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K Stheo!
“Redenh \OKT’

GUIDE TO PRESERVATION AND DESTRUCTION
OF LOCAL GOVERNMENT PUBLIC RECORDS

This guide was prepared by the staff of the Indiana State Archives. Its purpose is to help officials at
the local and county level of government in their records management duties.

I. INTRODUCTION

On May 12, 1991, Indiana Governor Evan Bayh signed into law the revised Local Government
Records Law, IC 5-15-6. The revised law amends pottions of the existing statute to allow local
governments greater ease in handling their public records. The law allows local governments to
dispose of public records by employing what are known as retention schedules. Retention schedules
are tools used to determine what records need to be kept, and what records can be destroyed or
otherwise disposed of after their immediate official usefulness has been exhausted. The use of
retention sehedules will greatly enhance the local government official's ability to manage his or her
important information resources to save money, space, and time.

* The revised law lays down specific duties and responsibilities for the participants in the local
government records disposal process. The participants are:

a) the local government official who is the records custodian;

b) the Commission of Public Records of the county in which the local government
official is located:;

¢) the Indiana State Archives, Indiana Commission on Public Records; and

d) a county historical or genealogical society.

Each participant has a specific role to play in the process to-be presented in this guide.

The original version of today's IC 5-15-6 was enacted by the General Assembly in 1939. The law
grew out of the need, then as now, to get a handle on the overwhelming growth of records and
government documentation. Certain features of the law (such as the three year minimum retention for
all records) reflected the need to have time for state anditors to examine the books of local government
officials. It was also important to ensure that the records were not altered or destroyed unless authority
to destroy the records was granted. Many of these concerns are still cogent today. However, today's
public records include clectronic and micrographic media, as well as paper and paper-based materials.
The law was changed in 1991 to reflect this and several other developments.

This guide will outline the specific duties and responsibilities that all who handle, manage, or deal
with local govetnment public records must fulfill under the law. The guide will present
recommendations on how best to meet those tasks and responsibilities. It will also give the local
government official tips or suggestions on ways to preserve, store, and reproduce their public records.
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IL IC 5-15-6: THE LOCAL GOVERNMENT PUBLIC RECORDS LAW

Sec. 1. (a) A commission is hereby created in each county of the state which shall be known as the
county commission of public records of ____ county.

(b) The county commission shall consist, ex officio, of the judge of the circuit coutt, the
president of the board of county commissioners, the county auditor, the clerk of the circuit
court, the county recorder, the superintendent of schools of the school district in which the
county seat is located and the city controller of the county seat city, and if there is no city
controller, then the clerk-treasurer of the county seat city or town shall be a member of such
commission,

(¢) The commission shall elect one (1) of its members to be chairman and the cletk of the
cironit court shall be secretary. The members of the county commission shall setve without
compensation and shall receive no disbursement for any expense.

(d) The county commission shall meet at least one (I) time in cach calendar year.

Sec. 1.2. As used in this chapter, "county commission" ot "cormission" refers to the county
commission of public records cteated by section 1 of this chapter.

Sec. 1.3. As used in this chapter, "Indiana State Archives" has the meaning set forth in IC 5-15-5.1-1,

Sec. 1.4. As used in this chapter, "loca) government" weans a political subdivision (as defined in IC
36-1-2-13).

Sec. 1.5. As used in this chapter, "public record" or "record" means a record (as defined in IC 5-15-
5.1-1) except that "public record" or "record" means local government rather than state government
documentation.

Sec. 1.6. As used in this chapter, "records management” means a program to apply management
techniques to the purchase, creation, utilization, maintenance, retention, preservation, and disposal of
records undertaken to fmprove efficiency and reduce costs of record keeping, including management
of the following:

(I) Filing and microfilming equipment and supplics.
(2) Filing and information retrieval systems.
(3) Records.

(4) Historical documentation.

(5) Mierographic retention programming.

(6) Critical records protection.
Sec. 1.7. As used in this chapter, "retention schedule” has the meaning set forth in 1C 5-15-5.1-1,
Sec. 2. (a) It shall be the duty of the county commission to determine the following:

(1) Which public records, if any, are no longer of official or historical value.
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(2) Which public recotds, are of current official value and should be retajned in the
office where they are required to be filed.

(3) Which public records are of official value but are consulted and used so
infrequently that they are no longer of

appreciable value to the officer with whom they are required to be filed.

(4) Which public records are of no apparent official value but which do have historical
value,

(b) The county commission may request the assistance of the commission on public records
established under IC 5-15-5.1 in developing records management programs.

Sec. 2.5. (a) The county commission shall adopt and implement retention schedules for use by local
government officials as part of a records management program for local government public
records at the first meeting of the county commission after the commission receives a retention
schedule for the local govetnment approved by the oversight committee on public records as
established by IC 5-15-5.1-18.

(b) All requests to destroy, transfer, or otherwise dispose of records that are not covered by an
approved retention schedule are to be submitted to the county commission according to the
procedure established under this chapter.

(¢) Requests for exceptions to an approved retention schedule shall be submitted to the county
comruission. The cormmission may not consider requests for retention of records that are
shorter in duration than the approved retention schedule,

(d) Local government officers shall submit documentation of destruction, transfer, ot other
disposal of records according to an approved retention schedule to the county commission with
a copy submitted to the state archives.

(¢) Whenever a local government includes parts of more than one () county, the commission
of the county that contains the greatest percentage of population of the local government has
jurisdiction over the records of the local government for the purposes of this chapter,

Sec. 3. (a) All publie records which, in the judgment of the commission, have no official or bistorical
value, and which occupy space to no purpose in the offices and storerooms of the local
government of a county, shall be destroyed or otherwise disposed of. Except as provided in
subsection (b), such records shall not be destroyed until a period of at least three (3) years shall
have elapsed from the time when the records were originally filed, and no public records shall
be destroyed within a period of three (3) years if the law provides that they shall be kept for a
longer period of tirue, or if the law prohibits their destruction.

(b) Records may be destroyed before three (3) years elapse after the date when the records
were originally filed if:

() the destruction is according to an approved retention schedule; and
(2) the requirements of subsection (c) are met.
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(¢) No financial records or records relating thereto shall be desttoyed until the audit of the
records by the state board of accounts has been completed, reportt filed, and any exceptions set
out in the report satisfied.

Sce. 4. (a) Except as provided in subsection (b), no records shall be remaved or transferred from any
office until a perjod of at least three (3) years shall have elapsed from the date on which the
records wete filed, nor even after that time if the records are in frequent use by the officer
having charge of the office.

(b) Records may be removed or transferred from any office before three (3) years elapse after
the date on which the records were filed if the removal or transfer is according to an approved
retention schedule.

Sec. 5. Public records having an official value but which are used infrequently by the officer with
whom they are filed or maintained shall, on order of the commission, be removed and transferred to
the Indiana state archives.

Sec. 6. Public records baving no apparent official value, but having a historical value shall be
transferred to and shall constitute a part of the Indiana state archives.

Sec. 7. (a) When any public records are ordered to be destroyed, removed, or transferred, the
commission shall enter an order to that effect on its minutes, stating the date on which the
order is entered and a general description of the public records which the commission orders to
be destroyed, removed, or transferred.

(b) A copy of any order to destroy public records shall be delivered to:

(1) the state archivist at the Indiana state archives;

(2) any active genealogical society of the county; and

(3) any active historical society of the county; not later than sixty (60) days before the
destruction. date, accompanied by a written statement that the state archivist at the
Indiana state archives or society may procure at its expense such records for its own
purposes.

