RETENTION SCHEDULE
	DOCUMENT DESCRIPTION
	CODE
	YEARS FILES KEPT
	TYPE OF DISPOSAL
	NOTES

	Accident Reports
	L08
	Perm
	
	

	Accounts Payable
	F01
	8
	Shred
	

	Accounts Receivable
	F18
	7
	Shred
	

	Acts/Regulations
	L12
	
	
	Current until superceded

	Admittance/Demits/Transfers/Exits (Student)
	S06
	Perm
	
	subject to OSR Guidelines - Permanent/55 years after course completion

	Affidavits/Claims/Litigation
	L10
	10
	Shred
	Confirm with legal counsel if appropriate to shred

	Agreements/Contracts
	L02
	20
	Shred
	Recommend storage 20 years following expiry date

	Allegations/Investigations
	L13
	Perm
	
	

	Appeals/Hearings
	L05
	Perm
	
	

	Applications/Registrations (Students)
	S07
	5
	
	subject to OSR Guidelines - Permanent/55 years after course completion

	Appointments to Board and Committee
	G08
	Perm
	
	

	Arbitrations/Grievances
	H14
	20
	
	

	Archives General
	A06
	Perm
	
	

	Assessments/Taxation
	F23
	7
	Shred
	

	Associations/Organizations
	A01
	4
	Purge
	

	Attendance (Employee)
	H02
	20
	shred
	

	Audited Financial Statements
	F02
	8
	Shred
	

	Audits
	F02
	7
	Shred
	

	Scholarships/Bursaries (Students)
	S28
	Perm
	or Shred
	keep winners submission permanently; maintain list of other applicants 

	Awards/Recognition (Staff)
	P07
	3
	Shred
	if part of employee file Perm; 55 years otherwise shred

	Banking
	F04
	7
	Shred
	

	Benefits – plans, contracts
	H06
	5
	Shred
	Until superceded

	Benefits – employee information
	H06
	Perm
	
	55 years after termmination/retirement

	Bequests/Donations (School)
	F19
	7
	Shred
	

	Board Agenda and Minutes
	G03
	Perm
	
	

	Bonds/Debentures
	F22
	7
	Shred
	recommend storage 6 years after expiry/termination

	Budgets
	F07
	7
	Shred
	

	Building Improvements
	B10
	All
	Perm
	

	By-Laws
	G01
	
	Perm
	until superceded

	Cancelled Cheques
	F04
	7
	Shred
	Based on Audit Requirements that extend to 7 years

	Car Allowances
	F08
	7
	Shred
	based on Audit Requirements that extend to 7 years

	Charities/Fundraising
	A14
	7
	Shred
	meets audit requirements

	Child Abuse/Child Welfare
	S23
	
	Perm/Shred
	* cases of suspected child abuse kept permanently; other purged 10 years after graduation age

	Child Care
	E23
	
	
	until superceded

	Claims/Litigation/ Affidavits
	L10
	10
	Shred
	Confirm with legal counsel if appropriate to shred

	Classroom Allocation
	B01
	Perm
	
	

	Code of Behaviour (School)
	E32
	
	
	until superceded

	Collective Agreements
	H12
	Perm
	
	

	Community Education/Liaison
	E21
	
	Purge
	

	Community/Parents Research
	R07
	7
	Shred
	recommend 7 years following completion

	Complaints 
	P08
	
	Shred
	

	Computer/Information Systems
	I01
	
	
	current until superceded

	Conferences/Conventions/Seminars
	H22
	
	Purge
	

	Contacts/Mailing Lists
	P03
	
	Shred
	

	Contracts/Agreements
	L02
	20
	Shred
	Recommend storage 20 years following expiry date

	Criminal Background Checks
	L12
	Perm
	Shred
	In employees file – 55 years

	OSRs (Ontario Student Records)
	S01
	
	
	subject to OSR Guidelines

	Curriculum Guidelines
	E01
	
	
	until superceded as directed by latest Ministry Review/Guidelines

	Curriculum Planning
	E03
	
	
	current Ministry Review + 2

	Curriculum Projects
	E03
	
	
	current Ministry Review + 2

	Deposits
	F04
	8
	Shred
	Based on Audit Requirements that extend to 7 years

	Directories - Telephone
	P03
	
	Shred
	

	Dispatch - Systems
	I05
	
	
	until superceded/replaced

	Donations/Bequests (School)
	F19
	7
	Shred
	

	Education Week
	E21
	
	Purge
	

	E-mail
	I02
	
	
	subject matter may determine legal requirement

	Emergencies/School Incidents
	P11
	Perm
	Shred
	

	Employee and Trustee Expenses
	F08
	7
	Shred
	to meet audit requirements

	Employee Assistance Program
	H06
	
	
	

