ccevvvrviiiiiniiiinieenn, 39 SD51-06A-13....ccceeiiiiiiiiiiiniieeee 31 SD51-09-04 ......oovviiiiiiiiiiciee, 51
SD51-03C-16...cccuiiiiiiiiiiiiciiene, 23 SD51-05F-10 ...cocvvvivrriiiinnieinneeenne 37 SD51-06A-16....cccevvviiiiiiiiiiiienne, 32 SD51-09-05 ....cocvvivviiriiininiiiiiieeee 51
SD51-03C-17 ..o, 24 SD51-05F-11 ...oovviiiiiiiiiiiiiieee 37 SD51-06A-17 ..covviiiiiiiiiiiiiiieene 32 SD51-09-06 ......cvvvvviniiiiniriiiiiieenne 51
SD51-03E-26 ....ccovvviiriiiiiiiiienen, 25 SD51-05G-02.......coovvvviiiiniiiiiiinnne 55 SD51-06A-18....cccuiiriiiiiiiiiriiiene, 32 SD51-09-07 ...coovvvivviiriiiniriiiiiieeene 52
SD51-03E-28 .....coovvviiiiiiiiciennn, 25 SD51-05G-04......ccoovviiiiiiiiiieenne, 15 SD51-06A-19....ccciiviiiiiiiiiicieenee, 29 SD51-09-08 ......cccvvvviiiiiiiiiciieenen, 52
SD51-04-01 ....ooovvviiiiiiiiiiiciee, 45 SD51-05G-06......ccovviiriiiiiiiieenne, 16 SD51-06C-31 ...cooviiiiiiiiiiiieene 43 SD51-09-09 .....oovviiiiiiiiiiiieieee, 52
SD51-04-05....cccvvviiiiiiiiiiiiiiees 47 SD51-05G-07....cccvvvvuiiiiiiiiiiiienne 16 SD51-06E-01 ....ccvvvvvvriiiiniiiiiieenne 40 SD51-09A-01....cceiiiiiiiiiiiiciicen, 33
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SD51-09A-03.....covvereremrerriereneanen. 33 SD51-12-01 .oovvvrrerreereienceireennns 18 SD51-14-01 w.oouvernrerrerreeenienereenne 20 SD51-20-05 ..oovvvmrermrernrirreerenienan. 51
SD51-09A-05 .....oovermrerrirrrerennenee. 33 SD51-12-02 ..covverrerrernriierirneennne 18 SD51-14-02 ...ouvermrerreerreerenrenerianne 20 SD51-20-06 ...ocovnrererernrirreerneennns 52
SD51-09A-06.........coomvennrerreirnianne. 33 SD51-12-03 ...ovcorrerrieneiieireeennne 14 SD51-14-03 ...oocernrerreerreeenricneanne 20 SD51-20-08 .....cvvemeeniecririeeiaeeann. 8
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SD51-11-02 .oovernrerrerrrireneereneenens 17 SD51-13-03 ..o 19 SD51-20-03 ...oceurerrirrirriieiineianns 31

INDEX TO:



LRG Draltt

Washington State Archives
Office of the Secretary of State

School Districts and Educational Service Districts Records Retention Schedule

Version 7.2 (September 2011)

5
504 accommodations..........ecceeveiureeeeeeeeenennns see CORE
9
9-12 attendance/absence.........cccocvveveveeeieieee e, 46
A
absence.......ccoiiiiiiecc e, see attendance
absence reports (to OSPI) .....c..veveecieeicciiee e, 12
academic learning requirements.........ccccceecvveeenneen. 30
accidents/incidents
insurance certificates......ccccvveeeeiceeeccceee e, 13
accommodations (504) ......eeeeveeeeeereeeeneeenn. see CORE
ACCOUNTING.c.eeiierieereeiieiiieeee e e s eeirreeee e e s esaanes see CORE
accreditation .....cce e 56
district reports/evaluations..........cccceeeeeveevennnens 29
evaluation of accreditation.........c.cccceeeeevieennee. 57
achievement test results........cccceeeveeeciieeeccieeeenee, 38
alternative learning experience.........ccccceeevveeennen. 12
alternative learning experience (ALE)
attendance/absence......ooovveveeeeeeeeeeeeeeee 47
annual report (high school standards/accreditation)
............................................................................ 56
annuals/yearbooks .........cccveeeveeeireeeirieciecere e 7

apportionment report

INDEX: SUBIJECTS

FromM OSPl....ceieeeeee e 22 release of student records........ccccceeeecrieeeicnneennn. 36
L0 T O 1] = ISR 12 AWArd liSTS ...vveiiciiie e 7

appraisal/appraisal required................... see Glossary

aptitude test results....ccocveeeriieeinciee e 38

archival.....cooei e, see Glossary B

arrival/departure 10gs ......cccccevveeveeeeeeeceecree e, 46

ASB (Associated Student Body)........cccccvevvereervereennene. 5 baccalaureate programs .........cccoeveeviivinicnienininnne 7

assessment/placement (student) ........ccecevevevnen. 31 Becca Bill (truancy) ....ccceeeeeveeeeciiieieiiieeecieeeene 44, 47

asset MaNAZEMENT.......ovveeeeeeeeeerreereeeeennn. see CORE benefits (human resources)............cccc.c...... see CORE

athletics boards/councils/committees................ see also CORE
aChieVeMENtS.....c.cvcveveveececeeeceeeeeeeee e 41 elections certificates.........cocovvieiiinnninnn, 17
EHGIDIILY v 41 minutes/agendas/board packets............. see CORE
BVENES ..ttt ettt s enenaee 43 boundaries
league registration........cccceeeeeeeeereereeseeeenseseeinns 41 educational service districts..........cccovevniiiininee 17
parent/guardian permission..........cceeeveerveennenn. 43 exceptions/apPeals.....cccoveerieeeeeecreeireereereeereens 53
protests (SChool) ....c.uccveevecreeiriciececeeceee e 42 (30 g o o] le |1 d o Tot £ PR 56
SCREAUIES ... 42 breakfast program ..., 50
scorebooks/scoresheets......coocvveeeveeeeeeeveeeeeeenene, 42 budget.....cccevviieee e, see also CORE
SEUAENT SUTVEYS .voveeeeeeeeeeeeeeee ettt 41 FEVISION reQUESTS ....ouvvreiiiirre 22
£@AM FOSTENS ..veveeeeeceevereeeeeeeee et 42 bulletins/newspapers ..., 9

attendance/absence bullying prevention.........cccccceeevcieeeeccee e 11
excuses/notification/case files ..................... 45, 46 bus pick-up/drop-off changes (temporary) ............ 46
school-sponsored activities .........ccocceeeeeiecnnnenn. 43 buses
source documentation (Pre-K—12).......ceceuvuee. 47 condition checklists .......c.ccocveviinienieniiiiiienes 15
truancy €ase files ....ccovvveeeiciee e, 44 improper conduct ..o 55
truancy Petitions........cceeereecreeeeceenreeireere e 47 MAINTENANCE ..coiiiiiiiieee e 15

audio recordings (release forms).......ccoevevverervennnnee. 8 0PErations l08S ......covverceeviieiniiie e 16

AUAILS cvovvveeeececeeeee et see CORE schedules ... 16

authorizations special transportation.........ccccecveeiiieeeecciee e, 55
FiEld tFIDS.cvucvreeceeecee et 43 bylaws (Associated Student Body).........ccccvvuvrinenne 5
medication/health procedures..........c.ccvvennee. 52
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C
calendars
official district calendars........cccccceecvveeeecnnenennenn. 57
STUABNT..eei e 9
case files
ADSENCE i 44
medication/health procedures.........c..cceeueene.ne. 52
patient (StUdent)......cccceevieeviieerie e 34
SEAff e 28
student assessment/placement ...........cccoeveune. 31
student assignment
truancy..cceeeeeveeennenn.
catalogs (course descriptions)
Catering reqUESES .....eeiveeeeeecie et
certificates
accreditation......cceeeciee e, 56
application fees receipt .......cceceevieeneeinienneennne 20
educational competence......cccccoeceviireeeeeecnnnnnen. 36
immunization status (CIS).......cccceeevieeeeciieeennenn. 51
certification
election/school board president
school district elections........ccccceevvveeeeccieeecnnen.
teacher... e,
challenges (instructional materials)....
chaperones (extra-curricular) .............
child abuse reports .......ccccccevceerveeniienieeree e,
Child Protective Services (DSHS).....ccccecveevcveeecveennne.
class activities materials.........ccccecoviieeeciieeeciee e,
classroom attendance........cccccceeeecrieeecvieeeecieee e,
clock hour credit (staff).......cccceeeiiieeecciieeen,
commemorative events/displays.........ccceereeevereennen.
communicable disease reports........ccccceeeevverernnnen.