(¢) The order delivered under subsection (b) must state that the records will be made available
to the state archivist at the Indiana state archives, the genealogical society, or the historica)
society subject to the following provisions:

1) Genealogical or historical societies of the county which have an active
organization shall have priotity in the procuring of the public records.

(2) If there is more than one (1) genealogical or historical socicty of the county
with an active organization, the catliest established genealogical or historjcal
society shall have priority in the procuting of the public records.

(3) It order to procure all or part of the public records included in the order, a
gevealogical or historical society must offer to the Indiana state archives
sufficient proof of ability to properly preserve the records in question, ot the
state archives may deny the records to the genealogical [or] histotical society
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and give priority to another historical society in the county or the state archivist
at the Indiana state archives..

(4) If within thirty (30) days of the delivery of the destruction order to the
genealogical or historical society, the society has not notified the commission of
an intent to procure all or part of the records included in the order, the state
archivist at the Indiana state archives may upon request procure at the archive's
expense the records for the archive's own purposes within the remaining time in
the sixty (60) day petiod.

(5) If a county historical society that has obtained tecords through the county
commission subsequently wishes to destroy, transfer, or otherwise dispose of
these records, the historical society shall submit a request to the county
commission for authorization to destroy the records according to the procedure
set forth in this chapter.

(6) Records obtained by a historical society under chapter remain public records
and are subject to all applicable public records laws.

Sec. 8. A public official ot other person who recklessly, knowingly, or intentionally destroys or
damages any public record commits a Class D felony unless:

(1) the comumission shall have given its approval in writing that the public recotds may be
destroyed;

(2) the commission shall have entered its approval for destruction of the public records on its
own munutes; or .

(3) authority for destruction of the records is granted by an approved retention schedule
established under this chapter.

INI: PROCEDURES

Under the revised IC 5-15-6, there are two legal methods to dispose of public records. The first is that
of submitting requests to the county Commission of Public Records to authorize the destruction or
transfer of listed public records. A mesting of the Commission is called to authorize the destruction of
the records. This is the method created by the 1939 Jaw. The second method is to use retention
schedules and to follow their directions regarding how to dispose of the records. This second method
was added by the General Assembly in 1991, Both methods are effcctive means to remove unneeded
public records from local government offices. NOTE: court or judicial records do not come under the
authority of a county Commission of Public Records. Court records are to be handled according to the
rules developed and enforced by Supreme Court Administration, an arm of the State Supreme Court.
IC 5-15-6 applies only to nonjudicial public records.

% 1. HOW TO SUBMIT A REQUEST TO DESTROY PUBLIC RECORDS

If an official has identified public records that are no longer needed or required to be retained, and no
retention schedule exjsts that covers the record or records involved, that official should:
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) obtain a blank PR-1 form ("Request to Destroy/Transfer Public Records") from the Clerk of
the Circuit Court of the county. The Clerk is the ex-officio Secretary of the county
Commission of Public Records;’kI have aHached +he , . _
N OO meeting (s heldin August you will notibeel.
b) £ill out the form, listing the records to be disposed of;

c) submit the completed form to the Clerk of the Cireuit Court (fe., Secretary of the
Comission);

d) the Clerk will either call a meeting of the county Commission of Public Records, or add the
request to the agenda of the scheduled meeting. At the meeting, the Commission will vote to
authorize the disposal of the records;

e) if the Commission grants authority to dispose of the records, the requests are reviewed by
the Indiana State Archives and the designated historical or gencalogical society of the county
during the 60 day review period. If either the State Archives or the society wishes to obtain any
of the records, those records should be set aside to be picked up by the requestor, NOTE:
HISTORICAL AND GENEALOGICAL SOCIETIES MAY NOT OBTAIN
CONKIDENTIAL PUBLIC RECORDS;

1) if no request is made to obtain the public records within the review period, the records may
be destroyed or otherwise disposed of. NOTE: CONFIDENTIAL RECORDS MUST BE
DESTROYED IN A MANNER THAT PRESERVES THE CONFIDENTIALITY OF
THE INFORMATION (IE., SHREDDING, BURNING, ETC.).

2. HOW TO USE A RETENTION SCHEDULE

A retention schedule will note the proper disposition of a specific type or group of records. It sexves as
a maintenance manual for the different records used in an office. Each group or type of record is
identified, its retention requirements noted and cited, and the recommended retention given. An
cxample is given below:

SCHOOL CORPORATION
" RECORD CITATION RETENTION
Extra Curricular Program IC 20-5-7-2 Destroy after
5 years

In the.example, the record type is found in the left column, any legal requirements for length of
retention are given in the "Citation" column, and the length of the retention is given in the right-hand
column. '

Legal citations for retention schedules are based on the Indiana Code, the Indiana Administrative
Code, the United States Code, and the Code of Federal Regulations (CFR). The State Board of
Accounts will have been consulted regarding recordkeeping requirements for all retention schedules.
As well, representative local government officers from the office in question (ie., Recorders, Trustees,
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Clerk-Treasurers, etc.) will have been consulted and will review each retention schedule to ensure that
each retention fits the needs and requirements of the office. ’

When a record is disposed of according to a retention schedule, a Destruction/Disposition form. should
be filled out. The form serves as documentation of destruction or other disposition to show that the
records were disposed of properly and according to an approved retention schedule. Tt is very
important to document proper destruction of public tecords, as it serves as protection from possible
legal action or accusation of improper destruction of records to cover up misdeeds. Copies of the form
should be sent to the Clerk of the Circuit Court (Secretary of the county Cormmission of Public
Records) and the Indiana State Archives.

3. INSTRUCTIONS FOR CLERKS OF THE CIRCUIT COURTS AND COUNTY
COMMISSIONS OF PUBLIC RECORDS

Priox to a planned meeting of the county Commission of Public Records, the Clerk (and/or another
designated member of the Commission) should:

a) assemble a list of the local government units in the county. It would include: county offices,
cities and towns, township offices, public utilities, public libraries, commissions, multj-county
units, ete,

b) send a blank copy of the "PR-1" form to each unit, with a letter or memo inviting them to
submit their petitions for records to be destroyed to be authorized by the Commission at its
next meeting. Establish a deadline prior to the meeting for submissions:

¢) announce rneeting according to the requirements for a public mecting under the Open Door
Law (IC 5-14-1.5.1).

When the meeting is held, the Commission should:
a) choose a chairperson to preside over the meeting;

b) adopt for use in the county any retention schedule approved by the Oversight Committee on
Public Records received by the Clerk since the last meeting;

¢) discuss and decide on requests to destroy public records submitted by local governments in
the county;

d) discuss any other official business related to public records and records preservation; and
e) determine the date of the next meeting of the Commission.
Once the meeting is adjourned, the Clerk as Secretary should:

a) send the .approved requests to the designated historical or genealogical society in the county
and the Indiana State Archives for review to determine if they wish to obtain any of the
records; and



02/18/2620 13:50 7656473224 CLERK PAGE @8/24

b) on receipt of the responses from the designated society and the State Archives, notify the
affected local governments. The units should then dispose of the records according to the
directions of the Commission. :

1V: SUGGESTIONS FOR STORAGE/PRESERVATION OF PUBLIC RECORDS

Thete are a number of things that a public records custodian can do to take command of the records in
_his/her care. They involve minimal expenditures of money and time. But they pay handsome dividends
down the road.