	Employee Attendance 
	H02
	20
	shred
	

	Employee Files / Records
	H01
	Perm
	
	subject to Personnel file guidelines (55 years following dismissal/retirement/resignation)

	Employment Equity
	H19
	All
	Perm
	

	Enrolment 
	R01
	
	Perm
	Electronic Storage

	Equipment, School and Office
	A05
	
	Perm
	until obsolete/replaced

	Eternal Audits
	F02
	7
	Shred
	

	Ethnic/Racial Harassment
	H26
	6
	Shred
	

	Events
	P06
	
	Purge
	

	Excursions (Field Trips)
	E05
	3
	Purge
	

	Expulsions/Exclusions/Suspensions
	S30
	
	Shred
	Kept in OSR, per OSR guidelines

	External Research
	R12
	7
	Shred
	

	Financial Statements
	F09
	7
	Perm
	

	Financial Working Papers
	F03
	7
	Shred
	

	Fire Drills
	B16
	3
	Shred
	

	Fixed Assets
	F28
	Perm
	Shred
	2 years following disposal

	Floor Plans
	B08
	Perm
	
	

	Freedom of Information
	A07
	3
	
	recommend 2 years following resolution

	Fundraising
	A14
	7
	Shred
	meets audit requirements

	General Ledger 
	F12
	All
	Perm
	meets audit requirements

	Grant/Subsidies
	F10
	7
	Shred
	

	Grievances/Arbitrations
	H14
	
	
	current until resolution - fwd to Legal Services

	GST / PST
	F20
	7
	Shred
	meets audit requirements

	Hearings/Appeals
	L05
	20
	Shred
	

	Human Rights Claims
	L14
	6
	Shred
	

	Identification Placement and Review Committee (IPRC)
	S19
	30
	Shred
	

	Information Systems/Computer
	I01
	
	
	current until superceded

	Inspections (Workplace)
	B16
	All
	Perm
	

	Insurance
	L07
	All
	Perm
	

	Internal Audits
	F02
	7
	Shred
	opportunity to audit remains for 7 years

	Internet Systems
	I03
	
	
	until superceded

	Interpretation/Translation Services
	A19
	
	
	until superceded

	Inventory Cards/Control
	A04
	7
	Purge
	offsite reflects lists of equipment deemed obsolete/discarded unable to repair

	Investigations/Allegations
	L13
	
	Perm
	

	Investments
	F05
	7
	Shred
	recommend minimum 6 years following termination/expiry

	Job Descriptions
	H09
	4
	
	maintain on shared drive in active and inactive files

	Journal Entries
	F11
	7
	Perm
	meets audit requirements

	Keys - Security
	B13
	
	
	until superceded

	Labour Certification
	H13
	
	Perm
	until superceded

	Labour Union Certification
	H13
	
	Perm
	until superceded

	Learning Materials
	E04
	
	
	until superceded

	Leaves of Absence/Secondments
	H04
	
	
	55 years in employee file

	Legal Opinions
	L06
	All
	Perm
	until superceded

	Lesson Plans
	E04
	4
	Purge
	

	Library and Learning Materials Selection
	E01
	
	
	until superceded

	Licence Plate Lists
	A16
	
	
	until superceded

	Litigation/Affidavits/Claims
	L10
	10
	Shred
	ONLY Legal Services staff can determine if file/documents can be shredded.

	Lunch Programs
	E23
	
	
	until superceded

	Mail Services
	A10
	
	Purge
	

	Mailing Lists/Contacts
	P03
	
	Shred
	

	Maintenance Requests 
	B04
	
	Perm
	Electronic Storage

	Memberships
	A01
	4
	Purge
	

	Memorabilia
	P10
	Perm
	
	

	Memorials
	A21
	
	Purge
	

	Mileage
	F08
	7
	Shred
	

	Ministry Guidelines
	G07
	
	Perm
	until superceded

	Ministry Reports
	R03
	
	Perm
	Refers to Legacy documents (paper); electronic storage

	Municipal Freedom of Information Act - Requests
	A07
	3
	
	recommend 2 years following resolution

	Negotiations
	H15
	Perm
	
	

	Newsletters
	P04
	
	
	

