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This schedule applies to: Public Schools (K-12) and Educational Service Districts

Scope of records retention schedule
This records retention schedule authorizes the destruction/transfer of the public records of public schools (such as those operated by school districts, charter
schools, state government agencies, etc.) as well as educational service districts. This schedule is to be used in conjunction with the Local Government Common
Records Retention Schedule (CORE) / State Government General Records Retention Schedule (SGGRRS), which authorizes the destruction/transfer of public records
common to all government agencies.

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 agency resources.

Public records designated as “Archival (Permanent Retention)” must not be destroyed. Records designated as “Archival (Appraisal Required)” 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.

Authority

This records retention schedule was approved for use by local governments by the Local Records Committee in accordance with RCW 40.14.070 on October 1,
2025.

For the State Auditor: Al Rose For the Attorney General: Patrick Myers The State Archivist: Heather Hirotaka

This records retention schedule was approved for use by state agencies by the State Records Committee in accordance with RCW 40.14.050 on October 1, 2025.

For the State Auditor: For the Attorney General: For the Office of Financial The State Archivist:
Al Rose William Schwarz Management: Marie Davis Heather Hirotaka
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Revocation of previously issued records retention schedules

All previously issued records retention schedules to school districts, educational service districts, charter schools, Washington State School for the Blind, and
Washington School for the Deaf are revoked. Agencies should take measures to ensure that the retention and disposition of public records is in accordance with
current approved records retention schedules.

Revision History

2012

Version| Date Approved Extent of Revision
1.0 1976 Initial version.
2.0 1980
21 1982-1983
3.0 January 1986 |Major revision. Major revision and multiple updates.
40 Malr;:;f 1,
5.0 March 1999
5.1 July 2001
52 De;grglber
March 27
6.0 a2(§03 ,
6.1 May 2007 Online version; updated electronic records information.
70 July 29, 2008 Major revision. Records series common to all Iocall government ag(.encie.s -now appea.r in the new Local Gvaernment Corﬁmo.n Records R.et”entflon
Schedule (CORE) and have been removed from this schedule. All Disposition Authority Numbers (DANSs) 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.
September 29, Attenc?ance/Absencse sectiF)n completely revised: Becord§ series covgring fie.ld. trips and parental permissio.ns upda.tgd. Two new records series added,
7.2 2011 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.)
8.0 November 29, |Major revision. Health Services section updated. Reformatted entire schedule. 13 new series added; 15 modified for state audit requirements. Archival

designations changed. Removed series covered by CORE. (All changes are detailed in the Revision Guide.)

Page 2 of 81




TR O

A5

OF wase>

WASHINGTON

7 % Secretary of State Public Schools (K-12) Records Retention Schedule
¥ & Washi . CONSULTATION DRAFT #1 - Version 9.0 (August 2025)
ashington State Archives

Version| Date Approved Extent of Revision
Student Assessment updated, including mandatory state and optional school/district testing. Student Assignment updated, including special programs
September 25 as defined by statute (highly capable, transitional bilingual, etc.). New series added to cover certificated years of experience, investigations of
8.1 P 2014 " |employee sexual misconduct, investigations of employee physical/verbal abuse, and bus light/sign failure to stop violation records. Total of 9 new
series added; 20 modified for accuracy, clarity and end-user ease. Removed 1 series covered by CORE. (All changes are detailed in the Summary of
Changes.)
December 18 Retention and disposition action modified in SD2014-020 (employee sexual misconduct) and SD2014-021 (employee physical/verbal abuse) to specify
8.2 »014 ’ |that in the event the accused dies before reaching age 80, the associated records need to be retained for a total of 30 years or 10 years (respectively)
after date of the most recent accusation and completion of investigation (if any). (All changes are detailed in the Summary of Changes.)
Scope of schedule broadened to include all public (K-12) schools (including charter schools and those operated by state agencies such as the Military
8.3 June 3, 2020 |Department’s Youth Academy, Washington State School for the Blind, and Washington School for the Deaf). Minor revisions throughout the schedule,
especially with student discipline and transportation.
8.4 April 7, 2021 |Minor revisions to the “Student Learning — Student Achievement Testing (Standardized)” and “Student Learning — Teaching Records” sections.
9.0 Octzcz)bzesr L Major revision. Records series covered by CORE and/or SGGRRS were removed. 11 new records series added, 28 series revised, 42 series discontinued.

For assistance and advice in applying this records retention schedule,
please contact your agency’s Records Officer
or Washington State Archives at:

recordsmanagement@sos.wa.gov
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1. AGENCY ADMINISTRATION AND MANAGEMENT

The function relating to the overarching management of the agency and its general administration where not covered by the Local Government Common
Records Retention Schedule (CORE) / State Government General Records Retention Schedule (SGGRRS).

1.1. COMMUNITY AND EXTERNAL RELATIONS
The activity of the agency interacting with its community and external stakeholders.
3\'3:'?!2;:?\'(\‘ DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05-06 | Official District Negotiated School Calendars Retain for 6 years after end of ARCHIVAL
Rev. 2 Schedule of instructional days and other important dates for the academic year that is calendar year (P;g;'jzgts?'\'ﬁrﬂi")
agreed upon through collective bargaining between a school district and its employee then OPR
unions. Transfer to Washington State
Archives for permanent
retention.
SD51-20-08 | Photo/Media Release — External Usage Retain for 6 years after end of | NON-ARCHIVAL
Rev. 1 Records documenting permission for non-school/district entities (such as television/radio | school year NON-ESSENTIAL
stations, newspapers, school photographers, etc.) to use student images. Student images then OPR
include, but are not limited to, photos, video, and audio recordings. Destroy.
SD51-20-09 | Photo/Media Release — School/District Usage Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records documenting permission for the school/district to use student images recorded image/ recording no longer NON-ESSENTIAL
during official school activities/events, by staff or students in an official capacity (e.g., being used OPR
school newspaper, annual staff, etc.). Includes annual student identification/class pictures then
taken by school-contracted photographer. Student images include, but are not limited to, | pestroy.
photos, video, and audio recordings.
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1.1. COMMUNITY AND EXTERNAL RELATIONS
The activity of the agency interacting with its community and external stakeholders.
ﬂfli‘?lﬂzllgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-062 | Photo/Media Release — Denial of Permission Retain until end of school NON-ARCHIVAL
Rev.0 Records documenting parent/legal guardian denial of permission for the school/district to | Year or until superseded, NON-ESSENTIAL
use student images recorded during official school activities/events. Includes opting-out. whichever is later OPR
then
Destroy.
SDXXXX-XXX | Proctoring Retain for 3 years after NON-ARCHIVAL
Rev.0 Records relating to the provision of proctoring services by district or ESD personnel for the | conclusion of NON-ESSENTIAL
administration of tests, assessments, or surveys to employees, or the administration of test/assessment/survey OPR
non-mandatory student tests, assessments, or surveys to students. then
Includes, but is not limited to: Destroy.
e Paraeducator test proctoring;
e Healthy Youth Survey proctoring.
Excludes proctoring for mandatory student assessments covered by Standardized
Achievement Testing (Mandatory) (DAN SD51-06A-18).
SD2020-007 | Video Consent Form for Teacher Candidate Exam Video Submission Retain for 6 years after NON-ARCHIVAL
Rev.0 Records documenting the affirmation or denial of consent for students to be filmed as part | destruction of video NON'ESSENTIAL
of the requirements for an Educative Teacher Performance Assessment (edTPA) Teacher then
Candidate’s certification. Destroy.
Note: The Professional Educator Standards Board and the Office of Superintendent of Public
Instruction require these records to be retained by the school/district or the Teacher Candidate’s
certification program.
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1.2. PLANNING, POLICIES, AND PROCEDURES

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

DISPOSITION

RETENTION AND
AUTHORITY
TR DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SD2011-153 | School Safety Plans Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to the agency’s plans for ensuring student and staff safety at school. obsolete or superseded NON'%SSENT'AL
Includes, but is not limited to: then
e Safe school plans prepared in accordance with RCW 28A.320.125; Destroy.
e Harassment, intimidation and bullying (HIB) prevention plans prepared and
maintained in accordance with RCW 28A.600.477.
1. AGENCY
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1.3. REPORTING AND STUDIES

The activity of providing information as required by regulating authorities. Also includes voluntary reporting.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS HAEIIEL G DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-03C-17 |Impact Aid Programs — Child Not Eligible Retain for 3 years after last NON-ARCHIVAL
Rev. 3 Federal impact aid surveys completed by parents/legal guardians in accordance with 34 CFR | Payment for a fiscal year NON-ESSENTIAL

§222.35, where the children are determined to be not eligible. and OFM
Excludes surveys documenting children who are eligible for federal impact aid, covered by: | until resolution of federal

e Financial Transactions — Bond, Grant and Levy Projects (DAN GS2011-183); audit findings/adjustments, if

e Grants Received by Agency (DAN GS 23004). any,

then
Note: Retention based on federal requirement to retain these records for 3 years (34 CFR
222.10). Destroy.
1. AGENCY
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1.4. RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the agency, its students, and employees.

DISPOSITION

action, or potentially dangerous behavior (as either the instigator of the problematic behavior
or the target of such behavior). The purpose of these records is to prevent future harm and
ensure student safety.

Includes, but is not limited to:

e Re-entry documents or re-engagement e “No contact” contracts between
plans; students;

e Student safety plans; e Documentation about strategies and

e Harassment, Intimidation and Bullying (HIB) resources to support specific students
investigations and related documentation; involved in incidents or threats;

e Documentation of corrective measures for e Student-specific plans to manage or
the aggressor; reduce threatening, or potentially

e Support/remediation plans for targeted threatening, behavior;
students; e Suicide screening and intervention

documentation.

Excludes records covered by:

e Accidents/Incidents — No Claim Filed (Under Age 18) (DAN GS50-06C-03/GS 18007);

e Accidents/Incidents — No Claim Filed (Age 18 and Older) (DAN GS2010-081/GS 18008);
e  Security Incidents and Data/Privacy Breaches (DAN GS2010-008/GS 25008);

e School Safety Plans (DAN SD2011-153);

e Student Threat Assessments (DAN SDXXXX-XXX).

withdrawal
then
Destroy.

AUTHORITY DESCRIPTION OF RECORDS HEMEIEL) Y DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SDXXXX-XXX | Student Safety Retain for 3 years after NON-ARCHIVAL
Rev. 0 Records documenting support for a specific student involved in an incident, threat, disciplinary student graduation or NON-ESSENTIAL

OPR

1. AGENCY
MANAGEMENT

Page 10 of 81




#"‘”’*» g:agrzt::yNo? gtgt: Public Schools (K-12) Records Retention Schedule
¥ & CONSULTATION DRAFT #1 - Version 9.0 (August 2025)

«ws®  \Washington State Archives

1.4. RISK MANAGEMENT/INSURANCE

The activity of identifying and mitigating risks to the agency, its students, and employees.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS HEMEIEL) Y DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SDXXXX-XXX | Student Threat Assessments Retain for 6 years after close NON-ARCHIVAL
Rev. 0 Records relating to student threat assessments as defined in RCW 28A.320.123 to evaluate | Of assessment NON-ESSENTIAL

. . . . OPR
threatening, or potentially threatening, behavior of a student toward self, other students, then

staff, school visitors, or school property, and the circumstances surrounding the threat, to Destroy.
uncover any facts or evidence that the threat is likely to be carried out.

Includes, but is not limited to:

e Documentation gathered or created during the assessment process;

e Threat assessment worksheets or reports such as Threat Risk Outcomes;

e Documentation of mitigation plans;

e Student, staff, or parent interviews and notes;

e Information gathered about a student’s behavior to help determine level of
concern;

e Related correspondence/communications;

e All documents created following a threat assessment model.

Excludes records covered by:

e Accidents/Incidents — No Claim Filed (Under Age 18) (DAN GS50-06C-03/GS 18007);

e Accidents/Incidents — No Claim Filed (Age 18 and Older) (DAN GS2010-081/GS
18008);

e Security Incidents and Data/Privacy Breaches (DAN GS2010-008/GS 25008);

e School Safety Plans (DAN SD2011-153);

e Confidential Reports (a.k.a. Guidance Reports or Supplementary Reports) (SD51-
05F-03).

1. AGENCY
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2. FINANCIAL MANAGEMENT

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

2.1. BUDGETING

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

Tﬁiﬁﬂggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-02A-04 | Apportionment Advance/Revision Requests Retain for 6 years after end of | NON-ARCHIVAL
Rev. 2 Formal requests submitted to OSPI for advance apportionment payments or to revise an fiscal year NON'ESF?:NT'AL
allocation. then
Includes, but is not limited to: Destroy.

e Correspondence;
e Supporting documentation.

2. FINANCIAL
MANAGEMENT Page 12 of 81
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3. HRAND PAYROLL MANAGEMENT

This section covers records relating to human resource management where not covered by the Local Government Common Records Retention Schedule (CORE) /
State Government General Records Retention Schedule.

3.1. MISCONDUCT/DISCIPLINE/GRIEVANCE

The activity of investigating and responding to employee misconduct, grievances, and disciplinary matters.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-020 | Employee Sexual Misconduct Accusations/Investigations — Sustained and Unfounded Retain until subject of NON-ARCHIVAL
Rev. 2 Records relating to investigations of sexual misconduct as defined by WAC 181-88-060 allegedly | allegation(s) reaches age 80 NON-ESSENTIAL
committed by an employee (classified, certificated, substitute, or contractor) with orto a or OPR
student as defined by WAC 181-88-020.

if subject of allegation(s) dies
Also includes investigations of sexual misconduct accusations where the employee retains prior to reaching age 80,

employment with the district, and/or investigations of sexual misconduct where there is not
sufficient information to conclude that the misconduct occurred, and/or accusations of sexual
misconduct where the school/district decides not to proceed with an investigation.

retain for 30 years after date
of most recent accusation &
completion of

Includes, but is not limited to: investigation/decision not to
e Accusation(s) and decision(s) not to investigate; investigate
e Complaint initiating the investigation; investigative reports, statements, taped or

information, corrective action, correspondence and notes;
e |nvestigative summary report;
e Rebuttal documents (RCW 28A.400.301(12));
e Correspondence and reports to/from OSPI.

30 years after date of
separation from employment,
whichever is earlier

then
Excludes records covered by Sexual Harassment/Sex Discrimination Complaints (Title IX) —

Employees/Others (DAN SDXXXX-XXX). Destroy.
Reference: Limitation of actions RCW 9A.04.080(1)(c).