1. BOX STORAGE SHELVING

Erect shelving to organize, arrange, and store records storage boxes. Shelves should be tall and deep
(approximately 18" tall by 18" deep to accomodate standard sized records storage boxes, or depending
on the size of the boxes used). Metal shelving units are strong and sturdy, and can be easily erected
and later disassembled. Some prefer wooden shelves, though they ate less than ideal for records
storage. Shelves allow more records to be stored in a given floor area, as they employ the room's
height. Also, boxes stored on shelves are easier to get to and retrieve than boxes that are mercly
stacked or piled on the floor. Shelves save time, space, and back-aches.

2. STANDARD BOX SIZES

If possible, employ only one or two sizes of boxes in which to store public records. Standardization
allows for easier storage and space allocation, especially in tandera with storage shelves. We
recommend the use of standard one cubic foot records storage boxes (10"x12"x15" inside). These
records storage boxes are available from numerous office supplies soutces, They are capable of
holding approximately S0 pounds of records, and accommodate both letter and Jegal paper or file
folders. Larger boxes, holding up to 100 pounds of tecords, can be difficult for many people to handle
and move. Avoid using boxes originally designed and used for other purposes (ie., computers,
equiproent, bananas, etc.) to hold records. Such boxes are often not strong enough to hold paper
records, which when densely packed together are very heavy.

3. FILLING RECORDS STORAGE BOXES

Avoid at all costs filling a records storage box with more than one type of record (ie., checks with blue
prints, purchase orders with poor relief applications, etc.). When it comes time to dispose of records,
extra time and cffort will have to be spent sorting through cach box to separate the different records.
Keep discreet categories separate.

When filling a box with records for storage, always assume that sometime in the future someone
(perhaps you) will need to retrieve a record from that box. Keep the contents of the box in good order,

or in. the order the records were originally, DO NOT dump or pile records or files into the box. Also,
do not over-fill a box.
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4. LABELLING RECORDS STORAGE BOXES

Always label or mark clearly the contents of the records storage hoxes at the time of filling the box.
Include the title of the records or their type, the rarge of dates of the records, and to whom the records
belong (ic., which office). It is a good idea as well to note the date that the records in the box can be
destroyed according to an approved retention schedule, or based on legal or administrative
requirements. An example of such a Jabel could read:

OFFICE: COUNTY AUDITOR
RECORD: CANCELED CHECKS
DATE OF RECORDS: 1992
DESTROY: 2003

Label the records storage boxes so that the label or markings can be read easjly when the boxes are
* shelved,

5. DESTROYING PUBLIC RECORDS

When boxed public records are ready to be disposed of according to an approved retention schedule or
after authority has been granted by the county Commission of Public Records, empty the tecords
storage boxes when disposing of the records and save ("recycle") them for future use. Recycling will
save the expense of purchasing new records storage boxes. Also, wany records storage boxes can be
casily "broken down" or folded up for storage until they are needed again. Remember always to
document disposal of all public records when using a retention schedule.

V: MICROGRAPHICS AND ELECTRONIC RECORDS

The definition of "public record" for local government today encompasses all media that store
information. Among those storage media, microfilm and electronic media rank with paper as major
players in the information storage game. The allure of new and powerful technologies for storing and

managing records and information has lead to widespread use of these media. A few words on them
would be advantageous,

1. MICROGRAPHICS

Micrographics concetns photographically reducing an image and placing it on a durable medium for
storage and future use. There are three main types of micrographic media and technologies: microfilm,
microfiche, and Computer Qutput Microfiche, or COM. Many local government officials employ one
or more of these microfilm technologies. Microfilm can offer several advantages to local government:

a. reduce space required to store records;

b. security back-up copies of microfilm are easjly made, and readily stored;
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c. properly stored, microfilm can preserve records for a very long time;

d. microfilm that is properly documented and of high image quality ¢an be used in court as
evidence: and

¢. microfilm technology has been around for many years and is widely available. However, ill-
congidered and poorly executed microfilming of public records can also be a tremendous waste
of taxpayers' money. No one should microfilm everything that comes into the office. Only
certain records merit being microfilmed. The ctiteria for deciding to microfilm public records
should include: -

i. importance of the records: if the record is vital to the smooth functioning of
government and the welfare of the citizenry, you may wish to make microfilm
back- ups of it to ensure its survival and preservation;

ii. length of retention of the records: if the records must be retained for many
years, it may be advisable to microfilm. Records tequired to be retained for a
short period of time (ten years or less) should vot be microfilmed;

iil. bulk of records: if the amount of records is great and straining the storage
capacity of the office, microfilming the record to reduce storage may be
advisable. This is especially true of bulky records that must be retained for
many years. Do not microfilm bulky records that need not be retained long: the
expense of microfilming will offsct any advantage that reducing the bulk of
records may create; and :

iv. frequency of use: if for reasons of legal necessity a record must be retained
for a Jong period but will rarcly if ever be consulted, microfilm may be

advisable. Microfilm can be cumbersome to use, and information difficult to
find.

To make usable microfilm requires that the original records be in good order prior to filming. As well,
indexing of the contents of a roll of microfilm is key. Such documentation is essential to have
microfilm that can be consulted and relied on. To be admissible in court, proper documentation to
show that the microfiltm is a complete, aceurate, and legible reproduction of the original records is
required. After the microfilm has been created, it must be stored in an environment that will maintain
and preserve the images. Image degradation of original negative microfilm is rapid if it is stored in
poor environmental conditions.

Good microfilm requires careful planning and diligence throughout the process to ensure a quality
product. Microfilming also requires an outlay of funds to purchase materials and services, Several
counties have established a microfilm department in their counties to serve the microfilin needs of the
various county and local govemment offices. That way, costs for equipment, materials, and services
are spread more widely, with the cost per roll of film reduced as a result. Other counties may wish to
investigate the formation of a cooperative microfilm effort for their microfilm needs.
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2. ELECTRONIC RECORDS

A large number of electronic meant to create and store information have appeared on the scene in
recent years. Technologies such as optical disks, CD-ROM, GIS, and others have emerged to fuel the
proliferation of documentation in recent years as well as to solve the problems they created. Much of
the "take off" is attributable to the development of the personal computer, now a widely available
technology. Many local governments have alteady taken advantage of personal computer technology
to bring greater speed and efficiency to their official duties. The records created with computers and
computep-driven machines are public records just as much as the paper records of one hundred years
ago. However, the medium has changed, and as a result new problems and challenges have been
created.

Computers allow us to store huge amounts of information on small magnetic diskettes or plastic and
aluminum disks, and to transport that information easily from one machine to another. Massive
amounts of information can be sent over the telephone wires across oceans and continents. Information
can be shared simultaneously between many computers, allowing access to many users. However, how
to preserve that information is another question. The simple fact is that magnetic tapes, disks, and
diskettes cannot store information for long periods of time. Constant backups every two or three years
are required to preserve the data. Even then, data can be quickly, easily, and irretrievably lost.
Magnetic media are not stable enough to preserve important information of permanent value.

Solutions must be found to the problems of long-term computer storage of important information.
Optical disks show promise, but currently do not address satisfactorily the questions of permanence
and technological standardization. Caution must be observed when permanent records ot public
records of long-texm importance are stored by computer or other electronic means.