COMMUNICALIONS ceovvviiiiiiieeee e see CORE
community/public relations...........cccveeeveennn. see CORE
challenges of instructional materials
commemorative events/displays .............
guides to facilities
COMPIAINTS..eviiicireeecee e
compulsory school attendance petitions................ 47
foloTa Vo [V Lot [ o U T [P 55
confidential reports .......ccoceevveeveeenieenee e 36
CONSEIUCTION ..eeiiiiieiiieiietee e see CORE
CONEFACES oottt see CORE
county superintendent of schools .............cccocc..... 17
CPR training (staff) ......ccccceeeeiiiieecee e, 28
culminating Project.....cccccveeecciieeecciee e e 40
cumulative folder (student) .......ccccocevevciveeecneeenee, 38
curriculum
categorical programs (federal/state).................. 29
course additions/deletions/changes .29
course description catalog........cccvvveeervciieeinnenn. 29
essential academic learning requirements......... 30
SUMMAries/gUIdES .....cccveeereeereecieecre e 30
WAIVETS..eiiiieee it e e e e e e 30
D
daily
bus evaluation/operations ........cc.ccveeveenn.. 15, 16
MEAIS SEIVEd....cvveeieiiiiiieeieeec e 49
medication administered........ccccevveiniieniennnennn 52
declaration of intent (home-based instruction) ..... 33

demographic/enrollment projections
dental screening........cccceeuveenn.

diploma order lists......cccccoveieeiiiieeciee e, 7
discipline (student) .......ccocceeevciieecceee e, 38, 39, 44
disposition see Glossary
Disposition Authority Number (DAN) ..... see Glossary
districts

board election certificates.......cccocccervevvererceennnne 17

boundaries.......cccccoeeeiiiiiiieieiiiecececeie, 17, 53,56

official school calendars ........cccecvvevvieeniieneennnen. 57
drop-out/graduation rates.........cccceeveeecveenveeseveennen. 12
drug/alcohol surveys........cccceevveecveeereeccieecee e, 18
DSHS Child Protective Services ........ccocevveeervennennn 51
E
early departure l0gs......cccceeeevveeeeceee e, 46
educational competence .......ccccceceveeevcieeeeviee e, 36
elections

boards/regional committee.........cccceevevverreennnnne.

bonds/levies/directors .................

school board president.................
electronic information systems
emergency information .........ccccecueeee. 13, 38,41,43
employees......ccoveeeeceveeecineenn. see staff and also CORE
enroliment

entry/withdrawal (student)........ccccceeeveireenennnens 38

history (official student record)........ccccceecvveennene 37

PrOJECTIONS .coiiiiieiiriee ittt 11
equity/equal employment opportunity.................. 26
Essential Academic Learning Requirements........... 30
essential records.......ccceevveeiiiiieeccieeeens see Glossary
ethnicity/race data........ccccceevveevieeecieccee e, 12
events (science, music, athletic, etc.) ...cccccuveeeneeee. 43
exceptions (boundaries) .......cccccceevcieeveecieesieeee. 53

design/construction
INDEX TO:
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excuse slips (absence).......cccocceveeciieeeccieeeenen, 45, 46
expectations (student).......cccoeeeveeriienieenieenieene, 31
extra-curricular activities (permissions).................. 43
F
facilities/property management........... see also CORE
descriptive gUIde ......cceeevvieeieciee e, 5,6
facility inspections (health).........ccoceevveiiniieninnenns 49
field triPS oo e 43
final grade point summaries......c...ccooveeveerieeeneeennne. 7
financial management .........ccccceenenne see also CORE
=T o] oTo] au (0] 10 411 o1 SRRt 22
fines (Student).......ceeeciiiieiiiee e 21
first aid/CPR training......cccccvvveveeevreeeirieereesereeereens 28
fleet/motor pool ......cceevveeevviecieeccriecieeene, see CORE
food handler’s permit ......cccceeecieeieccie e 48
fOOd SEIVICES ...vveeeeiiieeeeec e 48
breakfast program.......cccccevveeniiinienniciieeees 50
free/reduced-price meals.......cccoeeeevveecreeiiveennneen, 48
hazard analysis (HACCP Plan) ........cccccceueeeeunennn. 48
health inspections ........ccccceeeveeeeeciee e 49
site health permit ........cccccoveeeciiiiiieeeeee, 50
StOCK CONLIOl..coiiiiieeiee e, 50
free/reduced-price meals .......cccccoveevveeveeecieeneenns 48
G
GED transcripts/tests .....c.ovvevreerreecreeeesreenreenreennenes 36
General Administration (Department of) ............... 14
grade documentation ........cccecvveeeeiciereviieee e 40
grades/progress reporrts......coeveeceeereeceeeeesreenrenns 38

graduate list ...ccoeveercieeiiiiree e 36 standards/accreditation ..........ccccceeeveeeieeienreennen. 56
graduating class history files.......cccccoovevieeeicnnennen. 7 statements of graduation requirements............ 57
graduation requirements.........cccceeevveeeeecveeenns 30, 57 HIV/HIB training (staff) ......cccceevvveeeieieeccree e 28
graduation/drop-out rates..........cccceeeereecreeveereennens 12 home/hospital tutoring (applications).................... 51
{0 4R 23, 24, see also CORE home-based iNStruction..........ccceeveeeeeeeeeeeeeeeeeeeeee, 33
guardian permissionsS......c.cceevcvveeeeceeeercieeeenieeeeennnes 43 hoNOT FOll TISTS ..veeeiiee e 7
BUIdANCE rEPOItS . .ccieiiie ittt 36 hUMAN reSOUICES .....eveveeviee e eeeee e see CORE
H ]
HACCP Plan (food Services).......ccccoeeeecrirececueeeeennen. 48 illness/injury (students) .......cceeeveeeeeeiveeeree e 51
handbooks/calendars ........ccccccoevveeveeeiveeceeeceeeereeene 9 immunization certificates (CIS) ......cceceevereecvereennen. 51
harassment prevention........cccccecveeeeciieecccieee e, 11 individual health plan (IHP).......ccccveeeeiee e, 52
health Individualized Education Programs (IEPs)............... 35
inspections (facility).......coceeevvveeeeciier e, 49 in-service education.........ccceccuevevvieeeeciie e, 28
PErMIt (SIt€) ceveevrieeeeieee e 50 inspections (health) .......ccccocveiiie e, 49
services instructional materials
health card ......cocceeeeeiii e 52 ChallENGES .., 29
health roomM.......cooviiiiiiee 51 SUBJECE fil weeeieeiieee 31
individual health plan (IHP) .......c.ceeevieeennneeen. 52 insurance
medication administration..........cccoeceeernneenn. 52 ALhIETIC it 41
notification (parent/legal guardian)............... 52 third party....cccceeeceee e 13
SCreening results ......ccocccvveeeeieeeeciee e 51 intervention (teacher).......cccccoviivciieecciie e, 28
SKills CENTEN.cccceeiee e 34 intimidation prevention........ccccccocveeeecie e, 11
hearing SCreening.....cccccvvveceeeevciee e e 51 INVENTOIY .o see also CORE
hearing/vision test results .........c.ccocvevvereenceneennnne. 38 equipment (categorical programs).........ccccueeu.... 29
high school standards/accreditation ...................... 56 stock control (food services).........ccovveeevrveeennen.. 50
historical INVOICES et see CORE
guides to facilities ......cccceevveenieenienniiiieceee 5,6
materials/artifacts .......cocceeveereivceeee e 7
official school calendars .......cccoecveerveiniieneennnen. 57 K
report of evaluation of accreditation ................. 57
school boundaries ............ccoceeeevevevevceceeennnnnns 56 K-8 attendance/absence..........c.cccoooeuninininiinininnn, 45
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L
late arrival 108S......cuvvieeiieieee s 46
league registration (athletics)......ccccevveevciiercveennnn. 41
learning resource center
advisory committee selection ...........cccccvveeneee. 19
teacher evaluation forms ........ccccceevveeeeiieecnnen. 19
LEED (Leadership in Energy & Environmental Design)
............................................................................ 14
legal (advice, litigation, legal affairs) ........... see CORE
1€SSON PlaNS...ccveeiiieeiierieee e 40
life-threatening health conditions..........cccc.......... 52
Local Records Committee (LRC).............. see Glossary
IUNCh Programi......ccueeeeciiie e 48
M
mail/delivery see CORE
maintenance see CORE
meals/milk
breakfast program .......ccccccvvvieeievciee e, 50
COUNTS ceeveiiiiiiiiiereiereeee e reeeeeeeeeeerererererereseseserenees 49
free/reduced.....ovvevveeieeiieceee e 48
IMENUS coeiiieieeeeeeeeeeee e 49
Production .......cceeeiiiciiiiieic e 49
StOCK CONLFOl ..o, 50
TCKETS 1 49
medication/health procedures administration....... 52
MMENUS tiiiiieeeieeeeeeeeeeeeeeee e e eeee e e e e e e sese e eaes 49
microfilm
SECUTITY wevverieiee ittt 60
migration......ccccceviii, see Glossary
minutes/agendas/board packets.......... see also CORE

