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	DISCONTINUED DISPOSITION AUTHORITY NUMBERS (DANs) – Series covered by other existing DANs

	Discontinued DAN
	Former

Category
	Former Title
	Former Retention
	EFFECTIVE

DAN
	New Category
	New Title
	New Retention

	GS51-13-02
	ESD: LEARNING RESOURCE CTR
	LR EVALUATION SUMMARY DATA FORM
	6 years after close of fiscal year
	SD51-06A-10
	CURRICULUM / INSTRUCTION
	INSTRUCTIONAL MATERIALS SUBJECT FILE
	3 years.

	GS51-06F-02


	HISTORICAL MATERIALS
	GRADUATING CLASS HISTORY FILES
	Destroy when obsolete or superseded
	SD51-01-52
	PUBLIC INFO / COMMUNITY RELATIONS
	HISTORICAL RECORDS, MATERIALS AND ARTIFACTS THAT SHOULD BE RETAINED FOR COMMEMORATIVE EVENTS AND DISPLAYS
	PERMANENT – potential archival value.

	GS51-06B-07
	HISTORICAL MATERIALS
	SCHOOL HISTORY FILE
	Destroy when obsolete or superseded – potential archival value
	SD51-01-52
	PUBLIC INFO / COMMUNITY RELATIONS
	HISTORICAL RECORDS, MATERIALS AND ARTIFACTS THAT SHOULD BE RETAINED FOR COMMEMORATIVE EVENTS AND DISPLAYS
	PERMANENT – potential archival value.

	GS51-06C-01
	LIBRARY/MEDIA RESOURCE CENTERS
	CATALOG OF LIBRARY MEDIA COLLECTIONS
	Destroy when obsolete or

superseded
	GS50-12A-01
	LIBRARY/MEDIA RESOURCE CENTERS
	CATALOG -  LIBRARY  - ESSENTIAL RECORD
	Needs security backup - See remarks.

	GS51-06C-02
	LIBRARY/MEDIA RESOURCE CENTERS
	CIRCULATION DOCUMENTATION
	Destroy when obsolete or

superseded
	GS50-12A-02
	LIBRARY/MEDIA RESOURCE CENTERS
	CIRCULATION DOCUMENTATION - LIBRARY
	Destroy when obsolete or superseded.

	GS51-06C-04
	LIBRARY/MEDIA RESOURCE CENTERS
	LOSS REPORT
	6 years
	GS50-12A-05
	LIBRARY/MEDIA RESOURCE CENTERS
	FINE AND LOST BOOK REIMBURSEMENT ACCOUNTS
	6 years.

	GS51-06C-03
	LIBRARY/MEDIA RESOURCE CENTERS
	SHELF LIST / INVENTORIES AND TEXTBOOK SHELF LIST
	Until superseded plus after

completion of audit
	GS50-12A-08
	LIBRARY/MEDIA RESOURCE CENTERS
	SHELF LIST / INVENTORY OF HOLDINGS – LIBRARY – ESSENTIAL RECORD
	Destroy when super-seded plus completion of State Auditor’s examination report.

	GS50-04C-06

(INVALID DAN)
	PERSONNEL
	AFFIRMATIVE ACTION STUDIES AND REPORTS
	6 years - Potential archival value - See remarks


	GS50-01-32
	PERSONNEL
	AFFIRMATIVE ACTION STUDIES AND REPORTS
	5 years - Potential archival value - See remarks.

	GS51-04C-05
	PERSONNEL
	EQUAL  EMPLOYMENT OPPORTUNITY REPORTS
	3 years

	GS50-04C-05
	PERSONNEL
	EQUAL  EMPLOYMENT OPPORTUNITY REPORTS
	3 years.

	GS51-06F-02
	PUBLIC INFO / COMMUNITY RELATIONS
	GRADUATING CLASS HISTORY FILE
	Destroy when obsolete or

Superseded. 
	SD51-01-52
	PUBLIC INFO / COMMUNITY RELATIONS
	HISTORICAL RECORDS , MATERIALS AND ARTIFACTS
	PERMANENT – potential archival value.

	GS51-06F-05
	PUBLIC INFO / COMMUNITY RELATIONS
	YEARBOOK / ANNUAL
	Destroy when obsolete or

Superseded. 
	SD51-01-52
	PUBLIC INFO / COMMUNITY RELATIONS
	HISTORICAL RECORDS , MATERIALS AND ARTIFACTS
	PERMANENT – potential archival value.

