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Functional and Organizational Analysisof L ocal Boards of
Education

Sour ces of I nfor mation
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Alabama Administrative Code, Chapters 290-010-010 through 290-090-020

Code of Alabama 1975, Sections 16-3-22 through 16-36-51

Local Government Records Commission, Local Boards of Education General Records Schedules
(1993)

Martin, David, Alabama’ s Sate and Local Gover nments (1994)

Owen, Thomas M. History of Alabama and Dictionary of Alabama Biography (1921)

Rogers, William Warren, et al, Alabama: The History of a Deep South Sate

Secretary of State’'swebsite

Thomas, James D. and William H. Stewart, Alabama Government and Poalitics (1988)

Weeks, Stephen B. History of Public School Education in Alabama (1915)

Historical Context of L ocal Boards of Education

“The course of educational development in Alabamais from the local to the general, from the city
to the State” (Weeks, p. 42). Mobile County created a board of school commissioners in 1826,
thereby providing amodel for the development of education in the state. Thiswasthefirst officia
action in the state that moved education into the realm of public rather than private responsibility.
The county also provided for educational funding through acombination of taxesand fees, including
a 2% auction tax on the sale of real estate, slaves, and livestock. An 1836 act required that public
schools be established throughout the county, not just in the city of Mobile.

In reality, however, the Mobile school commissioners were not a dynamic group. Instead of
organizing and opening new schools, they divided public money equally among parochia schools,
leaving the school commissioners with little control over the quality of education provided. The
commissioners acted only asagentsfor the collection of public money anditsdistribution to private
schools. In 1852, a newly-elected board of commissioners opened the first truly public school in
Mobile County, utilizing the building formerly occupied by the Barton Academy. Although public
funding continued, tuition was still collected from all students, and in 1853 it provided more than
1/3 of total funding for schools. Tuition rateswerestill lower than for private schools, and indigent
students were permitted to attend without paying tuition. 1n 1854, acity superintendent was appoin-
ted for Mobile, and school districts were created for both the city and the county. Mobile s system
continued its progress—with more public funding, lower tuition charges, and an extension of free
education to an increasing number of students—until it was disrupted and impoverished by the Civil
War and Reconstruction.

On the state level, in the early years there was “little besides a few legal provisions that probably
never lived beyond the state books; and the few efforts made for schools were mainly tentative”
(Weeks, p. 48). One of the provisions of the Act of Congress approved March 2, 1819, authorizing
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the inhabitants of the Territory of Alabamato proceed toward statehood, had granted the sixteenth
section of land in every township to the inhabitants of the township for the use of schools. The
earliest state law, creating school trustees, came in the same year as statehood. In 1823, a more
comprehensive act confirmed some basics of Alabama school policy: sale or lease of school lands,
schoolsthat were open to all, and tuition charged to all who could afford to pay. State funding was
not addressed by the legislature until 1839. Its relative generosity was compromised in the early
1840s, however, by the failure of the state bank. Aswasthe casein Mobile, available state funds
were mainly distributed to private schools in the 1840s, and the state provided little supervision
beyond requiring financial accounting. This can be seen as a learning period for state and local
officials new to the administration of an educational system, but “even then the spirit of education
was moving on theface of thewatersof ignorance. Publicleaders, vaguely consciousof their needs,
were groping, blindly, it may be, but nevertheless with hope for better things” (Weeks, 51).

Inthe early 1850s, a sense of energy, change, and organization began to infiltrate the nascent public
education system. Alabama sfirst state superintendent, Gen. William F. Perry, was appointed in
1854. He later reminisced about the state’ s schools as he first saw them: “Many . . . beggared des-
cription. But for the rude benches visible through the cracks, and the broken slates and tattered
spelling books scattered around them, any one would have been at a loss to determine for what
purpose connected with civilized life they were designed. . .. A mgority [of teachers] were men,
and in most cases, men who had resorted to teaching because they had proved unfit for anything
else.” (quoted in Weeks, 56). The Alabama Education Law of 1854 called for the election of three
school commissioners from each county, including the probate judge, and three el ected trustees for
each township. The commission wasto supervise county schoolsand control their finances. Other
provisions of thelaw required the grading of classesand at |east aminimal examination into teacher
gualifications.

The greatest weaknesses in the new law came in the area of local administration and lack of
supervision. Probate judges were required to assume new duties without additional compensation.
Few responded to the state superintendent’ s requests for reports and statistics. The town trustees
weregenerally uneducated themsel vesand often quarrel ed over wheretolocatethe schools. Salaries
were slow to be paid. In response to criticisms of the 1854 law, the position of county super-
intendent of education was created by the state legidature in 1856. Among his other duties, the
county superintendent was mandated to make a variety of reports to the state superintendent, to
examine teachers, to visit all schoolsin the county at least once ayear, and to organize meetings of
teachersto provide continuing education for them. Also under thislaw, thelength of the school year
was set at six months, although Mobile County already maintained a nine-month year. One result
of thisflurry of legislative activity was that school enrollment amost doubled in thefirst six years
of the decade.

Little progress was made in public education during the remainder of the nineteenth century.
Widespread disorganization in the local school systems resulted from the societal changes brought
about by the Civil War and the Reconstruction period. New state laws were not uniformly imple-
mented in the impoverished localities. For abrief period between 1868 and 1870, public education
wasnominally freein Alabama, despitethefact that state fundswere not availableto pay for it. The
late 19" century was characterized by rapid turnover in state superintendents, only one serving longer



than four years. One of the few bright spots was the increasing professionalization of teachers, as
indicated by the formation of teachers associations, institutes, and reading circles, and the
establishment of additional normal schools.

County boards of education were created in 1901. In 1915-a banner year for public education-the
state legislature passed a compulsory school attendance law. Public funding of education had
increased over theyears; but it was not until 1915 that the legis ature proposed an amendment to the
state constitution, later ratified, that authorized countiesand school districtsto levy for thefirst time
atax for school purposes. Thelegisature aso provided for the administration of the schoolsin a
county asaunit. Thelatter legislation led to the decline of the old-style, politically connected school
superintendent and promoted increased qualifications, expertise, and professionalism. Advancesin
education lawsand administration during thisdecade (1910-1919) “ rounded out the hitherto incohe-
rent school system” (Owen, p. 522) and gave it essentially the same structure it maintains today.

In spite of this legislative progress, a 1918 study by the Russell Sage Foundation reported “a grim
landscape of neglect andinequity” (Rogers, et al, p. 413). Alabama’ seducation spendingwasbarely
half of thenational average. Education for black children served only half the el ementary-age popu-
lation, with a school term that averaged less than five months per year. By 1927, Alabama still
ranked only 45" among the 48 states in adult literacy. The Sage Foundation report blamed Ala-
bama sinadequate and inequitable system of taxation, specifically itslow property tax assessments.
TheKilby and Graves administrations made significant stridestoward fighting illiteracy during the
good economic years of the 1920s, with local Opportunity Schoolsfor adults, increased funding for
teacher salaries, and a program of school construction and consolidation of rural schools. Unfortu-
nately, the financial hardships of the Depression seriously undermined the progress that had been
made.

Over time, therehasbeen anincreasing centralization of educational policy-making at thestatelevel.
An important reason for thisis that in Alabama, in contrast to many states, localities contribute a
much smaller percentage of funding to their schoolsthan comesfrom the state, although there have
been some communities with a strong economic basethat have been willing to impose healthy taxes
on their residents for education. Lack of local support for schools goes back to the early days of
public education in Alabama and was entrenched by the 1870s, with the possible exception of
Mobile County, which continued to operate semi-independently of state control. Historically this
situation has resulted in striking disparities in the quality of education between wealthy and poor
school districts. State policies have attempted to equalize educational opportunitiesfor all students
through such programs as the Foundation Program, but differencesin local funding of schools have
perpetuated disparities. Recent legislative acts have taken the approach of requiring a level of
accountability from all school systems, with the threat of state supervision and ultimate takeover if
certain standards of financial stability, academic achievement, and school safety and discipline are
not met (Code of Alabama 1975, Section 16-6B-1 through 16-6B-11).



Agency Organization

L ocal Boar dsof Education. Thereare67 county boardsof education. Ingeneral, five county board
members are el ected to six-year, staggered terms from designated districts. Such districts are estab-
lished by the county board according to the last federal census, “utilizing the principle of equal
representation.” They must be re-apportioned after each subsequent decennial census (Code of
Alabama 1975, Section 16-8-1) . County boards are required to meet at |east six times a year.

Therearecurrently 65 municipal boardsof education. Only municipalitieswith popul ationsof more
than 5,000 are permitted to establish their own school systems, athough they are not required to
createthem. A few municipal boards of education are el ected, but more commonly the city council
appoints board members. Act 99-408 of the Alabama legislature called for an amendment to the
Constitution of 1901 to give the legislature the power to provide by local law for an elected city
board of education, in any municipality that had a city board of education, by means of a public
referendum. Alabamavotersapproved thisamendmentin October 1999. Usually, municipal boards
consist of five members who serve five-year, staggered terms.

In addition to the county and municipal boards, there is a separate school system for the three
campuses of the Alabama Department of Y outh Services. In this case, the board is composed of
representatives of state agencies and legislators. (Refer to the RDA for the Department of Y outh
Services for the disposition of records in this school system.)

In procedures similar to those of the State Board of Education, local boards of education set |ocal
educational policy within the framework of state and federal regulations and guidelines, of which
there are a considerable number. Both the state legislature and the state Board of Education
contribute to policies that must be implemented by the local boards of education. The state
Superintendent of Education has authority to review the actions of the local boards (Code of
Alabama 1975, Section 16-4-8) and since 1995 has acquired additional power to intervenein quite
decisively or even take over the affairs of alocal system. To ensure local accountability, state law
requires each county or city board of education to create an annual report/financial statement (which
must be availablefor public inspection inthe board office, in every high school, and thelocal public
library) and to publicize its availability within the community. In addition, each local board must
furnishinformationto the state Department of Education required for thedepartment’ sAnnual Satus
Reports on the Condition of Education in Each County and in Each City Board of Education (Code
of Alabama 1975, Sections 16-8-37 and 16-11-24).

L ocal Superintendentsof Education. Thelocal superintendent servesasthe chief executiveofficer
of theboard and asits secretary. Most county superintendentsare elected and servefour-year terms.
Some county superintendents, and all city superintendents, are appoi nted by thelocal board and serve
under contract. They must meet certain qualifications, including an Alabamacertificate in admini-
stration and supervision; adegreefrom arecognized four-year college or university; and experience
asapublic school teacher, principal, or supervisor (Code of Alabama 1975, Section 16-9-2). Local
superintendents are responsible for the day-to-day administration of the schools. They recommend
for the board’ s approval candidates for administrative, teaching, and support positionsin the local
system. Although the local board is designated as the policy-making body, in practice the super-
intendent most often initiates policy and presentsit to the board for approval.
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Agency Function and Subfunctions

The mandated function of the local boards of education in Alabama is to provide a free public
education to every Alabama child in grades kindergarten through 12. Thelocal boards function as
the mechanism in Alabama’s public education system that makes possible the actua delivery of
services to the child through elementary, middle, junior high, and senior high schools. The local
boards primarily carry out the Public Services function of local government in Alabama.

Inthe performance of itsmandated function, a local board of education may engagein thefollowing
subfunctions, either directly or through the agency of the local superintendent or the local schools.

#

Making and Implementing Policy. Local boards of education make policy for their
school sthrough decisions promul gated during their regular meetings. The public may attend
these meetings and contribute ideas and opinions that may influence a board’s decision.
When an issue of particular interest arises, boards may call special meetings or public
hearingsto solicit public opinion, and such opinion may carry significant weight inaboard’s
ultimate decision, particularly if board membersareelected. Boards create policy withinthe
framework of state and federal regulations. They arelimited in their power to create policy
by the higher policy initiatives of the state Department of Education and, to alesser extent,
by the U.S. Department of Education. Significant policy made by local boards includes
decisions concerning construction of new facilities, use of current facilities, selection of a
superintendent in local systems where the superintendent is not elected, designation of
magnet and vocational schools, curriculum offerings beyond the basic course of study
required by state law, consolidation of schools, and school zoning. In addition to making
policy, local boards have the responsibility of implementing policy created on the state and
federal level and adapting it to local situations.

Promoting Child Nutrition. Thelargest federa program administered on the local level
is the Child Nutrition Program, created as a result of the National School Lunch Act, the
Child Nutrition Act, and the Code of Alabama 1975, Sections 16-13-11, et seq. The pro-
gram’ sresponsi bilitiesinclude meeting the nutritional needs of the students; administering,
supervising, and operating the program under contract with the State Department of
Education; approving expenditures from program income for salaries, operating expenses,
and equipment as authorized by the state Department of Education; providing free and
reduced-price meals to eligible students, as prescribed by federal regulations; and estab-
lishing proceduresto comply withthe AlabamaBid Law and Federal Procurement Standards.
School systems participatein numerousother state and federal grant programsto providefor
specific needs within the system. These are discussed under the appropriate subfunction.