Note: (Some of) these records may be exempt from public disclosure (RCW 42.56.230(3)). For
guidance on the disclosure of these records, please consult your agency attorney.

3. HUMAN RESOURCE
MANAGEMENT Page 13 of 81
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3.1. MISCONDUCT/DISCIPLINE/GRIEVANCE
The activity of investigating and responding to employee misconduct, grievances, and disciplinary matters.
DISPOSITION
RETENTION AND
NSI\L:I.II;';;’TSXN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SD2014-021 | Employee Verbal Abuse/Physical Abuse Accusations/Investigations — Sustained and Retain until subject of NON-ARCHIVAL
Rev. 2 Unfounded allegation(s) reaches age 80 NON-ESSENTIAL

Records relating to investigation of verbal abuse or physical abuse as defined by WAC 181-
88-040, (allegedly) committed by an employee (classified, certificated, substitute, or
contractor) as defined by WAC 181-88-020.

Also includes investigations of verbal or physical abuse accusations where the employee
retains employment with the district and/or investigations of verbal or physical abuse
accusations where there is not sufficient information to conclude that the abuse occurred,
and/or accusations of verbal or physical abuse where the school/district decides not to
proceed with an investigation.

Includes, but is not limited to:

e Accusation(s) and decision(s) not to investigate;

e Complaint initiating the investigation, investigative reports, statements, taped
information, corrective action, correspondence and notes;

e Investigative summary report;

e Rebuttal documents (RCW 28A.400.301(12));

e Correspondence and reports to/from OSPI.

Excludes records covered by Sexual Harassment/Sex Discrimination Complaints (Title IX) —
Employees/Others (DAN SDXXXX-XXX).

Reference: Limitation of actions RCW 9A.04.080(1)(b).

Note: (Some of) these records may be exempt from public disclosure. RCW 42.56.230(3). For
guidance on the disclosure of these records, please consult your agency attorney.

or

if subject of allegation(s) dies
prior to reaching age 80,
retain for 10 years after date
of most recent accusation &
completion of
investigation/decision not to
investigate

or

10 years after date of
separation from employment,
whichever is earlier

then
Destroy.

OPR

3. HUMAN RESOURCE
MANAGEMENT
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3.1. MISCONDUCT/DISCIPLINE/GRIEVANCE

The activity of investigating and responding to employee misconduct, grievances, and disciplinary matters.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SDXXXX-XXX | Sexual Harassment/Sex Discrimination Complaints (Title IX) — Employees/Others Retain for 6 years after NON-ARCHIVAL
Rev. 0 Records relating to the grievance process for formal complaints of sexual harassment or issuance of determination NON-ESSENTIAL

discrimination as defined in 34 CFR §106.10 (on the basis of sex stereotypes, sex
characteristics, pregnancy or related conditions, sexual orientation, or gender identity)

made against employees and/or others in accordance with 34 CFR §106.45 and that do not

meet the definition of sexual misconduct according to WAC 181-88-060.

Includes, but is not limited to:

Filed complaints and grievances; e Sanctions imposed;

Informal resolutions, if any;
Police reports;

Investigative reports;

Audio/audiovisual recordings and/or

transcripts of hearings;

e Data on others involved;

e Documentation of supportive
measures;

Remedies provided to complainant;

e Determinations and appeals.

Hearing questions and notes;

Excludes:

Records of sexual misconduct as defined in WAC 181-88-060 covered by Employee
Sexual Misconduct Accusations/Investigations — Sustained and Unfounded (DAN

SD2014-020);

Records covered by Sexual Harassment/Sex Discrimination Complaints (Title IX) —

Students (DAN SDXXXX-XXX);
Records covered by Employee Sexual Misconduct Accusations/Investigations —
Sustained and Unfounded (DAN SD2014-020).

and

completion of disciplinary
action, if any,

and

expiration of appeal period, if
any,

then
Destroy.

OPR
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3.2. PERSONNEL

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

DISPOSITION
NSI\L:I.II;';(I::I(‘II.';FAYN) DESCRIPTION OF RECORDS DI:::):I’\"I::-(I)OI\INAAC"\I":%N DESIGNATION
SD2014-022 | Certificated Years of Experience Retain for 60 years after NON-ARCHIVAL
Rev. 2 Records documenting certificated employee work experience as defined by WAC 392-121- |issuance ESSENTIAL
264, which is used for future salary computation verification purposes. then tfor D'sas(;e;;ecovery)
Excludes records covered by: Destroy.
e Employee Retirement/Pension Verification (DAN GS2017-009);
e Retirement Verification (DAN GS 03032).
Note: Retention based on consistency with OSPI’s retention requirements.
SD51-01-46 | Signature of Receipt Record Retain for 1 year after end of NON-ARCHIVAL
Rev. 2 Acknowledgements signed by employees to verify receipt of instructions, or documents school year NON-ESSENTIAL

such as paychecks, leave/benefit reports, retirement system accounting statements, etc.

then
Destroy.

OFM
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4. STUDENT ADMINISTRATION

This section covers the administrative functions and services that support students within a school or district, including enrollment, academic records, student
services, student information systems, and student discipline.

4.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-064 | Homeless Child and Youth Identification/Eligibility Determination Retain for 6 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to identifying students who lack fixed, regular and adequate nighttime school year NON-ES::NTIAL
residences, and determining services necessary to ensure their educational success in then
grades PreK-12, pursuant to the McKinney-Vento Homeless Education Assistance Destroy.

Improvements Act of 2001.
Includes, but is not limited to:

e Screening/interview/intake forms and checklists (eligible and ineligible);

e Information provided to parents/legal guardians about educational and related
opportunities available to their children;

e Qutreach efforts conducted by the district homeless liaison and other district staff
(notices posted at shelters, etc.);

e Coordination with other entities and agencies.

Excludes records covered by Policies and Procedures — Agency Core Mission (DAN GS50-01-
24/GS 10002).

4. STUDENT
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4.1. STUDENT ASSIGNMENT

The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-09-02 | Immunization Status Retain until student graduates | NON-ARCHIVAL
Rev. 2 Records documenting a student’s immunization status, including proof of immunization or withdraws NON'(E)SFS';NHAL
pursuant to RCW 28A.210.080, or certification of exemption pursuant to RCW 28A.210.090. | then
Includes Department of Health Certificate of Immunization Status form #348-013. Return to parent/legal
guardian or emancipated
student
or
Destroy.
SD2012-065 | Immunization/Exemption Reporting Compliance Retain until compliance is NON-ARCHIVAL
Rev. 1 Records documenting the school/district’s efforts to achieve student compliance with achieved or student NON-ESSENTIAL

immunization requirements pursuant to RCW 28A.210.080 and chapter 246-105 WAC.

Includes, but is not limited to:

e Steps taken to bring students into compliance;
e Correspondence to and from parent/legal guardian(s).

Excludes immunization status reports covered by Immunization Status (DAN SD51-09-02).

withdraws/graduates,
whichever is sooner

then
Destroy.

OPR
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4.1. STUDENT ASSIGNMENT

The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade

level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS AU Fl ) DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-066 |Immunization-Related Exclusions Retain for 3 years after date NON-ARCHIVAL
Rev. 2 student excluded from school | NON-ESSENTIAL

Records relating to the exclusion of students from school due to failure to provide proof of
immunization or certification of exemption pursuant to RCW 28A.210.120, WAC 246-105-
080, and/or chapter 392-380 WAC.

Includes exclusions due to communicable disease outbreaks pursuant to chapter 246-110
WAC.

Excludes immunization status reports covered by Immunization Status (DAN SD51-09-02).

then
Destroy.

OPR
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4.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-05J-06
Rev. 3

Student Assignment — General

Retain for 6 years after end of

Records relating to the assignment of a specific student to a district, school or program where a school year
placement process exists (such as lottery, teacher nomination, etc.).

Programs may include, but are not limited to:

Alternative education/learning programs (online programs, math/art/science/music
academies, etc.);

Early entrance (WAC 392-335-025), full-day kindergarten, Montessori, etc.;
International Baccalaureate (IB), Advanced Placement (AP);

“College in school” classes (where not associated with Running Start).

Records include, but are not limited to:

Nominations, observations, recommendations;
Screening/interview/intake forms and checklists (eligible and ineligible);
Testing results;

Communications with parents/legal guardians;

Appeals.

Excludes:

Special education programs regulated by chapter 28A.155 RCW;

Categorical/special service programs covered by SD51-06A-13, SD2014-027, and/or
S$D2014-026;

Alternative Learning Experience (ALE) programs covered by SD2022-074;
Home-based instruction covered by SD51-09A-03 and -05;

Student transfers covered by SD51-05J-02, SD2012-067 and SD51-09A-03.

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR
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4.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-13 | Student Assignment — Special Service Programs (Student Not Placed) Retain for 1 year after NON-ARCHIVAL
Rev. 2 Records relating to student qualification for, or placement in, special service schools, programs, | Placement denied or declined NON-ESSENTIAL

classes and activities offered by the district (including contractors) that are regulated by specific | gnd OPR

statute and where the student is denied placement or where the student/parent/legal guardian

; . expiration of appeal period,
declines placement. See exclusions below.

whichever is later
then
Destroy.

Programs/classes may include, but are not limited to:

e Highly capable/gifted/talented (chapter 392-170 WAC);

e Learning Assistance Program (LAP) (chapter 392-162 WAC);
e Indian Education Programs (Title VII);

e  Running Start Program (chapter 392-169 WAC);

o Dropout Reengagement Program (chapter 392-700 WAC).

Records include, but are not limited to:

e Nominations, observations, recommendations;
e Screening/interview/intake forms and checklists;
e Testing results;
e Communications with parents/legal guardians;
e  Appeals.
Excludes records covered by:
e Special education programs regulated by chapter 28A.155 RCW;
e Transitional bilingual instruction programs regulated by chapter 28A.180 RCW;
e Homeless Child and Youth Identification/Eligibility Determination (DAN SD2012-064);
e Alternative Learning Experience (ALE) (DAN SD2012-074).

4. STUDENT
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4.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-026 |Student Assignment — Special Service Programs (Student Placed) Retain for 3 years after NON-ARCHIVAL
Rev. 0 Records relating to student participation in special service schools, programs, classes and student graduates or NON-ESSENTIAL
activities offered by the district (including contractors) that are regulated by specific withdraws from district OPR
statute. See exclusions below. then
Programs/classes include, but are not limited to: Destroy.

e Highly capable/gifted/talented (chapter 392-170 WAC);

e Learning Assistance Program (LAP) (chapter 392-162 WAC);
e Indian Education (Title VII {20 U.S.C. 7401 et seq.});

e Running Start Program (chapter 392-169 WAC);

e Dropout Reengagement (chapter 392-700 WAC).

Records may include, but are not limited to:

e Nominations, observations, recommendations;
e Screening/interview/intake forms and checklists;
e Testing results;

e Communications with parents/legal guardians.

Excludes:

e Special education programs regulated by chapter 28A.155 RCW;

e Transitional bilingual instruction programs regulated by chapter 28A.180 RCW;
e Homeless child and youth programs covered by SD2012-064;

e Alternative Learning Experience (ALE) records covered by SD2012-074;

e Grade documentation covered by SD51-06E-02.

4. STUDENT
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4.1. STUDENT ASSIGNMENT

The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-027 |Student Assignment — Special Service Programs (Transitional Bilingual Instruction) Retain for 3 years after NON-ARCHIVAL
Rev. 1 Records relating to determining student eligibility for and student participation in st.udent graduate§ or NON'E;SIENT'AL
Transitional Bilingual Instruction Programs (TBIP) pursuant to chapter 28A.180 RCW, such | Withdraws from district
as English Language Learners (ELL) or English as a Second Language (ESL). Includes ineligible | then
and eligible students. Destroy.
Records include, but are not limited to:
e Home Language Survey (HLS) verified by parent/legal guardian or emancipated
student;
e Communications with parents/legal guardians, notifications, etc.;
e English language proficiency assessment results (placement and annual tests);
e Documentation pertaining to student’s exit from program.
SD51-05J-02 | Student Assignment — Transfer Requests (Granted) Retain for 6 years after end of | NON-ARCHIVAL
Rev. 3 Records relating to parent/guardian requests for their student to be released to attend a school year NON'ESSENTIAL
nonresident school district, or to transfer in from the student’s resident school district then
(commonly referred to as boundary exceptions) in accordance with RCW 28A.225.220, or | pestroy.
for an intra-district school transfer in accordance with RCW 28A.225.270, where the
request is granted.
4. STUDENT
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4.1. STUDENT ASSIGNMENT
The activity of determining student eligibility to attend school within the district’s boundaries, assigning individual students to the appropriate school and grade
level, and ensuring that legalities have been met (age, immunizations, etc.). Includes placement of qualifying students into specialized/alternative schools,
programs, classes, and activities. Excludes Special Education records.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-067 |Student Assignment — Transfer Requests (Not Granted) Retain for 3 years after denial NON-ARCHIVAL
Rev. 2 Records relating to parent/guardian requests for their student to be released to attend a of request NON'E;SIENT'AL
nonresident school district, or to transfer in from the student’s resident school district then
(commonly referred to as boundary exceptions) in accordance with RCW 28A.225.220, or | pestroy.
for an intra-district school transfer in accordance with RCW 28A.225.270, where the
request is not granted.
Note: School district decisions may be appealed to the Office of Superintendent of Public
Instruction (OSPI) in accordance with RCW 28A.225.230.
SD51-05J-04 | Student Registration Retain for 3 years after NON-ARCHIVAL
Rev. 3 Records documenting student entry into and/or withdrawal from the school/district, superseded NON-ESSENTIAL
. . . OPR
including students who register but do not attend. or
Includes, but is not limited to: 3 years after student
e Applications and registration forms or cards; graduate§ or'withdr.aws fro.m
e Annual printouts verified and signed by parent/legal guardian. school/ district, whichever is
sooner
Excludes records relating to student transfers, which are covered by Student Assignment —
Transfer Requests (Granted) (DAN SD51-05J-02). then
Destroy.
4. STUDENT
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4,2, STUDENT ATTENDANCE/ABSENCE

The activity of documenting student presence in, or absence from, school and school- or district-sponsored programs.