	Obituaries
	A21
	
	Purge
	In OSR or Employee File

	Occasional Teacher  Lists
	H10
	
	
	until superceded

	Occupational Health and Safety
	B14
	7
	Perm
	

	Office Index Cards/Student Master Records
	S03
	
	Perm
	subject to OSR guidelines

	Ontario Student Records (OSR) - Current
	S01
	
	
	subject to OSR guidelines

	Ontario Student Records (OSR) - Retired Pupils 
	S02
	
	
	subject to OSR guidelines

	Operational Equipment
	B03
	3
	
	until obsolete/replaced

	Operations
	B05
	
	
	until replaced/upgraded

	Organization
	G09
	All
	Perm
	

	Organizational Charts (Administrative)
	G09
	5
	Shred
	Reflects departments only - If related to Governance, records would be Permanent

	Organizations/Associations
	A01
	4
	Purge
	

	Orientation - Staff
	H21
	
	Purge
	until superceded

	Packing Slips
	A04
	
	Purge
	

	Parent Councils (School Councils
	E28
	4
	Purge
	

	Parents/Community Research
	R07
	7
	Shred
	recommend 7 years following completion

	Parking
	A16
	
	
	until superceded

	Partnerships – Administration
	A24
	7
	Purge
	

	Payroll
	F14
	10
	Shred
	until superceded

	Payroll (Timecards)
	F14
	All
	Perm
	Central ONLY - subject to Personnel file guidelines (55 years following dismissal/resignation/retirement)

	Pension Contribution/Support
	F25
	All
	Perm
	subject to Personnel file guidelines (55 years following dismissal/resignation/retirement)

	Pension/Superannuation
	H07
	All
	Perm
	subject to personnel file guidelines (55 years following dismissal/resignation/retirement)

	Permanent Improvements - Capital Projects
	B09
	All
	Perm
	

	Permanent Record Cards
	S03
	
	
	subject to OSR guidelines

	Petty Cash
	F06
	7
	Shred
	

	Photographs
	P09
	
	Storage
	

	Physical Harassment
	H24
	6
	Shred
	

	Physiotherapy / Occupational (therapy)
	S32
	
	Perm
	* cases of suspected child abuse kept permanently; other purged 10 years after graduation age

	Placements/Promotions/Transfers (Staff)
	H11
	All
	Perm
	subject to personnel file guidelines (55 years following dismissal/resignation/retirement)

	Playground/Playscape   - Safety
	B14
	7
	Perm
	

	Playground/Playscapes - Equipment
	A05
	
	Perm
	until obsolete/replaced 

	Police (security)
	B13
	
	
	until superceded

	Police Matters
	L11
	
	
	recommend 2 years following resolution

	Policies/Procedures
	G02
	All
	Perm
	until superceded

	Pool Operations
	B05
	
	
	until replaced/upgraded

	Practice Teaching
	H18
	5
	Shred
	

	Printing/Duplicating Services
	A11
	
	Purge
	

	Professional Development (Staff)
	H21
	
	Purge
	until superceded

	Program Research/Curriculum
	R10
	6
	Shred
	recommend current plus 5 

	Programs and Projects – Administration (Special)
	A23
	7
	Purge
	

	Programs Outside the Classroom
	E05
	4
	Purge
	

	Projects and Programs – Administration (Special)
	A23
	7
	Purge
	

	Promissory Notes
	F05
	7
	Shred
	minimum 6 years following termination/expiry

	Promotions/Transfers/Placements (Staff)
	H11
	All
	Perm
	subject to personnel file guidelines (55 years following dismissal/resignation/retirement)

	Property Damage Reports
	L09
	All
	Perm
	

	Protective Equipment Use (Hazardous Materials/Hazardous Waste)
	B17
	
	
	until superceded

	Provincial Grants
	F10
	7
	Perm
	subject to Microfiche

	PST / GST
	F20
	7
	Shred
	meets audit requirements

	Psychological Assessments (Student)
	S16
	
	Perm/Shred
	* cases of suspected child abuse kept permanently; other purged 10 years after graduation age

	Pupil Records (OSR)
	S01
	
	
	subject to OSR guidelines

	Purchase Orders
	F15
	7
	Shred
	

	Purchase Requisitions
	F16
	7
	Shred
	

	Quarantines
	B14
	7
	Perm
	

	Quotations/Tenders
	F17
	7
	Shred
	

	Racial/Ethnic Harassment
	H26
	6
	Shred
	

	Radon Exposure (Hazardous Materials/Hazardous Waste)
	B17
	7
	Perm
	

	Recognition/Awards/Bursaries (Students)
	S28
	
	Perm or Shred
	subject to OSR Guidelines - Permanent/55 years 

	Recognition/Commendations/Awards (Staff)
	P07
	3
	Shred
	if part of employee file Perm; 55 years otherwise shred/purge 2 years following dismissal/resignation/retirement