Providing Student Transportation. A public school systemmtist may offer transportation
to and from school to all students residing within itsjurisdiction. (Thereis no requirement
under state law to do so, except for children having specia needs.) Although school buses
have traditionally been a means of making education universally available, school systems,
either voluntarily or under court order, have also used busing in an effort to achieve racial
balance in their public schools. The Code of Alabama 1975, Section 16-27-1, requires all
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local boards of education that provide transportation services to employ a “competent
supervisor or manager” of transportation services and further mandates periodic safety
inspection of al vehiclesused to transport studentsand special training and licensing of their
drivers. Vehicle safety inspections must be carried out monthly by qualified mechanics.
Additional licensing requirementsfor driversinclude a 12-hour course of instruction in bus
driving and the passing of both awritten examination and a driving performance test (Code
of Alabama1975, Section 16-27-4). Although driversof school buses must wear a seat belt,
thisrequirement isnot extended to the passengers(Codeof Alabama1975, Section 16-27-6).

Documenting Student Attendance. TheCodeof Alabamal1975, Section 16-28-3, requires
every child in the state of Alabama between the ages of 7 and 16 years to attend school,
public or private, (Act 2012-295 changed the agesto six and 17), or to receiveinstruction by
acompetent private tutor for the entire length of the school term. Documenting attendance
hasbeenimportant to the public education system sinceitsbeginning. Statelaw hasrequired
local school systems to conduct quadrennial and decennia school censuses since the early
years of public education (Code of Alabama 1975, Section 16-9-29). Today, keeping
accurate attendance statisticsisvital to the process of obtaining state and federal funding for
local schools. This subfunction is therefore highly regulated by the state Department of
Education and tied to its record-keeping requirements.

The state of Alabama demonstrates its commitment to compulsory school attendance by
requiring that in order to obtain alearner’ s permit or driver’ slicense, an applicant under age
19 must show proof of school enrollment or evidence of graduation from high school (Code
of Alabama 1975, Section 16-28-40). Parentsor legal guardians are held accountable for a
student’ s nonattendance and may be subject to criminal sanctions. They are required to
furnish an excuse or some explanation of the cause of any absence of any student for whom
they are responsible. School systems must also establish programs to inform parents and
guardiansof their education-related responsibilities. Eachlocal board must appoint aschool
attendance officer for every school district in the system. Thisindividual isresponsible for
enforcing attendance laws, working with parents and guardians, keeping accurate records,
and making an annual report to thelocal board (Code of Alabama 1975, Section 16-28-18).

Promoting School/Student Discipline, Safety, and Health. Public school systems have
the dual responsibility of ensuring that students in their districts are attending school, as
required by law, and of maintaining a disciplined school environment that is conducive to
learning. Attendance officersareincreasingly involved in carrying out school disciplinary
procedures because poor attendance and other undesirable conduct are quite often closely
linked. Disciplinary problems may also lead to enforced absence from school through sus-
pension or expulsion. Each local board of education must adopt a written policy for its
standards on school behavior. At the beginning of each academic year, acopy of the policy
is provided to every child' s parent or guardian. Parents and guardians are held legally
accountablefor their children’ sbehavior, aswell asfor their attendance, and may be subject
to criminal penaltiesif achild’ s behavior results in suspension from school (Code of Ala-
bama 1975, Section 16-28-12). School principalsand local boards have adegree of latitude
indealingwithdisciplinary problemswithintheir systems. Somehavedeveloped alternative



school s so that students who have been suspended or are chronic disciplinary problems may
continue to attend school.

Schools must aso be concerned with providing a safe and healthy environment for their
students. A federally-funded program, Safeand Drug-Free Schools, promotes school activi-
tiesthroughout the year to rai se student awareness about the dangers of violence and drugs.
School counselors are available in many public schools to assist students with behavioral,
emotional, or academic problems. Local boards employ school nurses to provide routine
health screening and disease prevention.

Conveying Knowledge. Teaching isthe primary activity of this subfunction, which isthe
direct link between the state Department of Education, local school systems, and the indi-
vidual student. Itisthe processthat all other education activitiessupport. However, teachers
do not operateindependently; they must follow courses of study approved by state and |ocal
boards and use textbooks selected by a state committee and then alocal committee. Local
boards may al so design specia programsin magnet schoolsand prescribe teaching methods,
class size, and specific classroom equipment and learning aids to assist teachers in per-
forming their duties. Other areasin this subfunction include those that support the learning
process, e.g., course scheduling activities and the school library.

Evaluating Students and Conferring Credentials. Thissubfunction includesactivities
that measure a student’ s academi ¢ achievements, school performance, and standing as com-
pared to a state or national average. Evaluation is carried out at the local school level, but
it consists both of measuring knowledge and skills acquired in an individual classroom and
of state-mandated assessment of achievement, as approved by the State Board of Education.
As a student’s school career progresses, he completes the tasks and learns the skills
necessary to progress to the next level (i.e., from kindergarten to first grade, elementary to
middleschooal, etc.). If thisprocessissuccessfully completed, the school system awardsthe
student a high-school diploma, which in turn permits the graduate to enter into certain job
categoriesor higher education and training. Some Alabamastudentsdo not follow thispath;
they may exit with an Alabama Occupational Diploma, a certificate, or no document at all.

Sponsoring Student Activities. Public schools provide much more than formal education
for their students. They function as the center of social life for many young people, pro-
viding them with opportunities to participate in sports, to explore personal interests and
possible future professions through clubs and organizations, and to experience the demo-
cratic processthrough school el ections. Some school sorganize community service programs
to give students volunteer experience in working with members of the local community.
Local boards of education consider such activities important in developing awell-rounded
student, and students’ accomplishments outside the classroom may play avital rolein their
eventual admission to a college or university. In addition to their role in conveying know-
ledge, teachers act as sponsors, advisors, and mentors for various school groups.

Administering Internal Operations. Each local board of education acts as the admi-

nistrative center for al the schoolsin alocal school system. It isresponsiblefor meeting the
administrative requirements set by the state Department of Education in the areasof finance,
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personnel administration, record keeping, and property management. It collectsand submits
to the state department al information and reports required by state law and administrative
regulations. Individual schoolsdo, of course, perform administrativefunctionsand maintain
administrative records; but the majority of theserecords provide datathat iseventually com-
bined into system-wide reports. Administering Internal Operations includes the following
groups of activities:

Managing the agency. Activities include internal office management activities
common to most government agencies, such as corresponding and communicating;
scheduling; meeting; documenting policy and procedures; reporting; litigating; draf-
ting, promoting or tracking legislation; publicizing and providing information;
managing records; and managing information systems technol ogy.

Managingfinances. Activitiesincludebudgeting (preparing and reviewing abudget
package, submitting the budget package to the state or local department of finance,
documenting amendments and performance of the budget, and reporting on estab-
lished budget categories); purchasing (requisitioning and purchasing supplies and
equipment, accounting for expenditures, receipting and invoicing for goods, and
authorizing payment for productsreceived); accounting for the expenditure, encum-
brance, disbursement, and reconciliation of funds within the agency’s budget
through auniform system of accounting and reporting); authorizing travel; contrac-
ting with companiesor individual s; bidding for productsand services; assistinginthe
audit process; investing; and issuing bonds.

Managing human resources. Activities include recruiting and hiring eligible
individuals to fill vacant positions within the agency; providing compensation to
employees; providing benefits such as leave, heath insurance, unemployment
compensation, worker’s compensation, injury compensation, retirement and death
benefits, supervising employees by evaluating performance, promoting, granting
leave, and monitoring the accumulation of leave; training and providing continuing
education for employees; and disciplining.

Managing properties, facilities, and resour ces. Activitiesincludeinventoryingand
accounting for non-consumabl e property and reporting property information to the
appropriate authority; constructing buildings and facilities; leasing and/or renting
offices or facilities, providing security for property owned by the agency; and
assigning, inspecting and maintai ning agency property, including vehicles. The State
Superintendent of Education must approve all new construction of school facilities,
and renovations of and additions to existing facilities funded from local, state, or
federal sources (AAC, 290-020-020-.01).



Analysis of Record-keeping Systems and Records Appraisal
of Local Boards of Education

Recor d-keeping Systems

Local boards of education in Alabama operate hybrid record-keeping systems composed of paper,
microfilm, and electronic records. Most local school systems still maintain records primarily in
paper format. In order to reduce the volume of paper records needing to be stored, many systems
use microfilm for long-term records such as student records.

Increasingly, local systemsare moving toward computerized record-keeping. Local school systems
use computers for student records, grade books, discipline records, scheduling, transportation sta-
tistics, and demographic reports. Currently, there is no overall state Department of Education
(ALSDE) policy for local school systemsregarding the preservation of long-term el ectronic records.
Some systemsthat create and maintain permanent records el ectronically maintain backup microfilm
and/or paper copies. The state Department of Education does not specify what software must be
used for a school system’s Student Management System, as long as it produces reports that are
compatible with the central system. Nearly all local boards use CSI-McAleer software for admin-
istering financial records. 1-NOW, acentral, longitudinal database recently adopted by the ALSDE,
isnow in use by all school systems. It holds record information on student attendance, discipline,
health, and nutrition. Because|-NOW is*“all in one package,” electronic information it containsis
“theoretically permanent.” Individual records, reports, etc. can be extracted and retained in paper
format (following therequirementsinthisRDA); but information in the database cannot be del eted.

Records Appraisal

Thefollowingisadiscussion of somerecordscreated by Alabama’ slocal boardsof education, listed
under their subfunctions. Many of these records are created and/or maintained by both local boards
andindividual schools, and the dispositions apply to both entities. Many recordscreated by thelocal
boards of education are also maintained long-term or permanently by the State Department of
Education or are summarized in its reports.

|. Temporary Records. Temporary records should be held for what isconsidered to betheir active
life and disposed of onceall fiscal, legal, and administrative requirements have been met. Records
discussed here have been added, or revised in disposition, since the last edition of the RDA.

# Records documenting the “ Providing Student Transportation” Subfunction. Records
inthis section are partly governed by federal GuidelineNo. 17, adirectivefrom the National
Highway Traffic Safety Administration. In this edition of the RDA, the records have been
rearranged and reappraised with help from the Department of Education’s Pupil Trans-
portation staff. Local school systems report information on school bus routes, and periodic
safety inspections of school buses, to Pupil Transportation, using two series of forms (TR
forms for “regular” school buses, and SN forms for special needs student buses). Pupil
Transportation maintai nsinformation compiled from some reports (3.01a; 3.02¢, -d, and -€;



and 3.04a) in databases for as long as 10 years. At the local level, the disposition of
individual records is largely unchanged from previous RDA editions, save that retention
periods are now based on the school, not the fiscal, year. Severa records have been added:

School Buslllegal Passing Survey Forms(Form TR-V) (3.02e). The Department
of Education conducts an annual survey to collect information on the number of
illegal passings of stopped school buses on one day each year. Information on the
formincludes school system, driver’sname, bus number, time of theillegal passing,
description of vehicle and roadway, and number of students at the stop. At thelocal
level, each year’ s form needs to be retained only until the next one is submitted.

Emergency Evacuation Drill Forms (3.02f). Under federal Guideline 17, loca
school systemsarerequired to train students on how to evacuate school buses safely
in cases of emergency. These records document evacuation drills conducted in the
fall and spring. Information includes school system, driver’s name, bus number,
date, type of evacuation, timerequired, and comments. Theserecordsarefiled only
at the local record. Pupil Transportation recommends two-year retention to docu-
ment compliance with the federal guideline.

School Bus Student Rosters (Forms TR-1V and SN-1V) (3.02g). These rosters
provide a list of all students on the bus, arranged by morning stop number. They
include each student’s name, grade/age, morning and afternoon pick-up/drop-off
time, and emergency phone number. The records are created primarily for student
safety purposes, to document which students rode which buses in cases of emer-
gency. They have no ongoing utility once the school year ends and bus schedules
become outdated.

Student Schedule Cards(4.11). Theserecords list each student’ s class schedule and may
contain other information, such as the student’ s locker combination (also recorded in 5.16
below) and Social Security number. They are not the official documentation of student
scheduling requests or changes (see 7.10c below) and serve only to assist the student in
navigating through the day. Therefore, they are not monitored by the Department of
Education or needed by the student or the loca school beyond the end of the school year.

