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See ipstructions before complating this form. Must be submitted with PART 2
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F

Section A: Local Government Unlt

Amherst Exempted Village School Digtrict

{Local Government Entity) {Unit)
Amelia Treagurer
U.ﬁ Gioffredo /CFO 14-Oct-19
(Sigfisture of Respolgibld Official) {Name) {(Title) (Date)

Section B: Records Commission

Amherst Exempted Village School District Records Commission

{Local Government Entity)

(Telephone Number)

Amherst
{City}

1858 Forest Street
{Address}

44001 Lorain
[Zip Code}

{County)

To have this form returned to the Records Commigsion electronically, include an email address:

amelig gloffredo@amberstkll org

T hersby certify thar our records commission met in an open meeting, as required by Section 121.22
ORZ, and approved the schedules listed on this form and any continuatlon sheets. I further certify
that our commigsion will make every effort to prevent these records series from being destroyed,
trangferred, or otherwise disposed of in violation of these schedules and that no record will be
knowangiy disposed ¢f which pertains ko any pending legal case, claim, asction or rsquest. This

2d 4n the minutes kept by this commmsszon

—qr‘”'”'“~”~

14-0ct-19

Records Commissifh Chair Signature

Date

Bection C: Ohlo History Conmection - State Are

//:?enﬂeéfﬁéiwaéZ? L&ﬁﬁ[é%AUVV%WH'Qﬁé

ds Arcdo st 120045

Yignature

Title

Date

uditor of State

Saction.D:

c;%Wﬂpﬂf-eaﬁ&ﬂla_

(2-23-/9

Signature

Title

Date

Please Note: The SBtate Archives reteins 3C-72 Forme permanently.

I iy gtrongly recommended that the

Rocords Commisging retdin i
Srate Archvies/IGRP- 3C-2 (Bart 1 & 2), Reviged Decumber 2018
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RECORDS RETENTION SCHEDULE (RC-2)
Sep instructions bafore complating this form. Must be submitted with PART 1

- Part 1
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Ambherst Exempted Village School District

109

Board of Bducation defining
expectations or position on a
particular matter and
authorizing appropriate: action
to be taken to establish and
maintain those expectations

{Local Government Enticy) tUnit}
{1) (2} (3) (4) {5} {6)
: For usa by RC-3
Sc:::ula . Ragord Series and Deseription R;t:;::n Modia Type | State Auditor | Required by
Numbar ; or LGRP LGRP
! Board:and Adminiptrative -Racoida;. < . k- e o PR
L ; Uy ) . . oo . S . ‘-. . 1’. “‘|:'\ . MR .‘ » - e . I3
|-'. . e R C ‘l-t"- LI o ' R -t ! s ‘.~
[Minutes - OEficial copy of Permanent
proceedings of regular and
special meetings a”
101
Budic tapes/DVD's of Minutes - |2 years
102|Recording of Board meetings .
Board Meeting Notes — Nates 1 year
taken during Open Board Meetings
used ko formulate the mimmtes v P L YETE 0
Aty ﬁ e m‘"ﬂ
103 il poeoTas
Agendas -~ Written outlines ¢f |1 calendar GG e e
|material to be discussed at the {year ﬁga-w, PR E N
k Board of BEducation meetings provided weitthy F}%‘waﬁ‘?@ wag@ e O
audited At
04 ERTYY) SUNENY 3% Yale! Pefal il
Board Meeting Packets - Packets |[Retain TR Rete N
prepared for board members. May [until releaped g’iU TBua “Ei
include agendas, copies of minutes o ﬂ i @g
reports and informational kranacribed GCGe a
handouts. and
. . approved
105 PP
Blueprints, Plans, & Maps Permanent P Y
~provide detailed description of M
school faeilities and property
107 _
Deeds, Easements, Leases - Real |Permanent
egtate documents of ownership,
easements and leased propexty by
108 districe .
Board Policy Books anrd Other 1 year
Adopted Palicies - Governing |after
rules adopted and maintained by|supersedsd
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Amherst Exempted Vlllage School District

{Local Government Enticy) {Unit)
(1} {2) (3) (4) {5} (6}
FQr usae b RC-3
fichadule Record Sexies and Description Ratention Mediz Type | Stata Audi:;r Required by
Nunmber Poricd
: or LGRP LERP
Administrative Regulations - 1 year
Adoption of the school poliey after
manual which outlines, and suparsaded
describes the means by which a
policy should be implemented [
providing for the management of
planning, action, and assessment
or evaluation.
110 )
Court Decisions - Court Permanent ] ,
proceedings involving the e
pistrict excluding claims and £ )
111 litigations
Claims and Litigations - Court |Fermanent
processing for which the '
District is being or is suing Vl
for damages
112
Administration of Federal and Retain
Stated Categorical Grant until
Programs - Records relating to [completion
the administration of fedaral of State
and state categorical grant- Auditor's
funded programs. Records may examination
include, but are not limited to:|report ox
District or schopl-wide retain for
notification/information period
distributed to parents/legal required by
guardians/students about grant or
education opportunitics and program,
services; student information whichever
(namea/eligibility lists, copies|is iatex,
of test scores, etc.; staff then
information {(copies of deskroy o

employment applicakions,
payroll/stubs, etc.; budget,
inventory of aquipment, legal
reports, pre-and post-test data,
comparability reportsa,
evaluations; promotion of
parent/famlly involvemant {Title
1 parent advisory councils,
coordination with other- schaol-
based programs and services,
ote.) : : : v

113 -
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RECORDE RETENTION SCHEDULE (RC-2) ~ Part 1
See instructions befors completing this form. Must be submitted with PART 1

Amherst Exempted Village School District
(Local Government Entity) {Unit)

(1} {2} {3} LY {5} (6)

Far use by RU-3
Media Typa | State Auditor | Reguired hy
or LGRP " LGRP

'Schedule Retention
Kumber Record 8&:{65 and Desexiption Pericd

Boundary Records - Official Parmanert
legal description of schaol
district boundaries, educational i
service center district /

boundaries, or director district

boundaries
114

Grievance 10 years
Files/Sattlements/Arbitration -
tocumentation of settlaments andi
arbitration, grisvances £iled by a
local collective bargaining .

TOUps
115[%%°"P

Historical Records, Materials Permanent
and Artifacts that sheuld be
retained For Commemorative
Bvents and Displays - Records
documenting events or milestones
of individual schools, school
districts and educaticnal
gexvice centers, where these -
events are not documented in
other racords {(such as board
¢minutes, transcripks, atc.) ,
Including but not limited to S ukﬁf’#
award lists, baccalaureate and
commencement programs,
cumulative class rankings,
diploma order lists, fimal grade
point summaries, honor roll
lists, graduating class history
files, student newspapers,
yearbeoks/annuals.