	Reconciliations - Banking
	F04
	7
	Shred
	Based on Audit Requirements that extend to 7 years

	Recorded Information Management
	A06
	
	
	until superceded

	Records (Students OSR)
	S01
	
	
	subject to OSR Guidelines

	Records Disposition
	A09
	
	Purge
	

	Recruitment (External)
	H16
	2
	Shred
	subject to inclusion in employee files if they are hired

	Recycling Programs
	B17
	
	
	until superceded

	Reference Materials Selection
	E01
	
	
	until superceded as directed by latest Ministry Review/Guidelines

	Registrations/Applications (Students)
	S07
	5
	
	subject to OSR Guidelines - Permanent/55 years after course completion

	Regulations/Acts
	L12
	All
	Perm
	until superceded

	Renovations (Buildings)
	B10
	All
	Perm
	

	Revenue - Grants/Subsidies
	F10
	7
	Perm
	subject to Microfiche

	Revenue/Resource Generation (HRDC)
	F29
	8
	Shred
	

	Reviews and Evaluations (schools, departments, program)
	A22
	
	
	until superceded

	Safe Arrival Program
	E24
	2
	Shred
	

	Safe Schools (Issues)
	E32
	7
	Shred
	

	Safe Schools Programs
	E33
	
	
	until superceded

	Safety and Health Awareness - Schools
	E24
	
	
	until superceded

	Salary Administration
	H05
	All
	Perm
	maintained on HRIS indefinitely

	Schedules/Timetables (Student)
	E07
	3
	Purge
	

	School Code of Behaviour
	E32
	
	
	until superceded

	School Councils 
	E28
	4
	Purge
	

	School Drawings and Plans
	B08
	All
	Perm
	

	School Incidents/Emergencies
	P11
	7
	Shred
	

	School Safety Patrols
	E24
	
	
	until superceded

	School Year Calendar
	E07
	
	
	until superceded

	School/Site Lockdowns
	B19
	All
	Perm
	subject to legal requirements

	Secondments/Leaves of Absence
	H04
	*
	*
	maintained on HRIS indefinitely; copy in personnel file

	Section 23 Schools - Administration
	A12
	
	
	until superceded  

	Security
	B13
	
	
	until superceded

	Seminars/Conferences/Conventions
	H21
	
	Purge
	until superceded

	Seniority Lists 
	H12
	5
	Shred
	

	Signage
	B05
	
	
	as per code requirements/until superceded

	SIS (Student Information System)
	I06
	
	Purge
	until obsolete/replaced

	Social Work 
	S17
	
	Perm/Shred
	* cases of suspected child abuse kept permanently; other purged 10 years after graduation age

	Space Utilization
	B01
	
	Perm
	until superceded

	Special Projects - Curriculum
	E27
	3
	
	until superceded 

	Special Projects and Program s- Administration
	A23
	7
	Purge
	

	Speech – Language Pathology
	S18
	
	Perm/Shred
	* cases of suspected child abuse kept permanently; other purged 10 years after graduation age

	Speeches
	P02
	4
	Purge
	

	Staff Allocation/Staff Lists
	H10
	5
	
	Staff Allocation will be kept electronically 

	Staff Committees
	A02
	5
	Shred
	

	Staff Development
	H21
	
	Purge
	until superceded

	Staff Lists/Staff Allocation
	H10
	5
	
	Staff Allocation will be kept electronically 

	Staff Mobility (Succession Planning)
	H08
	5
	
	

	Staff Research
	R09
	5
	Shred
	

	Standardized Testing (I.e. EQAO)
	S12
	
	Perm
	

	Strategic Planning
	R02
	5
	Shred
	

	Strikes
	H15
	All
	Perm
	

	Student Assessment - Immigrant
	S14
	
	Perm
	

	Student Attendance Registers
	S04
	
	Shred
	

	Student Bus Routes
	S27
	
	Purge
	

	Student Demographics
	R04
	
	Perm
	

	Student Evaluation Research
	R11
	5
	Shred
	

	Student Examinations
	S12
	
	
	subject to Ministry Guidelines

	Student Harassment
	S26
	
	Perm
	may be subject to OSR Guidelines

	Student Health
	S24
	
	
	