Special Education Student Recor ds(7.02)/Gifted and Talented Student Recor ds(GEP
Folders) (7.03). Records for each student enrolled in aspecial education program include
identifying information, parental consent forms, and most current eligibility documentation.
Disposition in this edition of the RDA—" Retain 5 years after the termination of the special
education program in which they were used”—adheres exactly to the wording of Chapter
290-8-9.08(2)(h)1-3 of the Alabama Administrative Code, which provides rules for the
retention of special education student records. Under the revised disposition, the state
Department of Education has directed that on January 1, 2014, all records from January 1,
2009 and back may be destroyed, regardless of whether the student is active or inactivein
the school system. The special education program referred to isthe program created for an
individual student, not thelocal school or school system’ soverall specia education program.
The state department has a so requested a minor change in disposition for records of gifted
and talented students (7.03), with the phrase “reaches age 18" replacing “exits school.”
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GuidanceCounselor/Advisor Files—Student cour seand scheduler equests, cour seand
schedule changes, and elective sheets(7.10c). These records include course requests and
€l ective sheets submitted by students, aswell as course and schedule changes made by local
school officialsin setting student schedules. Such “in-house” changes are not monitored by
the state Department of Education, and courses actually taken are reflected in students
permanent files. These records therefore have limited importance, although some (for in-
stance, freshman course requests completed by 8"-graders) may be needed beyond the end
of aschool year. ALSDE’s Prevention and Support Services division has recommended
retaining these records for one year after the student’ s graduation.

Certification Records—Expired certificates (11.04c). These records include expired
certificates for teachers and other professional employees of the school system. Under the
provisions of the Alabama Administrative Code, Chapters 290-3-2-.33(1) though -(10),
teaching certificates, and those of other professional educators, arevalidfor fiveyears. They
may be updated and continued before June 30 of the year that they expire. Anexpired cer-
tificate may be reinstated by meeting all current requirementsfor certification within 5 years
(60 months) of itsexpiration. The Department of Education’ steacher certification staff has
recommended aretention period of six yearsfor theserecords, whichwould cover the period
allowedfor reinstatement and allow disposal of certificatesmaintained in outdated Employee
Personnel Files (11.08).

I1. Permanent Records. The Government Records Division recommends the following records
as permanent.

Making and I mplementing Policy

#

L ocal Board of Education Policiesand Procedures(1.01). Theserecordsincludepolicies
established by the local board on a wide range of issues. The creation of many of these
policies is mandated by state Department of Education. They are primary evidence of the
board’ s philosophy and its execution of its mandate to provide education to all the children
in alocality, taking into account their particular needs. Many of the policies are available
to the public in printed form.

I mprovement Plans(1.02). Codeof Alabama1975, Section 16-6B-1through 12 allowsthe
state Department of Education to interveneif alocal system or school isnot meeting certain
standards of financial management, academic achievement, or safety and discipline. Inthe
first phaseof intervention (Alert 1), aschool system or individual school must provideaself-
study and improvement plan to demonstrate how it will meet required standards and return
to autonomous operation. This plan informs the public of the existing problems and pro-
posed solutions.

Board Meeting Minutes/Meeting Packet (1.03a). Meeting minutes are the primary
documentation of the making of policy for the local school system and of local system
implementation of federal and state educational policy. The meeting packet includes all
reports and attachments provided at a meeting of the board of education.
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# Administrative Correspondence(1.04). Thiscorrespondenceisat the executiveor policy-
making level only and would normally include communications between the state superin-
tendent of education and thelocal superintendent, thelocal superintendent and theboard, and
the local superintendent and local school principals.

Promoting Child Nutrition

Permanent documentation of the Child Nutrition Program can befoundinthe school system’ sannual
and accountability reports, minutesof thelocal board of education, policiesand proceduresmanuals,
and administrative correspondence, as well as in documentation at the state Department of Edu-
cation.

Providing Transportation

Permanent documentation of student transportation programs can be found in the school system’s
annual and accountability records, minutes of the local board of education, policiesand procedures
manual's, and administrative correspondence, as well asin documentation at the state Department
of Education.

Documenting Student Attendance

# School Censuses(4.01). Thequadrennial and decennial censuses of all childreninacounty
or municipality aremandated by Code of Alabama1975, Sections16-8-31 and 16-11-10, but
many school systems no longer create them. The censuses indicate the name, age, grade
level, gender, and race of each pupil and provide demographic datafor the areaserved by the
school system in much the same way that the U.S. decennial census does.

Promoting School/Student Safety, Health, and Discipline

# Attendance Officer Annual Reports (5.08). These reports are mandated by Code of
Alabama 1975, Section 16-28-18. They document the evolution of the school attendance
officer from the “truant officer” concerned chiefly with school absenteeism to the school
system’ s primary disciplinary and intervention officer. In addition to the required report of
“all notices served, all cases prosecuted and all other services performed” required by the
Code, thesereports containinformation on dropout rates, suspensions, expulsions, and other
disciplinary matters.

# Student Drug-Testing and Drug-Free Education Records—Records documenting
school/boar d of education policy on student drugtesting and education (5.09a). These
records document the board of education’ s efforts to reduce student drug and al cohol abuse
through asystem of drug testing and anti-drug use education. Overall retention requirements
are adapted from federal requirements for employee drug-testing programs (see RDA item
11.20). The serieslisted hereis appraised as permanent on the same basis as other records
that establish board of education policies and procedures.
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Conveying Knowledge

#

Student Handbooks(6.01). At thebeginning of theschool year, public school soften supply
handbooksto their studentsthat contain school regul ationsand procedures, course offerings,
graduation requirements, and sometimes information about student activities. They arean
excellent concise summary of the curriculaan individual school offersits students and what
it expects of them.

Special Education Programs-Selection and Placement Requirements (6.04b). These
records represent the core documentation of the special education programs that a school
system offers. They provide student admission requirements and selection criteria, as well
as the key program elements.

Gifted and Talented Programs-Selection and Placement Requirements(6.05b). These
records represent the core documentation of the gifted and talented programs that a school
system offers. They provide student admission requirements and selection criteria, as well
as the key program elements.

M agnet Schools-Selection and Placement Requir ements(6.06b). Theserecordsrepresent
the core documentation of the magnet school programsthat a school system offers. They
provide student admission requirements and selection criteria, as well asthe overall theme
of the school, since school systems may designate magnet schools for various elements of
the school population (i.e., magnets for the arts, for the academically taented, for the
sciences, for technology, etc.).

Vocational Education—Selection and Placement Requirements (6.07b). These records
represent the core documentation of the vocational education programsthat aschool system
offers. They providestudent admission requirementsand selection criteria, aswell asthekey
program elements.

Adult and Community Education—Selection and Placement Requirements (6.08b).
These records represent the core documentation of the adult and community education
programs that a school system offers. They provide student admission requirements and
selection criteria, as well as the key program elements.

Community Education—Cour se Offerings(6.08c). Courseofferingsof community educa-
tion programs are often published as brochures or in the newspapers. They document not
only the curriculum of these programs but community interests as well, since courses are
often offered in response to local interest or demand.

ServicePlans(6.09). The state Department of Education requiresthat local school systems
formulate plans describing how educational serviceswill be provided for various groups of
students, including studentswith disabilities, gifted students, vocational education students,
and at-risk students. Together with the selection and placement requirements, these plans
document school system effortsto provide an education to a diverse population of students
with avariety of needs.
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Evaluating Students and Conferring Credentials

#

Student Records (7.01). These are the official student records of an individual student
during his’her period of enrollment in the school. They have continuing legal and admini-
strative value to the school and local board of education, aswell asto the student, gathering
in onefileall important and relevant information pertaining to the student. Theseremainin
a school or another location designated by the superintendent for all students who have
attended the school. A duplicate copy isfiled in the local superintendent’s office or some
storage place other than the school ( AAC, 290-3-1). Therecords are subject to the Family
Educationa Rights and Privacy Act (FERPA) (34 CFR, 99.3).

GuidanceCounsdor/Advisor Files—policy statementson guidancecounseling/ advising
students(7.10a). Theserecordsdocument effortsby local school teachers and/or guidance
counselors to advise students on academic progress, career plans, socia problems, or other
concerns. They may include policy statements, which (like all policy-related records) are
appraised as permanent. Fileson individual students, and related correspondence (7.10b),
are appraised as. “Retain until student reaches age 21.” While they retain value until the
student leavesthe system, from alegal standpoint they are“juvenilefiles’ onthesamebasis
as Student Discipline Files (5.03).

Sponsoring Student Activities

#

Student Activities History Files (8.02). These records document the non-academic
elements of student life in the public schools, including sporting events, clubs and
organizations, contestsand competitions, performances, cultural activities, and other events.
They exist in a variety of formats, including newspaper clippings, student newspapers,
yearbooks, photographs, videotapes and audiotapes, meeting minutes, election records,
programs, and publicity materials. While students individual accomplishments are
documented in their permanent student records, the records created as a result of school
activities may provide the most complete picture available of public school life. Sincethey
arecreated by anumber of differentindividuals, classes, clubs, and organizationsinaschool,
we are recommending that they be collected and maintained by the school librarian or in
cooperation with alocal library, archives, or historical society.

Administering Internal Operations—M anaging the Agency

#

Local Board of Education Internal Policies and Procedures (9.01). These records
document how thelocal school system is managed and how state policiesregarding internal
officeadministration arecarried out. They addressissuessuch ashiring of teachersand other
personnel, standardizing and grading of public schools, and managing finances.

Local School System Historical Files. With the addition of a new record series, this
schedule (formerly Local Board of Education Historical Files) has beenretitled. The latter
records are still included as 9.02a. Such files are maintained by the central office to
document the history of the local board of education and its schools. They may contain
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scrapbooks, ledgers or volumes, superintendent’s speeches, or newspaper clipping files
pertaining to important events or issues in the history of the school system. The second
series, Local School NewsBulleting/ Announcements(9.02b), comprises daily newsbulletins
or “morning announcements’ routinely read over theintercom at local schools. While most
matters covered are of ephemeral importance, collectively the records provide a day-to-day
history of school events. Both record seriesare appraised as permanent. For the second one,
however, the disposition requirement appliesto onefile copy; other copiesmay be destroyed
without notice.

Publicity and Informational Materials (9.03). These are printed materials intended to
publicize school system events, deadlines, course offerings, and specia programs. They
document the school system’ s efforts to communicate to the public about its programs and
procedures.

Accreditation Reports(9.06). Theserecordsdocument, for each school inaschool system,
the accreditation process carried out by the Southern Association of Schools and Colleges
(SACYS). They consist of the self-study report, prepared by the school, and the school review
team report prepared by SACS. They provide evidence of the school’ sgoals and its efforts
to meet them and indicate the strengths and weaknesses of the school over time.

Annual Reports (9.07). Theloca boards of education create many annual reports for the
state Department of Education. The most important of these, the ones designated as perma-
nent records, provide accountability to the public aswell. These include the accountability
reportsrequired by Code of Alabama 1975, Section 16-6B-7 on such subjectsasfunding and
expenditure, student achievement, and school safety and discipline; and the State Superin-
tendent’s Annual Report Card for the school system (which is now online).

Websitesand Social Media(9.14). Many local boardsof education aredevel opingweb and
social media sites to respond to public inquiries and provide information on school
requirements, activities, and schedules. In order to document these records over time, the
proposed disposition callsfor a* snapshot” of the sitesto be retained annually or as often as
significant changes are made to it.

Administering Internal Operations—-M anaging Finances

#

Approved Annual Budgets (10.01a). Budgeting records document preparing an agency
budget request package and reporting the status of funds, requesting amendments of allot-
ments, and reporting program performance. Thefinal annual budget approved by the school
board provides permanent documentation of a local school system’s program priorities,
financial planning, and compliance with state and federal mandates.

Audit Reports (10.02). School system audits are most often performed by the Examiners
of Public Accounts; individual schools are generally audited by independent auditors. Itis
important that these audits be maintained permanently at thelocal level to providefinancial
accountability to the public that the school system serves.
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General Ledgers—General ledger sand detailed year-end trial balancescreated prior to
1975 (10.03b). The general ledger isthe record of final entry for al financial transactions:
collecting fees and other revenue, purchasing, investing, administering state and federal
funds, and general accounting. Originally, general ledgers were generated manually; now,
these records and another financial summary, the detailed year-end trial balance, are often
electronically created. This revision of the RDA limits permanent retention to general
ledgers and trial balances created before 1975. Later records retain the 10-year period pre-
viously approved for thosein electronicformat. Annua Financial reports(10.01d) and Audit
Reports (18.02) provide permanent documentation of school boards' financial practices.

Grant Project Files—Final narrative reports (10.08b). Local school systems and
individual schools are recipients of both state and federal grants and would function much
less effectively without this assistance. Most documentation associated with these grantsis
short-term accounting material. Thefinal narrative report, however, summarizes the goals
of the grant, how the money was used, and what was accomplished. The grant reports
designated here are only the ones associated with grants awarded directly to thelocal school
system or school, not grantsthat are administered through programs at the State Department
of Education.

Administering Internal Operations—-M anaging Human Resour ces

#

EmployeeHandbooks(11.10). Employee handbooks provide guidanceto new employees
about personnel rules and other school board policies and procedures. They may serve as
evidence of compliancewith state and federal hiring practicesand may be used in personnel-
related litigations.

