











Hesperia Unified School District 3581 (e)

™ 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

16620 Definitions of records
16022 Classification of records
16623-16028 Period of retention
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Hesperia Unified School District 3582

—

Business and Non-Instructional Operations

Disposition of District Records

Destruction of Records

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
fourtn 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.

25 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:

L. 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.

2t 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 Reguested by the State Historian shall be
transferred to him/her.
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