116

Monthly Administrative Reports £&|1 calendar
Supporting Documentation - year
Reports gubmitted monthly by
administrators and supervisors a.
on current activity in Distxict ;
associated with Board Agenda

117

Elections - Xtems put on the 10 years
ballot [tax levy related) Lo 3 )
regaxding the financial support S : F
118 of tha, Disnrict . o EN : :
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- Part 1
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Amherst Exempted Village Schoo! District

{Loeal Government Encity) {Unit)
(1) (2} {3) {4) {5} {8)
. For use by RC-3
s;::::ia Record Serles and Descxiption R:::z:;;“ Madia Typa | Stata Auditex | Regquired by
or LGRP LARP
Records Retention and Permanent
bBisposition Porms —~ Records,
also called RC-1, RC-2, mnd RC-3
forms, and other locally
daveloped (]
Eorms documenting the retention
and digposition of the records
of an office
119
Bargalning Agreements ~ Record |8 years
of Agreements between the bhoard jafter
and recognized local superseded
associations of certified and
classified staff with regard to o
wages, hours and other terms of
employment including notes taken
during the negotiation process
120
Budget Policy Files - annual 3 years .
budget {tax and appropriation) |
173 (preparation and documentation
Workers Compensation Claims - 10 years
Claims £iled by employees due tolafter
on the job injury financial 0o
nayment
123 made
Bank Depository Agreements - An |4 years
agreement between a bank and thelafter
district where the bank provides|complebion
a guaranteed rate of return in O
exchange for keeping a deposit
for a fixed awmount of time
. 123
[Organization Reports 2 years
_ : provided O
124 audited
Adoptad Courses of Study - A Until
comprehensive instructional superseded
program serving the educational 0

125

needs of the students of the

District




RECORDS RETENTION SCHEDULE (RC-2) - Part 1
See instructions befors completing this form. Must be submitted with PART 1
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Amherst Exempted Village School District '

{Local Government Bntity) {Unie)
(1) {2) {3) (4) {5} {s)
Par use b RC-3
Schedule RrRecord Series and Desoription Retentian Hadia Type | State Audiégr Required by
Hurbhear . Pariod
l. or LORP LGRP
{Adopted Special Education Tntil
Program - A record of programs |superseded
provided %o children with
disabilities identified in
accordance with applicable State
and Federal laws, rules and
requlations. These programs 0O
satisfy the requirements of Chio
Educational Agencies Sexving
Children with bisabilities
{Ohio’s Operating Standards”}
126
. |Adeptad Special Programs ~ uUntil
Record of programs made supersedad
available bte the students te
enhance their education through
a variety of appropriate co-
curricular and extra-curricular
activities
127
Photo/Medla Release - External |Retain for
Usage - Records documenting six years
permission for non-school | after end
entities (such as of school
television/radio stations, year
newspapars, school
photographers, ete.} to use
student images. Student images
include, but are not limited to,|
photos, wvideo and audio
recordings.
128 '
Photo/Media Release - Denial of [Retain
pexmission. Records documenting|until end
parent/legal guaxdian denial of |of school
parmission for the year ar
schaol/district to use student [until
images recorded during official |superseded,
school activities/events. whichever
Includes opting-out, - ie later,
. ' then
destroy.

29|




RECORDS RETENTICN SCHEDUI.E (RC-2) - Part 1
Sea instructions before completing this form, Must be submitted with PART 1
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Amherst Exemptad Village School District

{Local Governmont Entity) funit)
(1) {2} {3) (4} {5} {6)
For use by RC-3
S;E:ie Racord Serias and Description R’::?if:n Hedia Type | State Auditor | Required by
or LGRP LGR?
Photo/Media Releane - Schaol Retain for
District Usage - Records g8ix years
documenting permission for the |after
school/district to use student |image/recor
images recorded during official |ding no
school activities/events, by longer -
astaff or students in an officiallbeing used,
capacity (e.g. school newspaper, |then
annual staff, etc.) Includes destroy.
annual student
identification/class pictures
taken by school-contracted
photographer. Student images
include, but are not limited to.
photos, video, and audio
xrecordings.
130
Public Recoyxd Requests - 2 years
Requests for records &
documentation that requests ware
fulfilled ’
131
Organizational Memberships Until
132 superseded
Viaiter Lag one school
133 year
Before and Atter School Child |2 years
Care (Latchkey) Sign In/fOut
Sheets
134
Before and After School Child 4 years
Care (Latchkey)Receipts & Weekly|provided
Reports Receipts & detail audited
information to back-up Treasurer
receipts
135
Before and After School Child 2 years
Carxe (Lakchkey) Registration
Porms
136
. Child Care License =~ Copy of 3 years’
Child Care license issued by plus
ODE, reguired for outside school|current
hours sites. Not reguired for [vear
after school at risk sitas, provided
: audited

137




RECORDS RETENTION SCHEDULE (RC-2} - Part 1
See Instructions before completing thig form. Must ba submicted with PART 1

Amberst Exempted Village School District

{Lacal Governmant Entity)

{Unit)

(1)

Schedula
Numbey

(2)

Rogord Berdes and Bagceription

3

Retention
Pariod

{4)

Hedia Type

(s)

For use by
Stote Auditor
or LGRP

{6)

RC-3

Required by

LGRP

Lo
Lo

“Boployea Recozds @ | |

1.

1.

-
]

201

Persomnel Files (Bhort-Term

Purgé ané

Retention)« Documentation of theldestroy 7

history and status of tha
enployment relationship with an
individual employse {(classified,
certified, active, and
inaective). Includes substitute
teachers, coaches, and advisors.
Records may include: employment
applications, performance
evaluations, grievances,
employment verifications,
accident report{s}, payroll
change sheets, PERS information,
exit interview, disciplinary
action{s), waiverl(s).

years after
employment
termination

202

Pexsennel Files (Long-Term
Retention)y~ Documentation of
the history and status of the
status of the employment
relaticonship with an individual
employee. Includes substitute
teachers, coaches, and advisors.
Records include: service time,
salary history, leaves bzlances,
taxes paid, reeignation or
retiremant letter, retixement
information, and walvers

75 years
after
employment
texmination

203

7 years after termization OF
employmant or case closed,
whichever is later, or in
accordance with collective
contrackt

204

Comp Time Cards - Accumrlated
and used comp time cards

Current
fiscal year

205

-

Drug Test Records —  inciudes
random pool eligibility lists of
employees eligible to have
random drug screen and drug
screening results

5 yesars
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RECORDS RETENTION SCHEDULE (RC-2} - Part 1
See instructions before completing this form. Must be submitted with PART 1

