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1. Most of the work is done!

2. Quicker to send records to Clearfield!

3. Determining if your needs are unique.

4. Compliance

Benefits to using the General 
Retention Schedules



Financial schedule draft:

Email sent to 1,115 AROs asking if  they’d like to be 

involved.

-27 undeliverable

-INTERESTED! – 20 offices, 27 contacts -

5 special districts

6 municipalities

4 school districts

2 counties

3 state agencies

-15 representatives at the meeting

 Format Neutral Information specific

 State and Local

 No more classification

 Available for review

 Approved by the State Records Committee

The General Schedule Update



Need Feedback from Stakeholders

http://www.elioowners.com/threads/if-you-dont-believe.5792/page-14

 Blog  Email  Website



Attendance (SD 17-26)

 Minors between age 6 and 18 are legally 
required to attend school. These are records 
of student attendance, absence and 
tardiness.

 Retention:  Retain for 4 years and then 
destroy.

 (Approved 08/2013)



Enrollment and Registration (SD 17-27)

 These records capture the necessary 
information to enroll a student in a particular 
school and document their course of study. 
The application process of those seeking to 
home school or participate in alternative 
programs is included in this schedule.

 Retention: Retain until end of the school year, 
superseded or graduation and then destroy.

 (Approved 08/2013)



Permission and Passes (SD 17-31)

 These records document parent or guardian 
consent for their student to participate in 
an activity or leave school during school 
hours.

 Retention: Retain until end of school year 
and then destroy.

 (Approved 08/2013)



Medical Log Records (SD 17-28)

 These records are maintained to ensure that 
students meet mandated health 
requirements to attend school and to ensure 
that, as appropriate, medical needs are met 
during school hours.

 Retention: Retain for 3 years and then 
destroy.

 (Approved 08/2013)



Discipline (SD 17-30)
 Student misconduct may be the subject of 

disciplinary action if the conduct disrupts the 
educational environment, threaten or harm 
persons or property, or disrupt school activities. 
Any record or information that is created or used 
to address student misconduct is included.

 Retention:  Retain until issue resolved AND 
administrative need ends and then destroy. Do 
not retain past graduation.

 (Approved 08/2013)



Performance and Testing (SD 17-29)

 These records document student 
performance and educational history. They 
include test scores, grades, and any other 
progress or performance measures.

 Retention: Retain for 3 years after 
graduation or after student leaves the school 
and then destroy.

 (Approved 08/2013)



Graduation and Transcripts (SD 17-32)

 Official transcripts document students' 
graduation from high school and verify classes 
attended and credits earned. Transcripts 
should note suspension and expulsion from 
school. Transcripts of students who did not 
graduate are included in this schedule.

 Retention: Retain 20 years and then transfer 
to Archives. Utah Code 53A-11-907 (2013).

 (Approved 08/2013)



Student History (SD 17-25)
 This information includes each student's 

name, date of birth, parents or guardians; 
date student entered and exited the school 
and the number of days in attendance.

 Retention: Permanent. Retain for twenty 
years, then transfer to Archives. DREAM 
ACT, S. 952, H.R. 1842, S. 1258.

 (Approved 08/2013)



Any Questions?



State Archives Assistance

Rebekkah Shaw, General Schedules
rshaw@utah.gov

801.531.3851

Rae Gifford, Education Analyst
rgifford@utah.gov

801.531.3836

Rosemary Cundiff, State Records 
Ombudsman

rcundiff@utah.gov

801.531.3858