	GS51-01-45
	SECURITY
	SIGN IN/OUT LOGS
	3 years
	GS50-06B-12
	SECURITY
	VISITOR LOGS
	3 years.

	NO DAN #
	TRAFFIC SAFETY
	DRIVER TRAINING SCHOOL CERTIFICATE
	Destroy when next certificate issued.
	GS50-01-42
	TRAFFIC SAFETY
	ACCREDITATION, CERTIFICATION, AND LICENSE DOCUMENTATION FOR AGENCY FUNCTIONS AND OPERATIONS
	Until superseded or terminated plus 6 years.


	GS51-06D-02
	TRAFFIC SAFETY
	SCHOOL’S APPLICATION FOR DRIVER TRAINING LICENSE  traffic safety: driver training”CERTIFICATE
	1 year
	GS50-01-42
	TRAFFIC SAFETY
	ACCREDITATION, CERTIFICATION, AND LICENSE DOCUMENTATION FOR AGENCY FUNCTIONS AND OPERATIONS
	Until superseded or terminated plus 6 years.


	NO DAN #
	TRAFFIC SAFETY
	TRAFFIC SAFETY INSTRUCTOR CERTIFICATE OF LICENSURE
	Destroy when next certificate issued.
	GS50-01-42
	TRAFFIC SAFETY
	ACCREDITATION, CERTIFICATION, AND LICENSE DOCUMENTATION FOR AGENCY FUNCTIONS AND OPERATIONS
	Until superseded or terminated plus 6 years.



	DISCONTINUED SERIES AND DISPOSITION AUTHORITY NUMBERS (DAN)

	Discontinued DAN
	Category
	Discontinued Title
	Justification

	GS51-03-05
	ATHLETICS
	COACH QUALIFICATIONS DOCUMENTATION
	Not a school district record -- Washington Interscholastic Activities Association (WIAA) has primary record.

	GS51-03-06
	ATHLETICS
	COACH’S MANUAL
	Not a school district record -- Washington Interscholastic Activities Association (WIAA) has primary record.

	GS51-03-02
	ATHLETICS
	EVALUATIONS FOR RECREATION / ATHLETIC PROGRAMS
	Not a school district record -- Washington Interscholastic Activities Association (WIAA) has primary record.

	GS51-03-07
	ATHLETICS
	LEAGUE CONSTITUTION AND BYLAWS
	Not a school district record -- Washington Interscholastic Activities Association (WIAA) has primary record.

	GS51-06D-03

	TRAFFIC SAFETY
	APPLICATION FOR CERTIFICATION TO BE A TRAFFIC SAFETY EDUCATION INSTRUCTOR
	Not a school district record – Office of the Superintendent of Public Instruction has primary record.

	GS51-06D-07
	TRAFFIC SAFETY
	TUITION ASSISTANCE ELIGIBILITY VERIFICATION RECORD
	Tuition Assistance Program eliminated September, 2002.


	DUPLICATED SERIES REMOVED FROM ONE CATEGORY – Still listed in another

	DAN
	Removed from Category
	Title
	Remains in Category
	Title

	SD51-01-52
	Administrative Records Common To All Departments and Schools
	Historical Materials And Artifacts That Should Be Retained For Commemorative Events And Displays
	Public Information
	Historical Materials And Artifacts That Should Be Retained For Commemorative Events And Displays.

	SD51-13-01
	Educational Service Districts: Learning Resource Center
	Class/Workshop Records
	Educational Service Districts: Instructor / Teacher Curriculum And Instruction
	Class/Workshop Records.

	SD51-05-10
	Historical Materials
	Annual High School Report For Standards And Accreditation
	Superintendent
	Annual High School Report For Standards And Accreditation.

	SD51-06A-19
	Historical Materials
	Course Description Catalogs
	Curriculum/Instruction
	Course Description Catalogs.

	SD51-01-52
	Historical Materials
	Historical Materials And Artifacts That Should Be Retained For Commemorative Events And Displays
	Public Information
	Historical Materials And Artifacts That Should Be Retained For Commemorative Events And Displays.

	GS50-06F-04
	Historical Materials
	Master File Of District Publications
	Public Information / Community Relations
	Master File Of District Publications.