VI: PRESERVATION OF RECORDS

Many public records must, by law or by administrative necessity, be kept by the records custodian for
many, many years. Indeed, some statutes require records to be maintained permanently in the office
where originated or where filed. The constant use of these important public tecords over the years
exacts a severe toll on the records themselves. Many paper records become torn, brittle, faded from
exposure to sunlight and artificial light in the office, and soiled from years of exposure to dust and
smoke, dirty fingerprints and oily hands. Probably the single most destructive force is the chemical
composition of much of the paper that we all use in our offices. Acids in the paper, prosent from the
time of manufacture, work to break down the fibers of the paper, leading to holes, fading, and
browning. Today's paper has a short life-span, due to the chemicals present in it. Air pollution also has
a serious, deletetious effect on our paper records. It is one of the supreme ironies of modern history
that the paper we have used for the last century is already disintegrating, while older paper, made
without the chemicals found in today's counterpart, is often in much better condition. Paper is not
alone in the jnexorable deterioration spital: magnetic tape, computer diskettes, and videotape,
important media for information storage today, will not outlive us. We face the horrible diletama of
Josing the documentation for our era's history even before our generation has died off.

Decisions must be made concerning the way we store our information and how we take cate of it.
Simple decisions, made today, will determine how well local govertunent offices will function inthe
future, Some require hardly more than switching to new paper stock for certain uses. Others will
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require good foresight and planning. Here ate some hints for taking care of local government public
records:

1) PURCHASE ACID-FREE PAPER for all uges that call for long-term retention of records.
Use acid-free file folders for records that are required and expected to be tetained many years;

2) MICROFILM SELECTED TYPES of records that are important for the long-terrn well-
being of the community and the continuity of government. Preserve microfilm under proper
conditions;

3) AVOID STORAGE OF BOTH paper and microfilm records in rooms where temperatures
vary greatly. Keep records out of especially hot roors. Normal room temperatures are best;

4) DO NOT LAMINATE ANY RECORDS OR RECORD VOLUMES. Lamination scals the
doom of the record. The process involves literally cooking the page in plastic. While the paper
is encased in plastic that protects it from dirty fingerprints and oily hands, it will nevertheless
turn brown and become unreadable because of the cooking it received;

5) DO NOT EXPOSE RECORDS to long periods of bright light. Sunlight and artificial light
can damage records and make ther fade;

6) DO NOT TOLERATE ROUGH HANDLING of records in your custody by users ot
researchers. Supervise the use of records. Maintain a log of users;

7) AVOID USING RUBBER BANDS AND STAPLES to fasten records together. Remove
paper-clips when possible as records are filed; and

8) CONSULT THE STATE ARCHIVES for technical advice and assistance regarding
preservation of important public records.

VII: DISASTER PLANNING/VITAL RECORDS

Natural disasters have historically been among the chief causes of loss of local government public
records. Courthouses, town halls, and other govemment buildings where public records are maintained
have been ravaged by fires, floods, tornadoes, and other disasters. Much of the early documentation of
some counties has been lost as a result. While the Indiana Code makes provision for the reconstruction
of public records in event of such a disaster, important records concerning property ownership and
personal rights were lost. '

Coordinated planning for such a contingency could reduce the impact and disorder of a disaster should
one occur. Such actions as microfilming the "vital" public records of your office and storing the
originals offsite (away from the main storage area, or completely away from the general area) in a safe
but accessible place, establishing a procedure with local disaster officials to locate the most important
records for emergency purposes, and others could reduce the chaos that a fire or flood would create for
proper functioning of local government. Such simple measures as removing public records from areas
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that would be most vulnerable in cases of fire and flood (ie., attics and basements) and malking sute
that structures that house public records are not fire hazards will go a long way to save important
records.

Cootdinate your public records disaster planning with the local Civil Defense officials in yout town or
county. Check with the State Emergency Management Agency (SEMA) about your vital public
records. Remember that the information in public records of local government may help to save lives
and livelihoods in the event of disaster.

VIII: CONFIDENTIALITY/PUBLIC ACCESS TO PUBLIC RECORDS

Jt is a cornerstone of democratic government that the people be allowed to examine theixr government's
public records. As the legal definition of "public record" in the Indiana Code makes clear, the people
hold title to the records produced by government officials in the normal course of their work. Public
records ate not the personal property of the officebolder. State and federal law mandates that public
records must be made available to the citizenry. However, our laws also recognize that some public
records--ie., the records of the government of the people-~contain sensitive information of or
concerning individuals who come into contact with government. That includes our tax returns and
assessments, medical information, personal financial information, and other types of information and
records. State and federal law mandates that certain public records must be maintained confidentially.

Confidential records should only be made available to:
1) bona-fide govetnment employees engaged in the course of their official duties;

2) researchers who require special use of records for statistical, academic, or other legitimate
study. In such a case, the researcher should sign an agreement not to reveal the identities or
identifying information of individuals records in confidential materials;

3) individuals who supply to the record custodian a coutt order to examine specific public
records; and

4) the subject of the records, or the subject's representative with written consent of the subject.

Indiana law and the Administrative Code list many public records that are to be maintained
confidentially. IC 5-14-3, the Access to Public Records law, notes rights and responsibilities of
individuals and officials concerning gaining access to public records. It is a good idea to become
familiar with the law concerning access/confidentiality.

When it comes time to destroy confidential public records that no longer are of use to government, the
records should be destroyed in such a way that the information will not be recoverable. Methods exist
whereby confidential public records can be destroyed without revealing the sensitive information
contained in them as well as the records' subjects. These include shredding, burning, and recycling,
Many recyclers will guarantee confidential destruction of paper records transferred to them. Care
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should be given to protect the rights of individuals whose petsonal information is found in public
records.

IX: SOURCES OF FUNDS FOR PUBLIC RECORDS PROJECTS

Sources for funds exist for local governments to pay for efforts to save, preserve, and make accessible
the public records of communities. These soutces allow for funds to preserve the history and culture of
a community by preserving the important records of the community.

The Indiana Code states that units (except townships) of local government with taxing authority "may
establish, aid, maintain, and operate libraries and museums, cultural, historical, and scientific facilities
and progtams, and community service facilities and programs" (IC 36-10-2-4). Thus, according to the
law, Jocal government may contribute to historical societies or museums, or other public and private
organizations for projects to contribute to the historical and cultural enrichment of the community.
Efforts to preserve and conserve the important public records may be supported by local government
funds. Some projects a local government could assist with its contributions are:

1) purchase of records conservation/preservation supplies (acid-free folders, paper, boxes, de-
acidification process materials, etc.);

2) upgrading storage facilities to meet proper environmental storage standards for preserving
public records and microfilm;

3) purchase of microfilm readers for patron use of microfilmed public records;
4) indexing important and frequently consulted public records; or
5) hive expert assistance to preserve deteriorating public records.

The law (part of the extensive "Home Rule" powers granted by the General Assembly) gives free rein

to a wide variety of activities. The Jocal govemment has the right to choose for itself the ways in

which it may support the cultural life of the community. Several county governments currently

exercise this power by assisting historical societies and museums with impottant projects to document
-Indiana history.

The United States governmment also provides funds to support efforts to collect, document, publish,
and presetve the important records of our country. The National Historical Pubications and Records
Commission (NHPRC) provides grants tc both private and public groups to document our nation's
history. Significant grants have been made to state and local governments to establish records
management programs at the local government level, Archival and records management programs for
cities and towns have been funded with NHPRC grants. With this money, local governments around
the country have proceeded to inventory records, develop retention schedules, and identify and
presexve archival records. Applications are made to the NHPRC through state coordinators, who
review the applications and proposals and pass them on to the national commission. Information on
applying for NHPRC grants may be obtained from the NHPRC or from the Indiana State Archives.
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X: RESPONSIBILITIES OF HISTORICAL/GENEALOGICAL SOCIETIES

Since 1939, historical (and later genealogical) socicties have participated in the public records disposal
process. The intention has been to preserve the important historical records that no longer are needed
by local government and for which there is no room to spare. Tn this way, many important public
records have been preserved for future use.

