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RECORDS MANAGEMENT

I'he science that attempts
fo control the quantity,
quality, and cost of;
recorded information

------ throughout its life cycle.
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* Enacted into law In 1973,

v o) L~ 4 L
*Governs the relationship of the

Archives with local governments.



PUBLIC BODY




PUBLIC RECORD




SECTION 30-1-30. Unlawful removing, defacing or destroying public
records.




SECTION 30-1-70. Protection and restoration of records.

value in




SECTION 30-1-90. (A) Archives shall assist in creating, filing and
preserving records; inventories and schedules.




SECTION 30-1-90. (D) Archives shall assist in
creating, filing and preserving records;
inventories and schedules.

ordance with




SECTION 30-1-100. (E) Additional powers and
duties of Archives.
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GENERAL RETENTIONISCHEDULES FOR
COUNTY. RECORDS

— General Records Retention Schedules
for School District Records

Archives and Records Management Division
uuuuuuuuuuuuuuuu



A. Description: Copies of incoming and outgoing correspondence to and from the office with
students, parents, businesses and other government offices and citizens; reports, technical papers,
studies, reference materials, and other records created or received in the general administration of a
program or in the management of the office. For the purposes of retention scheduling, the files are
O broken down as follows:

(1) Policy and Program Records: These records document the formulation and adoption of
policies and procedures and the implementation or management of the programs or functions
of the office or department. Included are such records as correspondence with citizens and
government officials regarding policy or procedures development or program administration;
annual or ad hoc narrative or statistical reports on program activities, achievements or plans;
organizational charts and mission statements; studies regarding department or office operations;
circular letters, directives or similar papers addressed (o subordinate units or staff concerning
policies, procedures or programs; and records related to significant events in which the
department or office participated. Records may include photographs, published material, audio
tapes, or other record forms.

(2) General Administrative Records: These records are of a general facilitative nature created or
received in the course of administering programs. Included are such records as correspondence
of a routine or repetitive type, such as requests for information; reference materials, sometimes
of a technical nature, used, but not created by, the office; daily, weekly or monthly office
activity reports which are summarized in annual reports or which relate to routine activities,
personnel data on office staff which are duplicated in Personnel Office files; daily or weekly
work assignments for office staff; suspense or follow-up files which duplicate copies of papers
filed elsewhere; circular letters, directives or similar papers received from other offices; and
rough drafts or notes created in compiling reports or studies.
(3) General Housekeeping Files: These records are of a general “housekeeping”™ nature created
or maintained by an office which do not relate directly to the primary program responsibility
of the office. Included are such records as charitable fund raising drive materials; custodial
services requests; emergency evacuation procedures; notices of holidays; parking assignment
lists; telephone installation requests; and lists showing the distribution of keys.

B. Retention:
(1) Policy and Program Records: Permanent. Microfilm optional.
(2) General Administrative Records: 5 years, then destroy.
(3) General Housekeeping Files: Until no longer needed for reference, then destroy.

\\SGENERAL RETENTION SCHEDULES




\\SGENERAL RETENTION SCHEDULES

A. Description: Record of individual gross pay for each pay period and their yearly gross pay.
Information includes date of report, employee name, social security number, date paid, check
number, gross pay, and total gross for the year.

B. Retention: 3 years, then desiroy.

12-904.6. Supplemental Audit Report - Account

O A. Description: This record is crealed by the school district payroll department to reflect accrued
employee gross by account number and is needed to show the amount of accrued salaries afler

the fiscal year has been completed. Information includes account number, date of report, date of

transaction for accrual and total amount accrued.

B. Retention: 3 years, then destroy.

12-904.7. Payroll Retirement Files

A. Description: Records the contributions made by employees of the school district to the South
Carolina Retirement System. Information includes employee’s name, social security number, gross
salary distribution, and retirement contribution.

B. Retention: 60 years, then destroy.

12-904.8. Payroll Check Registers

A. Description: Records payroll checks issued to school district employees and documents tax

and insurance deductions and retirement contributions by the employee. Information includes
name of employee, social security number, account number, date paid, check number, gross salary,
retirement, FICA, federal taxes, state taxes, net salary, insurance deduction, credit union deduction,

and year (o date gross, retirement, FICA, federal and state tax.
B. Retention: 5 years, then destroy.

12-904.9, Employee Withholding Certificates

A. on: These certificates document the number of exemptions to be withheld for each
employee. Information includes employee's name, social security numbers, address, number of
exemptions, and employee's signature.

B. Retention: Until superseded, then destroy.

12-904.10. W-2 Summarizations

A. Description: Employer’s copy of employee’s total earnings and withholdings for the calendar
year to be reported to the Internal Revenue Service, Information includes employee name, soc
security number, gross earnings, non-taxable deductions, retirement, federal tax, state tax, FIC
wages and FICA tax.

B. Retention: 5 years, then destroy.

12-904.11. Voluntary Deductions Summarizations

A. Description: Created to show voluntary deductions, such as contributions to charitable
organizations and deferred compensation, to the payroll on an annual basis. Information includes
name and amount deducted and name and social security number of person for whom the
deduction is made.