associated student body (ASB) .......cccceeeeevieeennnenn. 5
misconduct investigations ..........cccccccevveeenne see CORE
monthly meal count reimbursement report........... 49
MOLOr POO|....evieeeciiieeeeee s see also CORE

gas usage .. 16
music events 43
N
National School Lunch AcCt .........cccceeevcieeeecceeneennen. 48
news/media (television/photo release).................... 8
newspapers/bulleting ........ccceeeeeeeeeeiireeeieeccee s 9
non-archival ........cccoeeeeieiicciiececec e, see Glossary
non-essential.......cccceeecieeeccieeeeciee e, see Glossary
nurse encounter data (NED) .......cccceeeecvveeeecieeeennnen. 51
(0]
0bSOIELE ....uvveeceeeee s see Glossary
office of record .......ccceeeevveieiieeeccieeeens see Glossary
OFM (Office Files and Memoranda)........ see Glossary
OPR (Official Public Record).................... see Glossary
opt out (television/photo release)........cccceeeveennennen. 8
P
P-223 e

parent drivers (field trips)

parent/legal guardian
assignment requests (to school).........ccccveeueenee. 53
CUTITICUlUM WaIVETS ...eeveiieiiieeiiiee et 30

health services notification...........ccccccecvveeenneenn. 52

home-based instruction ..........ccceccevvvevcieeennnennn. 33

permission slips

internet access/film viewing .......c.ccccoevenenee. 31

statement of requirements/expectations..... 31, 40

SUIVEYS .iiiiiiiiiiiiriiee et ee e nreee e e 23,24
parent/legal guardian permissions..........ccccvveeuneen. 43
[T 1Yo | IR see CORE

STAtUuS SNEETS...cciiiieeeciiee e 25
permissions

F= 1o 0 =Y ool 43

field TriPS..cee e 43

internet/film viewing........ccccoeeeevveveeie e, 31

PhOtO release.....cccccvevecieeeeciee e 8
permits

food handler’s.......cccoeeeeecciieieeeeeee e,

professional education .................

site health
PErsONNEl .....ccuvveeeiiiieeeiiie e

equal employment opportunity
petitions

TrUANCY e 47
PhOtO release ......coceeveiivieiniiiieeec e 8
placement/evaluation (home-based instruction)... 33
Pre-K attendance ......ccoccvevevieiiniveeniieecceee e, 47
pre-kindergarten

attendance/absence
primary record.................
private vehicles........cccecveeiecieeennnen.
program applications (ESDs)
program exit letter.......ccoovevveiiiinniiinieec e
projections (demographic/enrollment) .................. 11
property management...........cccceeeeiininienn, see CORE
protests (athletics) .....cccccveeeeieee e, 42
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public
diSClOSUIE...coviiieierieeceeeee e see CORE
records....cccnueeneennne see CORE
relations.........cccee..e. see CORE
FESEANCN ..eeiieeciee e 8
Public Law 81-874 ... 23,24
public records ........ccceeeiiieeiiieeeciieeee, see Glossary
publications
handbooks/calendars .......ccccovveeveeeeeeiireeieeeeeeeenn 9
newspapers/bulletins ..........ccoceeeeeeveeeieeicieeeneens 9
R
FECEIPTS cnvrreeeiiiee ettt see also CORE
SIBNATUIE Of..eeeeiiieecee e, 27
recordings (release forms).......cccoveeevceeevccveeccieenn, 8
records management.......ccceecveeeeeeeeeencieeennns
records Series........coceeeruneen.
regional

committee elections
drug/alcohol surveys

registration
boundary exception/appeals.........cccceeevverreenenn. 53
parent/legal guardian assignment requests....... 53
student assignments to schooils ................... 53, 54
release form (photo/media) .......cccoevveveevieereeneenene. 8
release of student records.......ccccceeeecieeenicieeecennenn. 36
reports
absence (student).......c.cccoeeeeiiieieciiicceee e 44
acCreditation......ccevveerieeniicriece e 29
APPOItIONMENT .eeeveeiiiiiieeee e 22
certification fee — quarterly/annual ................... 20
Child @bUSe.....eiieiiiiieie e, 51

communicable disease .......c.ccccceevrvieieiniieeenneen.
evaluation of accreditation
evaluation reports .................
F-196 .. ittt
individual essential academic learning .31
inservice attendance ........cccocveeeecieeeccieee e, 18
meal/milk CouNt.........cccveeviiiiiieeecceeeeee e 49
operating savings (major facility projects) ......... 14
OSPI requIred.......ceeeeeececiiieeeeeeccireee e 12
student testing......cccoeveciiiiiieiiccee e, 32
research (public access) .......coooevevvieeeecciiee e, 8
rosters (athletics) ......cceeieieeciiee e, 42
S
safety (SChoOl)....ceevciieeeeie e, 11, 12
schedules
AthIetiCS oo
buses..............
school master (classes).......

student locator (classes)
school assighments

(oF: Y 11 LTSS 54

L {0 Le 1] 0 €30 o J 53, 54
school board minutes .......ccceeveeeecieeevcieene see CORE
SChOOl bUSES...cceveeeiiieeeeeee e see buses
school lunch program .........ccoceeviiiiiineniiceeeee, 48
school safety plans.......ccccoeiieiieieiiiicecieecee, 11, 12

summary (t0 OSPI)......vvvieeiiiecieeeeee e, 11
school service boundary decisions..........cccccevveeennne 57
SCIENCE BVENTS...uviiieeiieiitireee e eerirrre e e e e e srareee e e e

scoliosis screening
scorebooks/scoresheets (athletics)

screenings (health).......cccocviiiienciiii e, 51
Section 504 accommodations..........cceeeveene see CORE
SECUNIEY . uuriiiiiriiririirrerererererererererererenen ... see CORE
security microfilm .. see Glossary
SENIOT PrOJECT...uvvvieriiiieirirrrirrrrrererererererererererererereeee 40
sign in/out sheets (student)........ccceeveeveeeeeeenreenene 46
signature of receipt record ........cccoceeeveenieeniennnen. 27
site health permit........cccoooeiiiiiini e, 50
skills center (case files/time 10gS) .......ccvvveevvrereenne. 34
special education

