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Policy Committee Agenda 

Thursday, March 1, 2018 7:00 p.m. 
Room 200, T/E Administration Offices 

 
 

1. Approval of Minutes of the February 1, 2018 Policy Committee Meeting 
 
2. Public Comment  

 
3. Review of Policies for 2nd Reading 

 Policy and Regulation 3380:  Travel Reimbursement 
 

4. Information 
 Discussion on the framework for Policies and Regulations related to Bullying, Hazing, 

Harassing, Discrimination, Equal Opportunity 
 

5. Follow Up from Previous Policy Committee Meeting 
 Policy and Regulation 4031: Resignations from Employment 
 Policy and Regulation 4032: Separation for Cause 
 Policy and Regulation 4470: Permanent Separation from District Employment 

(Instructional Employees) 
 Policy and Regulation 4840: Permanent Separation from District Employment (Non-

Instructional Staff) 
 

6. Policies and Regulations for Review and Discussion 
 Policy and Regulation 3295: District-Initiated Real Estate Tax Assessment Appeals 
 Regulation 8210: Records Management 
 Policy and Regulation 5001: Enrollment and Registration Requirements and 

Verification of Student Residency 
 

7. Future Meetings 
Meetings for the remainder of the 2017-2018 school year will be April 12, 2018 and May 3, 
2018.  All meetings are held at the Tredyffrin/Easttown Administration Offices, 940 West 
Valley Road, Suite 1700, in Room 200 at 7:00 p.m.  

 
 
 

 
 
2018 Policy Committee Goals: 
 
1. To identify and examine critical issues facing the District from a Policy and Regulation 

perspective. 
2. To review existing and develop new Policies and Regulations in response to legal requirements, 

administrative recommendations, Board priorities, community input and external issues. 
3. To communicate Policy and Regulation revisions to stakeholders via webpage postings, email 

messages, and oral reports at Board meetings. 
4. To continue with a cyclical review of Board Policies and Regulations in determining if they 

should be revised, updated or repealed. 
 



Draft Pending Committee Approval 
Policy Committee Meeting 

Thursday, February 1, 2018 
T/E Administrative Offices, Room 200 

7:00 p.m. 
 

Board Committee Members:  Kate Murphy, Chair; Todd Kantorczyk, Ed Sweeney, Kyle Boyer 
Other Board Members: Michele Burger, Roberta Hotinski, Heather Ward, Tina Whitlow 
T/E School District Representatives: Rich Gusick, Ken Roos, Mark Cataldi, Art McDonnell, Dave 
Preston, Jeanne Pocalyko 

 
Community Members: None 
 
Approval of Minutes: The minutes of the January 11, 2018 meeting were approved. 

 
Public Comment  
None 
 
Review of Policies for 2nd Reading 
Policy and Regulation 8120: Food and Nutrition Services 
A review of the Policy and Regulation was completed after the Pennsylvania Public School Code was 
changed to incorporate amendments prohibiting schools from denying a qualifying meal to any student 
who requests one but does not have the money or funds in their account to pay for the meal at the time 
of service. While the existing Regulation already provided the aforementioned provision, there were 
particular elements of the new law, as well as guidance from the Pennsylvania Department of 
Education that prompted revisions. Revisions to the Policy were made to clarify language regarding 
free and reduced price meals and to incorporate a cross-reference to Policy and Regulation 5402: 
Student Wellness and Nutrition regarding food sales and fundraisers involving food. Prior revisions to 
the Regulation were approved and posted on the District’s website. The District’s Food Services 
Department communicated the changes and included a full copy of the Regulation to all District 
families. The most recent revisions to the Regulation were made to provide clarity to the meal charging 
procedures, including at least two written correspondences to the parent/guardian about delinquent 
debt. In addition, the Regulation now specifies how donations are received and applied to repay the 
Food Service Fund for unrecovered and delinquent debt. The Policy will be sent to the Board of School 
Directors for a second reading at their meeting on February 26, 2018. The Regulation was approved 
with revisions. 
 
Information 
None 
 
Follow Up from Previous Policy Committee Meeting 
Regulation 5225: Student Records 
The Regulation was revised to reflect legal requirements and to clarify procedures regarding parent and 
student access rights, maintenance/destruction, legal holds, release of information and request for 
amendment of student records. The Regulation encompasses the collection, retention, disposition and 
security of student records, along with the duty to maintain the confidentiality of student records. 
Furthermore, a record retention schedule is included. The Regulation was approved with revisions. 
 
  



Policies and Regulations for Review and Discussion 
Policy and Regulation 3323: Procurement 
The Policy and Regulation establish the responsibility and procedures for the expenditure of public 
funds for purchasing. The Policy was reviewed and non-substantive changes were made for clarity, 
including a cross reference to Regulation 3233: Federal Fiscal Compliance - Procurement. In 
accordance with Policy 9330: Formation of New and Revision of Existing Board Policies, the non-
substantive changes will announced at the February 26, 2018 Board Meeting and then the Policy will 
posted on the District website. The Regulation was revised to comply with legal requirements 
regarding the cost thresholds of competitive bids and non-competitive bids for furniture, equipment, 
supplies, appliances, and construction and maintenance contracts. In addition, the procedures for 
awarding contracts, bid specifications and cooperative purchasing are included. The Regulation was 
approved with revisions. 
 
Policy and Regulation 3380: Travel Reimbursement 
Revisions to the Policy and Regulation include a title change from Mileage Reimbursement to Travel 
Reimbursement. The District reimburses employees for reasonable and necessary expenses while on 
District-related business. The Regulation stipulates the reimbursement procedures, guidelines and 
limitations, including the updated standard mileage rate issued by the IRS for use of a private 
automobile. The Policy will be sent to the Board of School Directors for a first reading at their meeting 
on February 26, 2018. The Regulation was approved with revisions. 
 
Regulation 4031: Resignations from Employment 
This Regulation includes information related to the timeline for written notification of resignation, a 
termination checklist, discharge of a resigning employee and final pay calculation. This Regulation 
will be brought back to the committee after further review and cross-referencing to, and possible 
consolidation with, Policies and Regulations 4470: Permanent Separation from District Employment 
(Instructional Employees) and 4480: Permanent Separation from District Employment (Non-
Instructional Staff). 
 
