RECORD RETENTION

Arizona State Library, Archives and Public

Records




What are RECORDS?

A.R.S. 41-1350 — Records are: All books, papers,
maps, photographs or other documentary materials,
regardless of physical form or characteristics... made
or received by any governmental agency in
pursuance of law or in connection with the
transaction of public business preserved or
appropriate for preservation by the agency or its
legitimate successor as evidence of the organization,
functions, policies, decisions, procedures, operations,
or other activities of the government, or because the
iInformational and historical value of the data
therein.....

Records as defined are the property of the State of
Arizona not the property of the political subdivision



E- Records

E-records are those that reside in electronic
computer systems or other electronic media

Arizona Electronic Transaction Act authorizes
state and local governments to establish
electronic/digital systems for conducting their
business



Non-Records Include

Reading file copies of
correspondence

Tickler, follow up

ldentical duplicate
copies of all documents
maintained in the same
file

Extra copies of printed
materials

Superseded copies of
published manuals and
directives

Catalogs, trade
journals, magazines

Information copies of
correspondence

Non-records are not to
be mixed with records
In the same file



Be Careful

From the standpoint of both state and Federal
Court Rules of Evidence, there is little if any
difference between records and copies of
records. During the discovery process of a
civil suit, the non-record copies are just as
discoverable as evidence in the original
records.



Arizona School Districts

Have clearly defined requirements on which
documents are records and how long they
should be kept and methods of disposal

Destroying public records without lawful
authority is a Class 4 Felony



Keeping Records

Per ARS 41-1351, the time periods listed in the
retention schedules are both the minimum and
maximum time records may be kept. Keeping
records for a time period other than their approved
retention period is illegal. Records required for
ongoing or foreseeable official proceeding such as
audits, lawsuits or investigations must be retained
until released from official proceedings. Ifitis
believed that special circumstances warrant that
records should be kept longer or shorter times than
the time period listed in these schedules, a change in
retention period can be considered by contacting the
Records Management Division.



Chandler Process

There is a master record retention schedule (Exhibit A)
maintained in the property control office that provides the
following:

CUSD Name for Record if different than description
Required disposition timeline
Whether document is paper or electronic

If a department is going to keep the records in their office for
a period of time prior to sending to the warehouse

Responsible Person

Request to maintain records beyond the archive of library
requirement

Each Superintendentis responsible for ensuring that their
departments are maintaining the correct documents.



Master Retention Schedule (Exhibit A)

Geanaral Retention Schedule for
All School Districts and Charter Schools
Accounting/Finance

Payroll Records

Ratention Faper or
|t & Records Series CLUSD terminology {¥rs.} Remarks Dapt. Contact | Electronic Commeanis
After fiscal year
sup=srseded or
38 | Direct Deposit Authorizations 3 obsolata Sandy Coopsar P lzoking at alaciromic
Payroll Records (includimg all
remuneration mads {o
Wage and Tax Stataments (WS-
31, all Social Security
conftribubons and
adjustments, earned incoma
credits, registars, vouchars,
unamploymeant insurance After fiscal year
contributions, and other tax contributions ware
390 |records) 4 due or paid Sandy Cooper F&E
Parsonnel/Payrcll Action
Forms {pay or position changsa
motices, additions 1o payrodl,
terminations, promaotions,
demaotions, transfers, layoffs, Aftar fiscal yaar
40 |and other related records) & craated or received Sandy Cooper P&E
Prasarva pursuant o
41 |Salary and Wage Schedules Permanani]ARS §38-101 Sandy Coopear E
State Retirament System Included In Payroll After fiscal year of
42 |Applications Employee File 3 employsae termination Sandy Coopsr P
Employes Time and Laawe
Records After fiecal year
43  |A Oificial copy 4 creabed or recesed Sandy Coog-er E

State’s last update 111507
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Chandler’s New Procedures

Each department/site is responsible for sending
their records to the warehouse

Only required records are to be sent to the
warehouse

The boxes must only contain records. (no mixing
with non records). Whenever possible, try to send
full boxes.