However, the process has not always worked smoothly or as the General Assembly intended. Many
public records have been obtained by private groups only to be subsequently abused in private hands.
Public records obtained over the years have been broken up to be sold for individual profit, have been
squirrelled away in private closets, attics, basements, and under beds, kept as personal property, and
not made available to those interested in consulting the records. Researchers have not been given
propet access to the public records in private hands.

Tn an effort to rectify this woeful sitnation, IC 5-15-6 was amended to establish parameters in which
historical and genealogical socicties must operate to participate in the public records disposal process.
They are: .

a) a county historical or genealogical society may obtain public records authorized to be
destroyed under the following conditions: ‘

1. record is not of official value;

2. record does not contain confidential information;

3. county historical or genealogical society can demonstrate to the Tndiana State

Archives that it can properly preserve the record;

4. county historical or genealogical society may not subsequently destroy or transfer

(including sell) the record without submission of PR-1 to the county Commission of

Public Records and review by the Indiana State Archives; and

5. the records remain public, and subject to the laws on public records, including:
-public access

-destruction/damage punitive sanctions
-theft.

b) a county historical or genealogical socicty must be active to receive a review copy of
approved PR-1 requests that authotize destruction of public records;

¢) a county historical or genealogical society has 30 days from date of the meeting that
authorizes the destruction of public records to tequest to obtain any of the records.
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REQUEST FOR PERMISSION TO DESTROY OR
TRANSFER CERTAIN PUBLIC RECORDS (PR-1)

Stabs Forrn 30506 (R6 / 8+15)

INSTRUCTIONS: 1. Prepere In quintuplicate (five (5) coples).

2. The oniginal and three (3) coplog must be filed with the Counly Commission of Public Records and a
Upon approval by the County Commission, the Secratary must forward one (1) copy fo the Indiana
Administration et the above address; one (1) copy to the county historical soclety (if any);
sixty (B0) days, during which time the racords thay be procured by an dctive genealogical

3,
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INDIANA ARCHIVES AND RECORDS ADMINIRTRATION
402 Want Washingtan Stroet, Room W472
Indianapolls, Indlana 44204
Telaphone: 317-232-3300
cy@lara,ln.gov

copy refained by the originating agency.
Archives and Records

and refain tha oniginal and one (1) copy for

or historical society of the counly ar by the

Indiana Archives and Records Administration, State Archives Division,

, Lipon the expiration of sixty (60) clays the
accordance with the aclion thereon by the County Commission.

copy misined shafl be forwardad to tha agency, as authorlty to dispose of the records In
. The orlginal shall be preserved as a part of the minutes of the County Commlgsion,

RECORDS MEASUREMENT TABLE

1 Aschives box (10" x 12" x 15*) inside = 1 cubic fool of racords
1 Leter size file drawer = 1 1/2 cublc feot of records.

1 Legal slze flle drawer = 1 1/2 cublc feet of records.

1 Number 41 racord transfer box = 2 cublc feet of records

1 Linearfool of 8 1/2" X 14" documants = 1 cuble foot

1 Linear foot of 8 172" & 11" documents = 4/5 cublc faet
1 Unesr foot of tab cards = 1/8 cubic feet

1 Linear foot of 3" x 5" cards = 1/9 cubic feet

TQ BE COMPLETED BY THE ORIGINATING AGENCY OR OFFICE,

Name of qovamment agency

Date {montiy, day, yaar)

Addreas of gavemment agency (numbar and stroet, city, stats, any 2P 0000)

Name of contact parson Telaphana numbor

( )

E-mai addraan

Typo of raquest (check ono) [] Raquest to destray
[l Request to transfer to;

O Request to microfilm and destrey

1 Request to destroy previousty microfilmed originals

TO: Secretary, Commission of Public Records, of

County, Indiana

NAME OR DESCRIPTION OF RECORDS (See

VOLUME OF RECORDS
records measiroment table.)

DATE OF RECORDS
{month, day, yesr)

have bean audited by the State Board of Ascounts for

All of tha above records have met iheir retention raquirements In an applicable schedule as of January 1, of the prezent year. All records requiring audit
the period Indicated: tha repart of the audit Is on fila and does not show any exceptions taken of

unsettied charges,
Approved by: Tle Date (month, day, yuar)
Retuanted hy: Thtle Date (month, day, yesr)

Page _____of
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Instructions

1. Officials shauld first refarence thelr office-specific retantion schedule, If the form/record sertes you're looking for Is not listed, refer to
County/Local General Retantlon Schedule (GEN).

2. Nonpermanent racords listed on this retentlon schedule may be destroyed, In decordance with the form's instructions, thirty (30) days after

completion and submisslon of a Notice of Destruction, State Form 44905, The notice must be sent to the secretary of the county commission
of public records as determined by I1C 5-15-6-1(c) (caunty clerk or racarder) and to the Indiana Commission on Public Records, cty@lara,IN.gov,

A02 West Washington Street W472, Indianapblis, IN 46204,

3. All permanent records or records not listed on these approved retention schadules can be destroyed or transferred only by completing a
Request for Permission to DESTROY or Transfer Certain Public Records (PR-1), State Form 30508, and by obtaining approval of the County
Commisslon of Public Records and written approval from the fndiana Commilssion on Publlc Records.

4, Destruction of all records must be delayed pursuant to ap applicable legal hald.

GUIDELINES:

Permanent records may be maintalned either in the original format ar on microfiim that meets standards outlined In 60 IAC 2 or
Adm(nlstrative Rule 8 (Court Records).

Microflimed records may he deposited or transferred according ta the retention period outlingd for that record.
Security/original rolls of microflim must be stored offsite In a secure location, Duplicata rolls may be used in office,

Electranlc records and camputer printouts that Include data from more than onea (1) form must be retalned for tha longest retention period
for all included forms,

Any STATE BOARD OF ACCOUNTS forms approved for use In lleu of prescribed forms are subject to the same retentlon requirements.