Tmﬂggy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-01 |Absence (Student) — Grades K-8 Retain for 4 years after end of NON-ARCHIVAL
Rev. 2 Records relating to student absence (excused and unexcused), where a truancy petition has | fiscal year NON-ESSENTIAL
not been filed. or OFM
Includes, but is not limited to: until completion of State
e Phone logs and correspondence (including email) to and from parent/legal Auditor’s examination report,
guardian verifying student absence; whichever is sooner
e Absence notifications and excuse notes from parent/legal guardian, medical then
provider, etc.; Destroy.
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 Truancy Case Files (DAN SD51-04-10).

4. STUDENT
ADMINISTRATION Page 25 of 81



TR O

*"& 3 ;‘éﬁ;;rly"o? gtgt: @ @ A Ej F Public Schools (K-12) Records Retention Schedule
@ 5 _ .
a»\f Washington State Archives CONSULTATION DRAFT #1 - Version 9.0 (August 2025)

4,2, STUDENT ATTENDANCE/ABSENCE

The activity of documenting student presence in, or absence from, school and school- or district-sponsored programs.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2011-154 | Absence (Student) — Grades 9-12 Retain for 1 year after end of NON-ARCHIVAL
Rev. 1 Records relating to student absence (excused and unexcused), where a truancy petition has | fiscal year NON'(EJSFS’\EINNAL
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 Truancy Case Files (DAN SD51-04-10).

4. STUDENT
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4,2, STUDENT ATTENDANCE/ABSENCE

The activity of documenting student presence in, or absence from, school and school- or district-sponsored programs.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-05 | Attendance Retain for 4 years after end of NON-ARCHIVAL
Rev. 2 Records documenting student presence or absence, each day and/or period, in all grade fiscal year NON'%SSENT'AL
levels. or
Includes, but is not limited to: until completion of State
e Attendance in all learning environments (classroom, alternative learning Auéitor's e?<amination report,
experience, pre-kindergarten programs administered by the agency, etc.); whichever is sooner
e Attendance in institutional education programs (notification from state- or county- then
operated juvenile detention centers/groups homes, adult jails and state Destroy.

correctional facilities, community schools, etc.);
e Attendance cards, bubble sheets (including student 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 Financial Management section of the Local Government Common Records Retention
Schedule (CORE)/State Government General Records Retention Schedule.

4. STUDENT
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Washington State Archives

4,2, STUDENT ATTENDANCE/ABSENCE

The activity of documenting student presence in, or absence from, school and school- or district-sponsored programs.

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06C-31 | Attendance — School-Sponsored Activities, Events and Programs Retain for 6 years after end of NON-ARCHIVAL
Rev. 2 Records relating to attendance at school or district-sponsored events and extracurricular school year NON'%SSENT'AL
activities, such as field trips, music, science and athletic activities or competitions, traffic then
safety programs, safety patrol, etc., whether taking place at school/district facilities or Destroy.
elsewhere.

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.).

Excludes records covered by:

e Accidents/Incidents — No Claim Filed (Under Age 18) (DAN GS50-06C-03/GS 18007);

e Accidents/Incidents — No Claim Filed (Age 18 and Older) (DAN GS2010-081/GS
18008);

e (Claims for Damages (DAN GS50-01-10);

e Litigation Case Files (DAN GS53-02-04);

e Litigation Case Files — Routine (DAN GS 18004);

e [Ljtigation Case Files — Significant (DAN GS 18009).
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4.2, STUDENT ATTENDANCE/ABSENCE
The activity of documenting student presence in, or absence from, school and school- or district-sponsored programs.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-14 | Student Tracking Retain until end of fiscal year NON-ARCHIVAL
Rev. 2 Recordings documenting student whereabouts while at school. then NON-(E)SFSI\EINTlAL
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.
Excludes admit slips and hall passes, covered by Informational Notifications/
Communications (DAN GS50-02-05/GS 50001).
SD51-04-10 | Truancy Case Files Retain for 6 years after case NON-ARCHIVAL
Rev. 1 Records relating to student absence where a truancy petition has been filed against the closed NON'EOSs:NTlAL
parent/legal guardian in accordance RCW 28A.225.035. or
Includes, but is not limited to: 6 years after student
e Absence reports/profiles; leaves/withdraws from school
e Phone logs and correspondence (including email) to and from parent/legal district, whichever is later
guardian; then
e Meeting and conference notes; Destroy.
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.
4. STUDENT
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4,2, STUDENT ATTENDANCE/ABSENCE

The activity of documenting student presence in, or absence from, school and school- or district-sponsored programs.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS HEIEI IR 4D DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-04-07 | Truancy Petition/Disposition Log Retain for 6 years after last NON-ARCHIVAL
Rev. 1 Summary listing/log which tracks the filing and disposition of truancy petitions to compel entry NON-(EJSFSI\EINTlAL
school attendance. then
Destroy.
4, STUDENT
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4.3. STUDENT DISCIPLINE

Records relating to the implementation of rules, strategies, policies, and practices to manage student behavior and maintain order within school and/or

district settings.
DISPOSITION
RETENTION AND
AUTHORITY
e DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SDXXXX-XXX | Isolation and Restraint — Age 18 and Older Retain for 3 years after date NON-ARCHIVAL
Rev.0 Records relating to specific incidents involving the use of restraint or isolation as defined in | ©f restraint/isolation incident NON'E;::NHAL
RCW 28A.600.485(1) to control behavior of a student aged 18 or older. then
Includes, but is not limited to: Destroy.

e Documentation of incident reviews and follow-ups with students, school

employees, or parents/guardians;

Employee reports detailing incidents involving the use of restraint or isolation;
e Parent/guardian notifications.

Excludes:

e Isolation and restraint summary reports/data submitted to OSPI, covered by

Reporting to External Agencies (Mandatory) (DAN GS2012-028/GS 19004);
Records covered by Isolation and Restraint — Under Age 18 (DAN SDXXXX-XXX).
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4.3. STUDENT DISCIPLINE

Records relating to the implementation of rules, strategies, policies, and practices to manage student behavior and maintain order within school and/or

district settings.
DISPOSITION
RETENTION AND
AUTHORITY
e DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SDXXXX-XXX | Isolation and Restraint — Under Age 18 Retain until 3 years after NON-ARCHIVAL
Rev.0 Records relatin ific inci [ i i i i ined in | Student attains age 18 NON-ESSENTIAL
. g to specific incidents involving the use of restraint or isolation as defined in OPR
RCW 28A.600.485(1) to control behavior of a student under age 18. then
Includes, but is not limited to: Destroy.

e Documentation of incident reviews and follow-ups with students, school

employees, or parents/guardians;

Employee reports detailing incidents involving the use of restraint or isolation;
e Parent/guardian notifications.

Excludes:

e Isolation and restraint summary reports/data submitted to OSPI, covered by

Reporting to External Agencies (Mandatory) (DAN GS2012-028/GS 19004);
Records covered by Isolation and Restraint — Age 18 and Older (DAN SDXXXX-XXX).
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4.3. STUDENT DISCIPLINE

Records relating to the implementation of rules, strategies, policies, and practices to manage student behavior and maintain order within school and/or

district settings.
DISPOSITION
RETENTION AND
AUTHORITY
e DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SDXXXX-XXX | Sexual Harassment/Sex Discrimination Complaints (Title IX) — Students Retain for 6 years after NON-ARCHIVAL
Rev.0 Records relating to the grievance process for formal complaints of sexual harassment as issuance of determination NON'E;::NHAL

defined in 34 CFR §106.10 (on the basis of sex stereotypes, sex characteristics, pregnancy and

or related conditions, sexual orientation, or gender identity) made against students in completion of disciplinary

accordance with 34 CFR §106.45. action, if any,

Includes, but is not limited to: and
e Filed complaints and grievances; expiration of appeal period, if
e Informal resolutions, if any; any,
e Police reports; then
e Investigative reports;

. & . P . . . Destroy.

e Audio/audiovisual recordings and/or transcripts of hearings;
e Hearing questions and notes;
e Sanctions imposed;
e Data on others involved;
e Documentation of supportive measures;
e Remedies provided to complainant;
e Determinations and appeals.

Excludes records covered by Sexual Harassment/Sex Discrimination Complaints (Title IX) —

Employees/Others (DAN SDXXXX-XXX).
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4.3. STUDENT DISCIPLINE
Records relating to the implementation of rules, strategies, policies, and practices to manage student behavior and maintain order within school and/or
district settings.
DISPOSITION
RETENTION AND
AUTHORITY
NUMBER (DAN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SD2020-004 | Student Behavioral Support Retain until end of school NON-ARCHIVAL
Rev.0 Behavioral Support records cover routine/minor behavior issues for students associated year NON'ESSIENHAL
with missed instruction. Behaviors include but are not limited to: property misuse, misuse then
of technology, disturbing the learning of others, excessive talking, unintentional physical Destroy.
contact, etc.
Note: Behavioral Support records are not state reportable.
SD51-05F-08 | Student Discipline — Founded (Code of Conduct Violations) Retain for 3 years after matter | NON-ARCHIVAL
Rev. 3 Records related to documenting and reprimanding the disruptive behavior of individual resolved NON-ESSENTIAL

students. Code of Conduct Violations can include willfully disobeying a teacher, using or OPR
abusive or foul language at a school district employee, school volunteer, or another 3 years after student
student, or violating school rules, and interfering with an orderly education process. graduates or withdraws,
Includes, but is not limited to: whichever is sooner

e Written reprimands and/or written notifications to parents; then

e Harassment, Intimidation, and Bullying (HIB) form. Destroy.
Excludes records covered by:

e  Civil Rights — Violation Complaints (1986 and later) (DAN GS2017-002);

e Student Behavioral Support (DAN SD2020-004);

e Student Discipline — Founded (State Reportable Misconduct) (DAN SD2017-003).
Note: Code of Conduct Violations are not state reportable.
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4.3. STUDENT DISCIPLINE

Records relating to the implementation of rules, strategies, policies, and practices to manage student behavior and maintain order within school and/or

district settings.
DISPOSITION
. S“L:IL';;"(‘"IXN) DESCRIPTION OF RECORDS o ::;E:“TT&N A'L::'::LN DESIGNATION
SD2020-005 | Student Discipline — Founded (State Reportable Misconduct) Retain for 6 years after matter | NON-ARCHIVAL
Rev.0 Records documenting a student’s exceptional misconduct (weapons, sexual violence, drugs |resolved NON-ESSENTIAL
as per RCW 28A.600.460) resulting in long term suspension and/or expulsion. then OPR
Includes, but is not limited to: Destroy.
e Written notifications to parents;
e Harassment, Intimidation, and Bullying form (HIB);
e Student disciplinary action reports per RCW 28A.600.460.
Excludes records covered by:
e Civil Rights — Violation Complaints (1986 and later) (DAN GS2017-002);
e  Student Behavioral Support (DAN SD2020-004);
e Student Discipline — Founded (Code of Conduct Violations) (DAN SD51-05F-08).
SD2020-006 |Student Discipline — Unfounded Retain until no longer needed NON-ARCHIVAL
Rev. 0 Records relating to misconduct complaints in which the complaint proved to be for agency business NON-ESSENTIAL
unsubstantiated upon appeal or additional information received. then OPR
Destroy.
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4.4. STUDENT RECORDS

The activity of documenting information directly related to individual students, maintained by the school or district. Reference chapter 392-185 WAC and
chapter 392-415 WAC.

DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05F-05 | General Educational Development (GED) Test — Eligibility Retain until no longer needed | NON-ARCHIVAL
Rev. 1 Records relating to student requests for approval to take the General Educational for agency business NON'(E)SFS'\ENHAL
Development (GED) test in accordance with chapter 180-96 WAC in order to receive a then
Certificate of Educational Competence pursuant to chapter 131-48 WAC. Destroy.

Includes, but is not limited to:

e Agency copy of application/request for approval to test and determination of
eligibility 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;

e Notarized statement/letter for home school students pursuant to RCW
28A.225.010(4);

e Agency copies of student GED test scores and Certificates of Educational
Competence.

Note: The State Board of Community and Technical Colleges (SBCTC) administers GED testing
and retains a record of all certificates of educational competence issued until the recipient
reaches age 90 in accordance with its records retention schedule.
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4.4. STUDENT RECORDS
The activity of documenting information directly related to individual students, maintained by the school or district. Reference chapter 392-185 WAC and
chapter 392-415 WAC.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-05F-02
Rev. 2

Authorization For/Release of Student Records — Prior Consent Not Required

Records relating to each request for access to — and each disclosure of — personally
identifiable information from the education records of each student where prior consent is
not required in accordance with 34 CFR § 99.31, 34 CFR §99.32(d), and WAC 392-172A-
05195, and where disclosure records are not required to be retained longer than 3 years in
accordance with federal or state statute.

Includes, but is not limited to, requests from and release of records to:

e The parent or eligible student;
A school official under 34 CFR §99.31(a)(1);
e (Certain parties seeking directory information under 34 CFR § 99.37;
e Ajudicial order or subpoena under 34 CFR §99.31(a)(9)(ii)(A), (B) & (C).
Excludes records covered by Authorization For/Release of Student Records — Prior Consent
or Documentation Required (DAN SD2012-068).

Reference: Family Educational Rights and Privacy Act (FERPA).

Retain for 3 years after
request received and records
released

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

4. STUDENT
ADMINISTRATION

Page 37 of 81




#"‘”’*» g:agrzt::yNo? gtgt: Public Schools (K-12) Records Retention Schedule
¥ & CONSULTATION DRAFT #1 - Version 9.0 (August 2025)

«ws®  \Washington State Archives

4.4. STUDENT RECORDS

The activity of documenting information directly related to individual students, maintained by the school or district. Reference chapter 392-185 WAC and
chapter 392-415 WAC.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-068 | Authorization For/Release of Student Records — Prior Consent or Documentation Required | Retain until the education NON-ARCHIVAL
Rev. 1 Records relating to each request for access to — and each disclosure of — personally records of t.he student are no NON'E;::NHAL
identifiable information from the education records of each student where prior consent is | longer retained
required in accordance with 34 CFR § 99.30, and/or where disclosure records are required then
to be retained in accordance with 34 CFR § 99.32. Destroy.
Includes, but is not limited to, requests from and release of records to:
e Any party with written consent from the parent or eligible student;
e State and local educational authorities and federal officials and agencies listed in 34
CFR § 99.31(a)(3) pursuant to 34 CFR § 99.32;
e Private schools where the student is enrolled or plans to enroll pursuant to WAC
392-172A-05225(3);
e Officials of participating agencies providing or paying for transition services
pursuant to WAC 392-172A-05225(2)(b).
Excludes records covered by Authorization For/Release of Student Records — Prior Consent
Not Required (DAN SD51-05F-02).
Reference: Family Educational Rights and Privacy Act (FERPA).
SD51-05F-03 | Confidential Reports (a.k.a. Guidance Reports or Supplementary Reports) Retain for 3 years after NON-ARCHIVAL
Rev. 1 Includes subjective reports and anecdotal information from district, outside agencies and student graduates or NON-ESSENTIAL
individuals. withdraws OFM
Remarks: These records should be separated from the cumulative folder with access limited in then
accordance with the Family Educational Rights and Privacy Act (FERPA). Destroy.
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4.4. STUDENT RECORDS
The activity of documenting information directly related to individual students, maintained by the school or district. Reference chapter 392-185 WAC and
chapter 392-415 WAC.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-20-10 | Graduate List Retain for 6 years after ARCHIVAL
Rev. 2 Annual list of students who have successfully completed all the requirements for high current school year (P:l'g‘;'j’é';s'ée’\‘l‘fl_’;f:l’_“)
school graduation and are being awarded a diploma. then OFM
Excludes records covered by Official Student Record (DAN SD51-05F-10). Transfer to Washington State
Archives for permanent
retention.
4. STUDENT
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4.4. STUDENT RECORDS

The activity of documenting information directly related to individual students, maintained by the school or district. Reference chapter 392-185 WAC and
chapter 392-415 WAC.