	SD51-05-11
	Historical Materials
	Report Of Evaluation Of Accreditation
	Superintendent
	Report Of Evaluation Of Accreditation.

	GS51-06F-03
	Historical Materials
	School Bulletins And Newspapers
	Public Information / Community Relations
	School Bulletins and Newspapers

	SD51-05-13
	Historical Materials
	Statements Of Graduation Requirements
	Superintendent
	Statements Of Graduation Requirements.

	GS51-06F-04
	Historical Materials
	Student Handbook / Calendar
	Public Information / Community Relations
	Student Handbook / Calendar

	GS51-06f-05
	Historical Materials
	Year Book / Annual
	Public Information / Community Relations
	Historical Records, Materials And Artifacts That Should Be Retained For Commemorative Events And Displays.


	CORRECTIONS – Duplicate DANs and Incorrect DAN Assignments

	Category
	Series Title
	PREVIOUS DAN
	NEW DAN
	Justification

	ATHLETICS
	ACCIDENT CLAIMS / INCIDENT REPORTS – STUDENT
	GS50-06C-02
	SD51-20-11
	This records series covers student athletic accident claims and incident reports, while the assigned LGGRRS DAN #GS50-06C-02 covers “Accident claims for employees of agencies either insured by L&I or self-insured.”

	PERSONNEL
	AFFIRMATIVE ACTION STUDIES AND REPORTS


	GS50-04C-06
	GS50-01-32
	GS50-04C-06 does not exist in LGGRRS.  GS50-01-32 is correct DAN for this series.

	PERSONNEL
	COLLECTIVE BARGAINING AGREEMENTS
	GS50-04E-01
	GS50-01-11
	GS50-04E-01 does not exist in LGGRRS.  GS50-01-11 is correct DAN for this series.

	PERSONNEL
	EQUAL EMPLOYMENT OPPORTUNITY REPORTS
	GS51-04C-05
	GS50-04C-05
	GS51-04C-05 does not exist in LGGRRS, nor is series unique.  GS50-04C-05 is correct DAN for this series.

	PUBLIC INFORMATION / COMMUNITY RELATIONS
	PHOTO/MEDIA RELEASE FORM - INTERNAL
	GS51-01-52 
	SD51-20-09
	Duplicate DAN was originally assigned to this series.

	RECORDS MANAGEMENT
	RECORDS RETRIEVAL REQUEST AND CIRCULATION DOCUMENTATION
	GS50-09-09
	GS50-09-11
	GS50-09-09 does not exist in LGGRRS.  GS50-09-11 is correct DAN for this series.


	NEW SERIES AND DISPOSITION AUTHORITY NUMBERS (DANs) 

	Category
	Series Title
	DAN
	Description
	Retention
	Justification

	ADMINISTRATIVE RECORDS COMMON TO ALL
	ASSOCIATED STUDENT BODY (ASB) – MINUTES
	SD51-20-01
	
	PERMANENT – potential archival value.
	Associated Student Body is an elected Board of Directors.  This new series ensures that its Minutes are retained accordingly.

	ATHLETICS
	ATHLETE / TEAM ACHIEVEMENT RECORDS - WIAA
	SD51-20-02
	Statistics and league standings where Washington Interscholastic Activities Association (WIAA) retains their records.
	6 years, and then retain until appraised by Regional Archivist.  Potential archival value.  See remarks.
	Ensures that significant records are retained independent of WIAA.

	CURRICULUM / INSTRUCTION
	SCHOOL MASTER SCHEDULE
	SD51-20-03
	Class schedule unique to each school.
	6 years, and then retain until appraised by Regional Archivist.  Potential archival value.  See remarks.
	This record documents which classes were taught by each teacher.  Covers 4-year high school span plus 2 years.

	FOOD SERVICES
	HACCP PLAN (HAZARD ANALYSIS OF CRITICAL CONTROL POINTS PLAN)
	SD51-20-04
	Plans and reports of standard operating procedures.
	6 years.
	WAC 246-215-181.

	HEALTH SERVICES
	Health ROOM / NURSE ENCOUNTER DATA (NED)
	SD51-20-05
	Vital Statistics, assessment, care and intervention.
	8 years after last interaction.
	RCW 28A.210.320.

