No. 800-AR-1

TURKEYFOOT VALLEY AREA
SCHOOL DISTRICT

ADMINISTRATIVE

REGULATION

RECORDS RETENTION SCHEDULE

v To Use The Records Retention Schedule

‘Records Retention Schedule lists records that are created, received or retained as a result of district operations. The schedule in
ription of the records, format in which the records will be retained, classification of the records, retention period, and disposal «
owing information will assist in applying this schedule.
ord Formats
lia codes are used to identify the format(s) that the district may choose to maintain specified records and area assigned as follov
A. Paper
B. Microform

C. Electronic (machine readable)

D. Audiovisual (tapes, movies, film strips, etc.)
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E. Cartographic (maps, drawings, blue prints, plans, etc.)
F. Photographic
ord Classifications
rict records will be classified as follows, based on the information contained therein:
)lic — These records will be made available for access and duplication in accordance with law, Board policy and administrative 1
mpt — These records are exempt from public access by law.
1tains exempt information — These records contain information that is exempt from public access by law.

ifidential — These records are also exempt from public access but specifically designated as confidential or privileged by law, r¢
rt order.

ords that are exempt from public access or contain information that is exempt from public access will be protected from unauth
>ss in accordance with law, Board policy and administrative regulations. Any exempt information will be separated or redacted
rwise public record before being made available to a requester. Confidential records may only be accessed, released and/or dis:
1orized personnel in accordance with law, regulation, or court order and will not be released under the district’s discretionary au
ase exempt records.

ention Periods

ention periods listed on the schedule are given in years, unless otherwise indicated. Upon expiration of the retention period, all i
rds will be disposed of in accordance with Board policy and this schedule.
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nosal Codes

posal codes are used to direct the final disposition of records. Records must be disposed of according to the assigned code listed
>dule. Assigned disposal codes are as follows:

1. Routine Handling — No special precautions are necessary upon disposal. The records should be recycled or disposed of in ac
with standard district procedures.

2. Special Handling — The destruction of records containing privileged, confidential, exempt or sensitive information that requ
handling by shredding, burning, erasing or any other method that reduces information to an illegible condition.

3. Archival Retention — Records requiring permanent retention or records that have sufficient archival or historic value must b
in perpetuity.

4. Delete — For use with electronic records. When electronic records have met their retention period, they will be deleted.

ords Not On Schedule

any record not covered by the retention schedule, the Records Management Committee will determine how long the record mu:s
recommend any necessary revisions to the retention schedule.
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edule

Record Description Record Record Retention Period Di
Format Classification (in years) (

istrative Records
sibility Studies AC Public 3
A Results A,C Public Permanent
lic Record Requests AC Public 1 from date received
ool District Report Cards A,C Public Permanent
tegic Plan AC Public One (1) copy permanent
aints/Challenges
>stigation Records A,C,D.EF Exempt 6 after final resolution
arding District Employee(s) A,B,C Exempt 7 after employment ends
arding Instructional Material A,B,C Public 6
district Programs
t Organization Records
rict Boundaries/Attendance Areas A,C,E Public Permanent
tographs/Movies of Historical Value C,D,F Public Permanent
yment Contracts
ninistrative Compensation Plan A,B,C Public One (1) copy permanent
lective Bargaining Agreements A,B,C Public One (1) copy permanent
vidual Employment Contracts/ AC Public 4 after employment ends
rd Resolutions
y Use Records
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lications A,C Public 6

Schedule(s) A,C Public Current

ial Records

ounts Payable AB,C Public 6

ounts Receivable A,B,C Public 6

pted Annual Budget A,B,C Public 10

ual Financial Reports A,B,C Public Permanent

ual Audit Reports A,B,C Public Permanent

k Statements A,B,C Public 6

ck Registers A,B,C Public 6

osit Slips A,B,C Public 6

eral Ledger A,B,C Public Permanent

nt Records (Successful) A,C Public 6 after close of grant

stment Records A,B,C Public 6 after cancellation

“hase Orders AB,C Public 6

Collection Records AB,C Public 6

nd Reduced Lunch Program Records

ounts/Audits AB,C Public 5

lication for Participation A,C Exempt 5

cram Requirements A,B,C Public 5

nces/Arbitrations

plaint A,B,C Exempt Permanent

rict Response A,B,C Exempt Permanent

| Ruling/Decision of Arbitrator A,B,C Public Permanent

nce Records

ms A,B,C Contains exempt 6 after settlement
information

cies/Contracts A,B,C Public 6 after expiration
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ion Files

dings, Motions, Briefs, Other Filings A,B,C Public 7 after final conclusion of
litigation
ision/Ruling A,B,C Public 7 after final conclusion of
litigation

al Records

lical Records (Employee) A,C Confidential 3 after employment ends

lical Records (Employee Exposure to AC Confidential 30 after employment ends

ic Substance)