Amherst Exempted Village School District

{Local Government Entity) {unit)
{1) {2) (3 {4) (8) (&)
) For use by RC-3
Schadule Record Haries and Descriptien Retantion Media Type | State Auditor | Requirxed by
Numher Pariocd
: or LGRP LGRP
Employee Contracts — Written 4 years
agreement between the District |after
2p7}and the employee termination
Professional Conference 2 years
Applications - Professional provided L o
leave forwms requesting avdited O FRGEARI NG YarTs
permission to attend Bhesiapassed) vy I H‘”‘“ibﬂ'df?a
professional development .
activity frave boen au ,eaE ¥ the
208 : B gl e ks €200 W B
Irregular Employee Contracts - |[4 years i f
Written agreement hetween the |after Uit reporinfis b
District and substitutes and contract alaneed nirre o
other irregular employees expiras [eleased purs ;“’E;i %‘@
agg|Penefits e, 117.26 GIR.C.

nemployment Claims - Invoice S years
maintained by Human Resources provided
for the payment of unemployment |audited
claims approved or denied

230

Unemployment Records - 5 years
Documentation of unemploymenr.
.231|recaords

Applications {not hired} -~ 2 years
Applications submitted of provided
individuals not hired into the |audited
212 bistrict

Schedules of Employees Figeal year
_ plus 2
233 years
Teacher Personnel Reports Fiscal year
214| (internal) plus 1 year
I-9 Immigration Form = Form 1-8 |3 years
"Employment and Eligibility after date
Verification" for all newly of hire or

hired employees to verify their |1 year
jdentity and authorization to after
work in the United States. Per |termination
Department of Homeland Security |, whichever

regulation 8 CFR 274a.2. iz later
215 S S g

Job bescriptidng - Description |Retain

of expectations and & . “|until

respongibilities of each. job supersedad

216 Do U or obsolete




RECORDS RETENTION SCHEDULE (RC-2) - Part 1
See instructions before completing this form. Must be submitted with PART I
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Amherst Exempted Village School District

{Local Government Entity) {unit)
{1} (2} (3} (4) {5) {5)
For use b RC-3
Schedule Record Series and Description Retentlon Medin Type | State Audiégr Raguired by
Number Poricd
or LGRP LARP
Job Pastings ~ Records 2 years
documenting the posting and
advertisement of employwent
positions, including, but not
limited to, job descriptions,
job requirements, application
deadline, perscnnel regquisition
and compensaticn range.
217
LPDC (Local Professicnal Until
Development Committee) Licensure|superseded
Records and Staff Sunmary
o g[REPEEES
LPDC (Local Professional 10 years
Development Committee) Meeting
219|Minutes .
8taff Acceptable Use Policy - A [6 years
Form signed by staff agreeing to
use the District network
responsibly for District related
220 work___
Statf Profile - Listing 5 years
including current position, ‘
licensure, degree, retirement
credit, and ceontract information
221
Annual Training Documantation - |3 years
Record of trainings includes plus
curricula, test results, current
materials presented, year
evaluations, tests administered;|provided
certification/houxrs/creditcs/ audited .
points awarded; sign-in sheets, - ‘
and attendee lists
222 _
[Teachers Certiticates and 6 years
Temporary Professional Education|after end
Permits ' of fiscal
year, then
223 destroy
Empicyee Handbooks .~ Handbocks Juneil. .~ -
that each employse receives upon|superseded

being hired

224




RECORDS RETENTION SCHEDULE (RC-2)

- Part 1

See instructions bafore complating this form, Must be submitted with PART 1

11034

Amherst Exempted Village School District

{Local Govarament Enciry) {Unie)
(1} {2} {3} {4) {5} {5)
Por use by ) RC-3
Sche?::a Record Series and Description Ri:;::i;n Medin Type | State Auditor | Requized by
or LGRP LGRP
Physician’s Report of Work 7 years
Ability - Phygicians report of
ability/restrictions for injured
225 employees
Studant Redords )
Student Records- {[Long-Tarm)
student Information- Record of |Permanent
student's name, address,
telephone number, grades,
attendance record, classes
attended, grade level completed,
301 and year completed
Grades/Transcripts - Reports of
subjects studied and individual
student grades. Retain final
grade card each year and final
high school transcript. If 75 years
student withdraws, retain all after
transcripts graduation,
withdrawal,
302 or transfer
Individual State Yest Results - |75 years
Iowa, COGAT, OAT, OAR, QGT, atter
OTELA, PSAT, ACT, SAT, PLAN, graduation,
EXPLORE, OPT, ASVRE, TERRA NOVA, |withdrawal,
LAS, DIAL, XRA-L, IQ - or transfer
103 achisvement ability teskts
Foreign Exchange Records -
Records of students from foreign.zgtizars
countries s
graduation,
withdrawal,
104 or transfer
Home Schooled Records - Records 75 years
of students living within the after
Distriet that are being schonled .
From home graduation,
- withdrawal,
305 or trxansfer

Student Recorda~ (Short-Term)

|cime a. student registers ox

Registration/Witharawal ]
Information - Record of each

withdraws within the District

306 -

& years
afker

-{graduation,

withdrawal,.

or transfer.




RECORDS RETENTION SCHEDULE (RC-2)

- Part 1

See instructions bafore completing this form. Must be submitted with PART 1

120f34

Amherst Exempted Village Schoal District

(Loeal Government Bntity] {Unik)
(2) (2) (33 (4) (5} (6
For use by RQ-3
S;l::::ie Recozd Seriaes and Deacription Rept:;t;i:n Madia Type | State Auditer | Requixed by
or LGRP LGRP
Activity Record - A list of 6
activities students participated fiears
in during their high school atter
years graduation,
_ withdrawal,
307 ‘ or transfer
Student Worker Applications & years
after
graduation,
withdrawal,
a08a oxr transfer
Student Work Permits- State 3 yeara
issued permit for a student
under the age of 18 to ke
2088 employed
Discipline Records - Record of
discipline that a student has
received including Saturday 6 years
school, suspensions, and aftex
expulaions. Record includes graduation,
notices to parents. withdrawal,
309 : or transfer
Intexvention Records -
intervention Assistance Team
notes listing all of the
interventions that were tried
with a student to help improve
academic achievement which way
or may not lead to a referral
for special education testing. |g years
Includes functional behavioral |after
agsessments and behavior graduation,
intervention plans withdrawal,
310 or transfer
Bullying/Harassment Forms - 6 years
Documentation of after
bullying/harassment incidents graduation,
within the District, along with |withdrawal,

312

action taken

or transfer




RECORDS RETENTION SCHEDULE (RC-2) - Part 1
See instructions befora completing this form. Must bs submitted with PART 1
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Amherst Exempted Village Schoal District

{Local Government Enticy} {unit)
{1} (2) (3) (4} {5) (8)
For usa by _RG-~3
S;:::uie Record Series and Dascription nﬁz:;ﬁi:n Medla Typm | State Auditer | Reguirad by
© or LGRP LGRP
Gifted and Talented Scudent & years
Records - Student folders after
including but not limited to graduation,
application or offer for withdrawal,

312

participation, testing or
eligibility determination
records, progress repaorks,
product assessment, samples of
student's works, notes, and
correspondence,

or transfer

Attendance/absence Records -
Record of student
attendancefabsence including
daily office ecall sheets, sign-
in sheets, and doctor & parent’s
notesg

1 year

313 :

Cumulative Photo Records 1 year
after

314 graduation
Curriculum 1 vear
Requests/Waivers/Substitutions ~|after
Recoxds relating to student graduation
regquests for classes or
waivers/sohstitutions, where
autherizing sigrature/initials
£xom school district staff is
reguired (principal, teacher,
counselor, ete.}.