programs (students not assigned)...........ccc........ 35

student history files.......ccccocveiiiieeeiciee e,

transportation .....ccccceeeev e
SPOItS EVENTS...eiviiiiiiiiiieeee sttt
STAff e

class/workshop records..........ccooveeeveevreeveereenneens

clock hours.....coovcieeencieeceieee e,

development

emergency information form
equal employment opportunity inquiry (EEO) ... 26
in-service attendance ........ccocveevceeriienniienienninenn 18
learning resource center evaluations................. 19
misconduct investigations.........cc.ccceeeune.
PAYION e
signature of receipt .....cccovveeeieinieeneeeeeeee
EFAINING e
stock control/inventory
student body (ASB) bylaws/minutes....
student handbooks/calendars.............
student learning objective ........cccoccvvveevieeeccieeens
students
ADSENCES ...eeiiiiiieeeeee e
assessment/placement.........ccccevevenenencncenenne
assignments to Schools........ccceeveiiiieeneenne
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behavior/weapons data........c.cceceevveenieerireennenn. 12
boundary exception/appeals..........ccceecvrerveennenn. 53
disCiPliNe .coevveeeeee e 38, 39
emergency information form .........ccccoeeeieeenneee. 13
fee/fine statements......ccceeeeeeeeveeicreecciec e 21
general education development (GED) .............. 37
grade documentation........ccccceeeeeiiiiciiiiiee e, 40
graduates list ....ccccveeicieee e, 36
health card/folder.......ccccovvvvvviieeiiiiiiceeeee e 52
home/hospital tutoring (applications) ............... 51
home-based instruction .........cccecccevevcieeeecieenns 33
IINESS/INJUIY . 51
improper conduct (BUS) ......cceceveerieniriereeiene 55
locator cards/class schedules ..........ccceoueveveuneenne 39
medication administration .........ccccceeceiiineeeennnn. 52
records

cumulative folder/student file folder............. 38

GED transCriptS......coeevcuvveeeeeiieciiieeee e, 36

Official.ueeeeiee e 37
release authorizations .........ccccceeecveevcceeneccieeenne 36
school assignment ........cccooveeeiiiiieeniiee e 54
SChOO! regiSters......covverceiiieeiee e 37
skills center case files.......ccoceeeecieeicciieeecciiee e, 34
skills center time logs/sheets .........cccceeevveeveenne. 34
television/photo release........cccceeevveecveevreenveennne. 8
L= 4] = PSSR 32
testing (special education)........cccceccvveeecverennneen. 35
tracking (whereabouts) .......cccccceeveieeecieeiieenneens 46
with disabilities (special transportation) ............ 55

Superintendent of Public Instruction (OSPI)

required repPorts ..oooveeevceeeeiiieeeeree e esieee s 12
superintendent of schools .......ccccccooveeiiiiiiiineenne. 17
boundary decision working file ..........cccccc....... 57
certification of election/school board president 56
certification of school district elections.............. 57
official school calendars .......c.ccccocveevieeniennennnne 57
school district boundaries ........cccccceveeerieineenne. 56
standards/accreditation ........cccceeeveveeernnenn. 56,57
statements of graduation requirements............ 57
supplementary reports .....cccccceeeeeciiieeeeeececciieeeeenn. 36
T
teachers ..ooevvcee i see also staff
certification......ooveeeeeeieeni . 20
misconduct investigations............ccceeeuues see CORE
professional education permits.........cccccceevveeen. 20
teaching
grade documentation ........ccccceevveeeciieeeeciee e, 40
1€SSON PlaANS .o 40
requirements/expectations.........c.cceeeeveerveennnnn 40
team rosters (athletics).....cccccecveeeeeciiiecciee e 42
testing
categorical programs.......ccccceevveeeeecveeeecneee s, 29
evaluation (home-based instruction) ................. 33
GED oottt e 36,37
health screening .......cccccoeeeeiiiieiei e, 51
1Q (special education)........cccoeeeeeieieiiiieeeciieeens 35
STUENT e 32,38

tracking (student whereabouts) ........c.ccccceevvvennnenn. 46
traffic safety (permissions) ......ccccceeeveeeeciieeccciienenn, 43
training (staff) .....ccccoeeeieeecieeen, 28, see also CORE
EFANSCIIPLS vveeeee i e e e e 36, 37
transfer requests

home-based to district .......ccceevvevrviericiiiieeneenne 33

inter- and intra-district .......cococeiviieiiniiiee e, 53
truancy

CASE FIlES 1vveieiiieieeceece 44

petition/disposition [0gs.......c..ccevvevveeererenreeennnn. 47
truancy reports (to OSPI) .....ccocveeeeciiieccieee s 12
tutoring (home/hospital) .......ccoeeevvveiiiiencieeiieeeieen, 51
74
VENICIES weeviiiiie e, see also CORE

bus condition check.......cccccoeoieieeiiiiiiiiee e, 15
VEeNdOr fileS ..o e 10
VIidEO relEASE ..ciieiiee ettt 8
VISION SCrEENING ..vvvvvviviviiiiiririiriirerererererereeeeeeeeeeeeeens 51
vision/hearing test results .......cccccceeeeeeecreeccreeeineenn, 38
Vital Statistics .vevvveeriiiiiire e 51
w
waiver of liability.......cccccoeeveeennnenn. 43, see also CORE
weapons/student behavior data .........ccceeeeeveeenenns 12
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REVISION GUIDE
SUMMARY OF CHANGES
e Several records series relating to field trips, parent/guardian permissions, and accidents/incidents have been revised or discontinued.
e The Attendance section has been completely updated and is now called Attendance/Absence.

e The column for “Secondary (All Other) Record Copies” has been removed. Secondary (duplicate) records are covered by disposition
authority number (DAN) GS50-02-04 in the Local Government Common Records Retention Schedule (CORE).

e Notes referring to changes in previous revisions have been removed.

e Redundant series (covered by CORE series) have been discontinued.

Note: The following abbreviations will be used throughout this guide:
WSA = Washington State Archives
OSPI = Office of the Superintendant of Public Instruction
SAO = Office of the State Auditor
CORE = Local Government Common Records Retention Schedule
SCHOOLS = School Districts and Educational Service Districts Records Retention Schedule
DWOS = Destroy when obsolete or superseded.

TABLE OF CONTENTS
NEW RECORDS SERIES ......oucuumiimsinssssisssssissssssssssssssssssss s sssss s s s se s ss s sss s s bR bR bR bR bR bbb bRt 2
REVISED RECORDS SERIES.......ucuiuimiiisississsisssssssisssssssssssssssssssssssssssss s s st ss s s bbb bR bR bbb bRt 3
DISCONTINUED DISPOSITION AUTHORITY NUMBERS (DANS)........ccovuiuimsmisisssssissssssissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnas 6
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NEW RECORDS SERIES
Func.tl.on: T|tIe_an.d NEW DAN Mm'mfjm Designations Rationale
Activity Description Retention

Agency Mgmt: | School Safety SD2011-153 | Retain for 6 years NON-ARCHIVAL | RCW 28A.320.125 Safe school plans -- Requirements -- Duties of school

Planning, Plans p.11 after obsolete or NON-ESSENTIAL | districts, schools, and educational service districts -- Reports -- Drills -- Rules.

Mission, superseded then OPR (1) The legislature considers it to be a matter of public safety for public

Charter destroy. schools and staff to have current safe school plans and procedures in place,
fully consistent with federal law. The legislature further finds and intends, by
requiring safe school plans to be in place, that school districts will become
eligible for federal assistance.
RCW 28A.300.285 Harassment, intimidation, and bullying prevention policies
and procedures — Model policy and procedure — Training materials —
Posting on web site — Rules — Advisory committee. (4)(c) Each school district
shall by August 15, 2011, provide to the superintendent of public instruction a
brief summary of its policies, procedures, programs, partnerships, vendors,
and instructional and training materials to be posted on the school safety
center web site, and shall also provide the superintendent with a link to the
school district's web site for further information.