B. Retention: 3 years, then destroy.

12-904.12. Direct Deposit Register

A. Description: Record of employees on direct deposit, as well as a record that the direct deposit
was made, Information includes bank number, account number, transaction code, deposit amount,
employee number, employee name, bank count, bank total, final count, and final total.

B. Retention: 3 years, then destroy.
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Written specifically for your. office and your

records.

assigned by the Archives.

yy’s number can only be used by your office ).



South Carolina Department of Archives and History Action Required

Division of Archives and Records Management [ ] Establish Schedule
[ ] Revise Schedule
RECORD SERIES INVENTORY FORM Schedule Number

TYPE OR PRINT CLEARLY. COMPLETE ONE FORM FOR EACH RECORD SERIES. RECORD GROUP NUMBER:

Section A. Identification of Program Unit and Contact Person

1. State or Local Agency 2. Division or Office

3. Subdivision 4. Program Unit

5. Person Completing Form: (Name) (Title) (Telephone)
(Date)

Section B. Description of Records

6. Record Series 7. Dates of Records
(a) Title: (a) Beginning to Ending
(b) Variant Title: (b) Missing Dates:

8. Are records still created? [ Jyes [ |no 9. Are records indexed? [ Jyes [ Ino

If yes, title and location:

10. Arrangement of Record Series

[ |Alphabetically by [ |Chronologically by
[ [Numerically by [ |Unarranged
[ |Alphanumeric by [ ]Other

11. Description of Records
(a) Who creates and/or uses the records and for what purpose?

(b) Informational Content

(c) Value of Records (check all that apply)
[ | Administrative [ | Legal | |Fiscal [ | Historical [ ] Other

(d) Are these records vital? [ Jyes [ Jno

(e) Reference Frequency times [ |daily [ |weekly [ | monthly [ | yearly
for ~_ months __vyears. Never after




SECTION B. DESCRIPTION OF RECORD SERIES (CON'T.)

12(a) Characteristics (check the medium to left of record format):

[]Paper [ Audio Visual 1 Microfilm [[] Computer Machine Readable
| Legal Size O Audiotape [ Roll Film O Tape

[ Letter Size [ Motion Picture [ Aperture Cards O Disk

] Bound Volume [ Video Tape [] Microfiche [] Diskett (Floppy)

DCompmer Printouts [ Photo Print [ Jackets [ Punch Cards

] Maps, Plans, Drawings [] Photo Glass

] Publications

"] Other

12(b) Total Volume and Location of Records (by cu. ft.) 12(c) Total volume generated per year
Office (Most recent year)
State Records Center
Other Storage Specify:

13. Condition of Records: [ ] Good [ ] Fair [ ] Poor
[] Molded [] Dirty [[] Torn [[] Other

14. Confidential? [ ]ves [ ] no. If yes, cite authority.

15. Record is 16. Summarized: [ Jyes [ ]no
[ Joriginal - Location of duplicate: Title and Location of Summary Record

[ |duplicate - Location of original:

SECTION C. PROPOSED RETENTION PERIOD AND DISPOSITION

17. Subjectto: [ |Audit [ |Sunset Review [ | Other (specify):

18. Legal retention requirement? [ |yes [ |no. If yes, cite authority

19. The proposed retention period for this record series should be implemented as follows (check all that apply)

[ ] Retain in program office space for [] years months
Transfer to state/local facility for L years months
Transfer to State Records Center for years months

[ lOther (Specify)

Final Disposition (following completion of retention period)
| | Destroy | | Transfer to State Archives | | Transfer to Approved Repository

20. Additional Comments




In accordance with provisions of Title 30, Code of Laws of South Carolina, 1976. Sectior
30-1-10 through 30-1-140, as amended, the attached Records Retention Sche jule s
submitted for approval, This schedule supersedes any previously wpproved schedule for

these same records series

COVER APPROVAL FORM
: South Carolina Department of Archives & History
' Division of Archives and Records Management
1\> 4 APPROVAL OF RECORDS RETENTION SCHEDULE

O PART I — Office or Department

BAMBERG COUNTY SCHOOL DISTRICT ONE
Local Government Subdivision

SCHOOL HEALTH SERV@ES - NURSE'S QFFICE
Office or Department

2009
Record Group Number

1 certify that I am authorized to act for this agency in the disposition of its public records and hereby approve the
attached Records Retention Schedule. The schedule meets all legal and audit requirements and the records have no
further administrative, fiscal, or legal value to this agency after the expiration of the prescribed retention periods.

Records series included in this approval are numbered: 17882 - 17892

T-232-19
Date

Enan%%‘ ebl recky

Signature of Appfbviné.;uthoﬁ&

PART II — Governing Body

1 am authorized to act for the governing body of this local government subdivision and certify that the governing
body has approved the Records Retention Schedule as described in Part I, above.