315

ﬁarentfiegal Guardian Permission

Retain

Elips for Internet Access and until and
Film Viewing of school
‘ year, then

318 destroy

Student Acceptable Use Bolicy - |6 years

A form signed by parents

permitting student online

access, student information to

be used in the media as well as

parent/teacher email

communication
317

“|Statement of Reguiraments and  [Retain

Expectations Signed and Returned|until end

by Parent/Legal Guardian of achool
‘ : year, then
318 dastroy,




RECORDS RETENTION SCHEDULE (RC-2)

- Part 1

See instructions before completing this form. Must be submitted with PART 1
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Amherst Exempted Vlllage School District

{Local Government Entity) {thit)
{1} (2} (3) {4) (s5) {6}
For uge by RC-3
s;::gule Regord Series and Desecription Ri::;ii:n Madia Type | SBtate Auditor | Required by
ox - or LGRP LGRP
Student Schedules/Contact Tntil
319{Information superseded
Interim Grade Reparts — Mid-term|End of
status report of student current
pexformance with teacher school year
comments not part of permarent
120 racord
Student Organization Activity 2 years
Records - Puxpose after end
clanses/budgets of student clubs|of fiscal
engaging in financial activities|year
321
Adult Basic Literacy 1 year
EBducation/General Education
Cevelopment. (ABLE/GED) Records
~ Includes student registration
forms, release of informatien
form, student progress forma,
and standardized assessment
answer sheets,
322 _
Custody Court Documents — Until
Verificdtion of court superseded
estahlished guardianship/custcdy|or student
reaches 18
years of
age
323 g
Notica of Placement Terminaticn |5 years
- A notice of termination of
placement relinquishing care and
control, noticed received from
the County Juvenile Court
324

325

child Abuse/Neglect. Referral
Lettnars ~ Recorde related to
suspected child abuse as
reporced to Child Protective
Services or to the proper law
enforcement agency - includes
reports, confixrmation of
submission, correspondence,
inquiries, records dacumenting

revisions/corrections, atc.

Through
graduation




RECORDS RETENTION SCHEDULE (RC-2) - Part 1
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Ambherst Exempted Village School District

{Lecal Government Entity} {unit)
{1} (2} {3) {4} (5} (6}
For use by Re-13
s;z:gula Raecoxd Series and Daascription Rii:::i:n Media Type | 8tate Auditor | Required by
ez or LGRP LGRE
Teacher Grade Books/Records 3 years
: provided
326 audited
Pxe-School Screening Profile -~ |3 years
ASQ/SE, GGG assessment xegoxd.
A screening profile used for pre
127 school students
Open Enxollment Forms - 5 years
Registration of student living
outside the District enrclling
a8 into the scheol District
|[Transfer Records - Recorda of 5 years
students txransferring f£rom one
schonl to another (granted/not
3ag|granted)
Emexgency Information -~ A form [Until
containing student emergency supersaded
a3pi{centact information
Health/Medical Records - Student|i0 years
visual and hesring screening and|after last
immunization records. Also contact
includes record of health
sereenings suech as audio/visual,
physical therapy, speech-
language patholagy, and
physician instructions
331
Health Logs - Recoxd of health |[2 years
care services pyovided to
students such as medication and
332 first aid,
Fres/Reduced Price Lunch 4 years
Application - Confidential
applicaticns for free and
333 raduced lunch benefits

Special Naeds Racords
In accordance with OAC 3301-51- 04 and 34 CFR 300.624, parents should be informed when
personally identifiable information ceollected, maintained or used under CAC 3301-51-04 is no

longer nesded to provide edueational services to the child.

This information must also Be'

destroyed at the request -of the parent with the excapticn of information descrxbed in item ”

30L.

These: reccrds may be needed beyond the retantion period in connection with applications for ”fj-"

sogial securxty or.other benefits.

However,. unnecessar:ly long retention may jeopardize
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RECORDS RETENTION SCHEDULE (RC-2) ~ Part 1 .
See instructions befora completing this foxrm. Must be submicted with PART 2

Ambherst Exempted Village School District

(Local Government Enkity} {Unit)
1) {2) {3) (4) {5} (6}
For use by Re-3
%zzzggie Racord Sorlies and Descxiption Ri;:;ii;n Media Typm | State Auditor | Required by
or LGRP LGRP
Special Education Tutoring Retain €
Reports -~ These files document |years after
tutoring provided te students student
through special programs. They [graduates
include autherizatien forms or would
tigned by parents allowing theirfhave
child to participate in the normally
program.. graduated.
334
Pesychological Records Retain 10
{Restricted) ~ Records that years after
document all students who are last
provided counseling, conktact.
pyechological services by the |Inform
school's counseling center. parent or
Clinicians previde treatmant adult
concerning parsonal problems, student

academic concerns, and caraer before
concerns. Records may include destruction
gxtensive notes made by pursuant to
providers concerning the ORC-3301-51-
asgessmant, diagnosis, treatment|64 (O} {1)
and contacts (wrltten,
telephone, or in person} with
each student; referral lettexrs;
release of wedical recoxds;
lettexs to agencies or others
concerning the students; and
okher related material

33%
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Ambherst Exempted Village School District

{Local Govornment Entity) luntk)
(1) (2} {3} {4) {5) (6)
 For uaa by RC=3
s"hed:? Record Series and Deseription “‘;‘:"__"1‘;1:“ Mediz Type | State Auditor | Required by
Numb or LGRP LORP
Evaluation Tezam Repert (ETR) ~ |[Retain 6
A report that is developed after|years after
a serles of assessments given by|student
the school psychologist and graduvates
others to determine whether or |or would
not the student has a disability|have
normally
graduated.
Inform
parent or
adult
student
before
destruction

336

pursuant to

OAC-3301-51-

0a {0} (1)

337

Individual Education Plan {IEP)
- A legal binding document that
lists goals/cbjectives and
related services that the
student wlll receiva throughout

"lthe calendar year based on the

asseasment results of the ETR
{Evaluation Team Report)

Retain 6
years after
student
graduates
or would
have
normally
graduated.
Inform
parent or
adulkb
student
before
destruction
pursuant to
ORC-3301-51-
o4 {0} {1}
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Amherst Exempted Village School District

