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Document No. 2788

DEPARTMENT OF ARCHIVES AND HISTORY

CHAPTER 12

Statutory Authority:  1976 Code Section 30-1-90(B)

12-901 through 12-906.6 General Retention Schedules for School District Records

Synopsis:

The General Assembly approved Regulation 12-901 through 12-906.6 (General Retention Schedules for School District Records) on June 24, 1994.  The amendments will simplify the disposition process for school district offices and departments; update series descriptions and retentions; and add new series under existing offices/departments. 

12-901.  Introduction and general matters; application of schedule.

New text indicates the general schedules cover information on all types of media.  This additional wording is consistent with the definition of public records in the Freedom of Information Act (Section 30-4-20C) and the Public Records Act (Section 30-1-10A).  Also, the process school district offices will use to destroy records through use of the general schedules is being simplified.  Offices will no longer be required to submit a request to use the general schedule form to the Department and have it reviewed and approved before being authorized to use the schedule to destroy their records.  The new process will allow school district offices to use the schedule and report destruction to the Department after records are destroyed.  This new process for using the general schedule will be the same process school district offices currently use when implementing schedules approved specifically for their office or department.  This change will allow offices to use one form to report destruction through use of both general and specific schedules.

Subarticle 1.  Administrative

12-901.7.  The series title and description are being changed to make them more inclusive. 

12-901.8.  The series description is being changed to eliminate reference to copies of several financial records since the record copy is in Finance.

12-901.9 through 12-910.11 are being added to make it easier for school districts to manage these records.

Subarticle 2.  Finance

12-902.23 through 12-902.27 are being added to make it easier for school districts to manage these records.

Subarticle 4.  Payroll

12-904.2.  Typo is being corrected in series description.

12-904.12 is being added to make it easier for school districts to manage these records.

Subarticle 5.  Personnel

12-905.12 and 12-905.13 are being added to make it easier for school districts to manage these records.

Subarticle 6.  Student Records

12-906.7 through 12-906.16 are being added to make it easier for school districts to manage these records.

Instructions:

Delete existing 12-901 and add new 12-901.

Delete existing 12-901.7 and add new 12-901.7.

Delete existing 12-901.8 and add new 12-901.8.

Add 12-901.9 through 12-901.11 to the end of Subarticle 1.

Add 12-902.23 through 12-902.27 to the end of Subarticle 2.

Delete existing 12-904.2 and add new 12-904.2.

Add 12-904.12 to the end of Subarticle 4.

Add 12-905.12 and 12-905.13 to the end of Subarticle 5.

Add 12-906.7 through 12-906.16 to the end of Subarticle 6.

Text:

12-901.  Introduction and general matters; application of schedules.

The following general schedules contain minimum records retention periods for the official copy of the records. These retentions and dispositions apply regardless of physical format, i.e. paper, microfilm, electronic storage, digital imaging, etc.  Convenience, informational or duplicate copies are not governed by this regulation and may be destroyed when no longer needed for reference. To destroy records in accordance with this regulation, school districts must complete and submit a report on records destroyed form to the Department of Archives and History after eligible records have been destroyed.  These forms are available from the Department's Division of Archives and Records Management. Before disposing of public records under these general schedules, school districts should insure that the records have no further audit, legal, or fiscal value. These general schedules supersede all schedules approved previously for the same records series. However, school districts may opt out of these general schedules and request the continuing use of existing schedules or the establishment of specific retention schedules for their records when appropriate, necessary, or in order to avoid conflict with other laws or regulations.  

Subarticle 1 - Administrative

12-901.7.  Federal Project Files
A.  Description:  Records federal money spent as approved by the State Department of Education. Types of documents include grant application, project approval letter, and budget reports. 

B.  Retention:  5 years after completion of activity for which funds were used, then destroy. 

12-901.8.  General Correspondence And Subject Files 

A.  Description:  Copies of incoming and outgoing correspondence to and from the office with students, parents, businesses and other government offices and citizens; reports, technical papers, studies, reference materials, and other records created or received in the general administration of a program or in the management of the office. For the purposes of retention scheduling, the files are broken down as follows: 


(1) Policy and Program Records: These records document the formulation and adoption of policies and procedures and the implementation or management of the programs or functions of the office or department. Included are such records as correspondence with citizens and government officials regarding policy or procedures development or program administration; annual or ad hoc narrative or statistical reports on program activities, achievements or plans; organizational charts and mission statements; studies regarding department or office operations; circular letters, directives or similar papers addressed to subordinate units or staff concerning policies, procedures or programs; and records related to significant events in which the department or office participated. Records may include photographs, published material, audio tapes, or other record forms. 