_7-A2-4 @Q&)@é&a@{ Supacintendert
Date ignature of Approving Authori Title

PART III — Department of Archives and History
The records listed in the attached Records Retenti ave been evaluated by this department for their




SPECIFIC SCHEDULE

RECORDS
RETENTION
SCHEDULE

BAMBERG COUNTY SCHOOL DISTRICT ONE RECORD GROUP NUMBER: 2009
SCHOOL HEALTH SERVICES - NURSE'S OFFICE

17882

BLOOD SUGAR CHECK LOG
(Student Blood Sugar Log)

Description;

Documents the number of checks made on a student’s blood sugar level each day
in accordance with a Doctor's Order. Information includes student name, date of
birth, month/year, instructions or comments, date, time blood sugar results, insulin
units/site given, time given comments and initials.

Retention:

13 years after the school year in which treatment was administered, then destroy.

CLINIC VISIT LOG
(Student Nurse Visit)

Description:

Records documenting the students’ visits to the clinic. Information includes
student's name, date and services rendered.

Retention;
3 years, then destroy.

COMPREHENSIVE HEALTH PERMISSION
Description;
Forms sent to parents/guardians requesting permission for the school to bill for

Medicaid services provided to their child. Information includes student's name,
date and intent to bill Medicaid for services.

Retention:
Until end of school year, then destroy.










REC MAGES

SCDEPARTMENT OF ARCHIVES & HISTORY

AUTHORIZATION FOR DISPOSAL OF SHE I N N
ORIGINAL PAPER RECORDS STORED AS | INsTRUCTIONS
DIGITAL IMAGES

2 1. Complete one form for each record series.
RETURN TQ- B 2. Complete all of Part |
SC Department of Archives & History 3. Under Part I, check box A or box B, as appropriate, and sign.
Records Services Branch 4_Send the form to the address at left.
8301 Parklane Road 5. Do not destroy the paper records until we return the form to you with
: Part lll completed.
Columbia, SC 29223-4905

6. Upon receipt of the form, destroy the records, complete Part 1V, and
Telephone: 803-896-6123 FAX: 803-896-6138 retain the form permanently to document the disposal.

PART | - IDENTIFICATION OF RECORD

2. Name of State Agency or Local Government 3. Name of the Division, Section, or Office

4. Record Series Title 5. Schedule Number

6. Inclusive dates of paper records to be destroyed 7. Cubic feet of records to be destroyed (estimate)

8. Retention period (If less than 10 years, check box A under Part Il below. | 9. Is this a vital record? (Essential to the continuity of services during a
If 10 years or more, check box B.) disaster or to the restoration of daily business when it has been
interrupted)

Ol YES O NO

10. Are security copies of the digital records and indexes being placed in 11. If yes, where are the security copies being stored?
off-site storage?

[J YES [INO
12. Name of Person Completing Part | 13 Telephone number




PART Il - CERTIFICATION
RECORDS WITH ARETENTION PERIOD OF LESS THAN 10 YEARS

A. [ certify that | am authorized to act for my government body in the retention and disposition of records identified in Part | of this form and that the
digital image records have been visually inspected and are legible and correct.

RECORDS WITH ARETENTION PERIOD OF 10 YEARS OR MORE

B. [ certify that | am authorized to act for my government body in the retention and disposition of records identified in Part | of this form and that my
Agency or local government will comply with items 1-7 on page 2 of Public records information leaflet no. 13, Public records stored as digital
Images:. policy statement (revised 24 June 2005).

14. Nametltitle of authorized state agency or local government
representative:

15. Signature: 16 Date

PART lll - STATE ARCHIVES APPROVAL

17. Disposal of the original (paper) records identified in Part | is 18. Reason for non-approval

L] APPROVED L] NOT APPROVED
19. Signature of State Archives representative 20. Date

PART IV - DISPOSAL VERIFICATION

I have properly disposed of the paper records identified in Part |

22. Disposal date.

21. Signature of person disposing of records
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* Power Surges x. 3 V2 inch floppy disks
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ARM-=TFEFORM
“REPORT ON RECORDS DESTROYED™

SC Department of Archives and History 1. STATE OR LOCAL AGENCY:
DIVISION OF ARCHIVES & RECORDS MANAGEMENT
REPORT ON RECORDS DESTROYED 2. RECORD GROUP NUMBER:

3. DIVISION OR OFFICE:

4. DATE (M/DIY):

5. The records listed below have been disposed of 1n accordance with provisions of the PUBLIC RECORDS ACT, CODE OF LAWS OF SOUTH CAROLINA, 1976,
Sections 30-1-10 through 30-1-140, as amended, and approved Records Retention Schedules.
SIGNATURE OF RECORD OFFICER'S OR REPRESENTATIVE:

€. RECORD SERIES TITLES 7. RECORD SERIES 8. INCLUSIVE DATES 9. VOLUME 10. DATE OF
NUMEBER (CuFt) DESTRUCTION

(MIDIYYYY)

Total Cubic Feet
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