Future Meetings 
Meetings for the remainder of the 2017-2018 school year will be March 1, 2018, April 5, 2018 and 
May 3, 2018.  All meetings are held at the Tredyffrin/Easttown Administration Offices, 940 West 
Valley Road, Suite 1700, in Room 200 at 7:00 p.m. 
 
Adjournment 
The meeting adjourned at 8:09 PM. 
 



   Policy 3380 

{01564155 }Adopted:  December 7, 1981 
Revised:  January 24, 1994  
Reviewed: December 12, 2006 
Revised: June 11, 2007 
First Reading: February 26, 2018 Tredyffrin/Easttown School District 

Mileage Travel Reimbursement 

The District will reimburse employees for reasonable and necessary expenses incurred in 
connection with District-related business in accordance with the procedures outlined in 
the accompanying Administrative Regulation.   
 
Employees are expected to exercise the same care when incurring travel expenses on 
behalf of the District that a prudent person would exercise if traveling on personal 
business expending personal funds. 
 
The Business Manager or designee shall be responsible for establishing reimbursement 
procedures, guidelines, and limitations.  No expenses shall be reimbursed unless properly 
itemized and supported by a receipt or similar documentation evidencing proof of 
purchase.  Unauthorized expenses will not be reimbursed. 
 
The Business Manager or designee shall be responsible for reviewing requests for 
reimbursement of expenses, approving or denying such requests, and processing the 
reimbursement of  approved expenses.   
 
Employees using their personal vehicles for authorized District business shall be 
reimbursed by the District. The rate of reimbursement shall be at the maximum rate 
determined allowable by the United States Internal Revenue Service for the use of private 
vehicles in the performance of work assignments or as provided by any applicable 
employment contract or collective bargaining agreement. 
 



  Regulation 3380 

Adopted: June 11, 2007 
Revised: February 1, 2018  Tredyffrin/Easttown School District 

Travel Reimbursement 

The District will pay a standard rate per mile for official District travel by private 
automobile based on the actual driving distance by the most direct route. The standard 
mileage allowance, defined by the IRS, is in lieu of all actual automobile expenses such 
as fuel, towing charges, repairs, replacements, tires, depreciation, insurance, etc. 
Effective January 1, 2018, the maximum mileage rate reimbursement allowed by the IRS 
is .545 cents per mile. 

All claims for mileage reimbursement must be supported by an itemized listing of miles 
traveled. The itemized list shall indicate the date of travel and the authorized purpose of 
the travel.  

In addition to the standard mileage allowance, necessary and reasonable charges for 
automobile-related expenses, such as tolls and parking fees,  are reimbursable if 
supported by an itemized receipt.  Traffic tickets, parking tickets, and other fines will not 
be reimbursed.  

For mileage in and around the District, an employee must complete a Monthly Mileage 
Report, copies of which are available on the District internet.   

For mileage and other expense reimbursement requests related to a conference, an 
employee must complete a Conference Expense Report, copies of which are available on 
the District intranet.  Once completed, the report should be submitted to the employee’s 
immediate supervisor, who shall forward a verified copy to the Business Manager.   

Expense Reimbursement Guidelines – Conferences 

The document attached to this Administrative Regulation as Attachment 1 outlines the 
applicable guidelines and procedures governing the reimbursement of expenses related to 
conference attendance. 

Additional Expense Reimbursement Guidelines 

Only expenses submitted to the Business Office within 60 days from the date on which 
the expenses were incurred will be considered for reimbursement. 

The District will only reimburse expenses related to official District business, and will 
not reimburse personal expenses.  No reimbursement will be made for alcoholic 
beverages.   

The Business Manager has the final authority to disallow expenses which, in his/her 
opinion, are unreasonable or unnecessary.  

 



{01570343 } 

CONFERENCE GUIDELINES 

The following information is prepared as a guide for staff members attending a conference as a representative of 
the Tredyffrin/Easttown School District. 

Reporting Procedures 

The enclosed forms are to be completed and forwarded to the building principal/supervisor within one week following the 
conference: 

1. Conference Summary 
This report may be copied for Board members in the format submitted. When more that one person attends 
the same conference, each attendee must submit a report. 

2. Expense Report 
All expenses, except mileage, must be substantiated with receipts. If receipts are not available, the form on the 
reverse side of the Expense Report must be completed and may be notarized when presented in person in the 
Office of the Superintendent. When more than one person attends the same conference, each attendee must 
submit an Expense Report. 

If there are not expenses, the employee still needs to submit and Expense Report indicating "NO EXPENSES". 

3. If for some reason you do not attend a conference which has been approved by the Board 
• Indicate that fact on both the Conference Summary (salmon) and the Expense Report (yellow); 
• Sign both forms; 
• Submit completed forms to Staff Development Office, and; 
• Return advance check to Accounts Payable immediately. 

4. Staff member will not be approved to attend future conferences until all past conference expenses have been 
reconciled. 

Reimbursement 

All expenses must be approved by Board action prior to the conference. An advance check will be forwarded to the participant 
following such action at an official meeting of the Board and not earlier than 60 days prior to the scheduled conference. 
Conference expenses are divided into two categories. Expenses eligible for advance reimbursement include plane or train 
tickets, conference fees, and one night's lodging deposit. Expenses eligible for reimbursement after the conference include 
mileage reimbursement, meals, lodging and other expenditures. To receive an advance check, the conference advance (excluding 
cost eligible for reimbursement after the conference) must be greater than $200. 

All expenses submitted for reimbursement shall be reasonable and moderate in nature and supported with official receipts. 
Reasonable expenses are defined as those which an employee would incur if he/she were traveling or working at his/her 
own expense, excluding "those of a purely personal nature". 

Reimbursement shall cover the full cost of meals which are officially scheduled as a function of a convention, conference, 
workshop, seminar, or similar activity. The allowance for meals at other times, including tax and gratuities, shall be: 

• $50 per day (including breakfast, lunch and dinner) 
• $10 for breakfast 
• $15 for lunch 
• $25 for dinner 

Transportation shall be arranged in a manner that is most economical for the District. Car pools shall be used by two or more 
staff members attending the same conference. Personal car mileage shall be reimbursed at the current allowance rate 
established by the IRS. If air travel is necessary, it must be economy class. 