{tocal Government Entiky) {Unit)
(1) (2} {3) {4} {5} {6)
For use by RC-3
S;::::ie- Record Series and Depcriptlon Ri;::ﬁirn Madia Type | State Auditor | Reguiraed by
or LGRP LGRP
504/8DA Plan - Plan that allews |[Retain 6
various accommodations for a years after
student with a general studenk
disability graduates
or would
have
normally
graduated.
Inform
parent or
adult
student
before
destruction
pursuant o
CGAC-3301-51-
04 (0} (1)
338
Home Instruction (HI) - Records|Retain for
that identify students that are |6 years
on heme instrucclon due te after
medical or severe behavioral student
needs. These records includs graduates
lesson plans, progress reports, |or
grades and time sheets of the withdraws
tutor that worked with the from
student district,
then
destroy.
339

_340

Transfer ¢f Home-Based Student
to S8chool/District - Records
relating to the transfer of home
based studenk to
gchool/district, including
placement/ evaluation test
results, notice of transfer,
ate,

Retain for
i1 years
alfter
student
graduates
oxr
withdraws
Erem
district,
then
destroy.
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Amherst Exempted Village School District

{Logal Government Entity} (Unie)
{1) {2} (2) {4) (5) (63
For usa by RC-3
S;lh;::a Roocord Sardies and Dascription “::&:i:n Hedia Typa | State Auditer | Requized hy
: o% LGRP LGRP
Special Needs Records [Student |Retain for
not Eligible) - Referrals, 5 years
evaluations, evaluation reports, |after
and notices for students student
determined not to be eligible determined
for the special education to be
program ineligible
then
destroy.
341
o ' BUILDING RECORDS
Building Account Reports - Until
Report of maintenance and superseded
401|custodial services accounts
E-Rate Funding Application - 5 years
Federal Telecommunications
40z|funding applications
Scheol Satety Plans - Records Retain ¢
related to ensuring student and |yeaxrs after
staff safety at school, obsolete or
including harassment and superseded,
bullying prevention plans then
destray
404 S
Records of Drills or Rapid T year
Dismissals and School Safety after end
Drills ~ Records of all of fiscal
tornado, fire, rapid dismissal, |year
tand school safety drills
performed within a building.
Records should inelude the
identity of the pearason
conducting the drill, date and
time, notification method, staff
membera on duty and
participating, number of
occupante evacuated, special
conditions simulated, problems
encountered, heath conditions,
and time required te accomplish _ _ oals
complete evacuation. Records ”yrar{mﬁ@-g  £he Yoo
for school safety drills must Pratiies uk;?ih e
contain the date and time of wg@ﬁ%hﬁwmm m(g oy gl
geach drill conducted the pricr 1v{%%EJQg%@“ €5 b
aos|schoel year and when they will L& eed e o Edgte QNC o the
Fire Inspection - Reports of |1 years e

406

building inspection performed by

provided

the ecity Fire Division

augdited

augit report .
« vach DU -ganam 0

ra ﬁ'ﬁ )

ﬂa’iﬁ @Ly\an

e

AT O
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Amherst Exemptad Village School District

{Local Gavernment Entity) {Unie)
(1) {2) {3} (4) {5) (6}
For uee by RC-3
s;z:g:ie Record Saries and Dascription Ri:::.?: n Media Typa | State Auditor | Required by
' or LGRP LORP
Building Inspection Reports - 2 years
Elevator, sprinkler, and alarm
ag7|systen reports
Building Health Inspections - A |2 ysars
record of all health itispections|after end
performed within a building of fiscal
408 year
Student AcCtivity Records - Fay |2 years
in forms, pay-out forms; account
forms/Dist,; budget forms,
requisitions; purchase sorder;
409 ticket sales reports
Receipt and Deposit Slips - 4 years
coples of receipts for monies provided
a10|turned inte the office audited
Budget and Appropriation Records|(d years
~ Record of building budget provided
411 - augdited
Requisitions and Puxrchase Ovders|2 years
~ Record of meney being
raquested and a record of items
purchased form the building
412 budget
Inventories - Inventory of until
supplies, texthooks, and other [superseded
materials purchased and wsed
413]with the building
Student Handbook - Handbook Until
containing stondent policies, supersedead
414 |regulations and codes
- Building Security/Serveillance |Use Eor one
videos cycle then
reuse
provided no
action
endi
418 _ pending
y. . Central'Department Recorda” ' |. Db TR e e Ty el a
Adminigtrative 0ffices
School Calendars - Calendar for |5 years
in sessionfout of session school
days as well as pxofensional
go1|days for teachers

502

Forsonmel Directory ~ Names,
phene numbers and addresses of
all employees:

10 years
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Ambherst Exemnpted Village School District _

{Loca) Government Entisy) (Unit)
(1) ' (2} (3) (4) {5} (5)
. For upe by RC-3
S;mule Record Series and Description Ra:;r;l;i: n Media Type | State auditor | Required by
ex or LORP LORP
Enrollment Record (by Permanent \/’
503 |grade/building) '
Repair, Installation and 4 years
Maintenance Records - A record |provided
of maintenance, installation and|audited
repairs paxformed on buildings
504 within the District
Building/Facilities and Until
Equipment Inventory - Inventory |superseded
of equipment owned by District |provided
508 audited
Building, Boiler & Maintemance [Untii
Reports — Inspection/ superseded
maintenance reports for each provided
building including boiler audited
506 inspection/ maintenance
Prevailing Wage Records - Report|4 years
of hourly wages, benefits and provided
- |overtime, established by audited
regulatory agencies £for each
trade and occupation employed in
507 the performance of puklic work
[Réntal information - Records 2 years ‘
regarding facilities usaga: provided
Jbuilding permits submittad to audited
use facilities by school or
community individuals, athletic
teams or gr
508 grovps
Woxk Orders - A report of all 4 years
requested maintenance/custodial |provided
sog|work auditaed
Environmental Reports and Data -|4 years
Reports on asbestes and other provided
s1o/environmental issues audited
Vandalism Reports - Reports of |4 years
vandalism throughout the pravided
511 District - audited
Student Activity Purpose Clausas Unkil ]
512 I R suparseded
" |Saiee Potential Forxm {Student . |4 years
. |activities) - |provided
513 ' : S audited_ :
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Amherst Exempted Village School District

{Unit)