Student Mgmt | Absence SD2011-154 | Retain for 1 year NON-ARCHIVAL | Absence records for grades 9-12 are not needed for SAO audit (only Pre-K

and Services (Student) — p. 46 after end of fiscal NON-ESSENTIAL | through 8) hence a separate records series with a 1-year minimum retention.

Grades 9-12 year then destroy. OPR
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REVISED RECORDS SERIES

The records series listed below have been revised; changes and rationale are provided. (Records series appear in SCHOOLS 7.1 page order.)

Version 7.1 Versi.on 7.1 Version.7.1 Versi?n 7.2 Version.7.2 Change and/or rationale
DAN Title Retention Title Retention
SD51-01-37 | Reports Required By | 3 years. Reporting — Office of | Retain for 4 years after Series broadened to include all reports and data
ver. 7.1 p. 12 | Superintendent Of (OSPI retains its copy | the Superintendent of | submission of report or required to be submitted to the OSPI that are not
ver. 7.2 p. 12 | Public Instruction permanently.) Public Instruction completion of State covered by a more specific records series. Cut-off
(OSPI) — General Auditor’s examination revised to permit destruction only after audit by SAO.
report, whichever is sooner | Now covers records from
then destroy. SD51-04-06, SD51-04-09 and SD51-04-11 (and SD51-
12-03, if applicable).
SD51-06C-31 | Field Trip 6 years. Attendance — School- | Retain for 6 years after end | Expanded title and description to include ALL school-
ver. 7.1 p. 14 | Authorization by Sponsored Activities, of school year then destroy. | sponsored activities, and to include all records relating
ver. 7.2 p. 43 | Parent/Legal Events and Programs to a student’s attendance/participation — not just
Guardian signed permission slip. Now covers records from
SD51-06C-05, SD51-06D-04,SD51-06D-06,
SD51-05G-08, SD51-05G-09, and consent forms from
SD51-06C-31.
SD 51-12-03 | OSPI (Office of the 6 years after close of | Reporting — Operating | Retain for 4 years after RCW 39.35D.030 requires school districts to report to
ver. 7.1 p. 18 | Superintendent Of fiscal year Savings (Major Facility | submission of report or the Department of General Administration operating
ver. 7.2 p. 14 | Public Instruction) Projects) completion of State savings resulting from implementation of Leadership in
OR Monitoring Reports OR Auditor’s examination Energy and Environmental Design (LEED) silver
ver. 7.2 p.12 report, whichever is sooner, | standards in major facility projects.
then destroy.
SD51-01-37 p. 12 Retain for 4 years after Any other types of monitoring reports submitted to
Reporting — Office of | submission of report or OSPI are covered by SD51-01-37.
the Superintendent of | completion of State
Public Instruction Auditor’s examination
(OSPI) — General report, whichever is sooner,
then destroy.
SD51-02-03 | Apportionment SPI — Permanent. Apportionment Report | Retain for 3 years after date | Clarified description to specify that this apportionment
ver. 7.1 p. 22 | Reports/State of Schools: 3 years. from OSPI of report then destroy. report is received from OSPI, and added “note” about
ver. 7.2 p. 22 | Washington OSPI’s recordkeeping requirements.
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REVISED RECORDS SERIES

The records series listed below have been revised; changes and rationale are provided. (Records series appear in SCHOOLS 7.1 page order.)

Version 7.1 Version 7.1 Version 7.1 Version 7.2 Version 7.2 Change and/or rationale
DAN Title Retention Title Retention &
SD51-09A-03 | Notice of Transfer of | File in Student Notice of Transfer of Retain for 2 years after Provided retention period and cutoff to match Student
ver. 7.1 p. 34 | Home-Based Student | Cumulative Records. | Home-Based Student | student graduates or Cumulative Folder.
ver. 7.2 p. 33 | to District to District withdraws then destroy.
SD51-05F-01 | Application For OSPI:3 months. Application For Retain until no longer Defined minimum retention for school district/ESD’s
ver. 7.1 p. 38 | Certificate Of Testing Center: Award | Certificate Of needed for agency business | primary record. (Removed OSPI and testing center
ver. 7.2 p. 36 | Educational of certificate. Educational then destroy. recordkeeping responsibilities.)
Competence School: DWOS Competence.
SD51-05F-04 | GED Permanent OSPI :Permanent. GED Permanent Retain until no longer Defined minimum retention for school district/ESD’s
ver. 7.1 p. 39 | Transcript (GED Test | Testing Cntr:100 yrs. | Transcript (GED Test needed for agency business | primary record. Added “Note” in description stating
ver. 7.2 p. 36 | Scores) School: DWOS Scores) then destroy. that OSPI retains this record permanently.
SD51-03-04 | Athletic Eligibility 3 years. Athletic Eligibility 3 years. Revised description to exclude parent/legal guardian
ver. 7.1 p. 46 | Records Records consent forms, which are (now) covered by SD51-06C-
ver. 7.2 p. 41 Consent Forms covered | Retain for 6 years after end 31, Attendance —Sc.hooI-SponsoredActivities, Events
by SD51-06C-31: of school year, then destroy. and Programs (Retain for 6 years after end of school
Attendance — School- year, then destroy.)
Sponsored Activities,
Events and Programs
SD51-04-10 | Absence Case File 6 years. Truancy Case File Retain for 6 years after case | Changed title, updated description and improved cut-
ver. 7.1 p. 48 closed or 6 years after off language.
ver. 7.2 p. 44 student leaves/withdraws
from school district,
whichever is later then
destroy.
SD51-04-01 | Absence Excuse Retain for current Absence (Student) — Retain for 4 years after end | Title, description, and cut-off enhanced. At the request
ver. 7.1 p. 48 school year. Grades K-8 of fiscal year or until of the SAQ, records relating to student absence (both
ver. 7.2 p.45 completion of State excused and unexcused) are needed for audit

Auditor’s examination
report, whichever is sooner,
then destroy.

purposes for grades K-8. Now covers K-8 records from
SD51-04-01.
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REVISED RECORDS SERIES

The records series listed below have been revised; changes and rationale are provided. (Records series appear in SCHOOLS 7.1 page order.)

Version 7.1 Versi.on 7.1 Version.7.1 Versi?n 7.2 Version.7.2 Change and/or rationale
DAN Title Retention Title Retention

SD51-04-05 | Classroom 3 years or until Attendance Retain for 4 years after end | Title broadened to encompass all learning

ver. 7.1 p. 50 | Attendance Source completion of State of fiscal year or until environments; description enhanced to include Pre-K.

ver. 7.2 p. 47 | Documentation Auditor’s examination completion of State Language added to ensure that “student identifiers”

report. Auditor’s examination are retained with bubble sheets. Retention increased
report, whichever is sooner | from 3 to 4 years or audit (per SAO request). Now
then destroy. covers records from SD51-04-04 and SD51-04-08.

SD51-04-07 | Compulsory School Last entry in log plus 6 | Truancy Petition/ Retain for 6 years after last Minor language changes.

ver. 7.1 p. 51 | Attendance Truancy | years. Disposition Log entry then destroy.

ver. 7.2 p. 47 | Petition/Disposition

Logs

SD51-04-14 | Late Arrival and Early | Retain for current Student Tracking Retain until end of fiscal year | Consolidated records relating to student whereabouts

ver. 7.1 p. 51 | Departure Logs school year. then destroy. while at school. End of fiscal year allows opportunity

ver. 7.2 p. 46 to resolve outstanding issues. Includes records from
SD51-04-13. Note: Admit slips and hall passes are
covered by CORE series GS50-02-05 (Transitory
Records) .

SD51-05J-04 | Registration — Enrollment plus 2 Enroliment Retain for 2 years after Clarified title and description; modified retention to

ver. 7.1 p. 61 | Student Assignment | years student leaves/withdraws ensure records are retained for audit purposes.

ver. 7.2 p. 53 from school/ district and

completion of State
Auditor’s examination report
then destroy.
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DISCONTINUED DISPOSITION AUTHORITY NUMBERS (DANs)

Version 7.1 records series listed on the left have been discontinued. DANSs that cover the affected records series are listed on the right.