Employee Newsletters (11.11). Employee newsletters offer a narrative of local board of
education employment policies, employee programs and benefits, and information on
individual employees. Along with the employee handbook, they are the primary documen-
tation of human resources management.

Training Records-Trainingstandards, policies, procedur es, and publications(11.19a).
These records document the school board’s overall standards, policies, and proceduresin
providing speciaizedtrainingtoitsemployees. They may includegeneral policy statements
or guidelines, training manuals, or other publications. Likeother administrativepoliciesand
procedures, they are apprai sed as permanent. Documentation of training standardsmay also
be needed to demonstrate that employees received adequate training in the performance of
their job responsibilities.

“Drug FreeWorkplace” Records(11.20a). These records document the school system’s
substance abuse policies and training, as well as drug and alcohol testing of employees.
Under thefederal AmericansWith Disabilities Act, such medical-rel ated records may not be
included in employee personnel files. The proposed disposition is generally based on 49
CFR Ch. V1 655.71 (10-1-05 edition). Under federal requirements, training records, testing
records, and medical information (drug treatment referrals) are all short-term. However,
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policies and procedures on drug and alcohol abuse are scheduled here as permanent, like
other policy-related records.

Administering Internal Operations—-M anaging Properties, Facilities, and
Resour ces

#

School Construction Project Files—As-built plans, specifications, and blueprints of
buildingsof significant historical interest (12.03a). Theserecordsdocument all activities
pertaining to the planning and construction of educational facilities. Inconformity with other
RDAs, this schedule has been revised to stipulate permanent retention of plans, specifica
tions, and blueprints of buildings of significant historical interest. It also provides more
detailed disposition instructions for subsidiary construction project records, such as
preliminary specifications, plans, and blueprints; financial records, and inspection reports.

Records No Longer Created

#

School Registers/Teachers RegisterPromotion Registers (13.03). These registers,
usually in bound ledger form, may go back to the nineteenth century. They were commonly
created by teachers and document all the studentsin each classfor each year. Inaddition to
identifying information, some of them contain recommendations for promotion and
additional comments on the habits and ability of the student.

Court-Ordered Busing Plans and Maps (13.04). These plans and maps indicated what
neighborhoods or areas in aschool system were served by each school. They were created
(primarily during the 1970s-*80s) in response to court orders mandating that Alabama's
school systems utilize busing of students to achieve racia balance in the schools. These
records document the systems' response to and implementation of court orders.
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L ocal Boards of Education Per manent Records List

Making and I mplementing Policy

Local Board Policies and Procedures (1.01)
Improvement Plans (1.02)

Board Meeting Minutes/M eeting Packet (1.03a)
Administrative Correspondence (1.04)

poODNPRE

Documenting Student Attendance
1. School Censuses (4.01)
Promoting School/Student Safety, Health, and Discipline

1. Attendance Officer Annual Reports (5.07)
2. Student Drug-Testing and Drug-Free Education Records—Records documenting
school/board of education policy on student drug testing and education (5.08a)

Conveying Knowledge

Student Handbooks (6.01)

Special Education Programs—Sel ection and Placement Requirements (6.04b)
Gifted and Taented Programs—Sel ection and Placement Requirements (6.05b)
Magnet Schools-Sel ection and Placement Requirements (6.06b)

Vocational Education—Selection and Placement Requirements (6.07b)

Adult and Community Education—Selection and Placement Requirements (6.08b)
Community Education—Course Offerings (6.08c)

Service Plans (6.09)

N~ wWNE

Evaluating Performance and Conferring Credentials

1. Student Records (7.01)

2. Guidance Counselor/Advisor Files—policy statements on guidance counseling/ advising
students (7.10a)

Sponsoring Student Activities

1. Student Activities History Files (8.02)

Administering Internal Operations - Managing the Agency

1 Local Board of Education Internal Policies and Procedures (9.01)

2. Local School System Historical Files (9.02)
3. Publicity and Informational Materials (9.03)
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4, Accreditation Records (9.06)
5. Annual Reports (9.07)
6. Websites and Social Media (9.14)

Administering Internal Operations - Managing Finances

Approved Annual Budgets (10.01a)

Audit Reports (10.02)

General Ledgersand Detailed Y ear-end Trial Balances—Recordscreated since 1975 (10.03b)
Grant Project Files—Final narrative reports (10.08b)

pODNPRE

Administering Internal Operations - Managing Human Resour ces

Employee Handbooks (11.10)

Employee Newdletters (11.11)

Training Records—Training standards, policies, procedures, and publications (11.19a)
“Drug-FreeWorkplace” Records—Drug/d cohol abuse policy and proceduresdocumentation
(11.20a)

PN P

Administering Internal Operations—M anaging Properties, Facilities, and Resour ces

1. School Construction Project Files—As-built plans, specifications, and blueprintsof buildings
of significant historical interest (12.03a)

Records No Longer Created

1. School Registers/Teachers Registers/Promotion Registers (13.03)
2. Court-Ordered Busing Plans and Maps (13.04)
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L ocal Boards of Education Records Disposition Authority

Thisrecords disposition authority (RDA) isissued by the Local Government Records Commission
under authority granted by the Code of Alabama 1975, Sections41-13-5 and 41-13-22 through -24.
It wascompiled by the Government Records Division, AlabamaDepartment of Archivesand History
(ADAH), which serves as the commission’s staff, in cooperation with representatives of the state
Department of Education and local boards of education. The RDA lists records created and main-
tained by the local boards of education in carrying out their mandated function and subfunctions.
It establishes retention periods and disposition instructions for those records and providesthe lega
authority for the local boards of education to implement records destruction.

Alabamalaw requires public officials to create and maintain records that document the business of
their offices. These records must be protected from “mutilation, loss, or destruction,” so that they
may be transferred to an official’ s successor in office and made available to members of the public.
Records must also be kept in accordance with auditing standards approved by the Examiners of
Public Accounts (Code of Alabama 1975, Sections 36-12-2, 36-12-4, and 41-5-23). For assistance
in implementing this RDA, or for advice on records disposition or other records management con-
cerns, contact the ADAH Government Reeords Services Division at (334)242-4452, or records
@archives.alabama.gov.

Explanation of Records Requirements

# This RDA supersedes any previous records disposition schedules or RDAS governing the
retention of local schools and board of education records. Copies of superseded schedules
or RDAs are no longer valid and may not be used for records disposition.

# This RDA establishes retention and disposition instructions created by local schools and
boards of education. It does not require the creation of any record not normally created in
the conduct of business, although the creation of certain records may be required by board
or school administrative procedures, work responsibilities, audit requirements, or legislative
mandates. Local school systems may not necessarily create al of the records listed below.

# This RDA establishes retention and disposition instructions for records listed below,
regardless of the medium on which those records may be kept. Electronic mail, for example,
IS a communications tool that may record permanent or temporary information. As for
records in any other format, the retention periods for e-mail records are governed by the
requirements of the subfunctions to which the records belong.

# Certain other short-term records that do not materially affect the work of an agency may be
disposed over under this RDA. Such materialsinclude: (1) duplicate record copiesthat do
not require official action, so long asthe creating office maintainsthe original record for the
period required; (2) transitory records, which are temporary records created for short-term,
internal purposes and may include, but are not limited to: telephone call-back messages;
drafts of ordinary documents not needed for their evidential value; copies of material sent
for informational purposes but not needed by the receiving office for future business; and
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internal communicationsabout social activities. They may be disposed of without documen-
tation of destruction. Other itemsthat may be disposed of without documentation of destruc-
tion include: (1) catalogs, trade journals, and other publications received that require no
action and do not document government activities; and (2) stocks of blank stationery, blank
forms, or other surplus printed materials that are not subject to audit and have become
obsolete; and (3) honorary materias, plagues, awards, presentations, certificates, and gifts
received or maintained by the office staff.

# Any record created by aloca school or board of education prior to 1900 shall be regarded
as permanent.

Records Disposition Requirements

This section of the RDA is arranged by subfunctions and lists records created and/or maintained in
carrying out those subfunctions. A local board of education may submit requests to revise specific
records disposition requirements, or to create requirements for additional records, to the Local
Government Records Commission for consideration at its regular quarterly meetings.

Attheend of thissectionisalist of RecordsNo Longer Created by local boards of education that
may still be maintained in local schools or administrative offices. Thelist provides disposition for
theserecords, some of which only recently became obsol ete and must continueto be maintained until
their retention periods have been satisfied.

1. Making and I mplementing Policy

No. RecordTitle Disposition

1.01 Local Board Policies and Procedures. These are records of al school PERMANENT

system policies and procedures mandated by the local board. Examples
include uniform policy alowing law enforcement to make periodic visits,
uniform policy prohibiting use of tobacco products on school grounds;
uniform policy prohibiting weapons; policy on school behavior; policy for
admission and attendance; courses of study and offerings of elective
courses beyond the core curriculum; policy for adult diploma program;
professional devel opment plan; and advisory council guidelinesfor coope-
rative vocational education.

1.02 Improvement Plans. These are self-studies and plans for local schools PERMANENT
placed on aert status by the state Department of Education.
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1.03

1.04

Record Title

L ocal Boards of Education Meeting Records

a.

Boar d meeting minutes/meeting packet. Theseare official min-
utes of meetings of thelocal board, along with the agendaand any
attachments or other documents provided to board members for
discussion at the meeting.

Committeemeetingminutesand related r ecor ds. These records
document meetings of committees organized by the school board
or by local schools. They may include minutes, records of elec-
tions to committees, correspondence, and materials reviewed by
the committee.

Recor dings of meetings. These records are recordingsin tape or
electronic format of board or other meetings, generally used to
assist in preparation of the minutes

AdministrativeCorrespondence. Thiscorrespondencedocumentspolicy
development and is created at the policy-making level, for example: be-
tween thelocal superintendent and the state Department of Education, the
local superintendent and local school principdss, or thelocal superintendent
and the local board of education.

2. Promoting Child Nutrition

No.

201

Record Title

Child Nutrition Program Operational Records. These records docu-
ment administration of the child nutrition program. They may include
school/school system applicationsfor participation files; policy statement
files; free/reduced lunch applications, master lists of applicants; eligibility
verification summaries; student and parent involvement forms; food
production records, commodity inventory files; food and suppliesinven-
tories; equipment inventories; meal count records; reimbursement claims;
and nutrition education reports.
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Disposition

PERMANENT

Retain for use-
ful life.

Retain until
minutes are
approved.

PERMANENT

Disposition

Retain 2 years
following audit.
All claims and
finding must be
settled before
records are des-
troyed.



2.02

Record Title

Child Nutrition Program Annual Financial Reports. Theseareannual
reportsof alocal school systemto the state Department of Education, sum-
marizing thenet cashresourcesof the system’ schild nutrition programand
documenting all funds received and disbursed by the program in a par-
ticular year.

Note: For routine financial and personnel records created by the child
nutrition program, refer to RDA sections 10 and 11.

3. Providing Student Transportation

No.

3.01

3.02

Record Title

School Bus Monthly Route Reports. These records document the daily
service of each school bus or speciad needs bus on a monthly basis,
including schools served and numbers of students transported each
morning and afternoon. Other informationincludesdriver’ sname, busand
route numbers, and reporting period, and (for specia needsbuses) whether
an aide was present on the bus.

a. Second month school bus route report (Forms TR-1[b], SN-
I [b]). The second monthly route report issubmitted annually to the
state Department of Education, which maintains the forms in a
database and uses them to determine transportation funding.

b. Other monthly routereports(FormsTR-I, TR-I[a], SN-I, and
SN-I[a]).

School Bus Safety Records. These records document school bus safety
and inspection issues. They include:
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Disposition

Retain 2 years
following the

audit period in
which the report
was created.

Disposition

Retain 4 years
after the end of
the school year
in which the
record was sub-
mitted to the
Department of
Education.

Retain 2 years-
after the end of
the school year
in which the
records were
created.



3.02

Record Title

School bus pre-trip inspection records (Forms TR-11, SN-I1,
TR-11[a], and SN-II[a]). These records include drivers daily
pre-trip inspections of regular and special needs school buses.
Information includes school system, driver’s name, bus number,
monthly odometer readings, adetailed checklist of bus equipment
and fuel usage, and dates. TR-I1(a) and SN-I1(a) are specia forms
for extracurricular activities.

Local school system bus inspection reports. These monthly
inspections, required by state law, are conducted by a certified
local inspector. They include a checklist of al equipment on the
bus.

Annual school bus inspection reports. State law requires an
annual inspection of all local school system buses by a state
inspector. The record consists of achecklist of all bus equipment
and includes exit reports.

School vehicle collision reports (Form TR-I11). State law
requireslocal school systemsto submit thisformtothe Department
of Education whenever aschool busisinvolved in an accident. It
includes identifying information on the driver, bus, and other
vehiclesinvolved; date and location of the accident; weather/road
conditions; names and condition of students or other personsin-
jured; names of witnesses; and a diagram of the accident.