I?Alfl:‘?lﬂ;:'cr’\’(q DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05F-10 | Official Student Record Retain for 100 years after NON-ARCHIVAL
Rev. 3 Documentation of student enrollment history/grade progression for all grades and all student graduates or E_SSENTlAL
schools (K-12). Record must contain student name, academic year, and school attended. withdraws (for D'sas(;e;:ecoverw
Record may also contain additional personally identifiable information including address, then
phone number, classes attended, grades earned, attendance record, grade level completed, Destroy.
year completed, etc.
Includes, but not limited to:
e High school transcripts prepared in accordance with WAC 392-415-070 (including
“met/not met” graduation requirements);
e Middle/junior high school transcript or other academic history showing courses
taken and grades earned,;
e Elementary enrollment history and grade progression;
e Legacy records such as permanent record cards & teacher registers (prior to
1940’s);
e Records documenting all successful requests for changes and changes made to the
official student record, including modifications such as grade adjustments,
graduation status, error corrections, etc.
Note: All other records pertaining to each student belong in the cumulative folder or are covered
by other series.
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4.4. STUDENT RECORDS
The activity of documenting information directly related to individual students, maintained by the school or district. Reference chapter 392-185 WAC and
chapter 392-415 WAC.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-069 | Official Student Record — Change Request Denied Retain for 6 years after NON-ARCHIVAL
Rev. 1 Records relating to requests for changes to official student records by a student/legal request denied NON-ESSENTIAL
guardian, where the change is not allowed/made. then OFM
Destroy.
SD51-05F-11 | School Registers Retain until no longer needed ARCHIVAL
Rev. 2 Records documenting the daily tracking of various aspects of student and staff information, |for agency business (A'\TSEESE"SISREE"\?;::S)
including attendance, enrollment, and other relevant details. then OFM
Remarks: If there is no official student record that supersedes the school registers, these must be | Transfer to Washington State
retained for 100 years. Archives for appraisal and
selective retention.
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4.4. STUDENT RECORDS

The activity of documenting information directly related to individual students, maintained by the school or district. Reference chapter 392-185 WAC and
chapter 392-415 WAC.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD51-05F-07
Rev. 4

Student Cumulative Folder (Student File Folder)

Information (regardless of format) collected on each student, where not covered by a more

specific records series.

Includes, but is not limited to:

Date of entry and withdrawal;

Identifying information (name, birth date, sex, year in school, address, telephone
number, parent/legal guardian name, ethnic classification, contact information
(parent/legal guardian place of employment, family doctor, babysitter, siblings),
etc.);

Student identification photos;

Grade progression and other student progress reports;

Results of standardized tests and assessments (MSP, HSPE, WELPA, SAT, AP/IB,
etc.);

Records of student accomplishments and participation in school activities;

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

Academic advising records, including High School and Beyond Plans.

Excludes records covered by Official Student Records (DAN SD51-05F-10).

Note: When a student transfers to another school district, only copies of these records are to be

forwarded. Original records are to remain with the district for the minimum retention period.

Retain for 3 years after
student graduates or
withdraws from
school/district

then

Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OFM

4. STUDENT
ADMINISTRATION
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4.4, STUDENT RECORDS
The activity of documenting information directly related to individual students, maintained by the school or district. Reference chapter 392-185 WAC and
chapter 392-415 WAC.
I?Alfl:‘?lg;:'cr’y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2020-002 | Court Orders Regarding Students Retain until superseded NON-ARCHIVAL
Rev. 1 Court orders provided to the school or district to ensure they comply with legal or NON-ESSENTIAL
arrangements and/or protect the rights and safety of the student. 3 years from the expiration OPR
Excludes records covered by Compulsory Process Served on the Agency (Not Party to date of the instrument,
Litigation) (DAN GS2011-172/GS 18006). whichever is sooner
then
Destroy.
SD51-05F-09 | Student Locator Cards/Class Schedules Retain for 4 years after end of | NON-ARCHIVAL
Rev. 2 Records documenting individual student class schedules to enable employees to locate fiscal year NON'ESFS';NTIAL
them throughout the school day. or
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
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5. STUDENT SERVICES

This section covers support functions and resources provided by schools/districts to enhance the overall student experience and facilitate their academic and
personal success.

5.1. FOOD SERVICES
The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-08-01 | Catering Requests Retain for 4 years after end of | NON-ARCHIVAL
Rev. 2 Requests submitted to the school/district for the provision of catering services. fiscal year NON'ESFS;NHAL
or
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
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5.1. FOOD SERVICES
The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SDXXXX-XXX | Child and Adult Care Food Program (CACFP) Reimbursement Eligibility Retain for 4 years after end of | NON-ARCHIVAL
Rev. 0 Records described in 7 CFR 226.10 that document an afterschool program’s eligibility for fiscal year NON'E;::NHAL
meal and/or snack reimbursement through the Child and Adult Care Food Program or
(CACFP). until completion of State
Includes, but is not limited to: Auditor’s examination report,
e Reimbursement claims to the Office of Superintendent of Public Instruction (OSPI); | Whichever is sooner
e Approval letter and application documents to participate; then
e Completed CACFP enrollment and eligibility forms of all children receiving Destroy.
meals/snacks;
e Daily attendance records;
e Meal production and counts;
e Menus.
SDXXXX-XXX | HACCP (Hazard Analysis & Critical Control Points) — Monitoring Retain for 2 years after end of | NON-ARCHIVAL
Rev.0 Records documenting the monitoring of critical control points (CCPs) and their critical school year NON'E;;':NTIAL
limits, including the recording of times, temperatures, or other quantifiable values as then
prescribed in the school’s HACCP plan. Destroy.
Includes, but is not limited to:
e |nstrument calibration records;
e Corrective actions taken;
e Verification procedures and results.
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5.1. FOOD SERVICES
The activity of providing nutritionally balanced meals to students. Reference chapter 28A.235 RCW and chapter 392-157 WAC.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-08-09 | Nutrition Program Plans Retain until 3 years after end NON-ARCHIVAL
Rev. 2 Records relating to mandatory plans required by state or federal statute for the of fiscal year NON-ESSENTIAL
s, . OPR
management of the school or district’s food nutrition programs. and
Includes, but is not limited to: until resolution of issues
e School breakfast and lunch program plans; raised by audit, if any,
e HAACP (Hazard Analysis & Critical Control Points) food safety plans, decision- then
making documentation associated with selection of CCPs and critical limits, Destroy.
validations and reassessments, documentation of corrective actions, and plan
modifications/changes.
Note: Retention based on “OSPI CNS Child and Adult Care Food Program Reference Sheet”
and 7 CFR 226.10(d).
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5.2. HEALTH SERVICES

The activity of providing health care/services to students. Reference chapter 28A.210 RCW, chapter 246.760 WAC and RCW 4.16.350.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD2012-071
Rev. 2

Records documenting the administration of health care and services provided to students by
the school/district (includes staff, contractors, and volunteers), such as:

First aid; minor illness/injury; emergencies (diabetes, anaphylaxis, injuries, concussion/
head injury, etc.);

Health screenings (visual, auditory, etc.) pursuant to chapter 28A.210 RCW;
Speech-language pathology, mental health care, physical therapy, catheterization, etc.;
Administration of medication pursuant to RCW 28A.210.260 — 270 & chapter 18.79
RCW.

Records may include, but are not limited to:

Parent/legal guardian authorization/permission for administration of medication
and/or health care/services and procedures, etc.; requests for student to be exempted
from health-related care/services (such as health screenings, etc.);
Medication/treatment order for students with life-threatening health conditions (RCW
28A.210.320) or chronic health conditions;

Individual health plans (IHP);

Health screening results and notification of regulatory agencies, parents/legal
guardians, and other bodies in accordance with chapter 28A.210 RCW;
Communications sent or received that relate to student health care/services (to or
from parent/legal guardian, medical professionals, regulatory agencies, etc.);

Student medical records received from outside health care/service providers which are
used for planning and execution of health care/services by the school/district.

Note: Retention is based on 8-year statute of limitations for the commencement of actions for
injuries resulting from health care or related services (RCW 4.16.350).

Retain for 8 years after last
provision of health-related
services

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

5. STUDENT SERVICES

Page 47 of 81




TR O

G=as WASHINGTON
5% 0
G‘ ) Secretary of State

AT

OF wast>

Washington State Archives

DRAFT

Public Schools (K-12) Records Retention Schedule
CONSULTATION DRAFT #1 - Version 9.0 (August 2025)

5.2. HEALTH SERVICES
The activity of providing health care/services to students. Reference chapter 28A.210 RCW, chapter 246.760 WAC and RCW 4.16.350.
I?Alfl"’l‘?lﬂzllgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-09-05 | Health/Nurse Room Registry Retain for 8 years after last NON-ARCHIVAL
Rev. 2 Registry, log, or list of students appearing in the health room or nurse’s office due to entry NON'E;::NHAL
health-related issues. May include sign-in/sign-out sheet, date, time, etc. then
Excludes records covered by Health Care/Services Provided to Students (DAN SD2012-071). | Destroy.
Note: Retention is based on an 8-year statute of limitations for the commencement of actions
for injuries resulting from health care or related services (RCW 4.16.350).
SD2012-072 | Medication Errors Retain for 8 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to documenting and reporting instances of medication errors, including school year NON'E;EENT'AL
suspected theft. or
Note: Retention is based on an 8-year statute of limitations for the commencement of actions 8 years after investigation
for injuries resulting from health care or related services (RCW 4.16.350). completed/matter resolved,
whichever is later
then
Destroy.
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5.3. INTERSCHOLASTIC ACTIVITIES

The activity of operating school- or district-sponsored activities in which students from more than one school compete against each other.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-20-02 | Interscholastic Activities — Achievements Retain for 6 years after end of ARCHIVAL
Rev. 1 Records documenting individual, team, and group achievements in interscholastic activities | School year (Appraisal Required)
_— . NON-ESSENTIAL

and contests, where students from more than one school district compete for possible then OPR
advancement to regional, district, state, and/or national levels of competition. Transfer to Washington State
Interscholastic activities and contests include, but are not limited to, those overseen by: Archives for appraisal and

e Office of the Superintendent of Public Instruction: Distributive Education Clubs of | Selective retention.
America (DECA), Future Farmers of America (FFA), Future Business Leaders of
America (FBLA), etc.;

e Association of Washington School Principals: Student Council, National Honor
Society, Senate Youth Program, etc.;

e Washington Interscholastic Activities Association (WIAA): Drama, forensics, music,
spirit, athletics;

e Independent sponsors: Chess, History Day, Knowledge Bowl, Math Olympiad,
Science Bowl, Spelling Bee, YMCA Youth & Government Mock Trial Program, etc.

Records include, but are not limited to:

e Schedules (dates and locations of competitions, events, games, meets & matches);
e Rosters;
e Event/tournament programs, photos, posters, etc.;
e School protests of events/games;
e Awards/recognition and rankings.
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. Iltems may include banners, trophies, uniforms, etc.
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5.3. INTERSCHOLASTIC ACTIVITIES
The activity of operating school- or district-sponsored activities in which students from more than one school compete against each other.
I?Alfl"’l‘?lﬂzllgy DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-03-04 | Interscholastic Activities — Eligibility Retain for 3 years after end of | NON-ARCHIVAL
Rev. 3 Records relating to student and school eligibility and registration for interscholastic school year NON'(E)SFS'\ENHAL
activities. then
Includes, but is not limited to: Destroy.
e Physicals, insurance, emergency contact/medical information, etc.;
e Grade point, appeals, etc.;
e Registration (student, league, etc.).
Excludes records covered by:
e Health Care/Services Provided to Students (DAN SD2012-071);
e Parent/legal guardian consent forms covered by Attendance — School-Sponsored
Activities, Events and Programs (DAN SD51-06C-31).
SD51-03-15 | Interscholastic Activities — Self-Evaluation Surveys Retain for 6 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to the school/district’s compliance with Title IX of the Educational school year NON-ESSENTIAL

Amendments Act of 1972 and 34 CFR §106.41. then OPR
Includes, but is not limited to, self-evaluation surveys on activities students would like to Destroy.
participate in and limitations of students, completed in accordance with 34 CFR 106.3(c).
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5.4. TRANSPORTATION SERVICES

The activity of transporting students to and from school and school related activities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05G-02 | Application for Special Transportation — Accepted Retain for 4 years after end of | NON-ARCHIVAL
Rev. 2 Records relating to applications received for special transportation services for students fiscal year NON-ESSENTIAL
. . s . . L OFM
with disabilities or medical issues where the application is accepted/approved. or
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
SD51-05G-14 | Application for Special Transportation — Denied Retain for 1 calendar year NON-ARCHIVAL
Rev. 2 Records relating to applications received for special transportation services for students after application denied NON-ESSENTIAL
. . s . . s . OFM
with disabilities or medical issues where the application is denied. then
Destroy.
SD2014-028 | Bus Sign/Light Violation — Failure to Stop Retain for 1 year after end of NON-ARCHIVAL
Rev.0 Records relating to driver/vehicle failure to stop for a school bus in accordance with RCW | school year NON-ESSENTIAL

46.61.370. then OPR
Includes, but is not limited to: Destroy.
e Form SPl 1514 completed pursuant to RCW 46.61.372, whether filed with law
enforcement or not;
e Form SPI 1514 returned by law enforcement agency indicating disposition
completion.
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5.4. TRANSPORTATION SERVICES

The activity of transporting students to and from school and school related activities.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-05G-07 | Student Transportation Report Records Retain for 4 years after end of | NON-ARCHIVAL
Rev. 2 Records relating to student transportation reports as described in WAC 392-141-420. fiscal year NON'ZSEENHAL
Includes, but is not limited to: or
e Final reports; until completion of State
e School bus route log and school bus driver daily logs, including those required in Auqnor s examination report,
WAC 392-141-330: whichever is sooner
e Verification of number of students boarding at each bus stop; then
e Location of school bus stops; Destroy.
e School bus mileage and district car mileage;
e  Fuel documentation;
e Transportation documentation related to McKinney-Vento Homeless Act;
e Correspondence, publications, and other materials distributed to parents
describing the transportation funding process;
e Other operational data and descriptions.
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6. TEACHING AND LEARNING

The function of conveying knowledge to facilitate learning including curriculum planning and development, delivery, assessment, materials/resources, and

evaluation.