Expenses reimbursed by the School District when in accordance with the above guidelines include: 
• Conference fees 
• Meals plus tips when included on receipt 
• Lodging 
• Transportation (excluding car rental) 

Expenses NOT reimbursed by the School District include: 
• Membership dues 
• Personal expenses (insurance, snacks and other meals, personal telephone calls, alcoholic beverages) 
• Car rentals 



 Policy 4031 

Adopted: January 25, 2016  Tredyffrin Easttown School District 

Voluntary Separations from District (Resignations from Employment) 
 
 

This policy Policy governs separation from the District due to resignation.  
 
A resignation is a voluntary termination of employment initiated by the employee and includes 
resignations in lieu of termination, negotiated resignations, resignations for purposes of 
retirement and all other forms of voluntary resignation. 
 
Employees are expected to give at least two weeks notice before leaving their employment with 
the District, unless a provision of law, an individual employment contract or a collective 
bargaining agreement provides for a different notice period, in which case the notice period 
required by law or  the terms of an individual employment contract or collective bargaining 
agreement shall apply.   
 
The Board authorizes the Superintendent or designee to accept resignations, including 
resignations in lieu of termination, of all District employees (except the Superintendent) without 
further Board action. Resignations accepted by the Superintendent or designee shall be listed in 
the consent agenda for the next regular Board meeting.  
 
The Administrative Regulation related to this policy Policy will outline the procedures regarding 
both resignation and also final pay calculation for employees who have voluntarily resigned.   

 
 

 
 



 Regulation 4031 

  TESD 

Voluntary Separation from District (Resignations from Employment) 
 
Notice 
 
Absent a contrary provision governed (1) by individual or group employment agreement, (2) 
other Board Policy or Administrative Regulation specific to a classification of employees or (3) 
as otherwise required by law, tThe District will accept, without prejudice, the resignation of any 
employee provided written notice is given at least two (2) weeks in advance of the planned 
resignation date.  Any resignation given in lieu of termination will be immediate. 
 
The resigning District employee will submit written notice to his/hertheir immediate supervisor 
and the District at least two (2) weeks prior to the planned resignation date. 
 
Termination Checklist 
 
The District will complete the requirements as listed on the Employee Separation/Exit Form (See 
“Attachment A”). 
 
Discharge of Resigning Employee 
 
An employee may be asked to leave before the end of the notice period if performance 
deteriorates or has already deteriorated to an unacceptable level or if it would be in the best 
interest of the District from either a morale perspective or a security perspective in terms of 
confidential information to require the employee to leave immediately. 

 
Final Pay Calculation 
 
Final pay calculation is governed by the terms of any applicable collective bargaining agreement 
or other group or individual contract. Subject to the terms of an applicable collective bargaining 
agreement or other group or individual contract, employees who resign are entitled to their base 
pay up to and including the resignation date.  This applies even if the employee is asked to depart 
prior to his/her intended resignation date, unless the employee is asked to depart early due to the 
considerations noted in the section entitled “Discharge of Resigning Employee” above. 
 
If notice is provided under the section entitled “Notice” above, then the employee also shall be 
paid for earned, but unused vacation and personal days, if any, up to and including the 
resignation date to be paid at base pay rate. Employees asked to depart early due to the 
considerations noted in the section entitled “Discharge of Resigning Employee” above are also 
entitled to earned, but unused vacation and personal days up to and including the original 
resignation date. 
 
Employees who resign are not entitled to: 
 

1. Payment for holidays where the employee had not worked the full scheduled day before 
and after the holiday.   

 
2. Severance compensation in the absence of an express written agreement to pay severance. 
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  TESD 

 
The final pay will be issued in accordance with regular payroll processing or local or state laws if 
they impose more stringent requirements. 

 
 

Cross reference:  
 
Policy and Administrative Regulation 44704032 (Separation for Cause)Permanent Separation 
from District Employment (Instructional Employees) 
  
Policy and Administrative Regulation 4480 Permanent Separation from District Employment 
(Non-Instructional Staff)  

 



 Policy 4032 

Adopted:  Tredyffrin/Easttown School District 

Separation for Cause 

Professional employee contracts may be terminated in accordance with federal and state 
law. 

The employment of non-instructional staff members may be terminated at any time in 
accordance with federal and state law, or as set forth in the accompanying Administrative 
Regulation.  

Nothing in this Policy shall be construed to supersede the provisions of any individual 
employment contract or collective bargaining agreement.  To the extent that the 
provisions of this Policy and the accompanying Administrative Regulation are in conflict 
with the provisions contained in an individual employment contract or collective 
bargaining agreement, the terms of the individual employment contract or collective 
bargaining agreement shall control.   



  Regulation 4032 

  TESD 

Separation for Cause 

Professional employee contracts may be terminated in accordance with the Public School 
Code for any of the following reasons: immorality; incompetence; intemperance; cruelty; 
persistent negligence, mental derangement; advocating, or participating in, un-American 
or subversive doctrines; and persistent and willful violation of the School Code. 

The employment of non-instructional staff members may be terminated at any time for 
those causes set forth in federal and state law or for the reasons set forth below.   

1. Theft; 

2. Falsifying personnel or District records; 

3. Negligence in taking safety precautions where necessary; 

4. Tardiness without reasonable excuses; 

5. Absences without reasonable excuses; 

6. Reporting to work under the influence of alcohol or illegal drugs; 

7. Gambling; 

8. Sale or use of harmful drugs or intoxicating alcohol on the premises; 

9. Fighting; 

10. Use of abusive language or anti-racial or discriminatory remarks; 

11. Insubordination; 

12. Improper moral behavior; 

13. Sexual harassment; 

14. Improper association with students; 

15. Sleeping on the job; 

16. Leaving premises without permission during working hours; 

17. Unauthorized use of District property;  

18. Violations of Board Policy or any applicable Administrative Regulation where 
such a violation carries with it the potential for termination; and 



   Regulation 4032 
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 - 2 - Tredyffrin/Easttown School District 

19. Persistent and willful violation of the standards and practices established for the 
position. 

 
Cross reference:  
 
Policy and Administrative Regulation 4031 (Voluntary Separation from District – Retirement 
from Employment) 



 Policy 4470 

Adopted:  November 12, 1979 
Revised: April 28, 1980 
Revised: October 26, 1981 
Revised:  May 23, 1994 
Revised: January 24, 2000 
Revised: February 26, 2007 Tredyffrin/Easttown School District 

Permanent Separation from District Employment (Instructional Employees) 

Resignations 

Certificated Professional employees desiring to resign must present a written resignation 
within the time period as required by law. If no time period is required by law, then the 
employee must present a written resignation at least sixty (60) days prior to the effective 
date of resignation. 

