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1. Records Retention Schedules  
 

      There are 5 different retention schedules. The schedules state how long records must be kept.   The 

most frequently used schedules are GR and SD. 

 

 

EL:  Records of Elections and Voter Registration  

        (Election and records of candidacy) 

 

GR:  Records Common to All Local Governments  

         (Administrative, financial, personnel/ payroll support services and information technology      

records) 

 

PS:  Records of Public Safety Agencies  

        (Police, Fire, EMS, ME, etc.) 

 

SD:  Records of Public School Districts  

        (Academic, FERPA, special populations, attendance, student health, instruction, grading, 

discipline, counseling, adult and vocational education, drivers education, accreditation, child 

nutrition, textbook, transportation, school safety, financial, personnel and staffing, 

miscellaneous and library records)  

 

TX:  Records of Property Taxation 
 

     

Link to retention schedules (if the schedule links do not work, copy and paste this link into Google 

Chrome):    
https://www.aldineisd.org/about/departments/finance-department/risk-management-department/records-
retention-schedules/ 

 

 

 

A. From the schedule’s Table of Contents, find the Part which contains the type of record 

being reviewed.  

 

            
 

Return to top of document. 

https://www.aldineisd.org/about/departments/finance-department/risk-management-department/records-retention-schedules/
https://www.aldineisd.org/about/departments/finance-department/risk-management-department/records-retention-schedules/


 

B. The schedules provide record descriptions and required retention periods. Make certain to 

read the Remarks, if any: 

 

 

                           

      
 

 

 

 

C. Abbreviations used in the retention schedules: 

 

 

           
 

 

 

Return to top of document.  



2.  Serious Side to Records Management 
 

 

Destruction of records contrary to the retention schedules is a Class A misdemeanor, and, a 3rd 

degree felony under certain circumstances 

 

Anyone destroying government records without legal authorization may also be subject to criminal 

penalties & fines. 

 

 

Return to top of document. 

 

 

 

 

 

3.  Off-Site Records Management Services & HCDE Forms* 

 
The district is part of the Harris County Department of Education Records Management Cooperative.  

HCDE assists the district with storage and destruction of records.   

 

Forms are needed to clearly advise HCDE what action should be taken with district records. Forms: 

 

 

A. Client Service Request Form  - completed with every records transaction 

 
https://drive.google.com/file/d/1vCcr8Qzmgu8TfngJfh3iG78Zp4nEcsox/view 

 

 

B. New Box Transfer Form  - completed when records are to be stored at HCDE 
 

https://drive.google.com/file/d/1NY2fsoAzv7Y6vnYO-n_Wbfu9_q5fBWOf/view 

 

 

C. Destruction Certificate - completed when records are to be shredded by HCDE. 
 

https://drive.google.com/file/d/1WK_TfKzLQKjFPaWc9iN1xALBZOzrJrsi/view 

 

 

 

At least two forms will be completed each time records are sent to HCDE:   

1) Client Service Request Form, and,  

2) New Box Transfer Form and/or Destruction Certificate   

 

 

 

*Examples of completed forms can be found at the end of this document (see #9). 

 

 

 

 

Return to top of document. 

https://drive.google.com/file/d/1vCcr8Qzmgu8TfngJfh3iG78Zp4nEcsox/view
https://drive.google.com/file/d/1NY2fsoAzv7Y6vnYO-n_Wbfu9_q5fBWOf/view
https://drive.google.com/file/d/1WK_TfKzLQKjFPaWc9iN1xALBZOzrJrsi/view


4.  Boxes 

 
Storage - HCDE boxes should be purchased when records are to be sent to storage.  HCDE boxes are 

available through stock. Complete the information on the front of the box (this will be the same 

information listed on transfer form). 

 

 
 

Storage – HCDE Box 

 
 

 

 

 

     Destruction - Records that are to be immediately destroyed can be placed in any box that closes.  

Copy paper boxes are an excellent choice.  (There is no preprinted place to write records information 

on the box.  Simply place one copy of the destruction certificate inside the box and tape one copy to 

the top.) 

 

Destruction – Any Box that Closes  

(Approximately the size of copy paper box) 

 

 

 

 

 

 

Return to top of document. 

 

  



 

 

5.  Barcode Labels (for storage of records at HCDE)  

 
Barcode labels are provided by HCDE for records that are to be stored.  The barcode label is to be 

placed on the top left portion of the HCDE box and the corresponding line on the HCDE records 

transfer form.  If you need additional labels, email Risk Management (281-985-7171): 

riskmanagement@aldineisd.org  

 

 

 

 

 

 
 

 

 

 

 

 

 

    
 

 

 

Return to top of document. 

 

 

 

 

 

 

 

 

mailto:lmesparza@aldineisd.org


6.  Request Pick-up of Records through Risk Management 

 
Email a scanned copy of completed forms to riskmanagement@aldineisd.org so that a pick-up can be 

initiated with HCDE. Risk Management can be reached at 281-985-7171. 

 

It is important to note that each time HCDE comes to your location to pick up records, they charge at 

least $20. Therefore, as good stewards of the district’s funds, coordinate with all departments at your 

location to have records picked up at the same time.   

 

 

 

Return to top of document. 

 

 

 

 

 

7. Records Management Binder  

 
Each location should designate one person to be responsible for its records storage and destruction 

history.  Copies of all records center transfer forms and destruction certificates should be given to this 

individual so that information regarding your location's records is centralized.  

 

 

 

Return to top of document.  

mailto:riskmanagement@aldineisd.org


8.  Cumulative Record of Achievement (Report Cards) 

 

 
A. The state requires that cumulative records of achievement (report cards) in grades Pre-K through 

8 be kept for 5 years from the date of withdrawal.  (Please note that “cum folders” may contain 

cumulative records of achievement and a variety of other records. Cum folders must be kept for 

the longest retention period required for any of the documents maintained within the folder.)  

 

  

 

1. Cumulative records of achievement (report cards) in grades Pre-K through 8 that can be  

destroyed June 30, 2020*: 

 

                       2014-2015 and prior 

 

*(Retention Note: Academic records of K-8 students receiving 9-12 course 

credit must be maintained permanently.) 

 

 

 

2. Cumulative records of achievement (report cards) in grades Pre-K through 8 that can be 

transferred to storage: 

   

  2015-2016; destruction date June 30, 2021 

2016-2017; destruction date June 30, 2022 

2017-2018; destruction date June 30, 2023 

2018-2019; destruction date June 30, 2024 

 

 

 

B.  Academic achievement records (transcripts) in grades 9-12 are permanent.   

 

Contact HCDE for imaging services 

Phyllis Gage 

pgage@hcde-texas.org 

Telephone: 713-694-9022 

 

 

 

 

Worth Repeating:  

 

“Cum Folders” contain many different types of records.  Review the retention schedule to identify 

retention periods for all records filed in cum folders.  Cum folders (or any other types of files) must be 

kept for the longest retention period identified.  As an example, Cumulative Health Cards or Records must 

be kept for “Date of withdrawal + 7 years, or until the student’s 21st birthday, whichever later.” 

 

 

 

Return to top of document. 

 

mailto:pgage@hcde-texas.org


9. Examples of Completed HCDE Forms 

 
 
             

 

 
 
 
 

 

 

 

 

 

 

 
 
 



 
 
 
Descriptions of the records should contain A) complete dates and B) titles that anyone could 
understand. 
 
 
 

 

 

 



 

 

 

Return to top of document. 
 

 

 