Ver. 7.1

Version 7.2

Discontinued Function: Version 7.1 Version 7.1 Function: Use: Version Version 7.2
DAN Activity Title Retention Activity 7.2 Title Retention
SD51-01-48 | Agency Superintendent of Public | Destroy after Records CORE DAN: | General Information — Retain until no longer needed
p.5 Mgmt.: Instruction Bulletins/ superseded or with GS50-02-03 | External for agency business.
Admin Memoranda expired. Minimal p. 158
(Gen.) Retention
Value
SD51-20-11 | Risk Mgmt/ | Accident Claims/incident | Destroy at end of Records CORE DAN: | Secondary (Duplicate) Copies | Retain until no longer needed
p.13 Insurance Reports — Student school year. with GS50-02-04 for agency business.
(secondary copy). Minimal p. 158
Retention
Value
SD51-20-07 | Risk Mgmt/ | Approval for Use of Destroy after student | Agency CORE DAN | Accidents/Incidents — No Retain for 3 years after
p.13 Insurance Private Vehicles for reaches age 21, or 3 | Mgmt: Risk | GS50-06C-03 | Claim Filed (Under Age 18) individual reaches age 18 then
Student Transportation — | years after accident/ | Mgmt/ p.27 destroy.
With Accident/Incident incident, whichever | Insurance 3 N )
- CORE DAN | Accidents/Incidents — No .Ret.aln for 3 years after date of
GS2010-081 | Claim Filed (Age 18 and incident then destroy.
p. 27 Older)
Agency CORE DAN | Claims for Damages Retain for 6 years after claim
Mgmt: Legal | GS50-01-10 closed then destroy.
p.22
CORE DAN | Litigation Case Files Retain for 10 years after case
GS53-02-04 closed then arrange for
p. 23 appraisal by WSA.
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DISCONTINUED DISPOSITION AUTHORITY NUMBERS (DANs)

Version 7.1 records series listed on the left have been discontinued. DANSs that cover the affected records series are listed on the right.

Discontinued F\lljirc.tiz;:rl\: Version 7.1 Version 7.1 V:J:t:?o:':z Use: Version Version 7.2
DAN Activity Title Retention Activity 7.2 Title Retention
SD51-06C-05 | Risk Mgmt/ | Approval For Use Of Destroy after 6
p. 13 Insurance Private Vehicles For years.
Student Transportation —
Without
Accident/Incident
SD51-05G- | Operations | Bus Trip 3 years.
08 Request/Authorization
p. 16
. - Attendance/ .
SD51-05G- | Operations | Bus Trip Ticket Logs 6 years. SD51-06C-31 | Attendance — School- Retain for 6 years after end of
Absence ..
09 p. 42 Sponsored Activities, Events | school year then destroy.
p. 16 and Programs
SD51-06D-04 | Traffic Student Attendance 6 years.
p. 45 Safety Lists/ Record Card
SD51-06D-06 | Traffic Traffic Safety Until Traffic Safety
p. 45 Safety Parent/Legal Guardian Certificate has been
Permission Statements awarded to student,
or student has
withdrawn from
program.
SD51-06D-05 | Traffic Student Traffic Safety 2 years after student | Student SD51-05F-07 | Student Cumulative Folder 2 years after student graduates
p. 45 Safety Certificates graduates or Records (aka Student File Folder) or withdraws.

withdraws.
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DISCONTINUED DISPOSITION AUTHORITY NUMBERS (DANs)

Version 7.1 records series listed on the left have been discontinued. DANSs that cover the affected records series are listed on the right.

Ver. 7.1

Version 7.2

Discontinued Function: Version 7.1 Version 7.1 Function: Use: Version Version 7.2
DAN Activity Title Retention Activity 7.2 Title Retention
SD51-04-02 | Attendance | Absence Notification Retain for current SD51-04-01 | Absence (Student) — Grades | Retain for 4 years after end of
p. 48 school year. p. 45 K-8 fiscal year or until completion
of State Auditor’s examination
OR ) .
OR report, whichever is sooner,
then destroy.
SD51-04-03 | Attendance | Absence Notification Retain for current SD2011-154 | Absence (Student) — Grades | Retain for 1 year after end of
p. 49 Report school year. Attendance/ p. 46 9-12 fiscal year then destroy.
Absence OR OR
SD51-04-10 | Truancy Case Files Retain for 6 years after case
p. 44 closed or 6 years after student
leaves/ withdraws from school
district, which-ever is later then
destroy.
SD51-04-11 | Attendance | Absence Reports 3 years or until Agency SD51-01-37 | Office of the Superintendent | Retain for 4 years after
p. 49 completion of SAO Mgmt: p. 12 of Public Instruction (OSPI) — | submission of report or
examination report. | Reporting General completion of State Auditor’s
examination report, whichever
is sooner then destroy.
SD51-04-12 | Attendance | Admit Slips Retain for current Records CORE DAN Transitory Records Retain until no longer needed
p. 49 school year. with GS50-02-05 for agency business then
Minimal p. 159 destroy.
Retention
Value

Page 8 of 9




Washington State Archives
Office of the Secretary of State

School Districts and Educational Service Districts Records Retention Schedule
Version 7.2 Revision Guide (September 2011)

DISCONTINUED DISPOSITION AUTHORITY NUMBERS (DANs)

Version 7.1 records series listed on the left have been discontinued. DANSs that cover the affected records series are listed on the right.

Discontinued F\lljirc.tiz;:rl\: Version 7.1 Version 7.1 V:J:ic(:?o:':z Use: Version Version 7.2
DAN Activity Title Retention Activity 7.2 Title Retention
SD51-04-04 | Attendance | Attendance Record, 3 years or until Attendance/ | SD51-04-05 |Attendance Retain for 4 years after end of
p. 50 Individual Student completion of SAO Absence p. 47 fiscal year or until completion
examination report. of State Auditor’s examination
report, whichever is sooner
then destroy.
SD51-04-13 | Attendance | Bus/Pick-Up Changes — | Retain for current Attendance/ | SD51-04-14 | Student Tracking Retain until end of fiscal year
p. 50 Temporary Authorization | school year. Absence p. 46 then destroy.
SD51-04-08 | Attendance | Daily Period Attendance | Retain for current Attendance/ | SD51-04-05 |Attendance Retain for 4 years after end of
p.51 Input school year. Absence p. 47 fiscal year or until completion
of State Auditor’s examination
report, whichever is sooner
then destroy.
SD51-04-06 | Attendance | Statistical Reports on 3 years or until
p. 51 School Absences completion of SAO
Required by the examination report
Superintendent of Public )
Instruction — Building . . Retalr_1 f?r 4 years after
el Agency SD51-01-37 Office of the Superintendent | submission of report or
— - Mgmt: of Public Instruction (OSPI) — | completion of State Auditor’s
SD51-04-09 | Attendance | Statistical Reports on 3 years or until Reporting p. 12 General examination report, whichever
p. 52 School Absences completion of SAO is sooner then destroy.
Required by the examination report.
Superintendent of Public
Instruction — District-
Level
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9/21/2011

Local Records Committee:
Mark Rapozo, Chair
Cindy Evans

Jerry Handfield

Dear Committee Members:

Thank vou for your consideration of the proposed changes to the School Districts and Educational Seruvice
Districts Records Retention Schedule (Version 7.2)(SCHOOLS). As Co-Chairs of the Washington Association of
School Business Officials Records Management Committee (WASBQ), we write in support of the proposed changes
and encourage you to adopt them as written.

At your July 29, 2010 meeting, you approved the Local Government Common Records Retention Schedule
(Version 2.1), but elected to allow school districts to continue to use four records series in SCHOOLS in order to
allow the WASBO Records Management Committee and Washington State Archives staff time to review potential
impacts on school districts if they were to implement the new CORE series. Thank you for that opportunity.

