






Hesperia Unified School District 3581{b)

Maintenance of District Records (continued)

information of a derogatory nature as defined in
Education Code 44031 shall be Class 1 (permanent)
only when it has become final, that is when the time
for filing a grievance has passed or the document
has been sustained by the grievance process.

2. Students

The records of enrollment and scholarship for each
student required by the Administrative Code, Title 5
Section 432, and all records pertaining to any
accident or injury involving a minor for which a claim
for damages had been filed as required by law. This
includes any pGlicy of liability insurance relating
thereto, except that these records cease to be Class 1
(permanent) one year after the claim has been settled
or the statute of limitations has run.

c. Property Records

All detailed records relating to land, buildings, and
equipment. In lieu of detailed records, a complete property
ledger may be classified as Class 1 (Permanent). The detailed
records may then be classified as class 3 (Disposable), if the
property ledger includes all fixed assets, and equipment
inventory, and for each piece of property the date of
acquisition, name of previous owner, a legal description,
the amount paid, and comparable data if the unit is disposed
of.

2. Class 2 - Optional Records

Any record considered worth keeping, but which is not a Class 1
(Optional) and shall be retained until it is reclassified as
Class 3 (Disposable). If by agreement of the Board and Super in­
tendent, classification of the prior year records has not been
made before January 1, all records of the prior year may be
classified Class 2 (Optional) until they are classified as re­
quired in Section 16022 of the Administrative Code, Title 5,
which must be within one year.
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Maintenance of District Records (continued)

3. Class 3 - Disposable Records

All records not classified as Class 1 (Permanent) or as Class 2
(Optional) shall be classified as Class 3 (Disposable). These
include but are not limited to: detailed records basic to audit,
including those relating to attendance, average daily attendance,
or business or financial transactions; detailed records used in
preparing another report; teachers' registers if all information
required in Administrative Code, Title 5, Section 432 is retained
in other records or if the General Records pages are removed from
the register and classified as Class 1 (Permanent>; and periodic
reports, including daily, weekly and monthly reports, bulletins
and instructions.

,

Legal Reference:
ADMINISTRATIVE CODE, TITLE 5
16B2B Definitions of records
16B22 Classification of records
16B23-16B28 Period of retention
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Disposition of District Records

Destruction of Records

3582

No record of the school district shall be destroyed unless it has been
properly classified as Class 3 (Disposable) and unless it has been
retained for at least the minimum time specified below under Retention
Period.

Records may be destroyed by incineration, shredding, or by any other
method which will ensure their physical destruction.

Retention Period ,

1. A "continuing record" shall not be destroyed until after the
fourth year of its classification as Class 3 (Disposable).

2. Disposable records shall not be destroyed until after the third
July 1 following the annual audit to which they pertain, or to any
other legally required audit to which they are relevant, or after
the ending date of any retention period required by any agency
other then the State of California, whichever is later.

3. Except as otherwise required by law or state regulation, all other
Class 3 (Disposable) records shall be destroyed during the third
year after the school year in which they were originated.

Transfer of Records

The only records which may be transferred are:

1. Cumulative Records of transferred students may be sent
according to Administrative Code, Title 5, Section 438. The
district must retain a copy of all items of information contained
in the cumulative record which must be kept permanently by the
district according to Administrative Code, Title 5, Section 432.

2. Records of Enrollment and Scholarship specified in Adminis­
trative Code, Title 5, Section 432 may be transferred to the
office of the principal of any new school on closing of a school,
or to the central office of the district.

3. Disposable Records Requested by the State Historian shall be
transferred to him/her.
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