Bankers boxes are not required, empty boxes from
paper reams are acceptable

A department may keep records in their offices for a
period of time prior to sending them to the
warehouse as long as it is noted on the master
record retention schedule maintained Iin the
property control.



Chandler’s Procedure

Each department must send their boxes with a label
that matches the CUSD record retention list. A
template will be provided by property control and
available on line. Colored labels can be ordered
from Robert Mertz at Property Control. (Exhibit B)

More than one record can be in a box, however all
records in a box must have the same disposition
length.

Each department will develop their own method to

track records sent to the warehouse. (Sample Log —
Exhibit C)

All records must be disposed of by Property Control.



Retention Label (Exhibit B)

CHANDLER UNIFIED SCHOOL DISTRICT — RECORD RETENTION LABEL

ACCT’G/FINANCE - PAYROLL RECORDS
Three (3) Years BOX:

CONTENTS NOTES

Direct Deposit
Authorizations

State Retirement System
Applications

Vacation and Sick Leave
Summary Records

School Year: Shred Year:



Retention Label (Exhibit B)




Retention Label (Exhibit B)

CHANDLEE UNIFIED SCHOOL DISTREICT — RECORD RETENTION LABEL
SCHOOL:
STUDENT RECORDS Four (4) Years. BOX(:

CONTENTS NOTES

O

Cuylly Atbepizance Records {atendance reconds for the schodd and nok indekdess
Sludent alt=ndance records. This s=res Incudes sudend sign infout logs]
School Reglsbers

Cortticales of Educational Convenkence (ZEC)

Cisciplinary Recorss

Counseling Bession RECOnds

Frod=ssioral and \Working Re=conds

Access and Release Reconds

Shedient Aciviles Records {imcluding Extracumioular scivibes, awards,
r=commendabicns, arnd ofer relaied reconds

Anacdotal Re=conds

or-medical Frofessional Reports {Including repos Trom psychologists:, sockal
\Borkers and olher relaied records

Shudent withdrawsl Nodozs

Spacial Education Reconds (Inciuding piacement raconds, refenmals, Evalsations
Te=stnp dala and olher refated reconds)

Shadent Ifsurarce Reconds

TuRon Program Records

Afidavits of irfent 1o Home Schiool [ofMoe copy — ofMiclal copy with County Sunt of Schools
Segisiradion Reconds {sludsnts not conlineing in schoal disinct]

All offrer Honpermanent Student mecorms

Stapdardized Test Score sheets Rcluding AIMS

=it Fecords (Incuding basic idenbfying daks, general madical hishory, medica
r=mcirts, wision and hearing tests, student accldsnt reports, and other related
r=conds but does not RCluds iImmunizafon reoones)

0000000 OO0 OO0 0000000

School Year: Shred Year:




Department record retention log
(Exhibit C)

DEFPARTMEMNT RECORD RETENTION LOG

Date to Retention
Box# Record Description Warehouse Years
Fv0910-01 |Direct Deposit Authorizations Tr2010 3




What should not be included.....

CHANDLER LINTFIED BCHOCH. DESTRICT
RECORDS RETENTHON FORM
A OF 72000 —

[ocuments ae loose’ weess mecificnlly identified & heteg ina “FILE' folder, or other

TELL T
[oowment Dlescri pliom of Refirenes
P,  Type.  MojorSectons Koy Cowents Dabes
iIZIgg Beredadf CRIST Personne! Direciories 'Y 126281 dem
"% 1952537 ieclemine
tmdtv. Spiral _ Yaar by Weskin rpcinimend Caledar s=ars
Bariakid Calendar (Dizry) IR — LS dnslacie
Bound A ey Calenar by Dy TH oy
Hpotle Appomimonts
fraie. Soirad Eecepilomisl Messape Dooks Caloradar ¥isrs
! 19— 1
{30 raviewsd for
W T e
Bl Exerilow Cally Page Calendr Calendar Yean
|, |
Fpiray Beand

Saff cover ok “Easy Plow™, Flow Chamting, [hta Flie Progesms
Cirg. Chird greatiog, e




What NOT to do...
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