	HEALTH SERVICES
	INDIVIDUAL HEALTH PLAN (IHP)
	SD51-20-06
	For students with life-threatening health conditions.
	8 years after last interaction.
	RCW 28A.210.320.

	INSURANCE / RISK MANAGEMENT
	APPROVAL FOR USE OF PRIVATE VEHICLES FOR STUDENT TRANSPORTATION - WITH ACCIDENT/ INCIDENT
	SD51-20-07
	
	Destroy after student reaches age 21, or 3 years after accident/incident, which ever is longer.
	Existing DAN SD51-06C-05 was altered to cover approval documentation for events without accident / incident.

	PUBLIC INFORMATION / COMMUNITY RELATIONS
	PHOTO/MEDIA RELEASE FORM - EXTERNAL
	SD51-20-08
	Records documenting permission, or denial of permission, to use student images by non-school district parties…
	3 years after end of school year.

	Existing DAN SD51-01-52 was altered to cover INTERNAL (staff and students in an official capacity) recordings.  This series covers non-school district parties.

	STUDENT RECORDS
	GRADUATE LIST
	SD41-20-10
	Annual list of graduates.

Use DAN #GS51-05F-10 for OFFICIAL STUDENT RECORDS AND TRANSCRIPTS.
	PERMANENT – Potential Archival value.
	Summary record which has significant research.  (Removed from Historical Materials.)


	RETENTION PERIODS CHANGED

	Category
	Series Title
	DAN
	Primary Retention Revision
	Justification

	ADMINISTRATIVE RECORDS COMMON TO ALL
	CITIZENS’ COMPLAINTS / REQUESTS
	GS50-01-09
	“Matter closed plus” added to 3 year retention.
	To align with General Schedule.

	ADMINISTRATIVE RECORDS COMMON TO ALL
	PROJECT FILES (MISCELLANEOUS)
	GS50-01-39
	“Potential archival value” added to primary record retention, and remarks added to contact regional archivist before destroying records.
	To align with General Schedule.

	ATTENDANCE
	ABSENCE REPORTS
	SD51-04-11
	Wording changed from “3 years or destroy after completion of audit” to “3 years or until completion of State Auditor’s examination report”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	ATTENDANCE
	ATTENDANCE RECORD, INDIVIDUAL STUDENT
	SD51-04-04
	Wording changed from “3 years or destroy after completion of audit” to “3 years or until completion of State Auditor’s examination report”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	ATTENDANCE
	CLASSROOM ATTENDANCE SOURCE DOCUMENTATION
	SD51-04-05
	Wording changed from “3 years or destroy after completion of audit” to “3 years or until completion of State Auditor’s examination report”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	ATTENDANCE
	STATISTICAL REPORTS ON SCHOOL ABSENCES REQUIRED BY THE SUPERINTENDENT OF PUBLIC INSTRUCTION – BUILDING LEVEL
	SD51-04-06
	Wording changed from “Retained by Superintendent of Public Instruction” to “3 years or until completion of State Auditor’s examination report”.
	Primary local record is held by School District.

	ATTENDANCE
	STATISTICAL REPORTS ON SCHOOL ABSENCES REQUIRED BY THE SUPERINTENDENT OF PUBLIC INSTRUCTION – DISTRICT LEVEL
	SD51-04-09
	Wording changed from “Retained by Superintendent of Public Instruction” to “3 years or until completion of State Auditor’s examination report”.  Also, secondary retention changed from “3 years” to “Destroy when obsolete or superseded.
	Primary local record is held by School District.

	BOARD OF DIRECTORS
	OATHS OF OFFICE
	GS50-05A-15
	Decreased from PERMANENT to “End of term of office plus 6 years.  Potential archival value.”,  and remarks added to contact regional archivist before destroying records.
	To align with General Schedule.

	BOARD OF DIRECTORS
	SCHOOL BOARD RESOLUTION DEVELOPMENT FILES
	GS50-01-25
	“Potential archival value” added, and remarks added to contact regional archivist before destroying records.
	To align with General Schedule.

	BOARD OF DIRECTORS
	SUB-COMMITTEE MINUTES/REPORTS
	GS50-05A-08
	“Potential archival value” added to primary record retention, and remarks added to contact regional archivist before destroying records.
	To align with General Schedule.