Separation for Cause 

Professional employee contracts will be terminated in accordance with provisions of the 
federal and state law and any applicable collective bargaining agreements. 

Retirement 

Enrollment in the Public School Employees' Retirement System by both full-time and part-
time employees will be as required by law.REPEAL 

 



  Regulation 4470 

  TESD 

Separation 

Resignations 

Professional employees desiring to resign must present a written resignation at least sixty 
(60) days prior to the effective date of resignation. 

Long-term substitutes desiring to resign must present a written resignation at least thirty 
(30) days prior to the effective date of resignation. 

Separation for Cause 

Professional employee contract will be terminated in accordance with provisions of the 
Pennsylvania Public School Code of 1949, as amended, for any one of the following 
causes: immorality; incompetence; intemperance; cruelty; persistent negligence, mental 
derangement; advocating, or participating in, un-American or subversive doctrines; and 
persistent and willful violation of the School Code. 

Retirement 

Full-time Employees 

All full-time employees are required by law to be enrolled in Public School 
Employees' Retirement System (PSERS). Any school employee working twenty-five 
(25) hours or more a week is considered a full-time employee. 

Part-time Employees 

All part-time school employees will be enrolled in Public School Employees' 
Retirement System (PSERS). Part-time employees may waive membership in PSERS 
if they elect to contribute to an Individual Retirement Account (IRA) instead of 
joining PSERS. If a part-time employee exercises this option, an IRA waiver must be 
completed. A new waiver form must be completed and sent to PSERS at the 
beginning of each school year. Once an employee waives membership in PSERS, all 
future rights to benefits for that year be waived. 

Professionals may voluntarily retire from the District consistent with the guidelines of the 
Public School Employees' Retirement System (PSERS). These guidelines may be 
reviewed in the Personnel Office or the Business Office. 

A professional employee of the District is expected to accept voluntary retirement when 
he or she is no longer physically able to perform his or her classroom functions. The 
Superintendent shall report all such cases to the Board. 



   Regulation 4470 
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Normal Retirement 

Normal retirement is permitted as long as the member meets one of the following 
requirements: 

a. Age 62, with at least one (1) year of credited service 

b. Age 60, with at least thirty (30) years of credited service 

c. Thirty-five (35) years of credited service regardless of age. 

d. Special retirement option as defined by PSERS. 

Disability Retirement 

After five (5) years or more of credited service, any member who becomes physically or 
mentally disabled, provided the member is not eligible for normal retirement, may apply 
for a disability retirement allowance.RESCIND 



 
 Policy 4840 

Adopted:  August 28, 1978 
Revised: October 26, 1981 
Revised: November 26, 1984 
Reviewed:  May 23, 1994 
Reviewed: January 24, 2000 
Reviewed: May 9, 2006 
Revised: May 21, 2007  Tredyffrin/Easttown School District 

Permanent Separation from District Employment (Non-Instructional Staff) 

Resignation or Retirement 

Non-instructional employees are expected to give at least two weeks notice before leaving 
the employ of the District. 

Separation for Cause 

The employment of a non-instructional staff member may be terminated at any time for 
those causes set forth in federal and state law or as set forth in administrative regulation, 
subject to any applicable collective bargaining agreement .  

Unless the termination of service is for cause, reasonable notice shall be given every non-
instructional employee before employment is terminated.  

Retirement 

Enrollment in the Public School Employees' Retirement System by both full-time and 
part-time employees will be as required by law.REPEAL 
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Permanent Separation from District Employment (Non-Instructional Staff) 

Separation for Cause 

The employment of a non-instructional staff member may be terminated at any time for 
those causes set forth in federal and state law or as set forth in Administrative Regulation, 
subject to any applicable collective bargaining agreement. Cause for purposes of 
termination, to the extent not defined in any applicable collective bargaining agreement, 
includes but is not limited to: 

1.theft,  

2. falsifying personnel or District records,  

3. negligence in taking safety precautions where necessary,  

4. tardiness without reasonable excuses,  

5. absences without reasonable excuses, 

6. reporting to work under the influence of alcohol or illegal drugs, 

7. gambling, 

8. sale or use of harmful drugs or intoxicating alcohol on the premises,  

9. fighting,  

10. use of abusive language or anti-racial or discriminatory remarks,  

11. insubordination,  

12. improper moral behavior,  

13. sexual harassment,  

14. improper association with students, 

15. sleeping on the job,  

16. leaving premises without permission during working hours, 

17. unauthorized use of District property ; and 

18.1. persistent and willful violation of the standards and practices established 
for the position.RESCIND 



Policy 3295 
 
 

Adopted:       Tredyffrin/Easttown School District 

District-Initiated Real Estate Tax Assessment Appeals 
  
 
The Board has the responsibility of funding a quality education equitably apportioned 
among all of the District’s property owners.  However, it is anticipated that certain 
property owners, though unknown at this time, will file tax assessment appeals for 
upcoming tax years, which appeals may result in a significant decrease in overall 
assessed property value throughout the District. Further, it may come to the District’s 
attention in the future through, among other things, sales, conveyances, transfers, reports 
from the Pennsylvania State Tax Equalization Board (“STEB”), and/or other appraisal 
processes that certain properties are underassessed. This Policy authorizes the filing of 
assessment appeals related to properties within the District that may be under assessed so 
as to increase revenue and equity in the management of the District’s tax base. 
 
 
The Board hereby authorizes the Business Manager with the advice and assistance of the 
District’s Solicitor for tax assessment matters and/or a retained professional appraiser, to 
take all steps necessary to initiate, prosecute, defend, litigate, settle, and, if necessary, 
appeal existing and future tax assessment appeals (“Assessment Cases”) before the 
Assessment Board, the Chester County Court of Common Pleas, Pennsylvania’s appellate 
courts, and/or any other body of competent jurisdiction in accordance with the procedures 
outlined in the accompanying Regulation.  Notwithstanding the foregoing, the Business 
Manager may authorize counsel to file an appeal in order to comply with a filing or other 
legal deadline.   
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District-Initiated Real Estate Tax Assessment Appeals 

 

The Business Manager, in consultation with the District’s counsel designated for assessment 
appeals (“Tax Appeal Counsel”), shall be responsible for identifying the properties to potentially 
be the subject of District-initiated tax assessment appeals.  