{ional Government Entity)
{1 {2) {3) {4} {5} (s}
. For use hy RC-3
S;l:;::ia Racord Serias and Description R";;ﬂ;:__:i: n Modia Type | State Auditor | Reguired hy
or LGRP LORP
Yales Pokential Porms - 4 years
Fundraising permission form provided
including the financial summary |audited
of the fundraiser upon
g14 |completion of the event
Bids and Specificaticns 1 year
{Unsuccessful) - Documentation [provided
of bids supplied by vendors for |audited
any project requesting bids in
515 compliance with ORC
Bids and Specifications 4 years
{Successful} - Documentation of |aftexr
bids supplied by vendors awarded|completion
any project reguesting bids in |of project
41§ complianca with ORC
Contxactor Files - Contractor , |5 yeaxs
regolubions, additions drawings,|after
ete, completion
of project
provided
audited and
no action
pending
517 ‘ .
Trangportation Department
Driver Physical ~ A report of 6 years
the annual physical performed on|(See OAC
drivers 3301-83-07-
518 E-7)
Daily Bus Schedules - may show |Retain fox
bug route, time trip began and |6 years
ended, number of pupils carried,lafter and
and drivers signature of school
519 yaar, then
Fuel Gongumption paca - Fuel 4 years
records for the buses provided
520 audited -
Transportation Records - 4 vears
Pransportation reguests received|provided
from schools that include aundited
‘521|student and busing information _
~ |Field Trip Forms/vVolunteer Fiscal year |
Driver Forws - Forms £rom - plus 2
822 bl.:i!.t‘i'.ingjrequeating busging for years
Breventive Maintenance Re Reporl:a - F:.scal
B report of work performed to -|years plus
‘gpz{maintain equipment 2 years
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-

Amherst Exempted Village School District

(Local Government Entity) (Unic)
{1) {2) {3) (4) (5) (g)
For use by RO-3
S;:::‘::ie Record Series and Demaription REP?:;"; n Madia Type | State Auditor | Required by
or LGRP LGRP
Warranty/Guarantee - Warranty ok|Life O
524|equipment equipment
Plant and Equipment inventory  |UREtili
superseded
provided
535 audited
Vendor Data: V-9 & 1099 6 years &
documents maintained as long as |current
active vendor then retention provided
5og[Period is applied. audited
Accidant Reportg - Law 3 years
enforcement reports regarding provided no
bus accidents action
527 pending
[Vehicie Registration - Tife of
Certificates of title and vehicle
registration paperwork fxom the
528|pMY for cars, vans, trucks, and
Vehicle License - BMV licensing |1 year
documentation of motor vehicles |after =~
629 termination
Vehicle Records - Vehicle As long as
ingurance, finance paperwork vehicle is
owned by
530 District.
Driver Certificatian - Bus 1 year
driver cextification form after
531 termination
Supplies Inventory - Until
g32|Shop/mechanic inventory superseded
Vehicle Defect Report - Record |Lite oX
s3ajof defects on each bhus vehicle
Bus on Board Becurity & Use for ane
Surveillance videos recarding
cycle then
reuse
providad no
action
534 N _ _ pending
Improper Student Conduct on Retain for
School Buges - Records 1 year . .
doecumenting instances of after
improper ‘student conduct on incident,
school buses ineluding bus then - :
route, tima of incident, nature-|descroy
S3%|nf ynnidene

and_studente nams
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Amherst Exempted Village School District

[Local Qovernment Entity) {Unde}
{1) {2) (3} (1) {5) (6)
For uaa by RQ-3
Sched:ie Record Series and Desoription Rﬁ:::i:;u Media Typa | State Auditor | Required by
Kunh or LGRP LGRP
Application for Special Retain fer
Trangportation - Application for|4 years
students with physical after end
disabilitias/medical preblems of fiscal
Year ox
until
completion
of State
Auditor's
examinatien
repork,
whichever
is sooner
538
Bus Condition Checklist - Daily |Retain for
evaluation of bus by drivers 1 year
837 after end
Food Service Records -~ Financiall4 years
information, breakfast cost provided
sheets, milk sold, menus, audited
538 gtudents served
Lunchroom Records — Cashier’s |4 years
daily production sheets from provided
each building, cash register audited
53g tapes
Lunchroom Reports - Confidentialjd years
applications for free and provided
reduced lunch benefits avdited
540 . ) )
Inventories - Inventory of food [4 years
supplies provided
541, audikted
Lunchroom/ Food Service License |1 year
- Current food sexvice license, [after
issued annually by the board of |expiration
health of the health district in
which the food service operaticn
542 is located.

543|

Vendor Focd Service Contract -
Contract between the District
and an outside vendor providing
|meals and snacks

3 yeaxs
pius
current
year
provided

landited
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Amherst Exempted Village Schoa District

(Local Government Enticy) {unic}
{1) (2) {3) (4) (5) (6]
Por use by RC-3
S;l:;:::.:a Record Serles and Deacription Re;l::;?: a Media Type | Btate Auditor | Requixed by
or LGRP LGRP
Schedule for School Retain for
Breakfast/Lunch Programs — 6 yvears
Includes plan and backup after plan
documentation submitted to Ohio |obsolete or
|Board of Education for program |superseded,
approval then
destxoy
544
.. Finagnelal Records . . ‘ - . - ' ]
Audit Reports -_Past management |3 years
evaluation reperts, monthly plus
claim documentation, mastexr current
ligts, and income eligibility year
applications provided
E01 . anAitsn
Annual Financial Reports - E years
Financial reports prepared from |providad
the aceounting system that can [avdited
be reproduced from the computex
records. This ineludes;: Annual
|Ledaers, Budget Ledgers, Vendor
Listing, Check Registey, Inveice
List, Purchase Order Listing,
Accounts Repoxrts, ¥Financial
02 Summary and Detail Reports S
Activity Fund Cash Jourpal & 5 years
Ledger providad
£03 audited
Bond Reglster 20 years
: after issue
504 ’ . |expires
505|Securities Permanent
Investment Ledger ~ Repoxrt of 5 years
investments owned by District provided
806 audited
Poundation Distribution - Report|S years
from the Ohio Dept. of Education|provided
for bi-monthly foundation (statelaudited -
basic aid} receipts
607 .
: Tax Settlements (Semi-Annual). 5 yeaxs .
and Advances: -~ Property tax . |{provideéd
.|settlement sheet including audited
advances from the County Auditor]
- |included in the receipts : i
608
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Amherst Exempted Village School District

{Looal Government Entity) {Unic)
{1} (2 (3} (4) (5) (6}
Por uee b Re-3
ehedule| o rd Series and Description Retention [ . iis type | State Fditer Reguired by
Number Pariod
or LGRP LGRP
Budgets [Annual) - Tax budget 5 years
that is submitted annually to provided
gog|the County Auditor audited
Budget Working Papers 5 years
provided
510 auditad
Tnsuranca Policies - Contracts |15 years
between insurer and the School |after
district where the insurer, in |explration
axchange for premium payment, provided
pays for damages to the Schwol |all claims
nistrict which are caused by settled
covered pexils under the policy
language.
3%
Contracts - An agreement with |15 years
specific terms batween an entity|atfter
with the 8cheocl District expiration
612
Bends and Coupons Until
redeemed
provided
613 o 4 audited
Accounts Payable Ledger - 5 years
Qutstanding payables provided
g§14 audited
Accounts Receivable Ledgers - 5 yesars
ocutatanding revenue due te the |[provided
g15|achool Distriet audited
Vouchers, Invoices and purchase |10 years
oxders ~ A voucher is a provided
documentary receord of a business|audited.
transaction (i.e. check or | ORC
invoice). A purchase order is a |3313.25.
document itemizing
producsts/services to be
SIE.purchased £rom a wvendor. Serves
e oy e g b ey o A
State Program Piles = Auxiliary |10 years
gexvices, records of non-public provided
"|school: Eunding provided by the  |audited
Ohio Department of Education and .f
through public and private
617|grants } .
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Amherst Exempted Village School District