e

Dircotoy/Stats Arclivist sign mo> - ) Date signed

‘f/?'t((b

Adnpicd September 21, 2016 by the Indinna Oversight Committee on Pubilic Records

Pagolof §
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(1'.1sz RECORD TITLE/DESCRIPTION RETENTION PERIOD
NO. SERIES (This Retention Schedule 1s approved on a space-available hasis)
ADSDNISTRATION
EDA-16-001 | ADMIN ~ ABSENCE RECORD, DAILY DESTROY after one (1) year.
EDA-16-002 [ ADMIN - ABSTRACTS/DEEDS/ TITLE PERMANENT. MICROFILM according to 60 IAC 2
PAPERS/MORTGAGES STANDARDS. Original may be retained in office, transfetred
to the County Archives or destroyed upon reccipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINTISTRATION,
EDA-16-003 [ ADMIN - CALENDAR, FOR STAFF AND DESTROY after three (3) years or STATE BOARD OF
CURRICULUM ACCOUNTS Audit, whichever is later,
EDA-T6-004 | ADMIN CORRESPONDENCE Except where otherwise provided in the general retention
N Dt : ‘ his schedule (seo; Record Series EDA 16-004),
Includes email. Principals, counselors, non-teaching schedule or t :
administrative staff. DESTROY after five (5) years.
EDAT6:005 | SUPERINTENDENT CORRESPONDENCE PERMANENT, Transfer electronically to the INDTANA
. : P ARCHIVES AND RECORDS ADMINISTRATION or
Documents major functions, activities, programs, ! X .
decision and policy making, important events in M[‘C}{()IF‘ILI.\;\IFaccordmg t?, 60 IAhC éSTANDAFDS or retam
school district's history. Confidential. Original in office, or frang er'to the County Archives or
destroyed upon receipt of written approval from the
INDIANA ARCHIVES AND RECORDS
ADMINISTRATION,
EDA-16-006 | ADMIN « EVALUATIONS OF PERMANENT. MICROFILM according to 60 TAC 2
ADMINISTRATORS STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon teceipt of written
approval from the Indiana ARCHIVES AND RECORDS
ADMINISTRATION after microfilming.
EDA-16-007 | ADMIN - GRANT APPLICATIONS, APPROVED DESTROY three (3) years after the end of the grant period or
STATE BOARD OF ACCOUNTS audit, whichever is later.
EDA-16-008 | ADMIN - GRANT APPLICATIONS, NOT DESTROY afier three (3) years.
APPROVED
EDA-16:009 | ADMIN - POLICY BOOK PERMANENT. MICROFILM according to 60 1AC 2
STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the Indiana ARCHIVES AND RECORDS
ADMINISTRATION, .
EDA-16-010 | ADMIN - PROOF OF PUBLICATION FILES DESTROY after three (3) years or STATE BOARD OF
ACCOUNTS audit, whichever is later.,
EDA-16-011 | ADMIN - PUBLICATIONS ISSUED BY PERMANENT. MICROFILM according to 60 IAC 2
CORPORATION STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.
EDA-16-012 | ADMIN - SCHOOL REPORT CARD, ANNUAL PERMANENT, MICROFILM according to 60 TAC 2
PERFORMANCE REPORT; ANNUAL FINANCIAL | STANDARDS. Original may be vetained in offi ice, transferred
REPORT; GATEWAY FINANCIAL REPORT to the County Archives or destroyed upon teceipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION,
EDA:16-013 | BUILD - CONTRACTED WORK ORDERS DESTROY three (3) years after completion of construction
project,
RDA-16-014 | BUILD - CORRESPONDENCE, CONSTRUCTION | DESTROY three (3) years aftet completion of construction
PROJECTS praject,
EDA«16-015

BUILD- DRAWINGS, BLUEPRINTS,
SPECIFICATIONS

Planned design drawings.

DESTROY when no longer useful,

Adopted Scptember 21,2016 hy the Indians Oversight Committee on Public Records
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EDA-16-016 | BUILD - DRAWINGS, BLUEPRINTS, PERMANENT. MICROFILM according to 60 TAC 2

SPECIFICATIONS STANDARDS. Original may be tetained in office, transforred
: : to the County Archives or destroyed upon receipt of written
As built drawings approval from the INDIANA ARCHIVES AND RECORDS
ADMINTSTRATION.
EDA-16-017 | BUILD ~ EPA ASBESTOS ABATEMENT PERMANENT. MICROFILM according to 60 IAC 2
RECORDS STANDARDS, Original may be retained in office, transferred
to the County Archives ot destroyed upon reccipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.
EDA-16-018 | BUILD - EPA ASBESTOS INSPECTIONS DESTROY three (3) years after the next re-ingpection ag
REPORTS required by 40 CFR 763.94.
EDA-16-019 | BUTLD - IDEM MONTHLY TREATMENT PLAN | DESTROY after three (3) years.
LAB REPORTS
Sewage treatment.
FDA-16-020 | BUILD ~ STATE FIRE MARSHAL ANNUAL SITE | DESTROY after three (3) years,
INSPECTION REPORTS
EDA-16-021 | FOOD - FOOD SERVICES GUIDELINES DESTROY when superseded.
EDA-16-022 | FOOD - MENUS/DAILY PRODUCTION SHEETS | DESTROY after five (5) years.
EDA-16:023 | FOOD - MILK AND BREAD BIDS DESTROY after five (5) years or STATE BOARD OF
ACCOUNTS Audit, whichever is later.
EDA-~16-024 | TRANS - BUS CONDUCT REPORT DESTROY after one (1) year,
EDA-T6-025 | TRANS -~ BUS SAFETY INSPECTION REPORT DESTROY after three (3) years.
(INDTANA STATE POLICE)

EDA-16-026 | TRANS -~ FIELD TRIP REPORTS DESTROY after three (3) years,

EDA-16-027 | TRANS - FORM DOE-TN DESTROY after five (5) years.
Indiana, replaces BIR-5 form,

EDA-16-028 | TRANS - FORM 32-9 (IN) DESTROY after five (5) years.

EDA-16:029 | STU - CT\?RRESPONDENCE, LITIGATION, RETAIN until final disposition of all litigation and appeals.
STUDENT

EDA-16-030 | STU - ENROLLMENT REPORT (SIX WEEKS) DESTROY after five (5) years.

EDA-16-031 | STU - ENUMERATION FOR SCHOOL PURPOSES | PERMANENT. MICROFILM according to 60 TAC 2
STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION,

EDA-16-032 | STU - STUDENT DUE PROCESS FILES DESTROY after five (5) years,

(EXPULSION RECORD)
Confidential.
EDA-16-033 | STU - STUDENT HANDBOOKS DESTROY after seven (7) years,
EDA-16-034 | INST - ACHIEVEMENT TEST SCORE DESTROY after five (5) yeats.
SHEET/SCORE BOOKLET
Confidential.
EDA-16-035 | INST - CHAPTER T OR TITLE T GRANT RETAIN as required by grant agreement ot DESTROY ten
AGREEMENT LETTER (10) years after the conclusion of the grant, whichever is
longer,
EDA-16:036 | INST - ANNUAL PROJECT EVALUATION (END | DESTROY ten (10) years after the conclusion of the grant,
GRANT CYCLE)

Adopted Septetaher 21, 2016 by the Indiana Oversight Committee on Public Records
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EDA-16-037 | INST - COMPARABILITY REPORT DESTROY after five (5) years.

EDA-16-038 | INST - COORDINATION RECORD, STUDENT DESTROY after five (5) years.
Confidential.

EDA-16-039 | INST - HOME VISIT DOCUMENTATION DESTROY after five (5) years

BDA-16-040 | INST - LOSS AND GAIN FORM DESTROY after five (5) years.
Achievement Data. Confidential.

EDA-16-041 | INST - NEEDS ASSESSMENT RANKING REPORT | DESTROY after five (5) years.

EDA-16-042 | INST - NEWSLETTER, ALL FORMATS PERMANENT. May MICROFILM ac¢cording to 60 TAC 2
INCLUDING WRITTEN AND ELECTRONIC STANDARDS. Original may be retained in office, transferred

- . ; to the County Archives or destroyed upon receipt of written
f’:‘:}i‘fgeﬁ ;’lfrgf;fl ?“5;;’;1‘;7&%‘:;,‘3?;; on 2 socfal approval from the INDIANA ARCHIVES AND RECORDS
pratiom. ' ADMINISTRATION.

EDA-16-043 | INST - PROFESSIONAL DEVELOPMENT DESTROY after three (3) years or STATE BOARD OF

INFORMATION ACCOQUNTS Audit, whichever is later, Records noting
individual staff training should be transferred to the
individual's permanent recotd.

EDA-16-044 [ INST - PROJECT\PROGRAM APPLICATION AND | DESTROY after five (5) years.