The Business Manager, with the advice and assistance of Tax Appeal Counsel, is authorized to 
retain, enter into agreements with, and/or consult one or more professional appraisers to identify 
properties within the District that are under assessed, and/or as necessary to prosecute, defend, 
litigate, or resolve future assessment cases, whether resulting from appeals by the District or 
property owners.  

When identifying properties to potentially be the subject of a District-initiated tax assessment 
appeal, the following procedure shall be followed: 

1. The Business Manager or designee shall review county real estate sales records and prepare a 
listing of all taxable parcel that have sold within the two fiscal years leading up to the 
applicable appeal deadline where a positive variance of at least 20% exists between the sales 
price and the implied market value based on the existing assessment.   

2. The Business Manager shall consult with the District’s Tax Appeal counsel to identify those 
taxable parcels where the anticipated increase in real estate tax revenue to the District in the 
first year following a successful appeal exceeds $10,000, and where the expense of pursuing 
such an appeal have a  positive cost/benefit impact on the revenues of the District.   

3. Parcels meeting the criteria above shall be selected for appeal and filed with the Chester 
County Board of Assessment prior to the applicable deadline. 

 

 



  Regulation 8210 
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Records Management 
 

Record Retention and Management Administrative Regulation 
 
The School District receives and generates volumes of information in both electronic 
form and hard copy.  Not all information received constitutes a “record” that the District 
will retain for an extended period.  The various departments of the School District have 
set forth guidelines to assist employees in determining what information/documents/data 
should be retained and what information/documents/data need not be retained and 
creating guidelines for appropriate uses of particular means of communication.   The 
purpose of this Regulation is to clarify how records will be retained and destroyed.   
 
For the purposes of this Regulation “reasonably accessible” shall mean that the 
information is available to authorized District personnel in a manner and format that is 
generally indexed or cataloged or is readily searchable for ease of reference.  
 
A. Retention, Storage and Destruction of Records  

 
The Record Retention Schedule and Statutory Authority attached hereto as Attachment A 
and incorporated herein sets forth the manner of record retention, the retention period and 
the manner of disposal of various types of District records.  Any records not specifically 
identified on the chart shall be referred to the appropriate District-level administrator for 
review.  
 
The District may convert records that it is required to maintain to electronic form and 
retain them electronically if (1) the recording process accurately reproduces the original, 
(2) the recording process forms a durable medium for recording, storing and reproducing 
the original and (3) the recording process is in accordance with standards, policies and 
procedures promulgated by the Local Government Records Committee attached to this 
Regulation as Attachment B.   
 
B. Archiving/Purging of Electronic Information that Is Not Retained Electronically 

 
Deleted electronically stored information will be automatically purged from the system at 
least once annually, unless a litigation hold prompts retention of certain information. 
Information contained on the archive/back up system is not intended to be indexed or 
cataloged and is not intended to be accessible for reasons other than emergency system 
failure. Any requests to access information on the archive/back up system must be 
submitted to the Superintendent or the Superintendent’s designee for approval. 
 
C. Legal Hold Procedures 

 
When the school District believes that a matter is likely to lead to litigation by or against 
the School District, a “legal hold” will be placed on such relevant matters, requiring that 
documents and data, including electronic data, relating to the matter, incident, person or 
entity, be retained by the School District until such time as the legal hold is lifted.   
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 1. Responsibility 

Because of the variety of matters that could lead to litigation by or against the 
School District, the responsibility to identify such matters rests with all District 
employees.   

 
 2. Procedure 

When a School District employee has reason to believe that an incident may give 
rise to potential litigation, that employee shall: 

 
a. Advise his/her immediate supervisor, the building supervisor, and/or the 

specific central administrator of the incident and prepare a written report 
stating the what the individual saw and/or heard, the names of the people 
and entities involved and the names of any witnesses; 

 
b.  Preserve all documents, notes, data and information regarding the matter 
including, but not limited to email communications, notes, letters and voice mail 
messages, pending a determination regarding whether a legal hold is necessary. 

 
The written report must then be forwarded to the Superintendent or the 
Superintendent’s designee, who, in consultation with the Solicitor, will determine 
whether to place a legal hold on documents and data relevant to the incident(s). If 
a legal hold is implemented, then the Director of Technology shall make all 
reasonable efforts to retrieve and maintain any archived electronic data before that 
data is purged and to prevent further potentially relevant information from being 
purged or deleted. 
 
The Superintendent or the Superintendent’s designee will advise all School 
District employees involved with the incident(s) or matter(s) at issue of the legal 
hold and advise them to retain all documents, notes, data and information 
regarding the matter including, but not limited to email communications, notes, 
letters and voice mail messages pending further notice. 

 
3.  Release of Legal Hold 

If a matter is settled or resolved or the relevant statute of limitations has run or it 
otherwise becomes apparent that litigation is not likely to arise, then the 
Superintendent or the Superintendent’s designee, in connection with the Solicitor, 
will release the legal hold and the retained and stored documents may be disposed 
of in accordance with the ordinary document retention policies of the District. 

