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MVP Records and Retention Policy



In accordance with the SC Department of Archives the following process will be followed.

Student Records
Cumulative Pupil Record File (Student Records)
A. Description: Cumulative record of student’s activities throughout their elementary and secondary educational career. Also recorded are personal and physical data relevant to each individual student. Information on the permanent record includes name, grade, attendance, courses taken, and standardized test scores. In addition to the permanent record, the file may contain many other types of material such as photographs, application for admission, health (immunization records), general correspondence to/from parents/ guardian and school personnel, special medical reports (if the student is physically impaired), guidance counseling records, and legal documents verifying birthdate and name changes. The separation date is always included whether by graduation, withdrawal or expulsion.
B. Retention:
(1) Record Information, Health, and Legal Records will be kept for 75 years after student’s separation from MVP, and then the records will be destroyed.  These records will be kept electronically
(2) Other Records: 1 year after student’s separation from MVP, then the records will be destroyed.
Special Education Records (Local School District Program Scholastic Records for Disabled Students)
A. Description: Documents a handicapped student’s participation and progress in a special education program. Information includes handicapped/psychological needs, placement forms, record of staffing, individual educational programs, confidential education reports, and least restrictive environment verification papers.
B. Retention: Until no longer needed to provide educational services to the student or for the necessary school district purposes such as auditing or monitoring, then notify the parents that they have a right to have these records destroyed. If the parents so request, the records must be destroyed. If the parents do not request destruction, the school district may retain these records permanently or destroy them at their discretion. In all instances of destruction, the parents of the student must be notified forty-five calendar days prior to destruction that they have a right to request and be provided a copy of any personally identifiable data which has been obtained or used while providing educational services for their children. Documentation of the notification of parents must be retained permanently. (Note: This retention does not apply to the permanent record of a student’s name, address, telephone number, grades, attendance record, classes attended, grade level completed, and year of completion.)
Student Test Results
A. Description: Computer generated test data on student progress in basic skills. Information includes student name, date of birth, sex, test type, test percentile, battery scores, national percentile, raw scores, scale scores, and local school percentiles. These records will be kept electronically.
B. Retention: Until no longer needed for administrative purposes, then records will be destroyed.

Individual Record Sheets
A. Description: Cumulative record of each student’s achievements while attending MVP.  Information includes name of high school, county, pupil’s name, residence, name of principal, school term, subjects taken each year, grades, total credits for the year, student’s address, place of birth, date of birth, family physician, name of parent or guardian, occupation, race, school previously attended, physical record, personal characteristics, attendance, extra activities, and remarks. These files will be kept electronically
B. Retention:
(1) When Cumulative Pupil Record Files Are Missing: 75 years, then records will be destroyed.
(2) When Cumulative Pupil Record Files Are Present: 2 years after end of the school term for which grades were recorded, then records will be destroyed.

General Records Retention Schedules for School Records
Pupil Records
A. Description: Contains scholastic and personal information on students who attended MVP. Information includes name of student, date of birth, name of parent or guardian, residence, school entered from, date entered, age at entrance, subjects taken, and grades.
B. Retention:
(1) When Cumulative Pupil Record Files Are Missing: 75 years, then the records will be destroyed.
(2) When Cumulative Pupil Record Files Are Present: 2 years after end of the school term for which grades were recorded, then destroy.
Teacher’s Grade Books
A. Description: Contain student grades for each six or nine week grading period for the school year. These grades are used to compute semester averages as well as the yearly averages for each subject. Based on the results of these grades, students are promoted for the school term.
B. Retention:
(1) When Cumulative Pupil Record Files Are Missing: 75 years, then records will be destroyed. (2) When Cumulative Pupil Record Files Are Present: 2 years after end of the school term for which grades were recorded, then destroy.
Student Schedules File
A. Description: Forms completed by MVP personnel for student scheduling into class. Information includes printouts of student schedules, class lists, student class assignments and completed forms requesting change of schedule.
B. Retention: Until no longer needed for administrative purposes, then records will be destroyed.

Homebound Files
A. Description: Record of homebound instruction provided for students unable to attend school for medical reasons. Information includes reason for homebound, dates of service, teacher performing service, application for homebound instruction, physician authorization, pupil’s name, and social security number.
B. Retention: 5 years after end of fiscal year to which the records pertain, then records will be destroyed.

Pupil Accounting and Support Documentation
A. Description: Record of pupil accounting data submitted on a regular basis and in compliance with district and state regulations. Information includes data for Educational Improvement Act; data for 45, 135, and 180 reports; supporting verification documentation; software back-ups; manuals; memorandum; correspondence; rosters; placement forms; and attendance records. 
B. Retention: 3 years, then records will be destroyed.

General Records Retention Schedules for MVP
Student Discipline, Suspension, and Expulsion Records
A. Description: Records documenting inappropriate student behavior and corrective actions taken. Information includes referral and action form, notes, letters to parents, suspension documentation, detention documents, hearing notices, bus driver referrals, statements and conference notes.
B. Retention:
(1) When suspended and subsequently expelled permanently: Transfer to Cumulative Pupil Record File and retain according to part 1 of the retention.
(2) When suspended and subsequently expelled for remainder of the school year OR when suspension is deemed the only corrective action: 1 year after student’s permanent separation from school, then destroy.

Teacher Lesson Plans
A. Description: Records relating to teacher’s daily instructional plans and activities for each class.
Information includes a semester planning book.
B. Retention: Until no longer needed for reference, then records will be destroyed.

Student Truancy Records
A. Description: Records created to document student’s excessive absences and action taken to correct the problem by MVP personnel. Information includes referral and action forms, letters to parents, attendance profile sheets, correspondence, release forms, copies of initial court petitions, copies of court orders, hearing notices, affidavits and visitation documentation.
B. Retention: Until student reaches age of majority, then records will be destroyed.

Teacher’s Student Attendance Record
A. Description: Record of student’s daily attendance, absences and tardies. Information includes student name, school year, attendance, tardies, and absences.
B. Retention: 1 year, then records will be destroyed.

Student Registration Materials
A. Description: Record of students registering at a school. Information includes registration form showing name, student identification number, parent’s name, physician, address, telephone numbers, proof of age, residence, letters to parents, assignments, letters of placement, schedule requests, and automobile registration.
B. Retention:
(1) Registration Form: 3 years, then records will be destroyed.
(2) Other Records: Until no longer needed for administrative purposes, then destroy.
Fiscal and Grant Records
A. Description: Records created to document any fiscal or grant related expenditures.  Theses would include general operating funds, Planning and Implementation, IDEA, Title I CTE, Perkins or any non-annual grant that MVP is awarded.
B. Retention: Records kept for no less than 10 years.
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