	BOARD OF DIRECTORS
	TRANSCRIPTIONS OF RECORDINGS OF OFFICIAL PROCEEDINGS
	GS50-05A-21
	“Potential archival value” added to primary record retention, and remarks added to contact regional archivist before destroying records.
	To align with General Schedule.

	BUDGET
	BUDGET STATUS REPORT FOR DEPARTMENT
	GS50-03D-06
	Wording changed from “3 years” to “3 years or until completion of State Auditor’s examination report”.
	To align with General Schedule.

	BUDGET
	DISTRICT BUDGET OFFICER’S MONTHLY REPORT TO BOARD
	GS50-03D-05
	Increased from 3 years to 6 years.
	To align with General Schedule.

	BUDGET
	FINAL BUDGET (F-195)
	GS50-03D-08
	Retention changed from “6 years; or after completion of audit if part of Board Minutes record” to “PERMANENT - 1 copy potential archival value - See remarks.”, and remarks added to contact regional archivist before destroying records.
	To align with General Schedule.

	CURRICULUM / INSTRUCTION
	CURRICULUM WAIVER REQUESTS
	SD51-06A-11
	Reduced primary record from “6 years” to “5 years”.
	To align with other grade documentation requirements (DAN    #SD51-06E-02, GRADE DOCUMENTATION-SECONDARY.)

	CURRICULUM / INSTRUCTION
	INSTRUCTIONAL MATERIALS SUBJECT FILE
	SD51-06A-10
	Increased from “Destroy after superseded by new adoption”  to “3 years”.
	To align with other curriculum material retention requirements (DAN #SD51-13-03 and SD51-13-04).

	ESD: INSTRUCTOR / TEACHER CURRICULUM & INSTRUCTIONS
	CLOCK HOUR RECORDS
	SD51-12-01
	Decreased from PERMANENT to 7 years.
	As required by WAC 181-85-205.

	ESD: INSTRUCTOR / TEACHER CURRICULUM & INSTRUCTIONS
	LEARning resource center (LRC)  SELECTION ADVISORY COMMITTEE PURCHASE RECOMMENDATIONS (VOTING TABULATION) 
	SD51-13-03
	Decreased from “6 years after close of fiscal year” to “3 years after close of fiscal year.”
	3 years is sufficient to research recommendation challenges.

	ESD: INSTRUCTOR / TEACHER CURRICULUM & INSTRUCTIONS
	TEacher evaluation forms of LEARning resource center (LRC)  collections
	SD51-13-04
	Decreased from “PERMANENT” to “3 years after close of fiscal year.”
	3 years is sufficient to research recommendation challenges.

	FACILITY AND PROPERTY MANAGEMENT
	AS-DESIGNED ENGINEERING AND ARCHITECTURAL PLANS AND DRAWINGS
	GS50-18-07
	Reduced from “Disposal or sale of facility  plus 10 years – 1 copy potential archival value – See remarks.”  to “Completion of project plus 6 years – See remarks.”


	To align with General Schedule.

	FACILITY AND PROPERTY MANAGEMENT
	ENERGY USAGE MEASUREMENT REPORTS AND DATA
	GS51-07-09
	Increased from “3 years” to “5 years”.
	To align with General Schedule.

	FACILITY AND PROPERTY MANAGEMENT
	ENVIRONMENTAL MONITORING REPORTS
	GS51-07-10
	Reduced from “PERMANENT – 1 copy potential archival value – See remarks” to “Disposition of land or facility plus 10 years - Potential archival value - See remarks.”
	To align with General Schedule.

	FACILITY AND PROPERTY MANAGEMENT
	FACILITY RENTAL / USE SCHEDULE
	GS51-07-11
	Increased from “1 year” to “3 years.” 
	To align with General Schedule.

	FACILITY AND PROPERTY MANAGEMENT
	REFERENCE MAPS AND DRAWINGS
	GS50-18-38
	Reduced from “Disposal or sale of facility plus 10 years – Potential archival value – See remarks” to “Destroy when obsolete or superseded – Potential archival value – See remarks.”
	To align with General Schedule.

	FACILITY AND PROPERTY MANAGEMENT
	STATE ENVIRONMENTAL POLICY ACT (SEPA) ENVIRONMENTAL IMPACT STATEMENT WORK FILES
	GS51-07-26
	Changed wording from “End of planning period” to “Issuance of permit.”
	To align with General Schedule.