AMENDMENTS

EDA-16-045 | INST - QUARTERLY MONITORING REPORT DESTROY after five (5) years.

EDA-16-046 | INST - TARGET AREA SELECTION REPORT DESTROY after five (5) years.

EDA-16-047 | INST ~ TITLE 1 DISTRICT PLAN PERMANENT, MICROFILM according to 60 TAC 2
STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.

EDA-16-048 | TNST - TITLE | BUILDING LEVEL PLAN DESTROY after five (5) years.

EDA-16-049 | INST - WEEKLY WORK SCHEDULE DESTROY after five (5) years,

EDA-16:050 | TITLE 6- APPLICATION FOR FUNDS FOR DESTROY after five (5) years.

EDUCATIONAL PROGRAMS UNDER P.L.97-35
(PROGRAM PLAN)
EDA-16-051 | TITLE 6 - CHAPTER 2 BUDGET AND DESTROY after five (5) years or STATE BOARD OF
EXPENDITURE REPORT ACCOUNTS Audit, whichcver is later,
EDA-16-052 | TITLE 6 - EVALUATION REPORT FOR DESTROY after five (5) years.
CHAPTER 2 PROGRAMS

EDA-16:053 | COMM ED - COURSE DESCRIPTIONS DESTROY three (3) years after the course is no longer
offered.

EDA-16-054 | COMM ED ~ ENROLLMENT FORMS DESTROY after one (1) year,

EDA-16-055 | COMM ED - EVALUATION OF CLASS DESTROY after three (3) years.

EDA-16:036 | LISTINGS OF CLASSES DESTROY when no longer useful.

EDA-16:057 | CURRICULUM ~ ADOPTED TEXTBOOK LIST RETAIN through two adoption cycles,

EDA-16-038 | CURRICULUM- HIGH SCHOOT. COURSE PERMANENT, MICROFILM according to 60 TAC 2

DESCRIPTION BOOKLETS STANDARDS. Otiginal may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.

EDA-16-059 | GUIDANCE ACTIVITIES, DECISIONS, AND IN- | DESTROY after FOUR (4) years.

| SERVICE RECORD
EDA-16-060 | SCHOOL TESTING RESULTS RECORDS DESTROY after FOUR (4) years.
EDA-16-061 | ACCIDENT REPORT, ANNUAL SUMMARY DESTROY after three (3) years.

Adopted September 21, 2016 by the Tndiann Oversizht Committee on Public Reeords
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EDA-16-062

FACULTY/STAFF HEALTH TRAINING - SIGN IN
SHEET

DESTROY after three (3) years,

EDA-16-063

INST- SCHOOL NEWSPAPER

PERMANENT, MICROFILM according to 60 TAC 2
STANDARDS, Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION,

EDA-16-064

HEARING REPORT (STATE FORM 39986)

DESTROY after five (5) years.

BDA-16-065

INDIVIDUAL STUDENT FILE

Includes but not limited to: Testing Results Records
(ISTEP, CAT, SAT, ACT, EPSF), Multidisciplinary
Team Evaluation Reports, Case Conference
Committec Summatics, Individualized Education
Plans, Transition Plans, Correspondence, Pertinent
information regarding the student's educational
placement, telease letters for outside agencies to view
student records, test protocol on student,
documentation of student program and attendance
rccord, student exit/drop-out interview, student

| selection form (includes test scores, teacher referrals),

teacher's evaluation of student/comments record,
record of student home visits, and Report of Alleged
Child Abuse or Neglect (State Form 114R2),
Confidential, Includes Adult Education records,

Records are maintained 5 years beyond the provision of
educational services to the student OR until the student
reaches 21 years of age, whichever is less, if the parents have
not requested destruction of the records. 34 CFR 300.573
permits parents to request the destruction of personally
identifiable information on their child, The parent must be
informed of the destruction option (generally at graduation,) If
parents request the information destroyed, the agency may
retain a permanent record of a student's name, address, phone
#, his or her grades, attendance record, classes attended, grade
Jevel and year completed.

EDA-16-066

INDIVIDUAL STUDENT MEDICAL FILE

Includes but not limited to: student alcohol/narcotic
sereening reports, immunization record and status
(includes State Form 22363-Kindergarten and State
Form. 2263NE), list of medications given to student at
school, student health screening results, tests, and
refervals, record of student insurance coverage,
medical examination records, statements of
physicians, X-Ray T.ab reports, request for
psychological services and release letter from
psychologist. Confidential,

EDA-16-067

Records are maintained 5 years beyond the provision of
educational services to the student OR until the student
reaches 21 years of age, whichever is less, if the parents have
not requested destruction of the records, 34 CFR 300.573
permits parents to request the destruction of personally
identifiable information ot their child. The parent must be
informed of the destruction option (generally at graduation.) 1f
parents request the information destroyed, the agency may

‘retain a permanent record of a student's name, address, phone

#, his or her grades, attendance record, classes attended, grade
level and year completed.

UNIVERSAL PRECAUTIONS TRAINING FOR
EMPLOYEES, SIGN-IN SHEET

DESTROY after three (3) years.

EDA-16-068

AGREEMENT TO SAFEGUARD INFORMATION

MAINTAIN copy in staff member's personnel file after staff
member leaves program ot school disttict employment.

EDA-16-069 ANNUAL DATA REPORT - EDUCATION OF THE | PERMANENT, MICROFILM according to 60 IAC 2
HHANDICAPPED STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.
EDA-16-070 | APPLICATION FOR FEDERAL ASSISTANCE DESTROY after five (5) years,
FOR THE EDUCATION OF HANDICAPPED
EDA-16-071 1 APPLICATION FOR TENTATIVE APPROVAL DESTROY after five (5) years,
FOR ANNUAL CLASSROOM UNITS FOR
EXCEPTIONAL CHILDREN
EDA-16-072

QUARTERLY SUMMARY REPORT-EDUCATION
OF THE HANDICAPPED

DESTROY afier five (5) years and STATE BOARD OF
ACCOUNTS audit,

EDA-16-073

APPLICATION FOR SUMMER SCHOOL (STATE
REPORT)

DESTROY after three (3) yeats and STATE BOARD OF
ACCOUNTS audit.

Adopted September 21, 2016 hy the Indiana Oversight Committee on Public Reeords
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EDA-16-074

SUMMER - APPROVAL LETTER

DESTROY after three (3) years and STATE BOARD OF
ACCOUNTS audit.

EDA-16-075

SUMMER - ATTENDANCE RECORDS

DESTROY after information is transfered to student's record,

EDA-16-076

SUMMER - CORPORATION ISTEP RE-
MEDIATION AND RETENTION SUMMARY

PERMANENT. MICROFILM according to 60 TAC 2 .
STANDARDS, Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINTISTRATION,

ATTENDANCE SUMMARY SHEETS, DAILY

EDA-16-077 | SUMMER- (STEP FINAL REPORTING FORM PERMANENT, MICROFILM according to 60 IAC 2
STANDARDS, Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.

EDA-16-078 | SUMMER - ISTEP PRELIMINARY REPORTING DESTROY after three (3) years.

FORM
EDA-16:079 | SUMMER - STUDENT GRADE REPORT DESTROY after grades are transferred to student's permanent
Confidential. record,

EDA-16-080 | STUDENT SUMMER SCHOOL REGISTRATION | DESTROY after one (}) year.

EDA-16-081 | SUMMER SCHOOU FINAL REPORT PERMANENT. MICROFILM according to 60 JAC 2
STANDARDS., Qriginal may be retained it office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION,

EDA-16:082 | SUMMER SCHOOL INFORMATION SHEET DESTROY after one (1) year.