 
D. Destruction 
 
Records shall be purged in accordance with the document retention schedule attached 
hereto. 
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E. Responsibility 
 
Periodically, the Superintendent shall designate the Controller and one other individual to 
perform audits to ensure that (1) information being retained in manual form is being 
retained in a reasonably accessible manner, (2) information being retained in electronic 
form is being retained in a reasonably accessible manner, (3) confidential information is 
being maintained in a secure manner and (4) electronic and manual records are being 
retained and purged in accordance with this Regulation. 
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ATTACHMENT A - RECORD RETENTION SCHEDULE 
 
Description Format Retention Period Disposal 
Accident Reports  5 years 1 
Accounts Payable/Receivable  6 years 1 
Act 48 Attendance Documentation  3 years 2 
Annual Budget  10 years 1 
Annual Financial Reports  Permanent  3 
Annual Audit Reports  Permanent 3 
Bank Statements, Check Registers, Deposit Slips   6 years 1 
Bids – Accepted  6 years after end of 

project 
1 

Bids – Rejected  6 years after end of 
project 

1 

Board Minutes  Perpetual 3 
Board Policies – Current  Perpetual 3 
Board Policies – Former  Perpetual 3 
Budget Worksheets  1 year after adoption 2 
Collective Bargaining Agreements  3 years after 

expiration 
1 

Construction Contracts  12 years after 
termination 

1 

Correspondence from Superintendent    Permanent 3 
Emergency Preparedness Plan  2 years after revision 1 
Ethics- Statements of Financial Interest  5 years 1 
Employee Records – criminal background, 
discipline, grievances, complaints, 
resignation/retirement 

 7 years after end of 
employment 

2 

Employee records – other – application, 
attendance, evaluations, leave, medical, pre-
employment medical exam, pre-employment 
references, professional development, contracts, 
W-2s, W-4s 

 4 years after end of 
employment 

2 

Equal Employment Opportunity Reports  3 years 1 
Facilities – Equipment Inventories, Use Files, 
Equipment Leases, Pesticide Application Record  

 6 years 1 

Facilities –Fixed Asset List  Permanent  3 
Free and Reduced Lunch  5 years 2 
General Ledger   Permanent  3 
Insurance Claims and Policies  6 years after 

settlement/expiration 
1 

Investment Records   6 years after 
cancellation 

1 

Litigation/Workers’ Compensation Files  7 years after 
conclusion of 
litigation 

2 
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Payroll Records   6 years 2 
Press Releases  Permanent  
Property Records – Deeds, Easements, Leases, 
Purchase/Sale  

 Permanent 3 

Purchase Orders  6 years 1 
Safe School Act Reports  Permanent 3 
Student Records1 – Official Administrative Record 
– name, parents/guardians names, address, birth 
date, transcript showing grade levels, courses 
completed, level of achievement, standardized 
achievement test scores and attendance 

 100 yearsSee Board 
Policy and 
Administrative 
Regulation 5225 
(Student Records) 

2 

Student Records – Medical  2 years after date 
student last enrolled 

2 

Student Records – Special Education  Annually review –  
Retain relevant 
information at least 
three (3) years after 
a child’s graduation 
or three (3) years 
after that child is no 
longer of school age 

2 

Student Records – Discipline   Removed from the 
student's files at 
periodic intervals 
(i.e.  when the 
student transitions to 
the middle or high 
school and when the 
student leaves 
school. All records 
of incidents of 
violence maintained 
at least until student 
graduates. 

2 

Student Records – Other  Annually review 2 
Tax Collection Records – Property  6 years from date of 

payment 
1 

Tax Collection Records – Other  6 years from date of 
payment 

2 

 
Disposal Codes 
 1. Routine – no special precautions 
 2. Special – confidential records which must be destroyed in a secure manner 
 3. Archival – no destruction 
                                                           
1 The Department of Education is to propose new guidelines regarding the retention of student records.  Those 
guidelines have not been released yet and these issues should be revisited when those guidelines are issued. 
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RECORD RETENTION – STATUTORY AUTHORITY 
 
 
Statute 

 
Records to be Retained 

Fair Labor 
Standards Act 

a. Basic records containing employee information, payrolls, individual 
contracts, or collective bargaining agreements, applicable certificates and 
notices of Wage-Hour administrator, sales and purchase records. 

b. Supplementary basic records including basic employment and earnings 
records; wage rate tables; work time schedules; order shipping, and billing 
records; records of additions to or deductions from wages paid; 
documentation of basis for payment of any wage differential to employees 
of the opposite sex in the same establishment. 

c. Certificates of age. 

d. Written training agreements 
Title VII of 
Civil Rights 
Act 

a. Any personnel or employment record made or kept by employer, including 
application forms and records having to do with hiring, promotion, 
demotion, transfer, layoff, or termination, rates of pay or other terms of 
compensation, and selection for training or apprenticeship. 

b. Personnel records relevant to charge of discrimination or action brought by 
Attorney General against employer, including, for example, records relating 
to charging party and to all other employees holding similar positions, 
application forms or test papers completed by unsuccessful applicants and 
by all other candidates for same position. 

c.   (Employers with 100 or more employees) 

   Copy of EEO-1 – Employer Information Report. 
Executive 
Order 11246 
 
 

Written affirmative action programs and supporting documentation including 
required utilization analysis and evaluation; other records and documents 
relating to compliance with applicable EEO nondiscrimination and affirmative 
action requirements, including records and documents on nature and use of 
tests, validation of tests, and test results as required; and relating to compliance 
with construction industry EEO plans and requirements. 

Age 
Discrimination 
Act 

a. Payroll records containing each employee’s name, address, date of birth, 
occupation, rate of pay, and compensation earned per week. 

b. Personnel records relating to 

(1) job applications, resumes, or other replies to job advertisements, including 
applications for temporary positions and records pertaining to failure to 
hire; (2) promotion, demotion, transfer, selection for training, layoff, recall, 
or discharge; (3) job orders submitted to employment agency or union; (4) 
test papers in connection with employer-administered aptitude or other 
employment test; (5) physical examination results; (6) job advertisements or 
notices to employees regarding openings, promotions, training programs, or 
opportunities for overtime work. 
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 c.   Employee benefit plans, written seniority or merit rating systems. 
Vocational 
Rehabilitation 
Act 

(Federal contractors, subcontractors) 
For handicapped applicants, and employees, employment records and records 
regarding complaints and actions taken under the Act. 

Vietnam Era 
Veterans’ Act 

(Federal contractors, subcontractors) 
a. Copies of reports made to state employment service regarding number of 
individuals and veterans hired, and related documentation such as personnel 
records regarding job openings, recruitment, and placement. 

b. Records regarding complaints and actions taken under the Act. 
Pennsylvania 
Fair Labor 
Standards Act 
 
 
 
 
 
 
 
 
 
 
 

a. A record of each employee showing name, address, including zip code. 
b. Time of day and day of week employee’s work week begins. 
c. Number of hours worked daily and weekly. 
d. Total daily or weekly straight time earnings. 
e. Total overtime excess compensation for work week (amount over and above 
all straight-time earnings). 
f. Total additions to or deductions from wages of each pay period. The 
employer is required to maintain individual employee accounts recording the 
dates, amounts, nature of times added or deducted. 
g. Allowances, if any, claimed as part of minimum wage. 
h. Money paid in cash. 
i. Total wages paid each pay period. 
j. Date of payment and the pay period covered by payment. 
k. Special certificate for students, apprentices, and learners. 
l. Regular hourly rate of pay. 
m. Occupation 

Pennsylvania 
Public Works 
Statute 

a. Every contractor and subcontractor in a public works contract shall keep 
accurate records showing name, craft, and hourly rate paid to each workman 
employed by it in connection with the public works. 

