
BusineE6 and NonittEtructional Operatiorts

DTSTRICT RECORDS

A R  3 5 8 0  ( a )

The SuperinLendent or designee shalf ensure Ehat appropriate compuEer
software is used to safeguard any data sEoted on coftputers, incfuding
computers coll4ected to netwotks. To further prevent Lhe damage or
Eheft of data, computerE and related equipment, he/she shall fi\aintain
complete altd accurate inventories, specify use! responsibi l i t ies for
damages, and provj.de appropriate gupervisj-on in areas where compuEers
are used.

ClaBaif l"cation of R6cords

Before January 1, the Superintendent or deEignee ehal1 review
documents and papers orj.ginating during the prior school yeat and
classify them a6 Class 1 (permanent), Class 2 (@tional), or Class 3
(Di6posable) . Records of coltt inuing nature {acl ive and ueeful for
adminj. s trat ive, legaf, f iscal or otber purpoees over a period of
years) sltal- l  not be classif j-ed unti l  such usefulness has ceased. A
student's cumtlative record is a contj.nuing record until the sEudent
ceases to be enrol led in the distr j .ct. (Tlt1e 5, section 16022)

Claaa 1- Psr lrarrert !  Recotd ( T i E 1 e  5 ,  S e c t i o n  1 5 0 2 3  )

The original of each of Ehe following lecords, or one exact copy of 1E
lrhen the original is required by Law to be filed with anothe! agency,
ia a Cla6s I ( Permanent ) Record and shaIl be retained irldefinitely
unless microfi lned j.n accordance with the Code or Regulatj .ons, Ti l le
5 ,  Sec t i . on  16022 :

Annual Reports

n f f i  ^ i  r l  !N  r . l ^a f

Financial reportE of al l  funds, including cafeteria and
student body funds

Audit. of all funds

Average daily agtendance, including Period 1 and perj-od 2
reports6

Other major annual reportE, including:

b

d .

( 1 )

t2)

Those contaj.ning information relating to property,
activigies. f inancial condit ion or transactions

Those declaled by coverning Board minutes to be
pertnanen!



AR 3s80  (b )

2 -  O f f i c i a l  Ac t i ons

a. Minuteg of the Board o! Boatd conmittees, includiug the EexE
of rules, regulations, polj .cies or lesolution€ included bv
r a f a r o n - a  ^ n l r ,

b . the cal l  for and the result  of  any elect j .ons cal led.
conducted or canvassed by the Board

DISTRICT RECORDS (continued)

c. RecordE transrnj.tted by another agency pertaiuj.ng to iEs
actj-on with tespect Eo dj.str ict reorganization

Persounel RecordE3 .

a. Employeea

All deEailed lecordg relating !o efiployment, assignment,
amount,a and daeeg of servj"ce rendered, termination or
digrnisaal of an elliployee in arry position, sick leave record,
rate of compenEation, salalies or wages paid, deducEions or
hrj.thholdings made and the person or agency to r{rhom such
amounts were paid. I lr  Lieu of the detai l .ed records, a
complet.e proven Eurfinary payroll, recojad for each ereloyee
containing the same data ftay be classif ied as Class 1
(PerrnanenE), and the detai led lecorde may then be classif ied
as Claa6 3 (Dj.apoaable) .

lnfonnation of a delogalory nature as defined io EducaEton
Code 44031 6ha11 be Cla6s 1 (permanent ) only when Ehe time
for fj"ling a grievance has paEsed o! the document has been
Eustained by the grievance process.

b. SEudents

The tecorda of enrollmen! and schofarghj.p for each sEudenE
required by Title 5, Section 432, arLd all records pertaining
to arly accident or injury involwing a minor for which a clairn
for danagea had been filed a6 lequired by laia'. This includes
any related poLicy of l iablI i ly j .nBurance except that these
lecolds cease to be Clasa 1 (Permanent ) one year after the
claim haa been eettled or tbe Etatute of limi.tatlons has rur!.

4. ProDertv Records

AI1 detailed records relating to land, buildings, and
equipment. In l ieu of deeaj.led records, a contplete



DISTRICT RECORDS (cont l  nued)

property ledger may be classif ied as Class 1 (permanent)
The detai led records nay then be classif ied as Class 3

(Diaposable) i f  the property ledger j .Dcludes alI f ixed asser.s,
an equlpnent inventory and, for each piece of property, the dale
of acquiaition, name of previous owner, a Legal deecription, Ehe
amoult paid, and comparable dat.a if the unit is di.sposed of.

C1aaa 2 - Otrrtional Recolds ( T j . t 1 e  5 ,  S e c t i o n  1 6 0 2 4  )

Any record conEidered worth keepj.ng, but which ie Dot a Cl-ass 1
record, nay be cl-assif ied as C1a6s 2 (Optj.onal) and shall  be retained
unti l  i t  is reclassif ied as Class 3 (Disposable) . I f  by agreement of
the Board and Superintendent or deaj.gnee, classj.fication of Ehe prror
year records has not been nade before afanuary 1, all records of the
prior year nay be classif ied Class 2 (Optional) unti l  lhey are
classif ied as required by Tit le 5, Section 1G022. Such claesif ication
must occur wlthin one year.

Clasa 3 - Dispoaable RecordE

A11 recolda not cla€sif j"ed as Class 1 (Pennanent) or as Class 2
(Optional) shall  be claasif ied as CLass 3 {Disposable) . These include
buE are noc l j .nited to: detaiLed records basic to audit,  including
thoae relating to aEte[dance, average daj.ly attendance, o! businee€ or
f j .nancial transactioltE,. detai led recolds used in preparing another
report; teachera, registerE if  al l  information requi:.ed by Tit le 5,
Sectiof l  432 is retained in other lecords or i f  the ceneral Records
pages are removed from the legj.ater and claEsi.f ied as class 1
(Pennanent); and peliodj.c reports, including daily, weekly and monthly
reports, bul let ins and instructious.

Class 3 (Disposable) lecords shalf  be desELoyed during Ehe third
school year after the later of the fol lowing:

The conpletion of any 1egally required audit

The retention peliod required by alty agency other than the Stale
of Cali fornia

The schooL year in which the lecordg origillated

A R  3 s 8 0  ( c )

( T i t l e  5 ,  S e c t j . o n  1 5 0 2 5 ,  7 6 0 2 6 ,  1 , 6 A 2 1 )
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