(LETTER TO PARENT)
W RO

EDS-16-001 | ACCIDENT REPORTS DESTROY afier three (3) yeats.

EDS-16-002 | ATTENDANCE REGISTERS DESTROY after three (3) years.

EDS+16-003 | ATTENDANCE SLIPS, DATLY DESTROY after three (3) years.

EDS-16-004

DESTROY after three (3) years,

EDS-16-005

COMMENCEMENT PROGRAMS

TRANSFER one copy to the INDIANA ARCHIVES AND
RECORDS ADMINTSTRATION after three YEARS and
completion of STATE BOARD OF ACCOUNTS Audit.
DESTROY any remaining copies.

EDS-16-006

ENROLLMENT REPORTS

DESTROY after three (3) years.

EDS-16-007

NEWSPAPERS/NEWSLETT ERS, ALL FORMATS
INCLUDING WRITTEN AND ELECTRONIC

Includes official announcements made oh a social
media platform, (Includes team newsletters to

PERMANENT. May MICROFILM according to 60 TAC 2
STANDARDS, Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS

BOOK AND EQUIPMENT INVENTORY

parents) ADMINISTRATION,

EDS-16-008 | SUBJECT FILES DESTROY after three (3) years,

EDS-16:009 | YEARBOOKS PERMANENT. Original may be retaincd in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.

EDS-16-010

PERMANENT. MICROFILM according to 60 TAC 2
STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION,
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EDS-16:011 | EPA ASBESTOS MANAGEMENT PLLAN PERMANENT, MICROFIL.M according to 60 IAC 2
STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.

EDS§-16-012 | SCHOOL SAFETY PLAN DESTROY when superseded.

EDS-16-013 | USE OF BUILDING FORMS DESTROY after three (3) years.

EDS-16-014 | DAILY SCHOOL LUNCH REPORTS DESTROY after five (5) years.

EDS-16-015 | NOTIFICATION LETTERS FOR SCHOOL MEALS | DESTROY after three (3) years and completion of STATE
BOARD OF ACCOUNTS audit,

EDS-16-016 | RECORD QF CHARGED LUNCHES DESTROY after five (5) years.

EDS-16-017 | WEEKLY SCHOOL LUNCH REPORT DESTROY after five (5) yeats.

EDS-16-018 | GRADE BOOKS DESTROY after five (5) years.

Confidential.

EDS-16-019 | GRADE SHEETS, CUMULATIVE BY SEMESTER | DESTROY aftor fhree (3) years,
Confidential,

DS-16-020 | GRADE SHEETS, SIX WEEK DESTROY after three (3) years,
Confidential, .

EDS-16-02! | LETTER OF ABSENCE RECORD TO PARENTS DESTROY after three (3) years.
Confidential,

EDS-16-022 | NOTICE OF SUSPENSION DESTROY three (3) years after student is no longer enrolied.
Confidential, :

EDS-16:023 | PERMANENT RECORD CARDS, GRADUATED PERMANENT. MICROFILM according o 60 TAC 2
AND WITHDRAWN STUDENTS STANDARDS. Original may be retained in office, transferred
Confidential to the County Archives or destroyed upon receipt of written

‘ ' approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION,
BDS-16-024 | ATHLETIC ELIGIBILITY CERTIFICATES DESTROY after threc (3) years.
May be confidential,
EDS-16-025 | ATHLETIC INSURANCE RECORDS DESTROY after SEVEN (7) years.
May be confidential.
EDS-16-026 | ATHLETIC - PARENT-PHYSICIAN DESTROY after five (5) years,
CERTIFICATION
May be confidential,

EDS-16-027 | RECORD OF ATHLETIC AWARDS PERMANENT, May MICROFILM aceording to 60 TAC 2
STANDARDS, Original may be retained in office, trangferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.

EDS-16-028 | CUMULATIVE RECORD/PERMANENT RECORD PERMANENT, MICROFILM according to 60 TAC 2

Confidential, Includes Adult Education records, STANDARDS, Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS

v ADMINISTRATION.

EDS-16-029 | ANNUAL LIST OF GRADUATE AND PERMANENT, MICROFILM according to 60 [AC 2
WITHDRAWN STUDENTS STANDARDS. Original may be retained in office, transferred
Confidential. to the County Archives or destroyed upon receipt of written

approval from the INDTANA ARCHIVES AND RECORDS
ADMINISTRATION,
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EDS-16-030 | SENJOR AWARDS PERMANENT. May MICROFILM according to 60 TAC 2
STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon reccipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION.
EDS-16-031 | STUDENT ACTIVITY SHEETS RETAIN for 5 years after student leaves the school system.
ED5-16-032 | TESTING RESULTS RECORDS, CLLASSROOM DESTROY after five (5) years,
AND BUILDING
ISTEP, CAT, SAT, ACT, EPSF,
ED5-16-033 | STUDENT EMAIL ACCOUNT CONTENTS DESTROY SIX (6) months after the close of the academic
year during which the email was sent or received,
EDS-16-034 | PARENT REQUEST AND PERMISSION TO DESTROY aficr three (3) years.
ADMINISTER MEDICATION, INCLUDING
PARENT NOTES
Confidential,
EDS-16-035 | PSYCHOLOGICAL REPORTS INCLUDING DESTROY after three (3) years.
FOLLOW-UP REPORTS
Confidential,
kDS-16-036 | 1IB - CIRCULATION RECORDS RETAIN until returned.
EDS-16-037 | LIB - FINE SLIPS RETATN until resolved.
EDS-16-038 | LIB - MATERIALS INVENTORY DESTROY after five (5) years or STATE BOARD OF
ACCOUNTS Audit, whichever is later,
EDS-16-039 | LTB « PATRON FILES RETAIN until replaced or inactive,
EDS-16-040 | LIB » TTTLE Il APPLICATION DESTROY after FOUR (4) yeats.
ED5-16-04) | LTB - TITLE Il INVENTORY & EVALUATION DESTROY after FOUR (4) years
EDS-16-042 | SCHOOL PREMISES, BUS, OR SCHOOL-OWNED | DESTROY after 30 days.
PROPERTY VIDEO SURVEILLANCE .
EDS-16-043 | FACULTY/STAFF CORRESPONDENCE DESTROY after three (3) years.
EDS-16-044 | FACULTY/STAFF EMAIL Except where otherwise provided in the general retention
schedule or this schedule, DESTROY aRer three (3) years.
EDS-16-045 | ESSON PLANS DESTROY 6 months after conclusion of academic year or
when no longer uscfil, whichever is later.
SRTARTE O B
EDC-16-001" | CHARTER AGREEMENT PERMANENT. May MICROFILM according to 60 [AC 2
STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDIANA ARCHIVES AND RECORDS
ADMINISTRATION,
EDC-16-002 | FINANCIAL REPORTING REQUIREMENTS Except whero otherwise provided in the general retention
schedule or this schedule, DESTROY after SIX (6) years.
Includes tax forms, tequired reports to agencies,
includes state and federal requirements,
EDC-16-003 | GOVERNING DOCUMENTS AS REQUIRED BY PERMANENT. May MICROFILM according to 60 TAC 2
IC § 20-24-3-3 STANDARDS. Original may be retained in office, transferred
to the County Archives or destroyed upon receipt of written
approval from the INDTANA ARCHIVES AND RECORDS
ADMINISTRATION.
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