	FACILITY AND PROPERTY MANAGEMENT
	STATE ENVIRONMENTAL POLICY ACT (SEPA) ENVIRONMENTAL IMPACT STATEMENTS
	GS55-05H-04
	Increased from “Date issued plus 6 years” to “Disposal or sale of property plus 10 years - Potential archival value - See remarks.”  For secondary copy, removed wording “Department of Ecology retains 20 years.  Other copies - ,”  but retained “Destroy when obsolete or superseded.”
	To align with General Schedule.

	FINANCIAL / FISCAL SERVICES
	VENDOR FILES
	SD52-01-30
	Wording changed from “Destroy after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	To make retention language uniform.

	FOOD SERVICES
	CATERING REQUESTS

	SD51-08-01
	Wording changed from “3 years after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	FOOD SERVICES
	FOOD SERVICE ORDERS
	SD51-08-03
	Wording changed from “3 years after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	FOOD SERVICES
	HEALTH INSPECTIONS
	SD51-08-14
	Wording changed from “Primary copy held by local health district/department” to “Destroy when obsolete or superseded”.
	Primary record held by local health district/department  (DAN #GS55-01J-17 and GS55-02L-07).

	FOOD SERVICES
	MEAL AND MILK COUNT REPORTS AND DOCUMENTATION
	SD51-08-05
	Wording changed from “3 years after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	FOOD SERVICES
	MEAL TICKET/CREDIT LOG
	SD51-08-06
	Wording changed from “3 years after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	FOOD SERVICES
	MEAL TICKETS
	SD51-08-07
	Wording changed from “After completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	FOOD SERVICES
	STOCK CONTROL RECORDS

	SD51-08-11
	Wording changed from “3 years after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	FOOD SERVICES
	STOCK INVENTORY REPORT SUMMARY
	SD51-08-12
	Wording changed from “3 years after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	HAZARDOUS MATERIALS ADMINISTRATION
	PHYSICAL EXAMINATION REPORTS FOR EMPLOYEES EXPOSED TO HAZARDOUS MATERIALS
	GS50-19-01
	Increased from “Termination of employment plus 30 years” to “50 years.”
	To align with General Schedule.

	HOME-BASED INSTRUCTION
	PARENT / LEGAL GUARDIAN DECLARATION OF INTENT
	SD51-09A-05
	Wording changed from “3 years” to “3 years or until completion of State Auditor’s examination report.”
	Audit parameter added, plus language allowing earlier destruction if Auditor’s report is completed in less than 3 years.

	INSURANCE / RISK MANAGEMENT / SAFETY
	APPROVAL FOR USE OF PRIVATE VEHICLES FOR STUDENT TRANSPORTATION WITHOUT ACCIDENT/ INCIDENT
	SD51-06C-05
	Remains 6 years --  with deletion “or if accident/incident occurs, after age 21, or 3 years after accident/incident, which ever is longer.”
	Companion series added (DAN # SD51-20-07) for incidents with accidents.

	INSURANCE / RISK MANAGEMENT / SAFETY
	INCIDENT REPORTS FILED BY EMPLOYEES OR STUDENTS
	GS50-06C-03
	Increased from “Incident resolved plus 2 years” to 

“Incidents involving adults only - 3 years and Incidents involving minors - 3 years after subject  minors turn 18 years of age.”
	To align with General Schedule  

RCW 4.16.080 (2).

	INSURANCE / RISK MANAGEMENT / SAFETY
	SAFETY COMMITTEE MINUTES
	GS50-05D-09
	Decreased from “6 years” to “1 year.”
	To align with General Schedule.

	INSURANCE / RISK MANAGEMENT / SAFETY
	SELF-INSURED AGENCY WORKER’S COMPENSATION CLAIMS-COMPENSABLE
	GS5-06C-27
	Wording (and retention directions) changed from “L&I retains 75 years after close of claim” to “Retain for 75 years after close of claim.”  

Secondary retention:  “Retain 1 copy for 10 years after close of claim”  removed.   “Destroy when obsolete or superseded” remains.
	To align with General Schedule.

	INSURANCE / RISK MANAGEMENT / SAFETY
	SELF-INSURED AGENCY WORKER’S COMPENSATION CLAIMS- NON-COMPENSABLE
	GS5-06C-31
	Wording (and retention directions) changed from “L&I retains for 10  years after close of claim” to “Retain for 10 years after close of claim.”