6.1. CURRICULUM

The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-04 | Course Additions, Deletions, and Changes Retain for 4 years after end of | NON-ARCHIVAL
Rev. 2 Records documenting changes to course offerings or descriptions. fiscal year NON'ESFS;NHAL
or
until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
Page 53 of 81




é"% ;‘é‘é;; :yNO? gtgt: @ @ A F‘T Public Schools (K-12) Records Retention Schedule
S\ o = _ o
a»\f Washington State Archives CONSULTATION DRAFT #1 - Version 9.0 (August 2025)

6.1. CURRICULUM

The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-11 | Curriculum Requests/Waivers/Substitutions Retain for 5 years after end of | NON-ARCHIVAL
Rev. 4 Records relating to student requests for classes or waivers/substitutions, where authorizing | School year NON-ESSENTIAL
signature/initials from school district staff is required (principal, teacher, counselor, etc.). then OPR
Includes, but is not limited to: Destroy.

e Requests for curriculum requirement waivers;

e Requests to take classes outside of the school/district;

e Denial/approval of request;

e Communications to and from parent/legal guardian.
Examples of waivers include, but are not limited to:

e Physical education waivers for health reasons;
e HIV/AIDS or sex education waivers (RCW 28A.230.070(4) or RCW

28A.300.475(7)(a));
e Washington state history or math waivers (chapter 180-51 WAC).
Excludes:

e Student “surveys” used to plan staffing and course offering, that do NOT require
authorizing signature, covered by Organizing/Monitoring Work in Progress (DAN
GS2016-008/GS 50011);

e State assessment waivers covered by Standardized Achievement Tests —
Communications and Requests (DAN SD2014-025).
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6.1. CURRICULUM
The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-05 | Curriculum Summaries and Guides Retain until superseded NON-ARCHIVAL
Rev. 3 Records relating to publications created by the school or district which support the then NON-ESSENTIAL
. . . . - . OFM
information provided in the Course Description Catalog. Records reflect statewide Destroy.
curriculum requirements and guidelines, showing what is to be taught, how it will be
taught, and how students’ performance will be evaluated.
Includes records that reflect the following:
e Concepts to be taught;
e Methods of instruction used;
e Student performance objectives and evaluation criteria used;
e Activities that will enable students to accomplish objectives.
Excludes published course catalogs covered by DAN GS50-06F-04/GS 15008.
SD51-06A-10 | Instructional Materials Subject File Retain for 4 years after end of ARCHIVAL
Rev. 4 Evaluation data and recommendations on instructional materials that are accrued prior to | fiscal year (Appraisal Required)
. . . . NON-ESSENTIAL
Board adoption where not included in advisory board agenda packets. or OFM
Excludes records covered by Advisory Body Records (DAN G52012-027/GS 10015). until completion of State
Auditor’s examination report,
whichever is sooner
then
Transfer to Washington State
Archives for appraisal and
selective retention.
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6.1. CURRICULUM
The activity of the school/district defining, describing, and providing to students instructional programs, content, materials, and resources.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-12 | Parent/Legal Guardian Permission Slips for Internet Access and Film Viewing Retain until end of school NON-ARCHIVAL
Rev. 1 Records documenting parent/guardian permission for a child to access the internet or view | Y€ar NON'(E)SFS'\ENHAL
a specific film while under school supervision. then
Destroy.
SD51-20-03 | School Master Schedule Retain for 6 years after end of | NON-ARCHIVAL
Rev. 2 Records documenting the comprehensive plan that organizes and coordinates when and school year NON'ESFS';NTIAL
where classes, teachers, and students meet throughout the school day or year. then
Destroy.
SD51-01-49 | Statement of Requirements and Expectations Signed and Returned by Parent/Legal Retain until end of school NON-ARCHIVAL
Rev. 1 Guardian year NON-ESSENTIAL
. . FM
Records documenting parent/guardian or student acknowledgement of school then ©
requirements, guidelines, and/or expectations. Destroy.
6. TEACHING AND
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6.2. HOME-BASED INSTRUCTION
The activity of documenting children whose parents have notified the school/district that they are providing home-based instruction.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-09A-05 | Parent/Legal Guardian Declaration of Intent Retain for 4 years after end of | NON-ARCHIVAL
Rev. 2 Annual statement of intent, as described in RCW 28A.200.010, submitted by parent/ legal | fiscal year NON'E;::NHAL
guardian to a school district informing it of their intention to provide full-time or part-time or
home-schooling for an individual student. until completion of State
Auditor’s examination report,
whichever is sooner
then
Destroy.
SD51-09A-03 | Transfer of Home-Based Student to School/District Retain for 3 years after NON-ARCHIVAL
Rev. 3 Records relating to the transfer of a previously homeschooled student to a school/district. | student graduates or NON-ESSENTIAL
. - withdraws from district OFM
Includes, but is not limited to:
e Placement/evaluation tests and results; then
e Notice of transfer; Destroy.
e Correspondence.
6. TEACHING AND
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6.3. SKILLS CENTER

The activity of operating regional secondary schools that serve high school students from multiple school districts to provide instruction in specialized
preparatory programs pursuant to RCW 28A.245.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-10-02 | Skills Center Patient Case Files Retain for 8 years after last NON-ARCHIVAL
Rev. 2 Records of health care/treatment given to patients provided as part of an instruction provision of health-related E_SSENTlAL
. services (for Disaster Recovery)
program through a skills center. OPR
Note: Retention based on 8-year statute of limitations for the commencement of actions for then
injuries resulting from health care or related services (RCW 4.16.350). Destroy.
SD51-10-03 | Skills Center Student Time Log/Sheet Retain for 5 years after end of | NON-ARCHIVAL
Rev. 2 Log/sheet recording a student’s presence/absence in a skills center course. fiscal year NON";S::NTW-
then
Destroy.
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6.4. SPECIAL EDUCATION PROGRAM
The activity of providing a free and appropriate education to children with disabling conditions pursuant to chapter 28A.155 RCW & chapter 392-172A

WAC. Excludes records relating to Rehabilitation Act of 1973 Section 504 accommodations, which are covered in CORE — Legal Affairs.

Tf;:?az;?y DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SDXXXX-XXX | Special Education Program — Student Testing Protocols (Completed) Retain until superseded by NON-ARCHIVAL
Rev.0 Evaluation, or reevaluation, protocols completed by students (either partially or entirely) to | Subsequent reevaluation NON-ESSENTIAL
determine eligibility for services, or to determine which services to provide. or OFM
Includes, but is not limited to: for 3 years after conclusion of
e Completed protocol tests; testing, whichever occurs first,
e Score reports. then
Excludes evaluation reports, covered by Special Education — Student History File (DAN SD51- | Destroy.
051-02).
Note: Retention based on requirement in WAC 392-172A-03015 to reevaluate each student
at least once every three years, unless the parent and the school district agree that
reevaluation is unnecessary.
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6.4. SPECIAL EDUCATION PROGRAM
The activity of providing a free and appropriate education to children with disabling conditions pursuant to chapter 28A.155 RCW & chapter 392-172A

WAC. Excludes records relating to Rehabilitation Act of 1973 Section 504 accommodations, which are covered in CORE — Legal Affairs.

DISPOSITION

RETENTION AND
NSI\L:I.II;';?(‘II;AYN) DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION
SD51-051-02 | Special Education Program — Student History File Inform parent/adult student NON-ARCHIVAL
Rev. 4 Records relating to an individual student’s eligibility, enrollment, and performance in a of intent to destroy pursuant NON-ESSENTIAL
Special Education program. to WAC 392-172A-05235 OPR
Includes, but is not limited to: and
e Psychological and 1Q test results; Retain for 6 years after
e Post-test assessments; separation from program
e Eligibility decision documentation, evaluation and other reports; then
e Individualized Education Programs (IEPs); Destroy.
e Related correspondence/communication.
Excludes records covered by:
e Official Student Record (DAN SD51-05F-10);
e Special Education Program — Student History File Retention/Disposition Notification
(DAN SD51-051-03).
Note: “Each school district shall inform parents and adult students when personally identifiable
information collected, maintained, or used in compliance with this chapter is no longer needed
to provide educational services to the student, or is no longer required to be retained under
state or federal law.” (WAC 392-172A-05235)
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6.4. SPECIAL EDUCATION PROGRAM
The activity of providing a free and appropriate education to children with disabling conditions pursuant to chapter 28A.155 RCW & chapter 392-172A
WAC. Excludes records relating to Rehabilitation Act of 1973 Section 504 accommodations, which are covered in CORE — Legal Affairs.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-051-03 | Special Education Program — Student History File Retention/Disposition Notification Retain for 6 years after NON-ARCHIVAL
Rev. 3 Records relating to informing parents/adult student that personally identifiable information !oarent/ad.ult student . NON'%SSENT'AL
contained in the Special Education Student History File is no longer needed to provide informed in accordance with
educational services to the child in accordance with WAC 392-172A-05235. WAC 392-172A-05235
then
Destroy.
SD51-051-04 | Special Education Program — Student Not Eligible Retain for 5 years after NON-ARCHIVAL
Rev. 2 Referrals, evaluations, evaluation reports, and notices for students determined not to be student determined to be NON-ESSENTIAL
igi i i ineligible OFM
eligible for the special education program. 8
then
Destroy.
6. TEACHING AND
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6.5. STUDENT ACHIEVEMENT TESTING (STANDARDIZED)
The activity of measuring student knowledge/achievement through mandatory, standardized student assessments/tests as required by federal or state
statute and/or the Office of the Superintendent of Public Instruction (OSPI). Excludes optional school/district assessments, optional 3™ party/vendor
testing results, and tests included in classroom grade documentation.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2014-025 |Standardized Achievement Tests — Communications and Requests Retain for 5 years after end NON-ARCHIVAL
Rev. 1 Records relating to informing parents/legal guardians about mandatory state assessments, | ©f school year NON'E;::NHAL
and processing requests for waiver/substitution made on behalf of individual students. then
Includes, but is not limited to: Destroy.
e District- or school-wide notifications/information distributed to parents/legal
guardians/students about mandatory state testing;
e Communications to and from individual parents/legal guardians regarding testing
waivers, substitutions, etc.;
e Records relating to approval/denial of request, etc.
Excludes individual student test results covered by Standardized Achievement Test Results —
Individual Student (DAN SD51-06A-17).
SD51-06A-16 | Standardized Achievement Test Results — Group Reports Retain for 5 years after date NON-ARCHIVAL
Rev. 2 Summary of standardized achievement tests required by federal or state statute and/or the | Of report NON-ES;S'\EINTIAL
Office of Superintendent of Public Instruction (OSPI). May include scores by class, grade, then
program, sex, ethnic group, building, district, etc. Destroy.
Note: OSPI’s record of standardized test results is designated Archival for OSPI and must be
retained by OSPI until transferred to Washington State Archives for permanent retention.
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6.5. STUDENT ACHIEVEMENT TESTING (STANDARDIZED)

The activity of measuring student knowledge/achievement through mandatory, standardized student assessments/tests as required by federal or state
statute and/or the Office of the Superintendent of Public Instruction (OSPI). Excludes optional school/district assessments, optional 3™ party/vendor
testing results, and tests included in classroom grade documentation.

I?Alfl:‘?lﬂzll'cr’\’(q DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-17 | Standardized Achievement Test Results — Individual Student Retain for 3 years after NON-ARCHIVAL
Rev. 3 Individual student results of standardized achievement tests required by federal or state student graduates or NON-ESSENTIAL
statute and/or the Office of Superintendent of Public Instruction (OSPI). withdraws from district OFM
Excludes optional school/district assessments covered by Student Assessments then
(School/District Optional) — Testing and Results (DAN SD2014-024). Destroy.

Note: OSPI’s record of standardized test results is designated Archival for OSPI and must be
retained by OSPI until transferred to Washington State Archives for permanent retention.
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6.5. STUDENT ACHIEVEMENT TESTING (STANDARDIZED)

The activity of measuring student knowledge/achievement through mandatory, standardized student assessments/tests as required by federal or state
statute and/or the Office of the Superintendent of Public Instruction (OSPI). Excludes optional school/district assessments, optional 3™ party/vendor
testing results, and tests included in classroom grade documentation.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06A-18 | Standardized Achievement Testing (Mandatory) Retain until completion of NON-ARCHIVAL
Rev. 4 Records documenting standardized achievement testing required by federal or state testing NON-ESSENTIAL

statute and/or the Office of Superintendent of Public Instruction (OSPI), where OSPI is the
custodian of the student responses and test results. Includes contractors.

Records include, but are not limited to:

Test booklet assignment lists, sign-in sheets/rosters, proctoring records, etc.;

All test questions and all answers regardless of format (paper or electronic),
including test booklets, answer/bubble sheets, etc.;

Correspondence with OSPI (testing irregularities, modified testing schedules,
medical exemptions, damaged/missing numbered booklets, proof of return of test
materials, etc.).

Tests/testing materials may include, but are not limited to:

Measurements of Student Progress (MSP); Smarter Balanced Tests (English
Language Arts, Math, etc.);

High School Proficiency Exam (HSPE), HSPE-Basic, Developmentally Appropriate
Proficiency Exam (DAPE);

End of Course Exams (EOC Algebra, EOC Geometry, EOC Biology, etc.).