School bus illegal passing survey forms (Form TR-V). The
Department of Education conducts an annual survey to collect
information on the number of illegal passings of stopped school
buses on one day each year. Information on the form includes
school system, driver’s name, bus number, time of the illega
passing, description of vehicle and roadway, and number of stu-
dents at the stop.

Emer gency evacuation drill forms. Under federal Guideline 17,
local school systems are required to train students on how to
evacuate school busessafely in cases of emergency. Theserecords
document evacuation drills conducted in the fall and spring.
Information includes school system, driver’s name, bus number,
date, type of evacuation, time required, and comments.
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Disposition

Retain 2 years
after the end of
the school year
in which the
records were
created.

Retain 4 years
after the end of
the school year
in which the
records were
created.

Retain 2 years
after the end of
the school year
in which bus
was sold or
transferred.

Retain 2 years
following the
school year in
which the acci-
dent occurred.

Retain 1 year
after form was
submitted to the
Department of
Education.

Retain 2 years
after the current
school year
ends.



3.02

3.03

3.04

3.05

Record Title

School bus student rosters (Forms TR-1V and SN-1V). These
rosters provide a list of all students on the bus, arranged by
morning stop number. They include each student’s name, grade/
age, morning and afternoon pick-up/drop-off time, and emergency
phone number.

Local Board of Education Transportation Plans. These are compre-
hensive checklists describing bus transportation provided by the local
school system; they are submitted annually to the state Department of
Education. The records may aso include route maps indicating all bus
routes and student pick-up points in the system.

School Bus Driver Certification Records. These records document the
certification of bus drivers employed by the school system.

a.

School busdriver certification and recertification classrosters.
These records document school bus drivers’ completion of initial
certificationtraining and annual recertification training, asrequired
by Alabamalaw.

School busdrivers' certificates. These are copies of certificates
issued to school busdrivers. Under state requirements, certificates
must be annually renewed.

Reports of bus drivers physical examinations. School bus
drivers must undergo physical examinations at least every two
years, or more often depending on their state of health.

Student Parking I nformation. Theserecordsdocument approved student
parking on school campuses. They may include parking regulations,
school or parental permission forms, lists of students allowed to park on
campus, vehicle descriptions, and related records.

25

RDA
04/14

Disposition

Retain 1 year
after the current
school year
ends.

Retain 10 years
after the end of
the fiscal year
in which the
records were
created.

Retain 2 years.

Retain 1 year
after license
expiration.

Retain until
superseded.

Retain until
superseded.



4. Documenting Student Attendance

No.

4.01

4.02

4.03

4.04

4.05

4.06

Record Title

School Censuses. Thesearequadrennial and decennial reportsto the state
Department of Education, mandated by Code of Alabama 1975, Sections
16-8-31 and 16-11-10. They provide name, age, grade level, gender, and
race for each pupil in the county or municipality.

20-Day Average Daily Membership Reports (ADM Reports). These
reportsfromlocal schoolsto the state Department of Education document
attendance during the first 20 days after Labor Day. They are commonly
transmitted electronically, with a confirmation report returned from the
state department. They replace 40-Day ADM Reports (RDA item 13.05).

Adequate Yearly Progress (AYP) Reports. Theserecords, produced in
March and April, document automated data collection on school enroll-
ment prior to conducting exit and SAT examinations. They provide
accountability reporting for student assessment and the federal “No Child
Left Behind” program. Informationfromtheserecordsisincorporatedinto
amaster database maintained by the State Department of Education. They
replace 120-Day Attendance Reports (RDA item 13.06).

Principal’s Attendance Reports. These are 40-day and end-of-year
reportsof attendanceat thelocal school level, documenting such groupings
as high school completers, types of diplomas awarded, students in ad-
vanced diploma programs, and students graduating after summer school.

Dropout Reports. Thesereports aregenerated at thelocal school level to
document students who cease attending school; they are used to count
attendance and aso for follow-up by attendance officers.

Student Transfer Records. Theserecordsdocument student transfersto
another school district within the system. They may also document trans-
fers of students from a public school to a private/church school.
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Disposition

PERMANENT

Retain 10 years
after the end of
the fiscal year
in which the
records were
created.

Retain until
information has
been verified in
database.

Retain 5 years.

Retain 5 years.

Retain 2 years
after transfer.



4.07

4.08

4.09

4.10

411

Record Title

Pupil/Parent Survey Cards. These information cards are completed by
parents or guardians, providing family data that may be used to obtain
additional funding for schools.

Student Check In/Out L ogs. Thesedaily logsor recordsdocument when
students arrived late or left school early; they may include the student’s
name, arrival/departure/readmission times, and source of permission.

Student Excuses. These are notes or other communications from a stu-
dent’ s parent or guardian, indicating the reason for the student’ s absence.

Attendance Records for Home-Schooled Students. These records
document that a student is enrolled in and attending an approved church
school-sponsored program or aprogram instructed by a certified teacher.

Student ScheduleCards. Theserecordslist each student’ sclassschedule
and may contain other information, such asthe student’ slocker combina-
tion and Social Security number.

5. Promoting School/Student Safety, Health, and Discipline

No.

5.01

Record Title

Student Incident Reports. Thesearereportsto thelocal superintendent,
filed by aschool principal, documenting student misconduct that resultsin
suspension, expulsion, or other major disciplinary action. Examplesmight
include damage to school property or physical assaults by students on
teachers, staff, or other students. Disposition is as follows:

a. School board copy
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Disposition

Retain 6 years.

Retain 2 years.

Retain until end
of the school
year in which
the record was
created.

Retain until
student reaches
age 16.

Retain until end
of the school
year in which
the record was
created.

Disposition

Retain 4 years.



5.01

5.02

5.03

5.04

Record Title

b.

L ocal school copy

Office Referrals/Teacher Reports. These arereports of minor discipli-
nary incidents that result in the student being sent to the school office.

Student DisciplineFiles. Theserecordsdocument thediscipline histories
of individual students. Maintained by local schools, they may include
incident reports; teacher reports; and hearing officer letters, reports, and
recommendations.

Surveillanceand Disciplinary Recordings. Theserecordsincludeaudio,
video, or other recorded mediathat provide*live” documentation of events
at schools or other board of education facilities. They may also include
recordings of disciplinary or other hearings held at the school or board of
education.

a.

School surveillance recordings. These recordings monitor the
conduct and safety of students and teachers, as well as the condi-
tion of school or board of education facilities and property.

Recor ded information that does not become part of a casefile
Disposition: Retain 1 year.

Recor ded infor mation that becomes part of a casefile
Disposition: Retain until final disposition of any litigation or legal
cases for which the recording provides evidence, whichever is
longer.

Recor dingsof dueprocessdisciplinary hearings. Theserecords
include audio, video, or other recordings of hearings held at the
school or board of education for students facing long-term sus-
pension or expulsion from school because of disciplinary matters.
Disposition: Retain until student’ s graduation or withdrawal from
the school system, or until final disposition of any litigation,
whichever islonger.
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Disposition
Retainin

student dis-
ciplinefile.

Retain 2 years.

Retain until
student reaches
age 21.



5.05

5.06

5.07

5.08

5.09

Record Title

Behavior Policy/Codeof Conduct Records. Theseare copiesof written
school policy on student behavior; they are signed annually for each stu-
dent by the parent or guardian.

Monthly Suspension Data Reports. These are the attendance officer’s
monthly summaries of student suspensionsfrom all schoolsinthe system.

Truancy Case Files. These records, case files on individual students,
document instances of truancy and effortsto correct this behavior. Infor-
mation in the records may include reports of student truancy, referrals to
Early Warning programs, court petitions for repeated truants, and reports
of truants attending Early Warning meetings or court sessions.

Attendance Officer Annual Reports. Thesearereportsfrom attendance
officersto thelocal board of education (mandated by the Code of Alabama
1975, Section 16-28-13) documenting “all notices served, all cases prose-
cuted and all other services performed.” They may also include statistics
on dropouts, suspensions, and expulsions.

Student Drug-Testing and Drug-Free Education Records. These
records document the board of education’s efforts to reduce student drug
and alcohol abuse through a system of drug testing and anti-drug use edu-
cation.

a. Records documenting school/board of education policy on
student drug testing and education

b. Positive student drug or alcohol test results, documentation of
student refusalsto taketests, documentation of student refer-
ralsto and treatment in substance abuse programs

C. Negative student drug or alcohol test results

d. Recordsrelated to the collection process
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Disposition

Retain 1 year.

Retain 5 years.

Retain until
student reaches
age 21.

PERMANENT

PERMANENT

Retain 5 years.

Retain 1 year.
Retain 2 years.



5.09

5.10

511

5.12

5.13

5.14

5.15

Record Title

e Safe and drug-free schools records. These records pertain to a
federally-funded program that sponsors a variety of activities and
initiatives to promote safety and discourage use of drugs among
public school students. They document individual programs spon-
sored by schools.

Student Accident Reports. These are reports of accidents occurring on
school grounds, in the school building, or off-campus while a student is
participating in a school activity. They contain identifying information
about the student, a description of the accident, and actions taken.

School Health Assessment Recor dEmer gency Contact Cards. These
records are completed by parents to provide student medical information
and indicateindividualsto benotified in case of student accident or illness.
New records are completed each year.

Student Health Records. These records document student health infor-
mation, Individualized Heathcare Plans, Emergency Action Plans, and
Prescriber/Parent Medication Authorizations, aswell as parental permis-
sion forms or letters.

School NurseDaily Health L ogs. Theselogslist studentsadmitted to the
school health center and document all actions taken by school nursesin
providing treatment, administering medicines, contacting parents, etc.

Student Driver’sLicense Enrollment Records. These records include
copies of school forms indicating students' status and reports of student
enrollment verification. They are sent to Department of Public Safety,
pursuant to the Code of Alabama 1975, Sections 16-28-40 through -45.

Underage Student Work Permit Records. These are school system
reportsto the Department of Industrial Relations; they provideinformation
about underage students who are working.
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Disposition

Retain 3 years
after comple-
tion of activity.

Retain 5 years.

Retain until
superseded or
until student
leaves school.

Retain until
student reaches
age 21.

Retain until all
students listed
reach age 21.

Retain 4 years.

Retain 2 years.
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No. RecordTitle Disposition

5.16 Student Locker Information. These records document student locker
assignments. They may include forms, lists of assignments, and work
ordersfor repairs.

a. Work orders (see RDA item 12.09) Retain 1 year.

b. All other records Retain until
superseded.

5.17 After-School Program Records. These records document after-school
programs conducted by the school system or its service vendors.

a. After-school program agreements. These records are service Retain 10 years
agreements between the board of education and agencies that after expiration
provide after-school care for its students. of agreement.

b. After-school program administrative records. These records Retain 2 years
document routine activities of after-school programs at schools following audit.
within the system. The series may include such records as student
registration forms, attendancelogs, staff sign-insheets, educational
or recreational materials, and reports on program activities or food
served to students.

Note: Some administrative records of after-school programs may be
covered in the Administering Internal Operations sections (9-12) of this
RDA.

6. Conveying Knowledge

No. RecordTitle Disposition

6.01 Student Handbooks. Handbooks created annually or periodicaly by PERMANENT
some schools to explain school policies and procedures, regulations, (2 copies of
course offerings, graduation requirements, and sometimes student acti- each issue)
vities. Retain addi-

tional copies
until super-
seded.
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6.02

6.03

6.04

6.05

Record Title

L ocal Textbook Selection CommitteeFiles. Thesefilesinclude minutes
and lists of selected textbooks for the local school system. Textbooks are
chosen from lists provided by the state Department of Education.

Daily/Weekly Teacher Lesson Plans. These plans provide documen-
tation of teaching plans. Maintained in avariety of formats, they include
subject, class period, and activity project.

Special Education Programs

a. Operational records. Theserecordsprovide subsidiary documen-
tation of day-to-day program operations. Theyincludereferralsfor
programs, teacher assignments, correspondence, reports, and stu-
dent papers.

b. Documentation of selection and placement requirements.
These records provide core documentation of admission criteria
and program elements and requirements. They include admission
procedures, eligibility and acceptance guidelines, and mission
statements.

Note: For information on proper destruction proceduresfor these records,
as established by federal and state authorities, see 20 U.S.C. 1412(a)(8),
1417 9(c); and the Alabama Admini strative Code, Chapter 290-8-9-.08(2)

(h).

Gifted and Talented Programs

a. Operational records. Theserecordsprovide subsidiary documen-
tation of day-to-day program operations. They includereferralsfor
programs, teacher assignments, correspondence, reports, and stu-
dent papers.
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Disposition
Retain 6 years.
Retain 4 years
after the end of
the school year
in which the

records were
created.

Retain 4 years.

PERMANENT

Retain 4 years.



6.05

6.06

6.07

6.08

Record Title

Documentation of selection and placement requirements.
These records provide core documentation of admission criteria
and program elements and requirements. They include admission
procedures, eligibility and acceptance guidelines, and mission
statements.