We have been working over the past year to explore these issues and we are requesting that you approve S1D51-06C-
31 as revised and revoke SD51-06C-05, SD51-20-07, and SD51-20-11 — as reflected in Version 7.2.

A few additional issues relating to student absence records were brought to our attention by the Office of the State
Auditor, and so we also took this opportunity to completely revise the Attendance section. Office of the State
Auditor Assistant Audit Manager (SAO Team SP) Cheryl Thresher has assured us that the changes in Version 7.2
resolve all of the associated matters.

The culmination of this work is the proposed retention schedule you have received. We believe that is supports
achievable improvements to records retention for staff at school districts and educaticnal service districts,

Thank you for your consideration of the proposed changes and we look forward to seeing you at the September 29,
2011 meeting.

Sincerely,

) >
(e T A

Aaren Purcell, WASBO Records Management Committee

Sue Warnke, WASBO Records Management Committee




Travel Permission/Parental Authorization — CORE vs. SCHOOLS Review

In July of 2010, the Local Records Committee (LRC) approved CORE 2.1 (which includes the five records series directly below) and granted school districts a
temporary reprieve by not revoking the four related series in the School Districts and Educational Services Districts Records Retention Schedule Version 7.1
(SCHOOLS) (see next page). The LRC asked Washington State Archives to work with the Washington Association of School Business Officials Records
Management Subcommittee (WASBO) and put together a proposal to the LRC in support of — or opposition to — revoking or revising the four series in the

SCHOOLS Version 7.2 schedule.

CORE 2.1 DAN Min. Retention/ Disposition Action

Travel Permission (Under Age 18) GS50-06C-35 [Retain for 3 years after
Records relating to parental/legal guardian permission for minors (includes employees, students, interns and volunteers) under Rev. 1 individual reaches age 18
age 18 to travel outside agency facilities to participate in agency-approved programs, events and activities, provided that an then
accident/incident has not occurred. Destroy.
Includes, but is not limited to:

e Notices and announcements;

o Signed permission slips;

e Approvals for use of private vehicles.
Accidents/Incidents — No Claim Filed (Under Age 18) GS50-06C-03 |Retain for 3 years after
Records relating to accidents/incidents involving individual(s) younger than age 18, and where claims for damages are not filed. Rev. 1 individual reaches age 18
Includes, but is not limited to, reports and investigations. then
Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve officers in accordance with RCW Destroy.
41.24.210.
Excludes hazardous materials accidents and incidents covered by GS50-19-03.
Accidents/Incidents — No Claim Filed (Age 18 and Older) GS2010-081 |Retain for 3 years after date
Records relating to accidents/ incidents involving individuals age 18 and older, and where claims for damages are not filed. Rev. 0 of incident
Includes, but is not limited to, reports and investigations. then
Includes agency copy of Reports of Accident filled out for volunteer fire fighters and reserve officers in accordance with RCW Destroy.
41.24.210.
Excludes hazardous materials accidents and incidents covered by GS50-19-03.
Claims for Damages GS50-01-10 |Retain for 6 years after claim
Records relating to claims for damages filed either against the agency by other parties, or by the agency against other parties. Rev. 1 closed
Excludes workers’ compensation claims, which are covered by records series in the Industrial Insurance section. then
Excludes litigation case files covered by GS53-02-04. Destroy.
Litigation Case Files GS53-02-04 |Retain for 10 years after case
Documentation of a civil suit by the agency against another party, or defense of the agency and/or agency employee against suit Rev. 1 closed

by another party.

Note: Primary copies of official court documents are held permanently by the Clerk of Superior Court, or 10 years by the District or
Municipal Court Administrator.

then
Arrange for appraisal by
Washington State Archives.

Washington State Archives

September, 2011




Travel Permission/Parental Authorization — CORE vs. SCHOOLS Review

SCHOOLS 7.1 DAN Minimum Retention and Disposition Action
Field Trip Authorization by Parent/Legal Guardian SD51-06C-31 |6 years.
Approval For Use Of Private Vehicles For Student Transportation — Without Accident/Incident SD51-06C-05 |Destroy after 6 years.
Approval For Use Of Private Vehicles For Student Transportation — With Accident/Incident SD51-20-07 |Destroy after student reaches age 21, or 3 years

after accident/ incident, whichever is longer.

Accident Claims/Incident Reports — Student SD51-20-11 |Destroy at end of high school year.
Records documenting accident claims/reports where official record is retained by Insurance/Risk
Management/Safety Office in accordance with (CORE). SECONDARY COPY.

WASBO is requesting that the LRC approve SD51-06C-31 as revised and revoke SD51-06C-05, SD51-20-07, and SD51-20-11. These changes are
reflected in the School Districts and Educational Service Districts Records Retention Schedule (Version 7.2) submitted for approval.

CORE DAN GS50-06C-35 Travel Permission (Under Age 18) has a minimum retention of “3 years after individual reaches age 18”. Most local government
agencies do not employ minors (or utilize volunteers under age 18) who require parental permission for off-site activities in a quantity sufficient to significantly
impact their recordkeeping responsibilities. According to the Office of the Superintendent of Public Instruction, there were 1,030,000 K-12 students enrolled in
school during the 2010-2011 school year.

1. For most local government agencies, the CORE Travel Permission records series typically covers teenage employees and volunteers — most of whom are
in the 15-16-17 year old range. Local government agencies (cities, fire districts, etc.) are likely faced with retaining a few travel permissions for a handful
of years. The recordkeeping burden school districts face managing parental permission slips alone is monumental when you consider that hundreds of
thousands of students age 4 % through age 17 go on dozens of field trips over 13 years of school. (Kindergarten field trip records would have to be
retained for 16 years under GS50-06C-35.)

2. The complication: The statute of limitations for sexual abuse of children under RCW 4.16.340 is tolled for a child until he or she reaches 18, and a
lawsuit can even be brought three years after the victim reasonably discovers the injury. However, were there to be a claim of sexual abuse (committed
by a teacher or parent volunteer) say, 15 years after the incident, and assuming that the field trip/class/year could be identified and the signed travel
permission slip actually located...ultimately, what would the legal value of the record actually be?

3. Besides the quantity of records generated by schools, the filing challenges are great, considering all the variables: student age, teacher, class period,
school year, field trip, school, etc. For example, if field trip permission forms are filed by teacher, and if the class happens to be multi-age, which many
are, then all of the forms would have to be retained until the youngest child reaches age 21, and the older children’s forms would be retained even
longer than required.

Washington State Archives September, 2011



Travel Permission/Parental Authorization — CORE vs. SCHOOLS Review

The following input was provided by Seattle Public Schools:

“Risk managers and legal staff felt the value of authorizations decreases significantly over time. The authorizations do not grant us any form of immunity
from liability. What the authorization forms show is the parent/qguardian [provided Jinformed consent and assumption of the risks that can reasonably be

anticipated to arise from the described activities. That value disappears within just a few months or years.

In determining the appropriate retention for these records, the retention period 3 years after individual reaches age 18 is significantly too long in most cases

as the authorization form don’t provide immunity to the school district.

The current retention is 6 years, based on the authorizations being an Official Public Record (OPR) - an agreement, contract and bond.”

Due to the sheer volume of field trip records created for the 1+ million K-12 students in Washington state, WASBO believes that requiring schools to maintain
parent/guardian permissions until the student reaches the age of 21 is too big of a burden relative to the value of the record. Where an accident does not
occur, WASBO believes that 6 years remains a sufficient minimum retention for school districts, as has been approved by the LRC since at least 2002.

SD51-06C-31 has been revised to cover student participation in all school-sponsored events and extra-curricular activities as follows:

Attendance — School-Sponsored Activities, Events and Programs
Records relating to student attendance at school-sponsored events and extra-curricular activities, such as field trips, music, science and athletic
activities or competitions, traffic safety programs, safety patrol, etc. Includes travel away from school facilities.
Includes, but is not limited to:
e Notices and announcements;
e Sign-up sheets, rosters, registration forms;
e Parent/legal guardian permissions (approval for use of private vehicles, waiver of liability, emergency information, etc.);
e Chaperone/driver lists and information;
e Transportation arrangements (including bus trip requests/authorizations, ticket logs, private vehicle checklists, etc.).