lical Records (Student) A,C Confidential 2 after graduation

Employment Medical Examination A,C Confidential 3 after employment ends

| Records

uction Authorizations AB,C Contains exempt 6
information

ct Deposit Forms A,B,C Exempt 6

e Cards A,B,C Public 6

re & Tax Statements (W-2 Forms) A,B.C Contains exempt 6
information

hholding Allowance Certificates (W-4 A,B,C Contains exempt 6 after employment ends

ns information

nel Records

ndance Records (Employees) A,C Public 3 after employment ends

kground Check Documentation A,B,C Confidential 4 after employment ends

tinuing Education/Professional A,C Contains exempt 3 after employment ends

elopment information

dentials (Certificates/Licenses) A,B,C Public 4 after employment ends

ipline Records (Employees) A,B,C Exempt 7 after employment ends

vloyment Application (Hired) A,B,C Public 7 after employment ends

bloyment Application (Not Hired) A,C Exempt 4 after position filled

al Employment Opportunity Reports A,C Public 3
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luation (Employees) A,C Exempt 3 after employment ends

ve Records (FMLA) A,C Confidential 3 after employment ends

ve Records (Other) AB,C Contains exempt 3 after employment ends
information

Employment Reference Checks A,C Exempt 3 after employment ends

ignations A,B,C Public 7 after employment ends

rement Records A,B,C Contains exempt 7 after employment ends
information

'ty Records

ding Blueprints C.E Exempt Permanent

struction Contracts A,B,C Public 12 after completion

ds and Related Records A,B,C Public Permanent

ipment Inventories A,B,C Public 6

d Asset List A,B,C Public Permanent

ntory Disposal Records AC Public 3 after disposition

ses (Real Estate) A,B,C Public Permanent

ses (Equipment/Vehicles) A,B,C Public 6 after expiration

icide Application Record A,C Public 3

| Property Purchase or Sale A,B,C Public Permanent

1sing Records (Goods and Services)

ertisements AB,C Public 6 after completion

Document (Accepted) A,B,C Public 6 after completion

Documents (Declined) A,C Public 3 after completion

incial Information of Bidders A,C Exempt 3 after completion

cifications A,B,C Public 6 after completion

tten or Telephonic Price Quotations A,C Public 3 after completion

Records

ident Reports A,B,C Contains exempt 6

information
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rgency Preparedness Plan AC Public 2 after revised

erial Safety Data Sheets (MSDS) A,C Public Current

> School Act Reports A,B,C Public Permanent

tor Registration AC Public 5

Board Records

rd Meeting Agendas A,C Public 1

rd Minutes (Approved) A,B,C Public Permanent

rd Policies and Procedures A,B,C Public Permanent

rd Policies and Procedures A,B,C Public Permanent

cs Statement of Financial Interest A,B,C Public 5

it Records Refer to Policy 216

gory A AC Confidential 100
Exemptions

gory B AC Confidential Review Periodically
Exemptions

gory C AC Confidential Review Annually
Exemptions

yortation Records

Alcohol Testing)

ative or Below Limit Test Results A,C Exempt 1

tive or Above Limit Test Results A,C Exempt 5

ords Related to Collection Process AC Exempt 2

ords Related to Education & Training A,C Exempt 2 after employment ends

1sal to Take Required Test AC Exempt 5

rs’ Compensation Records A,B,C Exempt 7 after claim closed

> 65 P.S. § 67.502(b)(2)(iii). See also 65 P.S. § 67.506(a).
P.S. § 5-518 requires permanent retention of annual auditor’s reports and annual financial reports. 5-518 also requires districts to maintain all other financial records for a
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P.S. § 13-1337(e) requires free and reduced lunch accounts and records to be maintained not in excess of 5 years.

CFR § 1910.1020(d) requires retention for at least 30 years after employment ends.

P.S. § 14-1409 requires retention for at least 2 years after enrollment ends.

P.S. § 5-518 requires all other financial records to be maintained for at least 6 years. 29 CFR §§ 516.5, 516.6 and 1627.3(a) require certain payroll records to be maintaine
CFR §§ 1602.39 & 1602.41 require form EEO-5 and records necessary to complete EEO-5 to be maintained for 3 years.
CFR § 825.500(b) requires retention for at least 3 years.

Pa. C.S. § 5536 requires claims to be filed within 12 years from completion.

L P.S. § 7-722.2(b)(2) requires retention for at least 3 years.

1 P.S. § 7-751(a.1) & 24 P.S. § 8-807.1(a.1) require retention for 3 years.

) CFR § 1904.33(a) requires incident reports to be retained 5 years from end of calendar year.

1 P.S. § 13-1317.2 (BEC) requires permanent retention.

1 P.S. § 518 requires permanent retention.

> Pa. C.S. § 1107(9) requires retention for 5 years.

) CFR § 382.401 lists applicable retention periods.
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ypted November 20, 2017

Page 10 of 10