Magnet Schools

a.

Operational records. Theserecordsprovide subsidiary documen-
tation of day-to-day program operations. Theyincludereferralsfor
programs, teacher assignments, correspondence, reports, and stu-
dent papers.

Documentation of selection and placement requirements.
These records provide core documentation of admission criteria
and program elements and requirements. They include admission
procedures, eligibility and acceptance guidelines, and mission
statements.

Vocational Education

a.

Operational records. Theserecordsprovide subsidiary documen-
tation of day-to-day program operations. They includereferralsfor
programs, teacher assignments, correspondence, reports, and stu-
dent papers.

Documentation of selection and placement requirements.
These records provide core documentation of admission criteria
and program elements and requirements. They include admission
procedures, eligibility and acceptance guidelines, and mission
statements.

Adult and Community Education

a.

Operational records. Theserecordsprovide subsidiary documen-
tation of day-to-day program operations. Theyincludereferralsfor
programs, teacher assignments, correspondence, reports, and stu-
dent papers.
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Disposition

PERMANENT

Retain 4 years.

PERMANENT

Retain 4 years.

PERMANENT

Retain 4 years.



RDA
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No. RecordTitle Disposition

6.08 b. Documentation of selection and placement requirements. PERMANENT
These records provide core documentation of admission criteria
and program elements and requirements. They include admission
procedures, eligibility and acceptance guidelines, and mission
statements.

C. Courseofferings. Thesearelistsof coursesoffered for eachterm PERMANENT
and associated publicity (brochures, newspaper advertisements).

6.09 Service Plans. These plans are required by the state Department of PERMANENT
Education. They areformulated by the local boardsto designate how edu-
cational serviceswill be provided for such target groups as students with
disabilities, gifted students, vocational education students, and at-risk
students.

6.10 School Library/Media Center Records

a. Catalog of holdings. Catalogsprovideacontinuously updated list Retain until
of thelibrary’ s holdings. superseded.

b. Library/mediacenter operational files. These records document Retain 2 years
such activities as accessioning; circulation; patron requests, assis-  following audit.
tance, and complaints; and collecting fines.

7. Evaluating Performance and Conferring Credentials

No. RecordTitle Disposition

7.01 Student Records. Thesearetheofficial recordsof individual studentsfor PERMANENT

their period of enrollment at aschool. Information in student records may
include identifying information, immunization data, standardized test
scores, writing assessment results, cumulative card, health information,
legal records, English as a Second Language (ESL) records, final report
card, and graduation/termination data. Accessto theserecordsisgoverned
by the Federa Educational Rights and Privacy Act (FERPA) (34 CFR,
99.3)
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7.01

7.02

7.03

7.04

7.05

Record Title

Note: Itisnot thelegal mandate of the Local Government Records Com-
mission to set policy concerning the contents of student records. Thisis
amatter for thelocal school board to decide, in consultation with the state
Department of Education.

Note: Thelocal board has the responsibility to maintain student records
of any nonpublic school that discontinues operation and has no higher
administrative office, aswell asthose of closed public schools. Under the
Private Tutor Law, student records of home-schooled children are also
reported to the board, as required by Code of Alabama 1975, Section 16-
28-5.

Special Education Student Records. Theserecordsare created for each
student enrolled in a specia education program; includes identifying
information, parental consent forms, and most current eligibility docu-
mentation.

Note: Under this revised disposition, the state Department of Education
has directed that on January 1, 2014, all records from January 1, 2009 and
back may be destroyed, regardless of whether the student is active or inac-
tive in the school system.

Gifted and Talented Student Recor ds(GEP Folders). Theserecordsare
created for each student enrolledin agifted and talented program; includes
identifying information, and parental consent forms.

School Psychologist/Psychometrist Files. Theserecords, such astesting
files, are created by the school system psychologist or psychometrist.

Grade Books and Supporting Documentation. These records provide
documentation by teachers of students’ academic progress. Grade books
includetheteacher’ sname, class, namesof students, and their grades. The
series may also include tests, essays, and other assignments not returned
to students, as well as unclaimed report cards and “cumulative cards,”
“final grade cards,” and other subsidiary grade reports or summaries re-
tained by the school for recording grade information into student records.

35

RDA
04/14

Disposition

Retain 5 years
after the termi-
nation of the
specia edu-
cation program
for which they
were used.

Retain 5 years
after student
graduates or
reaches age 18.

Retain 5 years
after student
leaves the
school system.



7.05

7.06

7.07

7.08

Record Title

a. Grade books, unclaimed report cards, and school’ sreports
or summaries of grade information

b. Supporting documentation (tests, essays, other assignments)

Standar dized Examination Records. These are materials related to the
administering of standardized examinations (Stanford Achievement Test,
AlabamaHigh School Graduation Examination, etc.). Theyincludeexam-
ination results.

Student Remediation Files. Theserecordsdocument assistance, instruc-
tion, and remediation provided to students who fail the Alabama High
School Graduation Exam (AHSGE)

a. Students passing the AHSGE by the end of their 12" grade

b. Studentsnot passing the AHSGE by theend of their 12" grade

Requestsfor Transcripts. Theserecordsdocument requestsfrom current
and former students for copies of their records to be sent to other edu-
cationa institutions or employers and the response to such requests.
Requests go to the schoal, if it isstill in existence, or to the school board
if the school has closed.

36

RDA
04/14

Disposition

Retain 3 years
after entry of
gradesin stu-
dent records.

Retain 1 year.

Retain 3 years
after posting of
examination
scores to stu-
dent records.

Retain 4 years
after gradua
tion.

Retain 4 years
after successful
completion of
the AHSGE or
student’ s last
attempt.

Retain 1 year.



7.09

7.10

711

Record Title

Special Education Student Portfolio Files. If these records are created
for students, they demonstrate the student’s work to potential employers.

Guidance Counselor/Advisor Files. These records document efforts by
local school teachers and/or guidance counselors to advise students on
academic progress, career plans, social problems, or other concerns. They
may include policy statements as well asfiles on individual students.

a. Poalicy statements on guidance counseling/advising students

b. Student filesand related correspondence

C. Student course and schedule requests, course and schedule
changes, and elective sheets

TitlelPre-K[indergarten] and K[inder garten] ScreeningFiles. These
records document the screening of preschoolers or kindergarten-age
children to determine their educational level before entering school.

8. Sponsoring Student Activities

No.

8.01

Record Title

Athletic Program Records. These records document the school’ s com-
pliance with state regulations and requirements of applicable athletic
associations. They may include student eligibility records, birth certi-
ficates, physical examination forms, parental consent forms, waivers,
application forms, entry forms, schedul es, participation requirements, and
related records.
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Disposition

Retain 5 years
after student
graduates with
adiplomaor
exits school.

PERMANENT

Retain until
student reaches
age 21.

Retain 1 year
after gradua-
tion.

Retain 5 years.

Disposition

Retain 3 years
after the end of
the fiscal year
in which the
records were
created.



8.02

8.03

8.04

Record Title

Student ActivitiesHistory Files. Theserecordsoffer historical documen-
tation of student clubsand organizations, events, publications, contestsand
competitions, elections, sports, and cultural activities. They may include
newspaper clippings, student newspapers, yearbooks, photographs, video-
and audiotapes, meeting minutes, programs, and publicity materials.
Note: Recommend that the school librarian collect these records to docu-
ment the history of the school.

Student Activities Administrative Files. These records provide routine
financial or administrativedocumentation related to school activities, such
asindividual student government elections, cheerleader tryouts, or club/
organization fund-raising events.

Field Trip Authorization/Parental Permission Files. These records
document parent or guardian approval or disapproval for studentsto leave
school on field trips or engage in school-related activities. They may
include the date and purpose of thetrip, destination, itinerary, disclaimers,
and parent/guardian permission.

9. Administering Internal Operations—M anaging the Agency

No.

9.01

9.02

Record Title

Local Board of Education Internal Policies and Procedures. These
records document internal policies and procedures, such as carrying out
state policies, hiring personnel, standardizing and grading public schools,
and managing finances.

Local School System Historical Files

a. Board of education historical files. These records may include
scrapbooks, newspaper clippings, ledgers, photographs, videotapes,
or volumes compiling historical information about the school
system.
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Disposition

PERMANENT

Retain 2 years
following audit.

Retain 1 year.

Disposition

PERMANENT

PERMANENT



No.

9.02

9.03

9.04

9.05

Record Title

Note: Records may be retained in office or transferred to alocal
library, archives, or historical society under a records deposit
agreement.

b. Local school news bulletingannouncements. These are daily
news bulletins or “morning announcements’ routinely read over
the intercom at local schools. While most matters covered are of
ephemeral importance, collectively the records provide a day-to-
day history of school events.

Note: The disposition requirement applies to onefile copy. Dup-
licate copies may be destroyed without notice.

Publicity and I nformational M aterials. Theserecordsmay includenews
releases, newsdletters, brochures, periodicals, photographs, videotapes,
audiotapes, speeches, and public service announcements.

Board Appointment Records. Theserecords provide official documen-
tation of the appointment of school board members.

Official Bonds and Oaths. Bonds are required of local superintendents
and chief financial officers by the Code of Alabama 1975, Section 16-9-3.
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Disposition

PERMANENT

PERMANENT

Retain 2 years
following the
audit period in
which the term
in office
expires.

Retain 2 years
following the
audit period in
which the term
of office
expires.



9.06

9.07

9.08

9.09

9.10

911

Record Title

Accreditation Reports

a. Recor dsdocumentingthelocal school re-accreditation process.
This process is carried out every five years by the Southern
Association of Colleges and Schools. Records consist of self-

evaluation and school review team reports for each school in a
system.

b. Duplicate copies of reports

C. Interim reports. Interim reportsare prepared annually during the

five-year accreditation period.

Annual Reports. Theseareyearly summariesof local board of education
activities; they include the State Superintendent’ s Annual Report Card for
the school system and accountability reports, as specified by Code of
Alabama 1975, Section 16-6B-7.

Board Meeting Notices. Theserecordsprovideofficia notification of the
time and place of regular and special meetings of the school board.

Routine Correspondence. This correspondence relates to day-to-day
operations of the local school or board of education.

Administrative Reference Files. These materials are not created by the
local school or board; they are collected and used only asreference sources
of information.

L egal CaseFiles. Theserecords provide documentation of civil law suits
filed by or against the school system and hearings conducted by the board
of education.

Disposition: Retain 6 years after caseis closed. Offer fileswith historical
significance to alocal library, archives, or historical society.

40

RDA
04/14

Disposition

PERMANENT
One copy of the
report may be
retained either
by the school
board or by the
school itself.

Retain until
superseded.

Retain until
next five-year
report isissued.

PERMANENT

Retain 2 years
following audit.

Retain 3 years.

Retain for use-
ful life.



9.12

9.13

9.14

Record Title

Recor ds M anagement Documentation

a. Recor dsdestruction notices. These notices document the legal
destruction of disposable records.

b. Recor ds management materials. These recordsinclude records
management plans, record inventories, indices, and finding aids.

C. Copy of approved RDA. RDAs provide legal guidelinesfor the
disposition of al agency records. Each local board should main-
tain asigned copy of the RDA and distribute copiesto al schools
in the system

d. L ocal recordsdeposit agreements. Theseare formal agreements
executed by some school systemsthat allow alocal records repo-
sitory (such asalibrary, archives, or historical society) to maintain
theboard’ slong-termrecords. They includeinventoriesof records
in the repository.

e Records request forms. A board of education may ask visitors
wishing to examine records to complete an identification form
before providing access. Information in such forms may include
visitor’s name and contact information, date and time of request,
records requested, reason for request, and staff comments.

Computer Systems Documentation. These files include hardware and
software manuals and diskettes, and warranties.

Disposition: Retain former system documentation 2 years after the audit
period in which the former hardware and software no longer exist any-
wherein the agency and all permanent records have been migrated to the
new system.

Websitesand Social Media. Web and socia media sites are devel oped
by local boards of education to respond to public inquiries and provide
information about local education facilities and services. Materials may
include location and contact information for school board offices and
schools, school calendars, listsof school officids, registrationinformation,
school board policies, event updates, photographsof current activities, and
transportation information.
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Disposition

Retain 2 years
following audit.

Retain until
superseded.

Retain 2 years
following the
audit period in
which the RDA
was superseded.

Retain 10 years
after termina-
tion of the
agreement.

Retain 2 years
following audit
or until any
resulting litiga-
tion is conclu-
ded.

PERMANENT
Preserve a com-
plete copy of
the sites
annualy, or as
often as signi-
ficant changes
are made.



9.15

9.16

9.17

Record Title

Mailing Lists. These are various standard lists of names and addresses
used by local boards and individual schools.

Mail, Telephone, and Fax Machine Contact Logs. These are lists of
telephone and fax machine contacts and related data.

Calendars. These are desk calendars and other scheduling devices for
local school officials.

10. Administering Internal Operations—-M anaging Finances

No.