{Local Government Enrity) {Unit)
(1} (2) (3) (4) {5} (6}
Far use by RC-3
Schadula Record Series and Daacription Rept;ar::;i: " Media Type | State Auditor | Required by
Numbex or LGRP LGRP
Federal Programe - Title I 10 years
{Student Progress Reports), II, jprovided
I1I, XIv-B, IDEA, iIV-C, VI-E, audited
Chapter 1, 2; Drug Free, ete,
618
Travel Expense Vouchers -~ 10 years
Document of expenditures for provided
gig[travel of districk employees audited
Tax Anticipation Notes - 10 years
Documents relatid t:odt:e prgzidgd_ Adddited moans: {he years
preparation, sale and history audits I ek 80 o e ereld
related to :".ssuance of notes @E’?CGH’TEP%‘@%@@E L (Hc resord
a I Belle
g2p0|/borrovad against future tax hate been auditdo ‘EE&*? e
State Relmbursemant Settlement |5 years skclitor of Siote PRATTL]
Sheets rovided 1 .. PSR (.
621 Fuditad aufdit report hus och
Uniemployment Claims = 5 years W@iaﬁ%@mﬁ; FEPTEE TTR
Document::\tiox_x of unemploymant . Sibs, AT 251
for application of unemployment _ .
gza[benetits
Employee Bonds, Board dembex 5 years
Bonds = Documents related to the :
performance and theft ihsurance
bidder held on required employea
g23[and board members ‘
Certificate of Estimated 18 vears
Resources - Counky document after
supplied to the district expiration
cexrtifying the estimated
624|resouxces prepared by the
S _Rprepa
Appropriation Resolutions -~ 5 years
Resolution approved by the Board :
of Education establishing and
amending the appropriation for
625 the District
Tax Apportionments ({(Semi-Annual}|s years
- Documentation prepared by the
County Auditor and report to the
Districk to record raceipt of
g2¢|property tax settlement
" |Cancelad Checks and Bank 4 years
|Isettlements —~ All checking provided
accounts reconciliation and atidited -
ga(Statements
Publication Notice - Legal 4 years

628

notice of publication in the

newspaper
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Amherst Exempted Village School District

{local Government Enticyl (Unit)
{1) {2) (3 {42) (5) - t8)
For use by RC=3
Scﬁule Record Serles and Deacription za:::;;i:n Maodia Typa | State Auditer | Required by
Numbex er LGRP LGRP
Tuition Fees and Payments - 4 years
Receipt recoxds at the . provided
s2g|Treasurer’s office audited
Unpaid Student reas Through
830 graduation
School Finance (8.F.}) Monthly 4 years
Statements — Bi-monthly reports |provided
for the Chio Dept. of Educatlon |audited
te record receipts and
expenditures related to the
foundation payments.
631 f v
Investment Records -~ Individual {4 years
record of investments bank provided
confirmations, wire transfers, [|audited
coples of CB's
632
Travel Expense Reports 10 years
provided
633 audited

State Saies Tax Reports - State [4 years
of Ohio semi-annual sales tax provided
filings, xzeporting any taxable [audited
g4 sales.

Student Activity Funds - student{d years

activity funda, pay in forms, provided
bank deposit forms and receipts |audited

confirming deposita wade into
student activity accounts

635
Cneck Registers - Lists of 4 yeaxs
checks issued by the District provided
6316 audited
Deposit Siips/Cash Proofs — |4 years
Receipts for deposit slipa provided
537 . audited
Receipt Dooks - Receipts issued |4 years
for money received. . provided
638 , , audited
— |Extra Trip Records : 4 years
s * |providged

€39 _ ' o audited
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Ambherst Exempted Village Schoof District

(Lecal Government Entity) {unie}
{1) (2) {3) {4) (52 {6)
. For usa by . RG-3
S;t::::a Record Series and Desexiption Ri::;ﬁ:;n Madia Typa | State Auditse | Required by
or LGRP LGRP
Monthly Financial Reports - 4 years
Report generated from the system|provided
to report the financial status |audited
the District prepared on a
540 monthly basis
Accounting Data - Documentation |4 years
of bids supplied by vendors for |provided
any project requesting hids in |audited
compliance with ORC
g4l
Service Contracts - Contracts |41 years
for ssrviges provided from an provided
gaz|outside education audited
State Subsidy ﬁepnrts - 3 years
Applications for driver provided
education, pupil transportation |audited
and special education
643
belivery/Packing Slips 1 year
provided
£dd audited
Requisitions - Documents used toll year
request the purchase of after end
something that is submitted for Jof fiscal
apprxoval and then can be yeay
645 eonverted to a purchase ordexr
Non-Suffigient Fund Checks 4 years
Pocumentation & Notificakions provided
Gag laudited
'~ Payrdll Related Racoprs. i ' _
Salary Continuaticn AGreement - |7 years
Agreement stating full or
. |partial compensation during
np1|period of disability
Payrxoll Ledgers = Record of 79 years
gross to nec calculations by
=02|employee
Barning Registers ~ Record of 75 years
graoes te.net calculations hy :
7pa|employes and by calendar year _
- |Monthly Payroll Reports - A 75 vears
record of leave usage and
accumulation by employee as well
as xetirement contributicns by
504 amployee
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Amherst Exempted Village School ﬁistrict

{Local Govermment Entity} {Unit)
{1} (2) {3} (4) (5) {6}
For use by AC=3
S;:;::ia Record Series and Descriptieca Rept‘.:;;t:l:n Madia Type | State Auditar | Reguirad by
_ or LGRP LARE
Eureau of Employment Service 7 years
Quarterly Reports - OBES reports
{quarterly earnings and record
of weeks worked by employee)
705 - -
W-2's and W-4's ~ Employer’s 6 years and
copy of calendar year record of |current
taxable earxnings, a record of rrovided
706 employee federal exsmptions audited
Pederal Income Tax - Quazterly |6 years and
and annual record of federal current
income tax withheld and remitted|provided
797|*RS form 941 audited
Ohic Income Tax - Monthly and 6 years and
annual record of Ohic Income tax|{current
withheld and remitted IT-4 provided
208 audited
Tity Income Tax — Monthly and |6 years and
annual record of municipality current
income tax withheld and yemitted|provided
709 ) audited
School Income TAax - Monthly and |6 years and
annual record of School Districtleurrent
income tax withheld and remitted|provided
710 SDIT-1 audited
Payroll Reporis - Fayxoll 4 years
deduction and distributien provided
711|cepores _ audited
Payroll Update Listing 4 years
provided
12 . audited
Payroll Calculations -~ Paper and|4 years
electronic repoxts used to provided
713|balance gross net caleulations jaudited
State Teachers System and School Permanent
Employees Retlrement System
Waivers - Walver forms for
students an/oxr jobs not eligibla
for retirement withholding
714 '