Secondary retention:  “Retain 1 copy for 5 years after close of claim”  removed.   “Destroy when obsolete or superseded” remains.
	To align with General Schedule.

	PAYROLL
	LISTINGS OF PAYROLL DEDUCTIONS
	GS50-03E-19
	Wording changed from “3 years”  to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	PAYROLL
	PAYROLL STATUS SHEETS FOR DISTRICTS NOT USING PERSONNEL ACTION REQUEST FORMS
	SD51-03E-28
	Wording changed from “Destroy after completion of audit”  to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	PAYROLL
	TIME CARDS/TIME SHEETS
	SD50-03E-04
	Retention increased for records NOT used for retirement verification from 3 years to 4 years.
	To align with General Schedule.

	PAYROLL
	SUPPORTING DOCUMENTS AND REPORTS - PAYROLL
	GS50-03E-25
	Wording changed from “3 years”  to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	PERSONNEL
	AFFIRMATIVE ACTION STUDIES AND REPORTS
	GS50-04C-06

GS50-01-32
	Decreased from 6 to 5 years.
	To align with General Schedule.

	PERSONNEL
	DRUG TEST RESULTS (DISTRICT EMPLOYEES)
	GS50-04B-27
	Decreased from “Termination of employment plus 6 years” to “Date of results plus 5 years.”
	To align with General Schedule.

	PUBLIC INFORMATION / COMMUNITY RELATIONS
	SCHOOL BULLETINS AND NEWSPAPERS
	SD51-06F-03
	Changed from “Destroy when obsolete or superseded.  Potential archival value – See Remarks” to “Retain until appraised by Regional Archivist.  Potential archival value.  See remarks.
	Records must be appraised by Archives before destroying.

	RECORDS MANAGEMENT
	PUBLIC DISCLOSURE REQUEST FILES
	GS50-09-04
	Changed from “Current year plus 1 year” to “Requests and responses received through July 23, 2005 are retained for 5 years.  Requests received on or after July 24, 2005 are retained for 1 year. “
	To align with General Schedule.

	SKILLS CENTER
	SKILLS CENTER STUDENT TIME LOG/SHEET
	SD51-10-03
	Increased from “Destroy after end of current school year” to “3 years or until completion of State Auditor’s examination report.”
	Per WAC 392-117-050.

	STUDENT ASSIGNMENT
	SCHOOL ASSIGNMENT PROCEDURES
	SD51-05J-05
	Changed from “Included in School Board Minutes and/or Resolutions” to “6 years after superseded - potential archival value – See Remarks.”
	Series description was revised to include only records that are NOT incorporated in school board minutes/resolutions (GS50-05A-13).

	STUDENT RECORD
	AUTHORIZATION FOR RELEASE OF STUDENT RECORDS
	SD51-05F-02
	Changed from “2 years after student graduates or withdraws” to “3 years.”
	Standardizes retention regardless of student level or age.

	STUDENT RECORD
	STUDENT LOCATOR CARDS / CLASS SCHEDULES
	SD51-05F-09
	Changed from “Destroy when obsolete or superseded” to “3 years or until completion of State Auditor’s examination report.”
	Retention increased for audit purposes.

	STUDENT TRANSPORTATION
	PLANNED PUPIL TRANSPORTATION PROGRAM REPORTS
	GS50-06E-04
	Wording changed from “3 years or after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	SURPLUS PROPERTY
	ADVANCED NOTIFICATIONS OF AUCTION
	GS50-08C-01
	Wording changed from “3 years or destroy after completion of audit” to “3 years or until completion of State Auditor’s examination report.”
	Allows for earlier destruction if Auditor’s report is completed in less than 3 years.

	TRAFFIC SAFETY
	TRAFFIC SAFETY PARENT/LEGAL GUARDIAN PERMISSION STATEMENTS
	SD51-06D-06
	Wording changed from “Award of Traffic Safety Certificate to Student “ to “ Until Traffic Safety Certificate has been awarded to student, or student has withdrawn from program.”
	Retention period changed to include student withdrawing from program.















































































































































                                                                                                                                                                                                                                Page 1 of 12                                                                                                 


[image: image1.png][image: image2.png]£
(1

H

]

n s

1

H
B