Pennsylvania 
Human 
Relations Act 

a. Any records, documents, and data pertaining to the employment, transfer, 
promotion, or dismissal of employee. 
b. All company applications for employment, as well as forms filled out by 
unsuccessful applicants. 

OSHA 
Regulations 

a. Employers in general industry are required pursuant to 45 F.R. 35212 to 
preserve and maintain certain exposure and medical records pertinent to an 
employee’s occupational exposure to toxic substances and harmful physical 
agent.  

Administrative 
Code of 1929, 
1956, as 
amended 

a. Records showing that school authorities and/or other persons having 
knowledge or suspicion of any communicable disease reported such 
knowledge to the local board or Department of Health. 

Child 
Protective 
Services 

Records of administrators, school teachers, school nurses, social service 
workers…or mental health professionals reporting situations when they come 
into contact with children when they have reason to believe, on the basis of 
their medical, professional, or other training experience that the child coming 
before them in their professional or official capacity is an abused child. The 
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privileged communication between any professional person required to report 
on his patient or client shall not apply to situations involving child abuse and 
shall not constitute grounds for failing to report as required by the Act.  

Pennsylvania 
Workers’ 
Compensation 
Act 

a. Every employer is required to keep a record of each injury to any employee 
as reported to it or of which it otherwise has knowledge. Such a record shall 
include a description of the injury, a statement of time during which the 
injured person was unable to work due to the injury, and the description of the 
manner in which the injury occurred.  

Criminal 
History Record 
Information, 18 
P.S. § 9125 

a. Applicant’s criminal history record information file. Whenever an employer 
is in receipt of information which is part of an employment applicant’s 
criminal history record information file, and it needs that information for the 
purpose of deciding whether or not to hire the applicant, only in accordance 
with law. Felony and/or misdemeanor convictions may be considered by the 
employer only to the extent to which they relate to the applicant’s suitability 
for employment in the position for which he has applied. The employer shall 
notify the applicant in writing if the decision is not to hire is based in whole or 
in part on the criminal history record. 

Background 
Checks of 
Prospective 
Employees, 24 
P.S. §11-111 

a. Records of all prospective employees of public and private schools, 
intermediate units, area vocational-technical schools, including independent 
contractors and their employees, except those employees and independent 
contractors and their employees who have no direct contact with children. If an 
applicant has been convicted within five years immediately preceding the date 
of the report of certain specified items in the Act, then, in that event, the hire 
cannot take place. Requirements of this section do not apply to employees of 
public and private schools, intermediate units, and area vocational-technical 
schools who are under 21 years of age, employed for periods of ninety days or 
less, or part of a job development or job training program. 

Sick Leave 
Credit, 24 P.S. 
§ 11-1154 
 
 

a. The Board is required to maintain and supply annually to each professional 
and temporary professional employee a copy of a cumulative record of sick 
leave credited to and used by such professional or temporary professional 
employee. In any case involving a dispute over the amount of accumulated 
sick leave, a professional or a temporary professional employee shall have the 
right of appeal to the Secretary of Education pursuant to rules and regulations 
that may be established. 

22 PA. Code § 
215.61; 
Retirement 
Board 

a. Employer shall notify the retirement board each month of the payroll 
changes effective during the past month, the date of all removals from the 
payroll, and the type of leave of any member who has been removed from the 
payroll for any time during the month.  If the removal is due to leave without 
pay, the employer shall furnish the board with the date of the beginning of the 
leave, the date of return to service, and the reason for the leave.  If the removal 
is due to a transfer to another employer, the former employer shall furnish such 
employer and the board with a complete school service record, including 
credited or creditable non-school service.  If the removal is due to termination 
of school service, the employer shall furnish the board with the complete  
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 school service and salary record, including credited school or creditable non-

school service, and in the case of the death of the member, the employer shall 
notify the board. 
The retirement board will issue requirements from time to time regarding the 
maintenance and preservation of such records. 

Guidelines for 
Collection, 
Maintenance, 
and 
Dissemination 
of Pupil 
Records 
 

a. Category “A” Data – Official administrative records that constitute the 
minimum personal data necessary for the operation of the educational system. 
This is to mean identifying data (including names and addresses of parents or 
guardian), birth-date, academic work completed, level of achievement (grades, 
standardized achievement test scores) and attendance data. 

b. Category “B” Data – Includes verified information of clear importance, but 
not absolutely necessary to the school, over time, in helping the child or in 
protecting others. Specifically, scores on standardized intelligence and aptitude 
tests, interest inventory results, health data, family background information, 
systematically gathered teacher or counselor ratings and observations, and 
verified reports of serious or recurrent behavior are included in this category. 
Great care must be exercised by the school to ensure the accuracy of this data. 
In particular, reported data, reported behavior patterns, and specific incidents 
must be unambiguously described and clearly verified before they become part 
of any continuing record. 

c. Category “C” Data – Includes potentially useful but not yet verified or 
clearly needed beyond the immediate present; for example, legal or clinical 
findings including certain personality results, and unevaluated reports of 
teachers, counselors, and others which may be needed in an ongoing 
investigation and disciplinary or counseling actions. 

d. Confidential, personal files of professionals in the school – Professionals 
working in the school may maintain personal and confidential files containing 
notes, transcripts of interviews, clinical diagnoses, and other memory aids for 
their own use in counseling pupils. Any and all data that are considered to be 
the personal property of the professional should be guarded by the rules given 
above as well as those dictated by professional ethics, subject to the terms of 
the employment contract between the school and the professional and any 
special arrangements made between the professional and individual parents 
and/or students. 

e. Special Education Records. 
Documents 
Relating to 
Litigation 

a. Documents relating or even remotely relating to announced or anticipated 
litigation. 