Record Title

10.01 Budgeting Records. Theserecordsdocument the preparation of abudget
request package, reporting the status of funds, requesting amendments of
allotments, and reporting program performance.

a.

Approved annual budget. Thisisthefinal version of the budget
approved by the board of education during the school year.

Note: If budget is included with the board minutes, retain addi-
tional copiesfor useful life.

Original and amended (but not final) budgets. Theseareearlier
versions of the annual budget, both the version initially approved
by the board of education and later (but not final) revisions, as
amended during the school year.

School/departmental budget estimates and requests. These
records are submitted by individual schools or departments and
used in preparation of the budget package. (Seethe Code of Ala
bama 1975, Section 16-1-8.1.)

Recor ds documenting budget perfor mance during the budget
cycle (budgeted vs. actual revenue reports, revenue report, invest-
ment reports, expenditure reports, encumbrance reports, etc.)
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Disposition

Retain for use-
ful life.

Retain for use-
ful life.

Retain 1 year.

Disposition

PERMANENT

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 2 years
following audit.



No. Record Title

RDA
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Disposition

10.02 Audit Reports. These records include both independent audits and PERMANENT
Examinersof Public Accounts auditsof local boardsof education, aswell
as internal audits of local schools by the school system, if those audits
contain financial information.

10.03 Accounting Records

a.

Routineaccountingrecords. Thesearerecordsof original entry,
such as journals, registers, and subsidiary ledgers; and records of
deposits of funds, including canceled checks, check stubs, deposit
dlips, and other banking records, receipt books and reports of ticket
sales. This item also covers accounting records of the Child
Nutrition Program, aswell as student fundraisersfor the school or
school district.

Note: For routine accounting records created under federal grant
projects, see RDA item 10.08.

Records M anagement Recommendati on: Returned checks, or other
records documenting the school system’ s effortsto collect unpaid
taxes, fees, or service charges, should be retained 5 years or until
settlement of all claimsdue. The Code of Alabama 1975, Section
6-2-35, sets 5 years as the statute of limitations on collecting
“amounts claimed for licenses, franchise taxes, or other taxes.”

General ledgersand detailed year-end trial balances. These are
records of final entry for all financial transactions; collecting fees
and other revenue, purchasing, investing, administering state and
federal funds, and general accounting. These records include the
annual financial statement el ectronically submitted by the board to
the State Department of Education.

Records created prior to 1975

Records created in or after 1975
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following audit.

PERMANENT

Retain 10 years
after the end of
the fisca year
in which the
records were
created.



No.

Record Title

10.03 c. L ocal school’s copies of general ledgersand trial balances

10.04

10.05

If identical to copy submitted to board of education

If not identical to copy submitted to boar d of education

Purchasing Records. These records document the requisitioning and
purchasing of suppliesand equipment, receipting and invoicing for goods,
and authorizing payment for products. They may include purchase orders,
invoices, purchasing card receipts, and receiving reports. These records
also include purchasing records for the Child Nutrition Program.

Records of Formal Bids. These records document the bid process,
including requests for proposals and unsuccessful responses.

a. Recor dsdocumentingbidsor servicesobtained by local boar ds
of education. These records include requests for bid proposals,
successful and unsuccessful bids by product or service vendors,
and related correspondence.

b. Lists of eligible bidders. Boards of education may compile lists
of eligible bidders or businesses who have filed requests to be
notified of bids on projects, products, or services required by the
school system. Note: Requests from biddersto beincluded in the
list may be treated as Routine Correspondence (RDA item 9.09).

RDA
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Disposition

Retain 2 years
following audit.

Retain 10 years
after the end of
the fisca year
in which the
records were
created.

Retain 2 years
following audit.

Retain 7 years
after the date
bids were
opened (Code
of Alabama
1975, Section
16-13B-4[d]).

Retain 3 years
after last con-
tact with listed
vendors.



No.

10.05 c.

10.06

10.07

10.08

Record Title

Correspondencewith vendor s slated for removal from thelist
of eligible bidders. Under Section 16-13B-4(a) of the Code of
Alabama, any listed bidder who fails to respond after receiving
three solicitations for bids may be stricken from the eligible list.
This correspondence documentsthe school board’ s effortsto warn
unresponsivevendorsthat they will bedropped fromthelist unless
they ask to remain eligible. It includesformsor letters sent by the
board and any responses from the vendors.

Contracts, L eases, Franchises, and Agreements. These records docu-
ment the negotiation, fulfillment, and termination of all contracts, leases,
franchises, and agreements entered into by the board of education,
including final contracts that are subject to the bid process.

Debt I ssuance Recor ds. These records document warrantsissued by the
local board and its adherence to all applicable laws regarding issuance.

Grant Project Files. Thesefilesdocument the school board’ sapplication
for and conduct of grant projects funded by local, state, federal, or private
sources. Disposition isasfollows:

a.

Financial reports, interim narrative reports, and correspon-
dence. Theserecordsinclude financial reports, interim narrative
reports, background materials, and other non-financial supporting
documentation for grants awarded. Also included are records
relating to unsuccessful grant applications.

Subsidiary financial records. These records include accounting
or purchasing records and any other subsidiary financial documen-
tation of federal grants, including financia reports. (See federal
Rule 1354.)

*Note: Subsidiaryfinancial recordsproduced under certainfederal
grants may be subject to longer retention periods (e.g., 5 years). In
such cases, school system grant administrators should follow the
applicable federal requirement.
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Disposition

Retain 2 years
after the audit
period in which
the bidder is
removed from
thelist.

Retain 10 years
after termination
or expiration of
contract.

Retain 2 years
following audit
period in which
final payment
was made.

Retain 6 years
after submis-
sion of final
report or denial
of application.

Retain 3 years
after submis-
sion of fina
financial
report.*



10.08

10.09

Record Title

C. Final narrativereports. Fina narrative summariesare submitted
according to the requirements of the funding agency. They sum-
marize the goals of the grant, how the money was used, and what
was accomplished.

Travel Records. Theserecordsdocument requestsfor authorization from
supervisors to travel on official business and related materials, such as
travel reimbursement forms and itineraries.

RDA
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Disposition

PERMANENT

Retain 2 years
following audit.

11. Administering Internal Operations—-M anaging Human Resour ces

No.

11.01

11.02

11.03

11.04

Record Title

LEAPS/SL EAPS Reports. These computer-generated reports document
all employees working in a particular school system; they are submitted
annually to the state Department of Education.

Job Recruitment M aterials. Theserecordsdocument effortsby thelocal
boards to advertise positions and attract qualified personnel.

Position Classification and Pay Plans. These records document job
classifications for positionsin the school system. They includejob titles,
qualifications, duties, and pay ranges for all positions.

Certification Records. Theserecordsdocument the process of certifying
applicantsfor employment. They pertain to individuals deemed qualified
for school system positions after submitting an application and taking an
employment examination.

a. Employment registers. These records are lists of individuals
declared qualified for certain positions. They include job classi-
fications, names of eligible applicants, and their ranking on the
certification list.

46

Disposition

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 4 years
after position
was reclassi-
fied.

Retain 1 year
after super-
seded.



11.04

11.05

11.06

11.07

Record Title

b. Employee certification files. These records document the
certification process with individual job applicants. They include
questionnaires, training and experience records, grades, notifica-
tions, and returned postcards and | etters.

C. Expired certificates. These records include expired certificates
for teachersand other professional employeesof theschool system.

Requestsfor Professional/Support Staff Positions. Theserecordsdocu-
ment requests for personnel submitted by individual schools/offices and
subsequent reviewing and/or approva actions taken by the local board
staff.

Employment Applications. These records document applications for
employment that are maintained for consideration when vacancies arise.
They alsoincludereg ected applications, applicationsfor transfer, and appli-
cations for promotion.

a. Successful applications
b. Unsuccessful applications
C. [-9 forms. These federal forms are used to verify that persons

seeking employment are eligible to work in the United States.
Disposition of the employing agency’ s copy is provided by 8 CFR
274a.2.

Equal Employment Opportunity Commission Files. These records
document the school system’ s compliance with regulations of the EEOC,;
they include EEOC Forms 168A and 168B.

47

RDA
04/14

Disposition

Retain 3 years.

Retain 6 years
after expiration.

Retain 2 years
following audit.

Retainin
employee per-
sonnel file.

Retain 3 years.

Retain 3 years
after employ-
ment or 1 year
after termina-
tion, whichever
islonger.

Retain 3 years.



11.08

11.09

11.10

Record Title

Employee Per sonnel Files. Theserecordsdocument an employee’ swork
history with the school system. They aregenerally maintained ascasefiles
and include records of continuing education, performance evaluations,
disciplinary actions, background checks, payroll deductions, and leaveand
salary documentation.

Note: Disposition covers copies of both central office and local schools.

Substitute Teachers' Files. Thesefilesdocument the hiring and employ-
ment of substitute teachers, who are not regular empl oyees of the board of
education. They may include approval certificates documenting substi-
tutes qualificationsfor employment, lists of certified substitutes, applica-
tions, and personnel files of substitutes actually employed by the school
system. Disposition of the recordsis as follows:

a. Unsuccessful applications(includesapplicantscertified but not
employed)
Note: Retain applications of employed substitutesin their person-
nel files.

b. Substitute teachers personnel files

C. Copiesof approval certificatesfor qualified substitutes

d. Certification files (lists of certified substitute teachersand
related correspondence)

Contract Employees Files (11.10). These files document the hiring of
contract employeesby theboard of education. Contract employeesmay be
employed by the school system to provide specia services on ashort-term
basis. Disposition of the recordsis as follows:

a. Unsuccessful applications
Note: Retain applications of hired contract employees in their
personndl files.
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Disposition

Retain 6 years
after separation
of employee

Retain 3 years.

Retain 6 years
after last
employment.

Retain 1 year
after expiration.

Retain 3 years.

Retain 3 years.



11.10

1111

11.12

11.13

Record Title

[-9 forms. These federal forms are used to verify that persons
seeking employment are eligible to work in the United States.
Disposition of the employing agency’ s copy is provided by 8 CFR
274a.2.

Contract employees personnel files. These files may include
credentials submitted with the initial application, descriptions of
duties, and evaluations of the employee’s job performance.

Payroll records for contact workers (includes W-9 forms to
verify employment for tax purposes)

Employee Handbooks. Handbooks are created by the local system to
explain interna operations and procedures to new empl oyees.

Employee Newsdletters.

Internal newsletters are created by the local

system to communicate news and important events to employees.

Payroll Records

a.

Salary and wage records. These records include pre-payroll
reports, payroll registers, monthly fund distribution reports, and
payroll action forms.

Payroll deduction authorizations. These records document
individual employee authorizations (such as W-4 forms) to with-
hold taxes and other deductions from the employee’s pay.

Payroll deduction records. Theserecords (including W-2 Forms
and deduction registers) document taxes; retirement contributions;
and all other deductions, including PEEHIP, that arewithheld from
employees' pay.
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Disposition

Retain 3 years
after employ-
ment or 1 year
after termina-
tion, whichever
islonger.

Retain 6 years
after last
employment.

See RDA item
11.14a.

PERMANENT

PERMANENT

Retain 2 years
following audit.

Retain 6 years
after separation
of employee
from the school
system.

Retain 2 years
following audit.



11.13

11.14

11.15

11.16

Record Title

d. Teacher retirement contribution reports. These records docu-
ment theamount of teacher retirement contributionsdeducted from
salaries of local system teachers and staff.

e. Annual payroll earnings reports. These are summaries of
employees' payroll earningsfor afiscal year, including all deduc-
tions. They include Form 941.

Employee” CafeteriaPlan” (Flexible Benefits) Records. Theserecords
document salary reduction-type plans authorized by the Internal Revenue
Service Code, Section 125.

a. General information about the plan

b. Subsidiary documentation (applications, reports, and correspon-
dence)

Work Schedule Recor ds. Theserecordsdocument employees daily and
weekly work schedules.

L eave and Attendance Records

a. Individual employee leave and attendance recor ds (including
timesheets). Theserecordsdocument hoursworked, leave earned,
and leave taken by individual employees.

b. Employee cumulative leave/attendancerecor ds. These records
document the final leave status (cumulative leave) of individual
employees; they include the Annua Employee Leave Report.
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Disposition

Retain 6 years
after separation
of the employee
from the school
system.

Retain 50 years
after the end of
thetax year in
which the
records were
created.

Retain until
superseded.

Retain 6 years
after termina-

tion of partici-
pation in plan.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 10 years

after separation

of the employee
from the school

system.



11.16

11.17

11.18

11.19

11.20

Record Title

C. Employeesick leavedonation recor ds. Theserecords document
the donation of sick leave to their colleagues by employees.

Family Medical Leave Act (FMLA) Records. Theserecords document
administration of the FMLA program, including leave taken, premium
payments, employer notices, and correspondence.

Unemployment Compensation Recor ds. Thisdocumentation relatesto
employee claims for unemployment compensation.