Excludes English language proficiency assessments conducted pursuant to chapter 28A.180
RCW and covered by Student Assignment — Special Service Programs (Transitional Bilingual
Instruction) (DAN SD2014-027).

then

return secure test materials,
if required
and

Destroy remaining
documentation.

OFM

6. TEACHING AND
LEARNING

Page 64 of 81




TR O

A5

=2 WASHINGTON

L7 0

| [ ) ) Secretary of State @ R A F
°us*‘ Washington State Archives

Public Schools (K-12) Records Retention Schedule
CONSULTATION DRAFT #1 - Version 9.0 (August 2025)

6.6. TEACHING RECORDS

The activity of teachers documenting their teaching plans and the performance of their students.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2012-074 | Alternative Learning Experience (ALE) Retain for 5 years after end of | NON-ARCHIVAL
Rev. 2 Records documenting student participation in an alternative learning experience program | school year NON'E;::NHAL
pursuant to WAC 392-121-182. then
Includes, but is not limited to: Destroy.
e |Letter of attestation/statement of understanding;
e District release form and/or shared agreement (if sharing student);
e Written student learning plan (start/stop dates; approval date when
district/teacher approves plan; estimated hours per week of student participation
in ALE; instructional materials needed; timelines and methods for evaluating
student progress; specific learning goals/objectives/requirements; HQT (highly
qualified teacher) for each course; whether ALE meets the state’s learning
requirements, etc.);
e Student/teacher instructional two-way interactions/contacts;
e Monthly progress evaluations and weekly communications with student (and
parent/legal guardian for student grades K-8), including dates when occurred.
Excludes attendance records covered by Attendance (DAN SD51-04-05).
Note: Please consult WAC for additional ALE recordkeeping requirements.
SD51-06E-01 | Grade Documentation — Elementary Retain for 1 year after end of NON-ARCHIVAL
Rev. 2 Documentation of scores given by teachers on assignments and tests, used to calculate school year NON-ESSENTIAL
. T OFM
final grades for individual students. then
Destroy.
6. TEACHING AND
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6.6. TEACHING RECORDS

The activity of teachers documenting their teaching plans and the performance of their students.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD51-06E-02 | Grade Documentation — Secondary Retain for 5 years after end of | NON-ARCHIVAL
Rev. 3 Documentation of scores given by teachers on assignments and tests, used to calculate school year NON'(E)SFS'\ENHAL
final grades for individual students. Includes records that document state graduation then
requirements, such as culminating projects, senior projects, etc. Destroy.
SD51-09-01 | Home/Hospital Instruction Retain for 6 years after NON-ARCHIVAL
Rev. 2 Records relating to the provision of home/hospital instruction to students who are application received or NON'E;SENTIAL
temporarily unable to attend school for four weeks or more because of a physical and/or services provided, whichever
mental disability or illness, in accordance with WAC 392-172A-02100. is later
then
Destroy.
SD51-06E-03 | Lesson Plans and Other Teaching Materials Retain for 1 year after end of NON-ARCHIVAL
Rev. 3 Records relating to the planning of lessons and teaching materials created/used to facilitate | School year NON'ESFS';NHAL
learning (including online learning). then
Includes, but is not limited to: Destroy.
e Lesson plans;
e Recorded lessons;
e Website records created to facilitate learning;
e Syllabi.
6. TEACHING AND
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6.6. TEACHING RECORDS

The activity of teachers documenting their teaching plans and the performance of their students.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
SD2020-003 | Papers, Projects, and Other Assignments Submitted by Students — Not Retrieved Retain until end of school NON-ARCHIVAL
Rev. 0 Materials submitted by students in fulfillment of requirements, where the student has not | Y€ar NON'(E)SFS'\ENHAL
retrieved the materials. then
Includes, but is not limited to: Destroy.
e Papers, projects, and other assignments (regardless of format);
e Student responses to exams/tests.
SD2014-023 | Student Assessments (School/District Optional) — Test Selection Retain for 3 years after end of | NON-ARCHIVAL
Rev. 1 Records relating to the selection of optional student assessments/tests administered by the | fiscal year NON'E;;ENT'AL
school/district (including contractors) to evaluate student or classroom needs, instructional | then
strategies, etc., where the test: Destroy.
e |s not required by federal or state statute and/or the Office of Superintendent of
Public Instruction (OSPI) and is not tied to funding;
e Is not required for high school graduation and is not tied to grade progression;
e Results are not required to be submitted to OSPI.
Excludes testing administration and results covered by Student Assessments (School/District
Optional) — Testing and Results (DAN SD2014-024).
6. TEACHING AND
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6.6. TEACHING RECORDS

The activity of teachers documenting their teaching plans and the performance of their students.

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

SD2014-024
Rev. 2

Student Assessments (School/District Optional) — Testing and Results

Records relating to optional student assessments/tests administered by the school/district
(including contractors) to evaluate student or classroom needs, instructional strategies,
etc., where the test:

e s not required by federal or state statute and/or OSPI and is not tied to funding;
e |s not required for high school graduation and is not tied to grade progression;
e Results are not required to be submitted to OSPI.

Includes, but is not limited to:

e Test assignment lists, sign-in sheets/rosters, scoring booklets/worksheets;

o Test data, results and reports;

e Measures of Academic Progress (MAP), Dynamic Indicators of Basic Early Literacy
Skills (DIBELS), etc.;

e Records documenting online or in-person proctoring (monitoring).

Excludes:

e Mandatory testing covered in the Student Achievement Testing (Standardized)
section;

e Test results included in classroom grade documentation covered by Grade
Documentation — Elementary (DAN SD51-06E-01) and Grade Documentation —
Secondary (DAN SD51-06E-02);

e Vendor/3™ party testing results (SAT, ACT, AP, IB) retained in Student Cumulative
Folder (Student File Folder) (DAN SD51-05F-07);

e Test selection records covered by Student Assessments (School/District Optional) —
Test Selection (DAN SD2014-023).

Retain for 1 year after end of
school year

then
Destroy.

NON-ARCHIVAL
NON-ESSENTIAL
OPR

6. TEACHING AND
LEARNING
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6.6. TEACHING RECORDS

The activity of teachers documenting their teaching plans and the performance of their students.

DISPOSITION

NS“L:ILI-I:;)TII;I'XN) DESCRIPTION OF RECORDS DI:::):I’\"I::-(I)OI\INAAC"\I":%N DESIGNATION
SDXXXX-XXX | Traffic Safety Education Retain for 3 years after NON-ARCHIVAL
Rev. 0 Records relating to the provision of traffic safety education by the school/district, or by a conclusion of instruction NON-ESSENTIAL
contracted traffic safety education program. then OPR
Includes, but is not limited to: Destroy.
e Traffic safety education student records, including drive records (drive cards);
e Grade books;
e Student examination records.
Note: Retention based on 3-years after completion of instruction requirement (RCW
28A.220.030(5)).
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GLOSSARY

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

Archival (Appraisal Required)
Designation for public records that may possess enduring legal and/or historical value and must be appraised by the Archives. Such records are to be
evaluated, sampled, and weeded according to archival principles by Archives staff. Records appraised as non-archival may be destroyed after their
retention has been met.

Archival (Permanent Retention)
Designation for public records that possess enduring legal and/or historical value and must not be destroyed. State government agencies must transfer
these records to the Archives at the end of their minimum retention period. Local government agencies must either transfer these records to the Archives
or retain and preserve them according to archival best practice until transferred to the Archives. Other than removing and disposing of duplicates, the
Archives will not sample, weed, or otherwise dispose of records with this designation.

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

Disposition Authority Number (DAN)
Control number for a specific records series in a retention schedule that authorizes a retention period and disposition action for records belonging to that
series.

Employee
Any individual who performs tasks or assumes responsibilities for or on behalf of the agency regardless of pay status.

Includes the agency’s paid staff (permanent full- or part-time, short-term/term-limited, contract, temporary, hourly, etc.), volunteers, interns, work-study students,
etc. This definition applies only in relation to legal disposition authority and does not refer to legal employment status.
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Essential Records
Records needed to respond to, and/or perform critical operations during/after, a disaster or emergency. They need to be protected through backup or
enhanced storage. (RCW 40.10.010)

Local Records Committee
Committee established by RCW 40.14.070 to review and approve disposition of local government records through records retention schedules. The
Committee’s three members include the State Archivist and one representative each from the Office of the Attorney General and the State Auditor.

Non-Archival
Designation given to public records that do not possess sufficient historical 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 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.

OFM (Office Files and Memoranda)
Public records not defined and classified as official public records in RCW 40.14.010 and other documents or records as determined by the records
committee to be office files and memoranda.

OPR (Official Public Records)
Public records necessary to document transactions relating to public property, public finances, and other agency business, or records determined by the
records committee to be official public records.

Public Records
Records that have been created or received by any government agency in Washington State in connection with the transaction of public business
regardless of physical form or characteristics.

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 or a number of different types of documents that are filed together to document a specific function.
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State Records Committee

Committee established by RCW 40.14.050 to review and approve disposition of state government records. Its four members include the State Archivist
and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of Financial Management.




#""”*» g:agrzt::yNo? gtgt: Public Schools (K-12) Records Retention Schedule
¥ & CONSULTATION DRAFT #1 - Version 9.0 (August 2025)

«ws®  \Washington State Archives

INDEXES
ARCHIVAL RECORDS INDEX

See the Local Government Common Records Retention Schedule (CORE) / State Government General Records Retention Schedule for additional “Archival” records.

AGENCY MANAGEMENT STUDENT SERVICES
Superintendent Interscholastic Activities
Official District Negotiated School Calendars .........cccocceeveviieeieiceieccciee e, 6 Interscholastic Activities — AChievemeNnts......cccccvvvvcieeeerciee e 49
STUDENT ADMINISTRATION TEACHING AND LEARNING
Student Records Curriculum
(€] =T [V =T L U 39 Instructional Materials Subject File.........cccouviiiiiiei i 55
Y gL Lol =T o 1 =T S SUPR PP 41

ESSENTIAL RECORDS INDEX

See the Local Government Common Records Retention Schedule (CORE) / State Government General Records Retention Schedule for additional “Essential”

records.
HUMAN RESOURCE MANAGEMENT Official StUAENT RECOIT ....ccoeeiieeeiee ettt e et e e e e 40
Personnel TEACHING AND LEARNING
Certificated Years of EXPEIiENCE ......cccccvieirceieeeeciieeeeiee e sree e see e eeee e saee e 16 Skills Center
STUDENT ADMINISTRATION Skills Center Patient Case Files.......ccccveiieeiiiiieieee et 58

Student Records

INDEX TO:
ARCHIVAL/ESSENTIAL Page 73 of 81
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DISPOSITION AUTHORITY NUMBERS (DAN’S) INDEX

SD2011-153...ciiiiiiiiiiiiiiie i, 8 SD2020-002.......cccevvviiiiiiiriiiiiens 43 SD51-05F-07....covviiiiiiiiiiiiiieene, 42 SD51-06A-17 ...oovuviiiiiiiiiiiiiiiees 63
SD2011-154.....cciiiiiiiiiiiiiicce, 26 SD2020-003......ccccevviiiiiiiiiiiiinen, 67 SD51-05F-08......cccovvvuiiiiiiiiiiiiinenn, 34 SD51-06A-18 .....cceiiiiiiiiiiiiiiiees 64
SD2012-062......ccccvvviiiiiiiiiiiiiiiieene 7 SD2020-004.......cccevvviiiiiiiiiiiinen, 34 SD51-05F-09.....ccceevviiiiiiiiiiiiiien, 43 SD51-06C-31 ....ccuvvviiriiiiiniicine, 28
SD2012-064.......ccovvvviiiiiiiiiiccnnen, 17 SD2020-005......cccceviiiiiiiiiiiiiinnen, 35 SD51-05F-10....cccviviiiiiiiiiiiiiiiien, 40 SD51-06E-O1......ccevvviviiiiiiiiiiiiinen, 65
SD2012-065......ccovuiiiiiiiiiiiiiiiiiens 18 SD2020-006........ccevvviriiiiiiiiiiinnne 35 SD51-05F-11...ccoviiiiiiiiiiiiiiiiienee, 41 SD51-06E-02......ccuvviviiiiiiiiiiiiiens 66
SD2012-066.......cccuevvmviiiiiiiiiininns 19 SD2020-007.....ccovvviiiiiiiiiiiiiiiieennn, 7 SD51-05G-02......ccccovuviiiiiiiiriiienne, 51 SD51-06E-03......cceviiiiiiiiiiiiiiiene 66
SD2012-067......ccvvuiiiiiiiiiiiiiiniens 24 SD51-01-46 .....oovviiiiiiiiiiiiiiiiees 16 SD51-05G-07 ....covvvivviiiiiiiiiiiieenne, 52 SD51-08-01 ....oovvviviiiiiiiiiiiiiiiene 44
SD2012-068.......ccceevviiiiiiiiiiinnen, 38 SD51-01-49 ....oovvuviiiiiiiiiiiiin, 56 SD51-05G-14.....cooovviiiiiiiiiiiiien, 51 SD51-08-09 .....oovvuvviiiiiiiiiiiiiiiens 46
SD2012-069......cccovvvviiiiiiiiiiiinen, 41 SD51-02A-04 ....cccvvviiiiiiiiiiiiiiiee 12 SD51-051-02 ....coovvviiiiiiiiiiiieene, 60 SD51-09-01 ....ooviiiiiiiiiiiiiieiiiees 66
SD2012-071..ccciiiiiiiiiiiiiiiiiiccnee, 47 SD51-03-04 .....cocvvvvviiiiiiiniiciinen, 50 SD51-051-03 ....ccvvvviiiiiiiiieiiee, 61 SD51-09-02 .....covvvvvivriiiiiiniicinnen, 18
SD2012-072..ccccovuviiiiniiiiiniicinen, 48 SD51-03-15 ..ooviviiiiiiiiiiiinicie, 50 SD51-051-04 .....coovvviiiiiiiiiiiiieen, 61 SD51-09-05 ....oovvuvviiiiiiiiiiiiiicinen, 48
SD2012-074......oovviiiiiiiiiniiiiieens 65 SD51-03C-17 ovriiiiiiiiiiiiiiiniee, 9 SD51-05J-02 ....oovvviiiiiiiiiiiiiiie 23 SD51-09A-03 ....cooviiiiiiiiiiiiiiiiiene 57
SD2014-020......ccovuiiiiiiiiiiiiiiiiiens 13 SD51-04-01 ....oooviiiiiiiiiiiiiiciiies 25 SD51-05J-04 .....ooviiiiiiiiiiiiiiiie 24 SD51-09A-05 ....cooviiiiiiiiiiiiiiiiiens 57
SD2014-021.....oovviiiiiiiiiiiiiiiiiens 14 SD51-04-05 .....oovviiiiiiiiiiiiiiniiieas 27 SD51-05J-06 ....covvviiiiiiiiiiiiiiiene 20 SD51-10-02 ....oovviiiiiiiiiiiiiiiiiiee 58
SD2014-022......cooviiiiiiiiiiiiiiiiens 16 SD51-04-07 ..vvvviiiiiiiiiiiiiiciiieae 30 SD51-06A-04 ......cooovvviiiiiiiiiiieenne, 53 SD51-10-03 ..cciiiiiiiiiiiiiiiiicieee 58
SD2014-023......cccvviiiiiiiiiiiieinen, 67 SD51-04-10 ..coovvvviiriniiiiiiniiciinen, 29 SD51-06A-05 .....cooovviiiiiiiiiiiiieen, 55 SD51-20-02 ....ccovuvvvviiiiiiiiiiicinen, 49
SD2014-024.......ccovvviviiiiiniicinee, 68 SD51-04-14 .....oocvvvviiiiiiiiiiiicnnen, 29 SD51-06A-10 ....ccceevviriiiiiiiiiiieen, 55 SD51-20-03 ....ooviiviiiiiiiiiiiice, 56
SD2014-025......cocviiiiniiiiiiiininen, 62 SD51-05-06 .....cocuvvvvviiiiiiiiiiiiieenne 6 SD51-06A-11 ...cvivviiiiiiiiiiiiieen, 54 SD51-20-08 .....covvviviiiiiiiiiiiiiieee 6
SD2014-026......ccccuiiiiiiiiiniiiiiieens 22 SD51-05F-02.....ccciiiiiiiiiiiiiniiiens 37 SD51-06A-12 ....cceviviiiiiiiiiriiie 56 SD51-20-09 ...cviiviiiiiiiiiciic, 6
SD2014-027.....oovviiiiiiiiiiiiiiiies 23 SD51-05F-03.....ccciiiiiiiiiiiiiniiieas 38 SD51-06A-13 ....cceiiiiiiiiiiiiiiee 21 SD51-20-10 .covviiiiiiiiiiiiciiiiiieee 39
SD2014-028.......cccvviiiiiiiiiniiiiiiens 51 SD51-05F-05....cccciiiiiiiiiiiiiniiiens 36 SD51-06A-16 ....ccevvviriiiiiiiriiienn, 62

