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OCEANSIDE UNIFIED SCHOOL DISTRICT 

 RECORDS RETENTION 

All records which have been held for the required retention periods may be destroyed as per Title 5, Sections 16026-

16027 of the California Code of Regulations. The governing board should be notified of pending action to dispose 

of records, and such notification should be recorded in the board minutes. Notification should also be given to the 

governing board attesting to the fact that the documents have been properly destroyed. Disposal of records should 

be accomplished by burning, shredding, pulping or other means to assure complete destruction and to prevent any 

reconstruction of the records to any degree.  

Title/Description Hard Copy 
Retention 

Electronic 
Retention 

Accounting 
Annual reports, attendance, auditor, and financial reports, 
commercial warrant register, financial statements, ledgers. 

Permanent Permanent 

Contracts and vendor files. 5 years -- 

Accounts payable/receivable, bank reconciliations, bids, budget 
worksheets, independent contractor reports, insurance policies, 
invoices, journal entries and vouchers, purchase orders, 
requisitions. 

4 years -- 

ASB 
Student council meeting agenda and minutes, annual financial 
reports. 

Permanent Permanent 

Cash receipts, disbursements journals. Permanent Permanent 

Bank deposit slips, statements, reconciliations. 7 years -- 

Invoices, purchase orders. 4 years -- 

Human Resources 
Employee ratio summary certification document, health and 
welfare benefits, certificated personnel in the teacher bargaining 
unit, personnel files (terminated), salary data by employee 
classification, teacher bargaining unit base certificated salary 
schedule. 

Permanent Permanent 

Employee applications, employment eligibility lists, recruitment 
files. 

4 years -- 

Insurance 
Accident or injury reports, annual insurance reports, 
unemployment insurance report and returns. 

Permanent Permanent 

Workers’ compensation insurance letters from vendors. 4 years -- 

Log and summary of occupational injuries and illness. 5 years -- 
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Title/Description Hard Copy 
Retention 

Electronic 
Retention 

Nutrition Services 
Annual financial and budget report, financial statements. Permanent Permanent 

Accounts payable records, annual audit status certification, annual 
summer food service program for children, applications for 
programs, cafeteria invoices, checks, bank statements, claim for 
reimbursement, daily reports, deposit slips, food inventory, 
invoices, journal and ledgers, program agreements, requisitions, 
state meal programs. 

4 years -- 

Maintenance & Operations 
Facilities Inventory. Permanent Permanent 

Inspection reports, work orders and reports. 4 years -- 

Deferred maintenance certification and five year plan. 8 years -- 

Construction files. 10 years -- 

School Sites 
Attendance reports, authorization for release of pupil services 
information, health record card, hearing referral/test results, IEP, 
Immunization records, notice to parent from SARB, parent 
requests and notifications (release of information, parent 
notification of meeting and intent to participate), pupil cumulative 
record (send to ESS when student leaves the district), pupil locator 
and history card (send to ESS when student leaves the district), 
request for counseling services, special education master plan. 

Permanent Permanent 

Attendance log, attendance notes from parents, CBEDS forms and 
reports, certificate of physical to enter first grade, consent to 
administer medication, notice of student suspension, psychological 
screening and diagnosis, requests for psychological evaluations. 

5 years -- 

Transportation 
Annual reports, certifications, reports (DMV accidents, replaced 
school buses, buses purchased, SpEd transportation data). 

Permanent Permanent 

Bus drivers’ daily report and training records, medical examination 
report, school bus schedule and load report. 

5 years -- 