(2) General Administrative Records: These records are of a general facilitative nature created or received in the course of administering programs. Included are such records as correspondence of a routine or repetitive type, such as requests for information; reference materials, sometimes of a technical nature, used, but not created by, the office; daily, weekly or monthly office activity reports which are summarized in annual reports or which relate to routine activities; personnel data on office staff which are duplicated in Personnel Office files; daily or weekly work assignments for office staff; suspense or follow-up files which duplicate copies of papers filed elsewhere; circular letters, directives or similar papers received from other offices; and rough drafts or notes created in compiling reports or studies. 


(3) General Housekeeping Files: These records are of a general "housekeeping" nature created or maintained by an office which do not relate directly to the primary program responsibility of the office. Included are such records as charitable fund raising drive materials; custodial services requests; emergency evacuation procedures; notices of holidays; parking assignment lists; telephone installation requests; and lists showing the distribution of keys.

B. Retention: 

  (1) Policy and Program Records: Permanent. Microfilm optional.

  (2) General Administrative Records: 5 years, then destroy.

  (3) General Housekeeping Files: Until no longer needed for reference, then destroy.

12-901.9.
  Blueprints and Maps of School Buildings

A.
  Description:  Records documenting the physical structure of school buildings and related equipment.  Information includes site plans, geological/topographical maps of site areas, and maps of city services.

B.
  Retention:  Permanent.  Microfilm for security.

12-901.10.  South Carolina High School League Student Eligibility Files

A.  Description:  Documents student eligibility to participate in sanctioned athletic events.  Information includes League Handbook, birth certificate, parent permission/physical form, certificate of eligibility, interscholastic completion eligibility reporting form, high school league passes form, form A for transfer student, request for hardship eligibility, copies of student permanent record cards, report cards and league directory information.

B.  Retention:

  (1)  League Directory/Handbook:  Until superseded, then destroy.

  (2)  Other Records:  5 years, then destroy.

12-901.11.  Media Center Records

A.  Description:  Records used in the operation of the media center program.  Information includes shelf list, list of materials available in media center, computer information on school/books/user/return date, security bars and codes, center instructional schedules, equipment schedules, fee documentation, and end of year inventory reports.

B. 
Retention:  Until no longer needed for reference, then destroy.

Subarticle 2 - Finance

12-902.23.  Ticket Sales for School Events

A. 
 Description:
  Records documenting the audit practices of the school in keeping records of ticket sales, income and other pertinent records related to athletic events, activity cards, school productions, or extracurricular events which charge admission.  Information includes list of activity cards sold, tickets to be destroyed, season ticket holders (number of seats), statement of receipts, disbursements, game ticket forms, athletic ticket sales form showing advanced location sales.

B.
  Retention:  3 years, then destroy.

12-902.24.  Uncollected Fees Documentation

A.  
Description:
List of students owing fees to the school.  Information includes fees owed for lost or damaged textbooks, library books and materials, locks and equipment.

B.
  Retention:  3 years, then destroy.

12-902.25.  Requisitions

A.  
Description:  Record of requests for purchase orders from the purchasing agent to order materials with district monies.  Information includes records of request, attached order, name of school, address of vendor, district budget number to which the amount is charged, quantity, description, catalog number, specifications, unit price, total, authorization signature of principal, and district office personnel.

B.
  Retention:  3 years, then destroy.

12-902.26.  General Budget Preparation Records

A.
  Description:  Budget preparation materials for next fiscal school year.  Information includes revenue listings provided by the South Carolina Department of Education, future projections, new budget account number, memos, and correspondence.

B.
  Retention:  3 years, then destroy.

12-902.27.  Work Orders

A.  
Description: Copies of work orders for services requested and subsequent services rendered. Information includes service requested, location, cause of problem, signature of department, and by whom request made.

B.
  Retention:  3 years, then destroy.

Subarticle 4 - Payroll

12-904.2.  Employee Earnings Records

A.  Description: Separate posting sheets for each school district employee which contain record of earnings per pay period. Information includes name of employee, employee's address, social security number, base pay, period ending, time worked, FICA tax, federal tax, state tax, retirement, insurance, other deductions, net pay, check number, quarterly totals, and accumulated totals.

B.  Retention:

  (1) When Payroll Register is Missing: 60 years, then destroy.

  (2) When Payroll Register is in Existence: 3 years, then destroy.

12-904.12.  Direct Deposit Register

A.
  Description:
  Record of employees on direct deposit, as well as a record that the direct deposit was made.  Information includes bank number, account number, transaction code, deposit amount, employee number, employee name, bank count, bank total, final count, and final total.

B.
  Retention:  3 years, then destroy.

Subarticle 5 - Personnel

12-905.12.  Worker's Compensation Records

A.
  Description:  Consists of case files containing records and reports generated as the result of employment related accidents involving school district employees.  Information includes Reports of Accidents Involving Only Medical Attention; Physician's Report and Itemized Statement; Employer's First Report of Injury and Illness; Agreement as to Compensation; Conditional Waiver of Hearing; 60-Day Report; Status Report and Compensation Receipt; Supplemental Memorandum of Agreement As to Payment of Compensation; correspondence with South Carolina Worker's Compensation Commission, physicians, attorneys, and employees; statements from physicians; copies of internal invoices; copies of receipts and statements for the purchase of medications; copies of purchase requisitions; copies of health insurance claim forms; copies of patient return reports; disposition forms from physicians; and handwritten notes.