INDEX TO:



G=as WASHINGTON
5% 0
G‘ ) Secretary of State

R\
BB Washington State Archives

DRAFT

Public Schools (K-12) Records Retention Schedule
CONSULTATION DRAFT #1 - Version 9.0 (August 2025)

SUBJECTS INDEX

Note: The use in this index of “CORE/SGGRRS” refers to the Local Government Common Records Retention Schedule / State Government General Records

9
9-12 attendance/absence........ccceceeveenenenenenennen. 26
A
abuse
employee investigations.......cccceecviiveeeeeeiiccinnns 14
suspected child abuse........cccceeeeviciiiveeeieeiiciines 14
accidents/incidents
] (0o 170 SR 47
accreditation........... see Authorizations/Certifications
Received by Agency in CORE/SGGRRS
accusations (employee misconduct/abuse) ..... 13,14
achievement testing (standardized) ................. 62, 64
FESUILS covveieiiieiiceeee 42,62, 63
ACT SCOMES .uuuuuurrurrurerrrruerrrrrrrererersrsrererererererare—.. 42
administration of federal and state categorical grant
programs............ see Grants Received by Agency in
CORE/SGGRRS
advanced placement (AP)
PlaCcemMEeNt.....uuiieeieiicieeee e 20
SCOTES cuttuurururerernrernsereresesereresssssesssesssessnesersnsrerenens 40
Alternative Learning Experience (ALE)
attendance/absence........ccccovveeeeivcieececieeeeen, 27

Retention Schedule.

1€SSON PlANS .ot 65
AP/IB SCOMES c.eereeiieeeeeeeeierteeeeeeseeerreeeesesesarreeees 42
apportionment advance/revision requests ............ 12
aptitude test results.......ccoceereeeieeniieeieneceeee 42
arrival/departure Iogs .......ccoveereeeereneneseseeeenes 29
assessments

MANAALONY .t 64

school/district optional........ccccoeeecvieeieeeiiieecieeens 67

school/district optional — testing and results..... 68

special education........cccciiieeeiiiiic s 60
assignment (student)

PlacemMeNnt.....ccccueiieeciee e 21,22
assignments NOt retrieve ......oovccvvveeeevvenciieeeeee e 67
associated student body (ASB)

bylaws

adopted......ccoeeeveeeciieeieen, see CORE/SGGRRS
development ......cccceeeevveenen.. see CORE/SGGRRS
elections .....ccceeeveeiiciiee e see CORE/SGGRRS
expenditures.......ccceceeeereeecveenne, see CORE/SGGRRS

MINUEES ..o ee e see CORE/SGGRRS
athletics

eligibility .ooooveeeeeee e, 50

parent/guardian permission..........ceceeeveeerveennen. 28
attendance/absence

excuses/notification/case files ............cou...... 25, 26

institutional settings.......ccccvevvieeevciee e, 27

school-sponsored activities ...........cccceeeevveeenneen. 28

source documentation (Pre-K—12).................... 27

truancy case files/petitions ......c...ccoeeeeveeecreeennnn. 29
authorizations

field triPS . eee e 28

release of student records.......cccccceveeeeeennnnnes 37,38
B
Becca Bill (truancy) ....cccceeeeeveeeecciieeeeciee e, 29, 30
behavioral support

STUENES .o 34
bilingual instruction ........cccoecieeeeiiee e, 23
boundaries

EXCEPTLIONS..cii it 23,24
boundary changes.......... see Jurisdictional Boundary -

Development in CORE
budget

reViSion reqUESES ....ooccvvvieiieee e e srreeeeeen 12
bullying prevention ........cccceeecceeeiciee e, 8
bus

condition checklist.........cccovvirveiniiennieinieeeeene 52

Ariver I08S cocee i 52

operations daily 08 .....cccccvvvieeeiiiiiieeeee s 52
bus sign/light violation..........c.cceveeeveeeiveccieecreenne. 51
buses

condition checklists ................... see CORE/SGGRRS

MaiNteNaNCe ...uuvvveeeeeveerveeeeeeenn. see CORE/SGGRRS

pick-up/drop-off changes (temporary)............... 29

INDEX TO:
SUBJECTS

Page 75 of 81
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special transportation..........cceceevieenieeniieenieenane 51

C

calendars......ccceeeeeveeieeeieeennnns
official district
case files

discipline (student) .......ccccoveeeviiieeeeciee e, 34, 35

patient (Student)........cccecvveeiiiiee e, 58

L UF- | ooy 29
CAtering reqUESES ..ovviiiiiiiiiiieeiieeeeeeeeeeeceeeeeeer e 44
catheterization SErvices .......cccccevevvererceeeeeiieeeeenns 47
certificated years of experience ........cccccceevvveveeennns 16
certificates

educational competence (GED)........cccevveeeveenns

immunization status (CIS)......ccccceevieeeeciieeeennen.

certification information summary
Authorizations/Certifications — Employees in
CORE/SGGRRS

chaperones (extra-curricular) .......ccccceevveeriieenineenns 28
child abuse (suspected) ......ccccveeeveeerieeeieeiieeeieenne 14
chronic health conditions ........cccoecviiiviieeeeiieecs 47
class
AtteNdanCe.. ..o vvei i, 27
schedule (Master) ......ccccecveeeeeiiee e, 56
schedules (student locator cards)....................... 43
COMMUNILY SCROOIS ...oeiiiiieeciiie e 27
compulsory school attendance petitions................ 30
concussion/head injury (student)
confidential reports ......ccccceeveeeiiiieeee e
contact information
cumulative folder (student).........cccoceeeecurereennnenn. 42
interscholastic activities ........cccccovvveeivniierennnenn. 50
contests (interscholastic activities).......c.cccecevveeennnes 50

corrective action (employee)......ccceccveeerveevieenns 13,14
course description catalog. see Publications — Master
Set in CORE/SGGRRS

(o LAV Z=] S =T [N
dropout reengagement program

culminating Projects .......cccceevvveeeeicieeesiieeeesvee s 66
cumulative folder (student) .......cccceovveeviieeeiiiieeeenns 42
curriculum
course additions/deletions/changes .................. 53
instructional materials.........cccccevvveeeeieeniininneen.n. 55
SUMMArIES/BUIAES .ovvvvereeeeieeeeiee e 55
YAV TR 54, 62
D
daily
bus evaluation/operations ................... 52, see also
CORE/SGGRRS
declaration of intent (home-based instruction) ..... 57

demographic and enrollment projections .see Budget
Development/Funding Allocation in CORE/SGGRRS

E
early departure logs....
€ATPA CONSENT c.eveiiieiecitieeee e
educational competence certificate ..........c.cueeene. 36
eligibility (interscholastic activities).........ccccceveeenee 50
emergency
INfOrmMation.......cccccovvevveveeeiiecciiiiee e 28,42,50
medical treatment (student) ........ccccceeeveerveennne. 47
employee .....ccccveevecieeeeinenn, see also CORE/SGGRRS
certificated years of experience .......ccccccuveeennneen. 16
misconduct
abuse (verbal/physical) ......cccoeevveeveeiirreennnn. 14
SEXUA| weveiiiiiiniiee e

English language proficiency
enrollment

destruction notification — special education records entry/withdrawal (student) ........c.cccceeeveerienreenen. 42
............................................................................ 61 history (official student record).......................... 40
directory information (student)........ccccccevciveenneennn. 42 error corrections (on official student record).......... 40
authorization/release ........cccccveeeevveeceecireeecneeenns 37 essential academic learning requirements (EALR)
discipline individual reports............ see Reporting to External
behavioral sUPPOrt .....ccceveeeiieiiieee e, 34 Agencies in CORE/SGGRRS
employee................ 13, 14, see also CORE/SGGRRS program files................ see Business/Work Plans in
STUDENt e 29, 34, 35 CORE/SGGRRS
unfounded .......occeeveiinieniii e 35 program resultssee Reporting to External Agencies
disclosure of student records ......ccccccevevevevenenns 37,38 in CORE/SGGRRS
disposition — special education records.................. 61 events (science, music, athletic, etc.) ......cccccuveeene. 28
districts exceptions (boundary) ........ccceceeeiiiiieieciieeees 23,24
official school calendars ........cccoccoivieeiiinnccininen.n. 6 excuse slips (absence)........ccccecveeieiiieieccieeeenn, 25, 26
AriVe Cards......oocuiieeeiii e 69 expectations (student) .......cccccoeeeeiiiiieciieeeeciee e 56
AriVe reCOrds .....vvieeeieie e 69 extra-curricular activities (permissions).................. 28
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F
facilities/property management.................... see also
CORE/SGGRRS
LEED (Leadership in Energy & Environ. Design). see
CORE/SGGRRS
failure to stop violation........cccccveeeeciieeeciiee e, 51
field triPS oeeeeee e 28
film viewing (permission)........cocceeevvveeeiiveeeiciieeenn, 56
first aid treatment......ccoovevvivinieeriee e 47
food
handler’s permit/food worker card................... see
Authorizations/Certifications — Employees in
CORE/SGGRRS
service orders ............ see Financial Transactions in
CORE/SGGRRS
SEIVICES .ieeieieiiiiiieee e e e et e e e e e e e e e e e e e e snnenees 44
food services
HACCP MONItOriNg ...evvvveeeieeieiiieeeee e eeiieeeeeenn 45
foreign exchange student ........cccceevvevevciieneiieenene 42

free or reduced-price meal
application verifications
APPIICALIONS. ...t

€lEeMENTArY ..vvveeiei e 65
error corrections................. ...40
official student record ... 40
LY <Telo13 Vo F- | oV NS 66

graduate list......ccoveeeeiiiieceeee e 39
graduation requirements see Policies and Procedures
— Agency Core Mission in CORE/SGGRRS

G

GED teSHING vvvvveeeiee et 36

gender change (on official student record) ............ 40

gifted program .......ccccoeevciiiiiiei e, 22

grade documentation ........cccceeeeiiiiieee e, 65

grades/progress rePOrts ......cecveeeeeerveesneesveenneens 42
adjustments (on official student record)............ 40
Alternative Learning Experience (ALE) ............... 65

grant surveys (impact aid) ....ccoceveveencieenieenieecieee. 9
guidance reports (confidential student).................. 38
H

handbooks (publications)............... see CORE/SGGRRS
harassment prevention.........ccccoceeeeveevcieescieescveesnens 8
head injury/concussion (student) ...........ccceeevenennee. 47
health care/services........cccouvvriivveeeiiceeee e, 47

exemptions .......cccvvvvvevevennn .47
health/nurse room
life-threatening health conditions
MediCation errors ......ccceecveeevcveeeerieee e 48
SKills CENTEN ... 58

health inspections...see Authorizations/Certifications
Received by Agency in CORE/SGGRRS

home language SUrVey .......ccoceeveeeniienieenieenieeee 23
home/hospital tutoring (applications)..........ccc....... 66
home-based instruction
homeless child/youth .........ccccoevveviieniieecieecieeee,
homeschooling
declaration.......ccuveeeeei e 57
transfer request.......ooceevieiiceniic i 57
1
IB/AP SCOTES ceeeeeieeieeeieeeeeeeeeereeeeseseesesereeesesessnnees 42
illness/injury
L AU Le [=] o | RPN 47,48
immunization
certificates (CIS) .uuiievveeeeeree e 18
exclusions for failure to provide proof ............... 19
reporting compliance
incarcerated students......cccocceeeeiiieiiiiieeeniee e,
incidents/accidents
STUENT e 47
Indian education program) .......ccccceeeevveecreesireennennn 22
iNjury (Student) .oooccveeeeeceeeeeee e, 47
in-service education programs ............. see Training —

Healthy Youth Surveys........ see Healthy Youth Survey Mandatory or Certification/Hours/Credit Provided
Results in OSPI retention schedule in CORE/SGGRRS

hearing/vision test results .........ccccecveevveeeeveeneveennen. 47 institutional education programs ..........cccccceeeeeennn. 27

