BOARD AGENDA ITEM

July 26, 2022

SUBJECT:

Revision of the following policy and administrative rule:
Policy EHB Data/Records Retention, First Reading
Administrative Rule EHB-R Data/Records Retention

BACKGROUND INFORMATION:

Aiken County Public School District cyclically reviews policies and administrative
rules. Policy EHB Data/Records Retention and Administrative Rule EHB-R
Data/Records Retention provide a system for maintenance, retention and periodic
destruction of appropriate records. Such system will be in compliance with applicable
laws and regulations.

ADMINISTRATIVE CONSIDERATION:
Administration has reviewed Policy EHB Data/Records Retention and Administrative
Rule EHB-R Data/Records Retention. Administration recommends the revision of
Policy EHB Data/Records Retention and Administrative Rule EHB-R Data/Records
Retention by adding the following statement to ensure records are maintained for the

required length of time: When a grant or award’s retention requirement exceeds the
retention schedule, default to the greater length of time.

RECOMMENDATION:

Approve the following policies and administrative rule:

Policy EHB Data/Records Retention, First Reading
Administrative Rule EHB-R Data/Records Retention

ATTACHMENTS:

Policy EHB Data/Records Retention
Administrative Rule EHB-R Data/Records Retention

PREPARED BY:

Salvatore Minolfo

A-3



Policy

DATA/RECORDS RETENTION
Code EHB Issued %8/22

Purpose: To establish the basic structure for maintenance and retention of district records.

District records are open to the public in compliance with the South Carolina Freedom of
Information Act. Persons who wish to review those records must forward their requests to the

superintendent.

The superintendent or his/her designee will maintain a system for maintenance, retention and
periodic destruction of appropriate records. Such system will be in compliance with applicable

laws and regulations.

When a grant or award’s retention requirement exceeds the retention schedule, default to the
oreater length of time.

Adopted 6/11/91; Revised 10/23/01, 8/9/22

Legal references:

A. S.C.Code, 1976, as amended:
1. Section 30-4-10 et seq. - South Carolina Freedom of Information Act.

B. Department of Archives and History Regulations:
1. 12-900 et seq. - General retention schedules for school districts.

The School District of Aiken County



Administrative Rule

DATA/RECORDS RETENTION
Code E H B'R Issued 1‘0‘"04’7[22

Retention of administrative and student records

Administrative records Length of time to retain
Accreditation reports (BEDS, SACS).....coovciiiniiiiiiiiis s 5 years
Banking records (including deposit SIPS) «.c.c.coouiiiiiimiimesniiiin i 5 years

(Unless audit questions are pending, in which case retain one year after resolution.)
Budget sheets (COMPULET PLNTOULS) ...vvcvuvsiiiiisrusinrisissss st 1 year
Employee sign-in sheets and abSentee TEPOITS.......oooviriirininicnisiiiii e 1 year
INVENLOTY AOCUMENES. ...ceovuuenrrisirtuisnsrrsessssesses st ssas e s S A s b 0s 5 years
Paid bills/receipts/TECceipt DOOKS ....cc.curirmiiriiieiiitieiisii i 5 years
PAYIOIL PIANTOULS .c.veovseeeitiirrsras et s current year
ReqUiSitions/purchase OTAETS .......v.veeiuereusiuiusimrmss s s s e 5 years
SCHOOL FENEWAL PLANS ...ouvvervsiersisinisenismrstinsssssttsnstscbsis s anne tess s ssse st s s r s s et s s 5 years
TEACKET EVAIUALIONIS .. eeeveeeererereesreenesrassaesreessesssrassassssaseshsas st ee st esbs s e s s san s e s e s s ssn s st s s suntes et .3 years
{Send originals to personnel where evaluations become a part of the permanent record.)

TSt SUTITITYIATIES +vvveeneveeeeeeeaaeessansessassesssssssssuassssssssisseserssssessssssessasessrstsserstnmasssassnsessstessisssisees 5 years
TranSPOTtAtioN TECOUS .......cveruirusmriereseesersssisissas et 5 years
Student records Length of time to retain
Attendance TECOTAS/TEPOTES. .. wovevveeieiiisirarmsieses ettt Syears
GTAAE DOOKS +veveeveeeseeeteseeeseeeatessessessassesaeass st ene e e e s s e s e e b e en s e s s eb s e b a e Era TR b 5 years
Individual edUCAtION PIANS ....cccveereerrerierrirmeieretstsirissst st s s 5 years
Notes to parents regarding special aCtiVItIES.......ovvriiiinni s 3 years
Parental CONSENT QOCUIMIENES .. ... .iivvirreireereeeeerseesieian e e et s st e s ems i s s s s n st 3 years
REGISIIAION CATAS ...counuiusrmenmmuinmsesissssmiasassissasirsisssnsassssssesssssssisssssns o siassassnasssssussstasisnsessaes 1 year
School Tunch apPICAtIONS. .. ....cocviiitimieremrrsrsessisesis it st st st 3 years
Student aCAAEINIC PIANS. .....e.ccevreeririirrai sttt s 5 years
Student ACCIAENLE TEPOTES. . . vuuvveucuiresiiiuiiiirees sttt ettt e 5 years
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PAGE 2 - EHB-R - DATA/RECORDS RETENTION

Student discipline reports (INdivVIAUAL). ......cooemeriiiiiii s current year
CHUAEIIE CXCUISES . veswrvsssnsssonsmmnennsssrarssssasssisss s5ss5F1iHsssaTTTsHETRE R AHIT S ORI FwSRS ST IR STV O s R S emanh A e current year
TEXtDOOKS TECOTUS. -« ceveeeeeeeeeeeteeetteassseeaseassaeassesueaeseree s beeaeassenn e e s e sb s e s e e b nn s e s e s et e 3 years

When a grant or award’s retention requirement exceeds the retention schedule, default to the
oreater length of time.

Issued 6/11/91; Revised 10/23/01, 7/26/22
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