B.
  Retention:  

  (1)  Employer's First Report of Injury:  5 years after case settlement, then transfer to employee files.

  (2)  Other Records:  5 years after case settlement, then destroy.

12-905.13.  Hepatitis "B" Program/Blood Pathogens Training Files

A.  
Description:
 Record of training in handling blood borne pathogens as mandated by state and district regulations.  Identified employees are administered the Hepatitis B vaccine and documentation is given to each individual vaccinated.  Information includes identification of person needing vaccine, in-service verification of all employees, vaccination consent forms, date vaccinated, blood drawn forms, participants listing, correspondence, memos, invoices, and check requisitions.

B.
  Retention:  30 years after termination of employment, then destroy.

Subarticle 6 – Student Records

12-906.7.
  Adult Education Pupil Records File

A.  
Description:  Cumulative record of student's activities throughout their adult educational career.  Information includes classes taken, test scores with accompanying information (date of examination; name and form of standardized test; name of examiner; signature of principal's approval) and age.

B.  
Retention:  

  (1) Record Cards and Legal Records:  75 years after student's separation from school, then destroy.

  (2) Other Records:  1 year after student's separation from school, then destroy.

12-906.8.
  Student Schedules File

A.  
Description:
 Forms completed by school personnel for student scheduling into class. Information includes printouts of student schedules, class lists, student class assignments and completed forms requesting change of schedule.

B.  
Retention:
 Until no longer needed for administrative purposes, then destroy.

12-906.9.  Homebound Files

A. 
Description:
 Record of homebound instruction provided for students unable to attend school for medical reasons.  Information includes reason for homebound, dates of service, teacher performing service, application for homebound instruction, physician authorization, pupil's name, and social security number.

B.
  Retention:  5 years after end of fiscal year to which the records pertain, then destroy.

12-906.10.  Pupil Accounting and Support Documentation

A.
  Description:
  Record of pupil accounting data submitted on a regular basis and in compliance with district and state regulations.  Information includes data for Educational Improvement Act; data for 45, 135, and 180 reports; supporting verification documentation; software back-ups; manuals; memorandum; correspondence; rosters; placement forms; attendance cards; scan sheets; daily bulletins; and alternative school documentation.

B.
  Retention:  3 years, then destroy.

13-906.11.  Student Discipline, Suspension, and Expulsion Records

A.
  Description:
  Records documenting inappropriate student behavior and corrective actions taken.  Information includes referral and action form, notes, letters to parents, suspension documentation, detention documents, hearing notices, bus driver referrals, statements and conference notes.

B.
  Retention:


  (1) When suspended and subsequently expelled permanently:  Transfer to Cumulative Pupil Record File and retain according to part 1 of the retention.

  (2) When suspended and subsequently expelled for remainder of the school year OR when suspension is deemed the only corrective action:  1 year after student's permanent separation from school, then destroy.

12-906.12.  Teacher Lesson Plans

A.  
Description:
 Records relating to teacher's daily instructional plans and activities for each class.  Information includes a yearly planning book.

B.  
Retention: 
Until no longer needed for reference, then destroy.

12-906.13.  Student Truancy Records

A.  
Description: 
Records created to document student's excessive absences and action taken to correct the problem by school personnel.  Information includes referral and action forms, letters to parents, attendance profile sheets, correspondence, release forms, copies of initial court petitions, copies of court orders, hearing notices, affidavits and visitation documentation.

B.
  Retention:
 Until student reaches age of majority, then destroy.

12-906.14.  Teacher's Student Attendance Record

A.
  Description: 
Record of student's daily attendance, absences and tardies.  Information includes student name, school year, attendance, tardies, and absences.

B.
  Retention:
 1 year, then destroy.

12-906.15.  Student Registration Materials

A.
  Description:  Record of students registering at a school.  Information includes registration form showing name, student identification number, parent's name, physician, address, telephone numbers, proof of age, residence, letters to parents, assignments, letters of placement, schedule requests, and automobile registration.

B.
  Retention:  

  (1) Registration Form:  3 years, then destroy.

  (2) Other Records:  Until no longer needed for administrative purposes, then destroy.

12-906.16.  Reserve Officer Training Corps (ROTC) Records

A.  
Description: 
Summarize military history/citizenship training and other items pertaining to the ROTC program.  Information includes student name, history, promotion agreement, rank and testing for awards.

B.  
Retention:  5 years after student's separation from school, then destroy.

Fiscal Impact Statement:

The Department of Archives and History estimates that there will be no additional costs incurred by the State or its political subdivisions.  