	Student Information System (SIS)
	I06
	
	Purge
	until obsolete/replaced

	Student Lists/Student Report Lists
	S08
	
	Shred
	

	Student Marks Register
	S05
	All
	Perm
	55 years following demission

	Student Master Records/Office Index Cards
	S03
	
	Perm
	

	Student Report Lists/Student Lists
	S08
	
	Shred
	

	Subsidiary Ledgers, Registers, Journals
	F13
	7
	Perm
	meets audit requirements

	Substance Abuse
	E24
	
	
	until superceded

	Substances Control Exposure (Hazardous Materials/Hazardous Waste)
	B17
	7
	Perm
	

	Succession Planning
	H08
	5
	
	

	Suppliers/Vendors/Caterers
	A15
	
	Purge
	

	Supply Teacher Lists (Occasional Teachers)
	H10
	
	
	until superceded

	Surveillance Reports
	B13
	
	
	until superceded

	Suspensions/Expulsions/Exclusions
	S30
	7
	Shred
	

	Taxation/Assessments
	F23
	7
	Shred
	based on Audit Requirements that extend to 7 years

	Taxes
	F20
	All
	Perm
	

	Teaching Units/Curriculum Ideas
	E04
	
	
	until superceded

	Telephone / Communications Systems
	I08
	
	Perm
	until obsolete/replaced

	Telephone Directories
	P03
	
	Shred
	

	Telephone Equipment Requests
	A05
	
	Purge
	

	Templates
	A08
	
	
	until superceded

	Temporary Employment
	H18
	5
	Shred
	subject Personnel file guidelines (55 years following dismissal/resignation/retirement)

	Tenders/Quotations 
	F17
	7
	Shred
	

	Tenders/Quotations - Unsuccessful
	F17
	
	Shred
	For Freedom of Information Requests

	Textbook Selection
	E01
	
	
	until superceded by Ministry Review/Guidelines

	Timecards (Payroll)
	F14
	All
	Perm
	Central ONLY - subject to Personnel file guidelines (55 years following dismissal/resignation/retirement)

	Timetables/Schedules (Student)
	E07
	3
	Purge
	

	Tragic Events
	P11
	7
	Shred
	

	Transcripts - Student
	S01
	
	Perm
	subject to OSR guidelines

	Transfers/Exits/Admittance/Demits (Student)
	S06
	5
	Perm
	subject to OSR Guidelines - Permanent/55 years after course completion

	Transfers/Placements/Promotions (Staff)
	H11
	All
	Perm
	subject to personnel file guidelines (55 years following dismissal/resignation/retirement)

	Transition Years materials
	E16
	
	Purge
	

	Translation/Interpretation Services
	A19
	
	
	until superceded

	Transportation
	F21
	4
	
	until superceded

	Trust Funds (Scholarship Funds/Bequests/Donations)
	F19
	
	Perm
	minimum 6 years following termination/expiry

	Trustee Committee Agendas
	G06
	All
	Perm
	

	Trustee Committee Minutes
	G06
	All
	Perm
	

	Trustee Register 
	G10
	
	Perm
	subject to storage

	Trustees 
	G11
	
	Perm
	subject to storage

	Uniforms
	A13
	
	
	until superceded

	United Way Fundraising
	A14
	7
	Shred
	meets audit requirements

	Universities
	E18
	
	Purge
	

	Unsolicited Resumes 
	H17
	0
	Shred
	

	Vacations
	H03
	
	
	maintained on HRIS indefinitely

	Vendors/Caterers/Suppliers
	A15
	
	Purge
	

	Video Surveillance
	B13
	
	
	until superceded

	Violence Prevention
	E32
	7
	Shred
	

	Volunteer Development
	E26
	
	
	until superceded

	Waste Diversion Programs
	B17
	
	
	until superceded

	WHMIS 
	B17
	
	
	until superceded

	Work Orders (Maintenance) (all records are electronic – SAP)
	B04
	
	Perm
	Electronic Storage

	Workers Compensation
	H05
	All
	Perm
	subject to Personnel file guidelines(55 years following dismissal/resignation/retirement)

	Workplace Harassment
	H25
	6
	Shred
	

	Workplace Inspections
	B16
	All
	Perm
	

	Workplace Safety and Insurance Board (WSIB)
	H05
	All
	Perm
	subject to Personnel file guidelines (55 years following dismissal/resignation/retirement)


LEGEND
C + 2  = Current + # of years indicated
ON =  = Onsite [storage]

All =  = All files
Code = Records Classification Code
PERM = Permanent retention

Bal  =  = Balance
Mth  = month
Purge = Discard redundant files

C    =  = Current 
OFF = Offsite [storage]
TTL =  = Total (of On and Off Site storage time)
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