On-the-Job Injury Records. These records document claims and pay-
ment of employees for on-the-job injuries or job-related disabilities
covered under the Code of Alabama 1975, Section 16-1-18.1(d).

Training Recor ds. Theserecordsdocument theschool system’ sprovision
of in-service training and professional development for its employees.
They do not include materia s obtained from outside sources. Disposition
isasfollows:

a. Training standards, policies, procedures, and publications.
These records document the school system’s overall standards,
policies, and procedures in providing specialized training to its
employees. They may include general policy statements or guide-
lines, training manuals, or related publications.

Note: Permanent retention appliesto thefile copy. Duplicatesmay
be destroyed when no longer needed.
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Disposition

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 2 years
following the
audit period in
which the trans-
action occurred.

Retain 6 years
after closure of
the incident and
settlement of all
claims due.

PERMANENT



11.20

11.21

11.22

Record Title

b. Training administrative files. These records document the
process of conducting training for employees. They may include
individual lesson plans, audiovisual presentationsor materids, lists
of attendees at workshops or training sessions, sign-in sheets,
unpublished handouts, and appraisals of training completed by
participants.

“Drug-FreeWorkplace” Records. These records document the school
system’ s substance abuse policies and programs, aswell asdrug and alco-
hol testing of employees. Under the federal Americans With Disabilities
Act, such medical-related records may not be included in Employee Per-
sonnel Files. They are generally governed by the requirements of 49 CFR
Ch. V1 655.71 (10-1-05 edition). Retention periods are as follows:

a. Drug/alcohol abuse policy and procedur es documentation

b. Positive employee drug or alcohol test results, documentation
of employeerefusalsto taketests, documentation of employee
referralsand treatment in substanceabusepr ograms, copiesof
system’sannual MISreportssubmitted to FTA

C. Recordsrelated tothecollection processand employeetraining

d. Negative employee drug or alcohol test results

Reports of Employees Required to File Statements of Economic
Interest. These recordsinclude reports to the Alabama Ethics Commis-
sion, and related transmittal |etters, copies of statements, and correspon-
dence, pertaining to the filing of Statements of Economic Interest by
school system employees. The reports contain the names of employees
who are required to file Statements of Economic Interest.
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Disposition

Retain for use-
ful life.

PERMANENT
Retain 5 years.

Retain 2 years.
Retain 1 year.

Retain 4 years.



11.23

11.24

11.25

Record Title

Employee Statements of Compliance with Administrative Policies.
Theserecordsdocument employees' compliancewith administrative poli-
cies and procedures set by the board of education. Such forms or state-
ments, which may be periodically updated, can provide the employee or
the school system with legal protection in case of disciplinary actions or
litigation arising from violations of board policies.

Note: If compliance statements are periodically updated, the Alabama
Attorney General’ s Office recommends that all copies, not just the most
recent, be retained in the employee’s personnel file.

Federal Form 1099. Thisform isused to report various kinds of income,
other than salary, that must be reported for federal tax purposes. It may be
issued by the board of education to contract workers, or other temporary
workers, who provide services but are not on the regular payroll.

Employee Assistance Program Files. These are administrative records
documenting thereferral of employeesto various assistance programsand
subsequent services provided.
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Disposition
Retain 6 years

after employee
separation.

Retain 2 years
following audit.

Retain 2 years
following audit.

12. Administering Internal Operations—-M anaging Properties, Facilities, and
Resour ces

No.

Record Title

12.01

12.02

Annual Inventory Records. These records document all personal pro-
perty, equipment, or capital outlay by the board on an annual basis; they
also include inventories of textbooks.

Receiptsof Responsibility for Property. Theserecordsdocument school
board property that istemporarily inthe use or possession of an employee
or student. They include receipts for textbooks issued to students.
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Disposition

Retain 2 years
following audit.

Retain until
return of item
to the property
manager.



12.03

12.04

12.05

12.06

Record Title

School Construction Project Files. Theserecordsdocument all activities
pertaining to the planning and construction of educational facilities.

a. As-built plans, specifications, and blueprints of buildings of
significant historical interest

Note: Retain in officefor life of thefacility. Records may then be
offered to alocal library, archives, or other historical repositiory
under the terms of alocal government records deposit agreement.

b. As built plans, specifications, and blueprints of buildings of
buildings lacking significant historical interest

C. Preliminary plans, specifications, and blueprints

d. Financial recordsand inspection reports

Real Property Ownership Records. These are deeds and supporting
documentation for land owned by the school system.

Real Property Leasing/Rental Records. These records document the
leasing of renting of land, buildings, or facilities by the school system.

Disposition:

Property Insurance/Risk Management Records. These records docu-
ment insurance purchases for school system buildings and facilities, or of
membership in risk management cooperatives.
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Disposition

PERMANENT

Retain for life
of the facility.

Retain for
useful life.

Follow reten-
tion periodsin
sections 10 and
12 of the RDA.

Retain 2 years
following the

audit period in
which the pro-
perty was sold
or transferred.

Retain 10 years
after the end of
the fisca year
in which the
lease or rental
agreement was
terminated.



12.06

12.07

12.08

12.09

12.10

Record Title
a. Policies and member ships
b. Insurance claims involving school property. These records

document insurance claims filed by the board of education after
loss of or damage to municipal property or equipment. They do
not involve personal accident or injury.

Facilities/Buildings Security Records. These records document the
carrying out of security measures and procedures by the school systemin
its buildings and facilities; they include visitor logs.

Facilities/Buildings Inspection Files and Reports. These records
document inspections of schools and board facilities to comply with the
standards, rules, and codes affecting the heal th and saf ety of the occupants.
They includefireand tornado drill reports, security inspections, and safety
inspections.

Building Maintenance Work Orders. These records document routine
maintenance on board of education facilities and property.

Vehicle and Equipment Ownership and Maintenance Files. These
recordsthe ownership and maintenance of all vehiclesand other equi pment
owned or maintained by the school system. They may includetitles, bills
of sale, repair records, gasoline usage reports, and rel ated correspondence.
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Disposition

Retain 10 years
after the end of
the fiscal year
inwhich the
policy or mem-
bership was
terminated.

Retain 2 years
after the audit
period in which
the claim was
settled.

Retain 3 years.

Retain 5 years.

Retain 1 year.



No. Record Title

1210 a. Ownership records (titles, bills of sale, etc.)

b. Maintenancefiles (work orders, repair or gasoline usage records,
and related financial records)

12.11 Motor Pool Records. These records document reservations and use of
motor pool vehicles by board of education personnel.

12.12 EmployeeParkingRecords. Theserecordsdocument employeeparking
permit applications, cards, and permits.

13. Records No Longer Created

RDA
04/12

Disposition

Retain 2 years
following the
audit period in
which equip-
ment or vehicle
isremoved
from inventory.

Retain 2 years
following audit.

Retain 2 years
following audit.

Retain 2 years
following audit.

(Note: Any local board of education record created prior to 1900, whether or not it is specifically listed here, isa

permanent record and may not be destroyed.)

No. Record Title

13.01 Four MonthsAttendanceReports/AttendanceProfiles (formerly L G-
6-4-9). These records documented the average daily attendance, enroll-
ment, and number of students using transportation for each school.

13.02 Final Cumulative Attendance Reports (formerly L G-6-4-10). These
records documented the total number of children attending school on a
daily basis. They included average daily attendance.

13.03 School Registers/Teachers Register s/Promotion Registers (formerly
L G-6-4-15). Theserecords, created by teachers, documented studentsin
each class each year. They may have included attendance information,
recommendations for promotion, and additional comments.
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Disposition

Retain 5 years.

Retain 10 years.

PERMANENT



13.04

13.05

13.06

Record Title

Court-Ordered Busing Plans and Maps. These records included:
overdl plans or maps designating (1) which neighborhoods or areas were
served by each school inthe system, and (2) busroutes. They were created
in response to court orders imposed in an effort to achieve racial balance
in the public schools.

40-Day Average Daily Membership Reports (ADM Reports). These
reportsfromlocal schoolsto the state Department of Education documen-
ted attendance during the first 40 days of the school year. They were
replaced by a 20-day version of ADM reports (RDA item 4.02).

120-day AttendanceReports. Theserecordsdocumented automated data
collection on school enrollment and provided basic accountability report-
ingfor student assessment. Information fromtherecordswasincorporated
into a master database maintained by the state Department of Education.
They have been replaced by Adequate Y early Progress (AY P) Reports
(RDA item 4.03).
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Disposition

PERMANENT

Retain 10 years
after the end of
the fisca year
in which the
records were
created.

Retain until
information has
been verified in
database.



RDA
04/14

Requirement and Recommendations for | mplementing the L ocal
Boards of Education Records Disposition Authority

Requirement

Under the Code of Alabama 1975, Section 41-13-23, “no county, municipal, or other local
government official, shall cause any recordsto be destroyed or otherwise disposed of without first
obtaining the approval of the local government records commission.” ThisRDA constitutes autho-
rization by the Local Government Records Commission to dispose of records as stipulated, with the
condition that the responsible official must submit aL ocal Government Records Destruction Notice
tothe ADAH Government Records Division to document thedestruction. The ADAH, which serves
as the commission’s staff, retains local records destruction documentation as a permanent record.
(For moreinformation, seethe ADAH procedural |eaflet Records Destruction Proceduresfor Ala-
bama Local Governments.)

Recommendations

In addition to authorizing a procedure for legally destroying temporary records, the Local Govern-
ment Records Commission urgesthelocal board of education to establish aquality record-keeping
program in order to meet its legal and public service needs. Such a program should include the
following activities:

# The board of education superintendent should establish a records manager position at the
central office and arecordsliaison in each board department and each school. The records
manager and liaisons should be responsible for ensuring the regular implementation of this
RDA, maintaining recordsin compliancewith national and state standards, and coordinating
the destruction of disposable records.

# Permanent records in the board’s custody should be maintained under proper intellectual
control and in an environment that will ensure their physical order and preservation. In
addition to records appraised as permanent in the RDA, the Local Government Records
Commission hasdirected that any record created prior to 1900 shall be regarded by the local
board of education as permanent.

# Destruction of temporary records, as authorized in the RDA, should occur system-wide on
aregular basis—for example, after the successful completion of an audit, at the end of an
administration, or at the end of a school or fiscal year. Despite the RDA’s provisions, no
record should be destroyed that is necessary to comply with requirements of the state Sunset
Act, audit requirements, or any legal notice or subpoena. When records seriesare combined,
the combined record should be maintained for the longest retention period applicableto the
original seriesthat werecombined. The State Department of Education requiresrecordsdes-
truction notices from local boards or schools to be signed by the system superintendent.
Notices submitted el ectronically must befollowed by apaper copy with the superintendent’ s
original signature, preferably in blueink, for the ADAH files.
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# The board of education should maintain full documentation of any computerized record-
keeping system it employs. It should develop procedures for (1) backing up all permanent
records held in electronic format; (2) storing a back-up copy off-site; and (3) migrating all
permanent records when the system is upgraded or replaced. If the board maintainsrecords
solely in electronic format, it should employ an electronic records management system that
is capable of tying retention and disposition instructions to records in the system and of
purging temporary records when their retention periods expire. The board is committed to
funding any system upgrades and migration strategies necessary to ensure its records
preservation and accessibility for the period legally required.

# Electronic mail may contain permanent, temporary, or transitory record information.
Although e-mail records can be printed out, filed, and retained according to the RDA’s
requirements, the board should preferably employ an el ectronic records management system
capable of sorting e-mail into folders and archiving messages having long-term value.

# Microforms of permanent records should conform to quality standards set by the American
National StandardsInstitute (ANSI) and the A ssociation for image andinformation Manage-
ment (AlIM). According to the Code of Alabama 1975, Section 41-13-40 through -44,
microfilm of public records, “when duly authenticated by the custodian thereof, shall have
the same force and effect at law as the original record.” No microfilmed record may be
legally destroyed “ until the microfilm copy hasbeen processed and checked with theoriginal
for accuracy.” Government Reeerds Services Division staff may examine agency microfilm
for compliance prior to destruction of the origina records.

# Theboard of education should notify the ADAH Government Reeerds Services Division of
any significant changesin itsrecords storage conditions or records management procedures.
It may also contact the division to request revision of the RDA. Normally, RDA revisions
will be submitted to the Local Government Records Commission every two years. ADAH
Government Reeerds Services Division staff will notify thelocal boards of education of any
commission-approved changes in record-keeping requirements that affect al local schools
or boards of education.

The staff of the Local Government Records Commission may examine the condition of permanent
records maintained in the board’ s custody and to inspect records destruction documentation. Gov-
ernment Records Division archivists are availableto instruct board staff in RDA implementation or
otherwise assist the board in implementing its records management program.
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The Local Government Records Commission adopted this Records Disposition Authority on April
23, 2014.

Steve Murray, Chairman Date
Local Government Records Commission

Superintendent Date

Board of Education
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