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. . Retention No. of School Yr offj Disp
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Period Boxes . Records Meth
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SD3325- JCURRICULUM us.
fox IGUIDES 2016-17 Shred
Isosszs- IGRADE BOOKS 1year after  JRetention Note: If
02 entry of Igrades are entered 2015-16 Shred
fgradesin the fin the academic
academic achievement recordj
achievement Jor the cumulative
or cumulative Jrecord (see item
record. number SD3200-01)}
from reports
compiled from
fgrade books, these
reports must be
retained for the
same minimum
period as grade
books.
SD3325- JGRADE REPORTS JPeriodic grade reports created for AV.
103 internal administrative purposes, 2016-17 Shred
providing data on grades or grade
rankings by class, teacher, campus,
course, population, ethnic breakdown,
etc. except reports of the type noted in
fitem number 3325-05.
SD3325-04ILESSON PLANS AV. 2020-21 Shred
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Record #

Record Title Record Description

REPORT CARDS Copies of report cards or grade reports
or a comparable record evidencing the
ferades that have been reported for a

student to the student's parents.

Retention
Period

1 year after
entry of grades
in the
academic
achievement
or cumulative
record.

Remarks

Retention Note: If
copies of report
cards or grade
reports are the only
record of grades
received at the K-8
levels they must be
retained for date of
withdrawal of the
student + 5 years. If
they are the only
record of grades
received at the 9-12
levels prior to the
use of a
standardized
academic
achievement
record, they must
be retained
PERMANENTLY.
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order if necessary)
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Records
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Disp
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Shred

By Records Dept

Archival
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Destr Date
/ PM

Retention Period Codes

AV

As long as Administratively Valuable

CE

ICalendar Year End

FE

Fiscal Year End

LA

Life of Asset

us

v ntil Superseded

Total No. of Boxes:

0

Archival Codes

A

Approval Required before Destruction

D [Destroy at Retention Period End

LF Ilmport into LaserFiche

Office Use Only
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