Note: If an accident/incident occurs, these records are covered by CORE series GS50-06C-03, GS2010-081, GS50-01-10, and/or GS53-02-04.

SD51-06C-31
Rev. 1

Retain for 6 years after end of
school year

then
Destroy.

WASBO agrees that that requiring schools to maintain travel authorizations where an accident or incident occurs (and is known) until the student reaches the

age of 21 is reasonable, and will use CORE DAN GS50-06C-03, GS2010-081, GS50-01-10, or GS53-02-04, as appropriate.

WASBO is requesting that the LRC approve SD51-06C-31 as revised and revoke SD51-06C-05, SD51-20-07, and SD51-20-11 — as reflected in
the School Districts and Educational Service Districts Records Retention Schedule (Version 7.2) submitted to you for approval.

Washington State Archives

September, 2011



Scope of preserving parental permissions in the Seattle School District
by Aaren Purcell, Manager, Archives and Records Center

Field trips and other programs such as athletics, arts, music and science generate a significant amount of

parental permissions. “It is the belief o the Seattle School Board that community an project-based

learning results in expanding a student’s horizons and increasing student’s satisfaction with school and

depth of learning. Therefore, it is the policy of the Seattle School Board to encourage extension of the

classroom experience through off-campus field trips and outdoor education, whether within or outside
of the United States.” From policy C30.00

These activities generate variety of forms and processes depending upon the program and the risks

associated with the activities, but the scope here is to quantify the amount and costs to preserving
parental permission slips WHERE THERE IS NO INCIDENT for 3 years beyond when the student turns 18.

Estimates

The Seattle School District has 47,000 students of which 12,550 are high school students. The following
table estimates the total number of parental permission slips generated per year — (it ignores summer

school, transportation to and from school, alternative programs that might spend 260 days camping per

year and the wide variations between schools as to the emphasis and value they place on community

based learning and engagement).

Program Number of Students Number Per Year Total

High School Field Trips 12550 9

(general) 112,950

Elementary Field Trips 34450 12

(general) 413,400

Athletics (75% high 9400 9

school) 84,600

Music /Theater (40% 18,800 9

total) 169,200

Science/Outdoor (30% 14,100 9

total) 126,900
Grand yearly total pages 907,050

The cost to file @ .25 — assuming it takes 30 sec per piece of paper = $226,763. Once the files are no

longer actively needed (3 years), they are boxed (1,000 slips per 40 Ib box, but assuming you have two

classes per grade, 600 pages per box) and moved to less expensive storage at $40 per box or 1512 boxes

per year, at a cost of $60,470. Assuming they are filed by birth date, 1/12 of the boxes can be destroyed

per year or 76 boxes a year can be destroyed at a cost of $80 per box or $6,080.

The following tables illustrates the arithmetic growth in pages, boxes and costs to the district over 21

years




Scope of preserving parental permissions in the Seattle School District
by Aaren Purcell, Manager, Archives and Records Center

Representation of the growth of pages, boxes and costs for permission slips

20,000,000

15,000,000
10,000,000 B Pages
5,000,000 M Boxes
0 m Costs

To keep the these records the additional time (totals minus the first 6 years) would require the Seattle
School District to manage an additional

e 11,172,792 pages
e 8013 boxes
For an additional $3,189,330 to manage permission slips for 21 years

Even the difference between 3 years (active use) and 6 years is significant in these tough times for
education: the three years adds an additional

e 2,685,900 pages
e 4308 boxes

For an additional $879,939 spent by the Seattle School District on managing permission slips instead of
education



Comparison of Retention Periods for Parent/Guardian Permission Slips - August 2011

Source Title Description/Details Min Retention
Alaska School | Parental Consent & Consists of student participation or excuse forms regarding a specific activity like physical Retain 1 year.
Districts Withholding education program, field trip, or athletic program; and, Request to Withhold Disclosure of
Disclosure/Release of Student Directory Information by Parent of Student Age 18 or Older and Request to Withhold
Information Documents Release of Information to Military Recruiters.
Kentucky Student Participation In order for a student to participate in an organized school sport, this form must be used by the Destroy one year after
Parental Approval Form student's parent or guardian in giving permission for that participation. student reaches age of
majority.
Kentucky Student Parental This record is used to document that the parent or guardian has given permission for a student 1 year.
Permissions/Requests to take part in school approved extra-curricular activities during school hours, including having
(Extracurricular Activities in | photos taken, videos taken, interviews, ride a different school bus, stay after school to make up
School Hours, To Leave work, etc. This provides documentary evidence in case of litigation. This record contains the
School Early, To Stay After name of student, activity, dates of activity, place of activity, reason permission is requested and
School, To Ride A Different | signature of parent or guardian.
Bus)
Mississippi Parental Permission Records maintained to document parental permission for student's participation in field trips or | Close of school year in
Records other activities. which the activity occurred.
New Jersey Parental Permission School | 1. With incident. 1. 7 yrs after graduation.
Trip of Before/After School | 2. Without incident. 2. 3years.
Programs and Activities
New Mexico | Parent’s consent. 2 years after close of school
year or until student attains
age 9.
Nevada Field Trip Authorizations/ Documents authorization by a parent/legal guardian for a pupil to participate in an off campus 3 calendar years from the
Parental Permissions school activity and may include, but is not limited to, authori-zation forms, emergency contact date of the authorization.
information, related correspondence and similar documents.
New York Parent’s Consent Parent’s consent for student to participate in, or request for student to be excused from, specific | 1 year after end of school
activity, including but not limited to physical education program, field trip, or athletic program. year.
Oregon Student Athletic Activity Records document student eligibility and participation in interscholastic competitive sports and | 5 years after school year
activities...include...parental consent forms..
Rhode Field Trip Records Records relating to student field trips and other events off the facility grounds. May Retain 1 year. If accident,
Island include...transportation and chaperoning agreements, parental permission forms... retain 3 years after minor
reaches age of 18.
Rhode Travel and Transportation Records of travel and transportation for athletes/athletic department. May include schedules of | Retain until of no further
Island Records away games, requests from coaches to Athletic Director for permission to transport students admin. value. If accident or
away from school premises, and busing schedules. injury, retain 3 years after
minor reaches age of 18.
Utah Surveillance Videos The surveillance may occur in state agency buildings or in Utah Highway Patrol vehicles. Retain until admin. need

ends, provided there is no
pending investigation.

IN, KS, MA, MD (all uniques), ME, MN, MS, MO, NC, ND, NE, NH, OK, PA, SC



http://www.archives.state.ak.us/pdfs/records_management/local_gov_schedule.pdf
http://www.archives.state.ak.us/pdfs/records_management/local_gov_schedule.pdf
http://kdla.ky.gov/records/recretentionschedules/Documents/Local%20Records%20Schedules/PublicSchoolDistrictRecordsRetentionSchedule.pdf
http://kdla.ky.gov/records/recretentionschedules/Documents/Local%20Records%20Schedules/PublicSchoolDistrictRecordsRetentionSchedule.pdf
http://mdah.state.ms.us/recman/schools.pdf
http://www.njarchives.org/links/pdf/m700106_001.pdf
http://www.aps.edu/about-us/policies-and-procedural-directives/procedural-directives/e.-support-services/records-retention-and-disposition-schedule
http://nsla.nevadaculture.org/dmdocuments/school_districts.pdf
http://www.archives.nysed.gov/a/records/mr_pub_ed1.pdf
http://arcweb.sos.state.or.us/rules/OARS_100/OAR_166/166_400.html
http://sos.ri.gov/documents/archives/LG5Schools.pdf
http://sos.ri.gov/documents/archives/LG5Schools.pdf
http://sos.ri.gov/documents/archives/LG5Schools.pdf
http://sos.ri.gov/documents/archives/LG5Schools.pdf
http://archives.utah.gov/recordsmanagement/grs/stgrs-16.html
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