715

State Emplc’ayee ‘Retirement
System {SERS) - Record of SERS

withholdings menthly

4 years
provided
audited
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Amherst Exempted Village Schoal District

o

(lacal Govazument Entity) {Unit)
1) (2) {3) {4} (5) {6}
For usa by RC-3
s;i:::ie Record Series and Desoription “1:;;ii:“ Madia Type | State Auditor | Regquired by
_ or LORP LGRP
_|State Teachers Retirsment System|4 years
{STRS) Record of STRS provided Asseti o x
withholdings per pay and annual |audited ucitad mgaps: the Yeprs
716 encompasted by the rqeords
annuity Reports 4 years Fave N e E’:e’;‘;f
provided B g b -
17 audited Hucltor of jlaie ana thp
Benhefit Folders/Reports - 4 years L B )
Listing of employee’s benefit provided reinassd pifre
718 Enrollmenfs audited Sop 447 3y
’ Employee Requests and/or 4 years
Authorization for Leave Forms - |provided
Request for sick, wvacation, auvdited
718 personal, or other leave
Deduction Reports -~ Voluntary 4 years
payroll deductiocns per pay that |provided
include all deduction audited
730 withholdings for each employee
Employee vacation/Sick Leave 4 years
Records - Records of each provided
epployee’s gsick and vacation audiced
721 |1eave
Time Sheets - Record of hours 6 yesaxs
warked provided
7229 audiced
723 |0Overtime Authorization |6 years
Employee Insurance Bills - 4 years
Monthly reconciliation of provided
employee medical, dental and aundited
"nag4|*ife insurance bills '
Paycheck Register - Listing of |4 years
chacks iasued each pay" provided
s audited
Payroll Bank Statement ~ 4 years
_ Includeas bank statements and = [provided
7agireconciliation audited
Deduction Authorization - Forms [Until
ta withhold deductions f£rom an |superseded

727

anployas’s pay

lor employee

terminates

Court Ordered aarnishments,

728§

3 years. ..
after cause

fully paid

Reports
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Amherst Exempted Village School District

{Local Govermment Bntity)

{Unit)

{1}

Schedule
Rumbey

(2)

Racerd Series and Deseription

(3)

Ratentlon
Pariod

{4}

Madia Type

{5}

‘Por upe by
State Auditor
or LGERP

(&)

RC-3
Required by
LURF

801

State Audit s /GAAP (Generally
Accepted Accounting Principles)
Reports~ Annual financial audit
reports

802

5 years

Special Education (5.E.) Reports
« Annual

7 yeara

803

Vocation Education {V.E.)
Reports - Annual

S years

-804

Ohio Common Core Bata (QUCD)
Reports: Data on revenues and
expanditures per pupil made hy
Bchool districts.

5 years

805

Drivers Bdncation Report

5 years

405

Chio Department of Education
(ODE) Reports - Academic reportsl
frcem the Ohio Department of

Edunration :

5 years

807

_jLetter of attestation/statement

lgoals/objectives/requirements;

Alternative Learning Experience
Records documenting student
participation in an alternative
learning experience program.
Includes but is not limited to:

of understanding; district
release foxm and/or shared
agreement (if sharing student);
wricten student learning plan
{start/stop dates)., approval
date when districkt/teacher
approves plan; estimated hours
per week of student
participation; instructional
materials needed; timelines and
metheds for evaluating student
progress; specifie learning

student/teacher instructional
two-way interactions/contacts/

montily progress evaluations and

weekly communications with
student (and parent/legal

Retain for
5 years
after end
of school
year then
destroy.

808

|Department of BEducatkion Ccivil
|rRights Data Collection and any

Civil Righte Reporks - U,S,

past reports

Permanent
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Amherst Exempted Village School District

{Local Government Entity} {Unic}
{1) {2) (3) {2} (5) (6)
. ¥ox use by RC=3
Schedule Record Saries and peacription Retantion Madia Type | State Auditer | Regquiwed by
Number Pariod
or LGRP LGRP
Title IX Reports - Inciudes any |10 years
required reporting as reguested
by state or federal agencies
809
jstate Minimum Standards - A 10 years
record of minimum standarxds
given to the District by the
g1o|S+ate Department
Parsonnel State Repoxts (SF-1, |4 years
cs5-1) provided
811 gudited
g1rz|Worker's Comp Wage Reports 5 years
g13|Worker’s Comp Payroll Reports 5 yeaxs
Bank Balance Cextification (Co, [§ years
g14|Buditox)
Transportation Reports ~ State |4 years
transportation reporkts, T-1 and [provided
815 T=-2 auditad
§16|EMIS Reporcs 7 years
- . General Racords: -
201 Direcr.ives, Standards, Laws for Until
- jLocal, State, and Federal Superseded ”
Governmental Agencies
Executive Correspondence - 5 years;
Correspondence of the District |file with
Superintendent and related
Administrative staff dealing records if
with eignificant aspects of the |content
administration of the District. |requires
Includes infoxmation cencerning {longer
agency peolicies, procedures, ratention;
program, fiscal and peraonnel appraise
matters, for
202 historical
General Correspondence - 2 years

903

Requests for information ‘
pertaining te interpretations
and other mise. inquiries;
informative - does not attempt
to influence policy. Includi.‘ng
copies of vukgoing -
correspondence ma:ml:a:.ned for

LT ¥

e AL AL SO Y
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Amherst Exempted Village School District

{Local Government Entity} {unit)
(1) {2) {3) {4} (5) {6}
] For use by RC-3
Schedule Record Series and Daseription Ri::ﬁi:;n Madia Type | State Auditor | Ragquired by
or ' Q@r LGRP LGRF
Transient Retain
Correspondence/Materiai- All until ne
informal and/ar temporaxy longer of

messages and notes, including administrat
email and voice mail messages, |ive value,
and all drafts used in the then
praduction of public records destroy
that do npot set policy,
establigh guidelines or
proceduras, certify a
transaction or bacome a receipt.
includes communications which
convey information of temporary
importance, referral letters,
and requests for routine
information or publications
provided to the public by the
District which are answered by
gtandard form letters

5

904

Copics, Duplicates, Non-Records |Until no
|items not included in the scope |longer of i

of official records as defined |administrat
by ORQC 149,011 {G} which may ive value
include convenience copies,
descrihed as non-official copies|
of records, used for convenient
reference, that duplicate
official records kept by the
pffice of record.

8085 . _
Exposure Reports - Report of 7 years
eantact with bleod or other
potentially infectious materials

908 _
Ineident/Accident Reports - A 7 years
report of student/employee provided no
injuriss or accidents including laction
place, time and witnesses pending

207