HIB instructional materials
INVEStiGatioNS......cceecviiieeiee e, SUDJECLile v, 55
prevention plans............cce..... insurance

high school and beyond plans interscholastic activities .......ccccccvveeeeieeiicciinen.n. 50

high school equivalency test........ccccceeveciiiiieieeennnnn. internet access/film viewing (permission).............. 56

highly capable program ........ccccooveeiieiiiiiiiieeeeecee, interscholastic activities

historical records, materials and artifacts ACNTEVEMENTS....vvvviiveriiiiiriieieierarerarererererererararaaa.. 49
CORE/SGGRRS ElDIILY v 50
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self-evaluation SUrveys .......cccocccevevciieeencieeeenneen. 50
Title IX SUMVEYS .eeeeeeiieeeeneeeeeeeeee e 50
intimidation prevention........cccccecveeeeiiecccceee e, 8
investigations...............eeeenn. see also CORE/SGGRRS
employee misconduct/abuse ..........cccccueene. 13,14
mMedication errors ......ccceeeeeeeeecciieeeee e 48
student discipling.......cccceeeveeriieiiiieniicieee 34,35
isolation and restraint
age 18 and older......c.eeveevieinieinieeeeeee e 31
UNAEr age 18....cciieeiciiieeeee e 32
J
judicial order (student records) .........cccueenene see also
CORE/SGGRRS
K
K-8 attendance/absence........cccoeveeeveveeivcieeeiennn, 25
L
late arrival 108S.....cccuuviieiiee e 29
learning assistance program (LAP).......ccccecvveeruneenn. 22
Learning by Choice
student assignment .......cccceeevvieeeeciee e, 23,24
LEED (Leadership in Energy & Environ. Design).....see
CORE/SGGRRS
lesson plans
Alternative Learning Experience (ALE) ............... 65
oL (=T - | PSR PSSN 66
library Services .......ccccveveeeeiveeennns see CORE/SGGRRS

life-threatening health conditions.........ccccccueeenneeen. 47 verbal/physical abuse........ccccccvevrieiecienreennen. 14
list STUENT..eeeeiieiceeeee e 34,35
HIV/AIDS and hepatitis B (HBV) trained employees mMonitoring - HACCP .........ooovciieeecieee e 45
.......... see Records Documented as Part of More MUSIC BVENTS ..vvieeeiiiee e cveeeeetree e eeee e sereeeeeenes 28
Formalized Records in CORE/SGGRRS
services provided by the school district ............ see
Informational Notifications/Communications in N
CORE/SGGRRS
students participating in home-based instruction news/media release (television/photo).................... 6
__________ see Records Documented as Part of More non-contact orders ......ccccceeveccviieeeeeeiecciieeee e 43
Formalized Records in CORE/SGGRRS NUISE FOOM . iituiiiiieiriiiiertieeertieereseerateesrsneersannes 48
lUNCh Program......cccveeeecieiecciee e 44, 45
(0]
M
official school calendars.........cccccceeveiiiiieeecciee e, 6
Master SChedUIE........c.evivereeiieeieiee e s 56 official student record.........c.cociniviininincnn. 40
MCKINNEY-VENTO ACt .....cvereireireieiieeeeeees s 17 challenges to.......ocevinnniicc 40,41
meal online learning (teaching materials) .........ccccveenni. 66
ticket/credit log .............. see Forms — Accountable operating savings (major facility projects)............. see
tickets cuvoveeveereeeeeeeenee see Forms — Accountable CORE/SGGRRS
meal count reimbursement report (monthly) ........ 45 opt-out
media center Services ..., see CORE/SGGRRS health screenings.......cccoccveeeiecciiiieee e, 47
medical records (student)........ccccoeeeiiiieeeciiiee e, 47 (o] alo] do MUY =L TSR 7
medication VidEO CONSENT ...t e 7
AdMINiStration ......ccccoeeeiiiiiiieee s 47
ErrOrS/tNeft .. i 48
inventory. see Inventory — Capital, Expendable and P
Consumable Assets in CORE/SGGRRS
treatment Orders ......ooveeeveeveeereeveeecreereeereeeenes 47 paraeducator test ProCtoring............oeuriurivsiisnnnns. 7
MENtal NEAIH CE ....vveeeeeeeeeeeeeeeeeeee e 47 parent drivers (field trips) ..., 28
MENUS .eovereeereerreenreenes parent/legal guardian
misconduct boundary exception request ........cccccceeunnes 23,24
employee home-based instruction .........ccccceecvveeeecineeennen. 57
SEXUAN cuvieiiiiiiieeec e impace aid surveys (not eligible) ..........c..ccoocouuv. 9
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permissions
administration of medication/health care...... 47
extra-curricular activities
field trips oo,
internet access/film viewing ........cccoevvveennnn. 56
photo/media release or opt-out................... 6,7
release of student records ..........ccecuuunneen 37,38
video consent or Opt-0Ut .....coecveerieercieeniieennnen. 7
statement of requirements/expectations .......... 56
parenting Plans ........ccocveeeecieee e, 43
petitions
boundary changes .....see Jurisdictional Boundary -
Development in CORE
EFUANCY e 29, 30
photos
EVENTS Loiiiiiiiiiiiieieiertrer ettt 49
PErmMission/opt-0Ut ....cccccveeeereeeireecreeeree e 6,7
student identification .........cccocoeiiviieeeeciie e, 42
physical therapy......ccoooveeiiiiiciiiieeee e 47
plans
reentry/reengagement......cccoceeeeeveenreecreeineeneenns 10
SChoOl Safety..cccciieeceiee e, 8
student safety...cccccoeceeeeciei e, 10
Pre-K
attendance/absence........occcooveeeeivcieeeeciee e,

homeless child/youth
prior consent (student records)

private vehicles ........cooveeeiiieeccee e,
proctoring
Healthy Youth SUIrvey .......cccccveeeecei e 7
paraeducator teSting .....ccccevevierveeinieinie e 7
professional education permits —temporary ........ see

Authorizations/Certifications — Employees in
CORE/SGGRRS
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Public Law 81-874
public research access requests.....see CORE/SGGRRS
R
receipts

SIBNAtUre Of..oeeeiiii e, 16
recorded lessons (online learning)........ccccccvveeeuneee. 66
reentry/reengagement plans........ccceevvveeveenreennen. 10
registration

interscholastic activities ........ccccceevvveeeriieee v, 50
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release of student records......ccccccveeeevvereennenn. 37,38
reporting

OSP| — General .see Reporting to External Agencies
in CORE/SGGRRS

student health and safety............. see Reporting to
External Agencies in CORE/SGGRRS
suspected child abuse.....see Reporting to External
Agencies in CORE/SGGRRS
reports
absence (student) .......cccoccveieeiiiiiciiieeeeee e, 29
IMMUNIZAtION ....cooiiiiiiii e 18
impact aid programs.......ccccceeeeeccivieeeee e, 9
Medication errors ......cccoecveeiriveeeeniiee e 48
restraining Orders .......occcceevcveeeeecveeecciee e e 43
restraint/isolation
age 18 and older......cccceevivveiecier e,

under age 18......ccccceeveunnnes
running start program)

S
safe school plans.......ccccocvee e, 8
safety (SChOOI)....cuvcceeiieeece e 8
SAT SCOMES evviiiiiiiiiiiiiiiiieieieteretererererererererererererererens 42
schedules

school master (classes).......ccceeuveeivieeeeeciiee e, 56

student locator (classes).....ccccecveevcreeeecireeecnnen. 43
school

assignment (student)

DUSES...oviiiiiie e,

registers

safety plans.......ooeiiie 8
SCIENCE BVENTS...eveiiiiieieiiieee e e e e e eessreee e 28
screening (health) ........ooocviiiiiiiie e, 47
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sexual harassment/discrimination against

employees/others (Title IX) ..cooeeeeevreeiecrienreennen. 15

sexual harassment/discrimination against students
(THEIE IX)eeeeeeieeie et

sexual misconduct (employee) ........coceevveeviveennnenns

sign in/out sheets (student)..............

signature of receipt record ...............

skills center (case files/time logs)

special education

programs (students not eligible) ........cccuee....eee. 61

student history file retention/disposition
NOLIFICAtioN .ooveveeiieie e 61

transportation .....cooeeeeieieiiiiiie 51

special education testing

protocol blanks........ see Civil Rights Compliance in
CORE/SGGRRS

results ....see Special Education Program — Student
History File
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student booklets............. see Student Assessments
(School/District Optional) — Testing and Results

special service programs....................
speech-language pathology services
SPOIES EVENTS...iiiuiiiriieiieeriee st sieesreesre e e e saee e
staff records

signature of receipt .....ccccevveerveeniieneeeee 16
standardized achievement testing

COMMUNICATIONS .eeiviiiiiiiiiiieeee e e e e 62

FESUILS coeeieeiiieeiee et 42,62, 63

test/testing materials ........ccceevveeiieecie e, 64
stock

control records .......... see Capital, Expendable and

Consumable Assets in CORE/SGGRRS
inventory report summary see Inventory — Capital,
Expendable and Consumable Assets in

CORE/SGGRRS

student

safety plans.....cccve v, 10

threat assessments......ccccoccvvvveeeeeeeccciiieeee e 11
STUAENT WOTK....evieeeiiee e 67
students

ADSENCES ..ovvvvveieieeeeeveieerereteerea . 25, 26, 29

alternative learning experience (ALE)................. 65

assignment/placement
behavioral support
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cumulative folder/student file folder ................. 42
curriculum waiver requests..........cccccueeereneenn. 54, 62
Lo TTYol o] 1o 1= S 34, 35
discipline unfounded ..........cccccoevivieeeecier e, 35
federal impact aid sUrVeys......cccceeccvvveeeeeeeiciines 9
general educational development (GED) ........... 36
grade documentation.........ccccceeeeeeeiiiineennn. 65, 66

graduates list ......occeevieiiiiniiie e 39
handbooks (publications) ..........see CORE/SGGRRS
health care/services .......ccccoovvevvveeeeeeiresiiinnns ...48
home/hospital instruction (applications) 66
NOMEIESS.....oeeeiiee et 17
identification photo......ccccvevieiiiiinieiiiceeee, 42
iNcarcerated.....cccccoveccireeeeee e, 27
INJUIY ot e 47
interscholastic activities ........cccccevvveeeecieeecnneen. 50
locator cards/class schedules ........cccccoovevvvneene. 43
medical treatment .........cccceeeveieeeeviiee e, 47
official student record ..........ccoveeiiiieeeiiieeenen. 40
photo/media release or opt-out 6,7

progress reports
registration ......ccccevvveviiiiiiie e
release authorizations ........ccccceeveveeeeiineen.
school assignment .........cccoeeeiiiiiciiiieec s 20
SChOOI reGIStErS...uvvvieeieeciiiiieee e 41
SKills CENTErS .oooeeeiiieieeeeiee e, 58
suspected child abuse........ccccceeevieciiiieeneenicinns 14
television/photo release.........ccovveevveceneenenenenn 6
testing
MANAATONY ..ceeiee e 64
results
AP/IB/SAT/ACT ottt 42
special Service programs .......cceceeeeereerieeennnnns 22
school/district optional ........cccceeeveeviiennennnen. 67
school/district optional — testing and results. 68
tracking (whereabouts) ........cccecevvviicieeenciiee s 29
video consent or opt-OUt......cccccveeevciieeeecieee e, 7
with disabilities (special transportation) ............ 51
suicide
intervention documentation .........ccccoeevieiennnen. 10
prevention/intervention...........ccccecvuveenen. .47
SCIEENINEG .evvvvverererrrererererererererernrererererererererera—. 10

superintendent of schools (general)..see Stakeholder
Liaisons/Stakeholder Group Relations in
CORE/SGGRRS

supplementary reports (confidential student) ....... 38
surveys

impact aid program (child not eligible) ................ 9

interscholastic activities (Title IX) ....ccccccvverveennee. 50
SYHABUS oo 56, 66
T
teacher

candidate exam video consent..........ccceeveeneennnen. 7

grade documentation ........cccceeeeieeeveiieeesciiee e 66

1€SSON PlANS oo 65, 66
test selection (school/district optional)................... 67
test/assessment/survey proctoring..........ccceeeuveennee. 7
testing

GED ..ottt

high school equivalency
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proctoring

standardized achievement testing................. 64

results (in cumulative folder)........ccccoeeeevieenneen. 42

special education........coocciiieeiiiiiccee s 60

special education assessments.........ccccceeeeeennnaes 60

special service programs .........cccceeeevveeerenenn. 21,22
testing and results (school/district optional).......... 68
theft (medication).......ccceeevveveeeiiiiiciireeee e, 48
time logs (skills center) ......cccoociieeeeiieiccciee e, 58
Title IX

complaints (employee) .......ccccceveeievvireecciieeeennen. 15

complaints (student) .......ccceeeeeiiiiiiiiieeeiee e, 33

employee sexual harassment/discrimination..... 15
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investigations (employee) .......ccccceevveecierevieennnen. 15 transitional bilingual instruction (TBIP)................... 23 vision/hearing test results ..........cccceveevveiereecreennen. 47
investigations (student)........ccceevevevieecerenieennnen. 33 transportation
student sexual harassment/discrimination......... 33 DUSES..covviviiiieiiieeeeeeeeeeeeeeeeeeeeee see CORE/SGGRRS
SUTVEYS cetttvreverererernressrereseressssssssssssrsssssssrsrsrsrerarnne 50 TFUANCY ettt ebaraaaeaaee 29, 30 w
tracking (student whereabouts) ..........ccccoveeevvneenn. 29 tutoring (home/hospital) .......ccoveeveeviiveciieeiireenne 66
traffic safety (permissions) .......ccccceeeevveeeesreecreennen. 28 WA Interscholastic Activities Assoc. (WIAA)........... 50
traffic safety education ........cccceeevievieecee e, 69 waivers
EFANSCIIPES vevveieieeeeeeeeee e ens 40 v CUITICUIUML.ciii 54, 62
GED et 36 (1] o 11 L1 1Y 2 SRR 28
transfer requests video withdrawal (student) ......ccccceeeveeeeiiiie s 24
home-based t0 diStriCt «.oevreveeeeereereeeeeeeeenens 57 PErmMission/opt-oOut ......cccceeviviviiiiiiiicccce 7
inter- and iNtra-district ..eeeeeeeveeeeeeeeeeeeeeeeinns 23,24 violation (bus/light).......ccceeeeieiieeniiiciieece e 51
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