Other Records 
which should 
be Permanently 
Kept 

a. Bond records. 
b. Minute books. 
c. Annual financial reports. 
d. Audit reports. 
e. Important cancelled checks. 
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 f. Deeds to property. 

g. Papers evidencing title to property. 
h. Property appraisals. 
i. Insurance policies and records. 
j. Plans relating to real property. 
k. Legal correspondence. 
l. Collective bargaining agreements. 

Seven Year 
Records 

a. Accident reports and claims. 
b. Scrap and salvage records. 
c. Bills of lading. 
d. Freight bills. 
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ATTACHMENT B - STANDARDS, POLICIES AND PROCEDURES PROMULGATED BY 
THE LOCAL GOVERNMENT RECORDS COMMITTEE 
 
(a)  Authority  

 
These standards and procedures were adopted by the Local Government Records Committee 
in accordance with the Municipal Records Act. 
 

(b)  Purpose  
 

The standards and procedures are designed to help ensure the accuracy, usability, longevity, 
and legal acceptance of electronic records generated by municipal offices.  

 
(c)  Scope  
 

These standards and procedures establish the basic requirements relating to the creation, 
maintenance, use and disposition of electronic records.  Electronic records include numeric, 
graphic, and text information which may be recorded on any medium capable of being read 
by a computer and which satisfies the definition of a record as defined in the Municipal 
Records Act.  This includes, but is not limited to: magnetic media such as computer tapes, 
disks, diskettes and other electronic storage devices containing records.  These requirements 
apply to all electronic records systems, whether microcomputers, minicomputers or main-
frame computers, in network or stand-alone configurations.  The guidelines apply to all 
municipal officers covered by the Municipal Records Act.  Policy and guidelines for the 
retention and disposition of municipal records copied onto optical imaging systems and 
stored on optical disks are not included in this chapter but are covered under the Policy and 
Guidelines for the Retention and Disposition of Original Municipal Records Copied Onto 
Optical Imaging Systems... 

 
(d)  Responsibilities of Municipal Officers  

 
Municipal officers shall ensure that the management of electronic records incorporates the 
following elements:  
 
(i) Assigning responsibility to develop and implement a program for records created, 

received, maintained, used, or stored on electronic media. 
(ii) Integrating the management of electronic records with other records and information 

resources of the municipality and incorporating electronic records management 
responsibilities into any pertinent municipal policies or directives. 

(iii) Establishing procedures for addressing records management requirements, including 
record disposition schedules promulgated by the Local Government Records 
Committee, before approving new electronic records systems or enhancements to 
existing systems.  

(iv) Ensuring that adequate training is provided for users of electronic records systems in 
the operation, care and handling of the equipment and software. 
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(v) Developing and maintaining adequate and up-to-date documentation about each 

electronic records system.  Documentation should: list system title and responsible 
municipal office; specify all technical characteristics necessary for reading or 
processing the records; identify all defined inputs and outputs of the system; define 
the contents of the system, including record formats and data base tables; identify 
vital records and information; determine restrictions on access and use; describe 
update cycles or conditions and rules for adding information to the system, changing 
information in it or deleting information; and facilitate the timely, authorized 
disposition of the records in accordance with the Municipal Records Manual. 

(vi) Specifying the location, manner, and media in which electronic records will be 
maintained to meet operational and archival requirements, and maintaining 
inventories of electronic records systems to facilitate disposition. 

(vii) Ensuring that compliance with municipal electronic records procedures are applied to 
municipal electronic records created or maintained by contractors. 

(viii) Reviewing electronic systems periodically for conformance to procedures described 
in the Municipal Records Manual to ensure that record descriptions and retention 
periods reflect changes as the Municipal Records Manual is updated. 

 
(e)  Procedures  
 

(i) Creation and Use of Data Files 
 

A. For electronic records systems that produce, use, or store data files, disposition 
instructions for the data shall be incorporated into a systems design and updated 
as necessary. 

 
B. Municipal offices shall maintain proper, up-to-date technical documentation for 

each electronic records system that produces, uses, or stores data files.  Minimum 
documentation required is a narrative description of the system; physical and 
technical characteristics of the records, including a record layout that describes 
each field including its name, size, starting or relative position and a description 
of the form of the data (such as alphabetic, zoned decimal, packed decimal or 
numeric); or a data dictionary or the equivalent information associated with a data 
base management system including a description of the relations between data 
elements in data bases; and any other technical information needed to read or 
process the records. 

 
(ii) Creation and Use of Text Documents 

 
Electronic records systems that maintain the official file copy of text documents on 
electronic media shall meet the following minimum requirements: 
 
A. Provide a method for all authorized users of the system to retrieve desired 

documents, such as an indexing or text search system. 
 

B. Provide an appropriate level of security to ensure integrity of the documents. 
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C. Provide a standard interchange format when necessary to permit the exchange of 
documents on electronic media using different software/operating systems and 
allow for the conversion or migration of documents on electronic media from one 
system to another. 

 
D. Provide for the disposition of the documents including, when necessary, 

transferring records to the State Archives. 
 

E. Before a document is created and maintained on electronic records systems, 
documents shall be identified sufficiently to enable authorized personnel to 
retrieve, protect and carry out the disposition of documents in the system.  
Appropriate identifying information for each document maintained on the 
electronic media may include: office of origin, file code, key words for retrieval, 
addressee (if any), signature, author, date, authorized disposition (coded or 
otherwise), and security classification (if applicable).  Municipal officers should 
ensure that records maintained in such systems can be correlated with related 
records on paper, microform, or other media. 

 
(f) Legal Admissibility of Electronic Records 
 

To enhance legal admissibility of records in an electronic format and help ensure municipal 
records may be used as evidence in court proceedings, trustworthiness must be established by 
thoroughly documenting the recordkeeping system's operation and the controls imposed upon 
it.  To implement procedures to enhance the legal admissibility of electronic records, 
municipal officers should: 
 
(i) Document that similar kinds of records generated and stored electronically are 

created by the same processes each time and have a standardized retrieval approach. 
 

(ii) Substantiate that security procedures prevent unauthorized addition, modification, or 
deletion of a record and ensure system protection against such problems as power 
interruptions. 

 
(iii) Identify the electronic media on which records are stored throughout their life cycle 

and the maximum time span that records must remain on each storage medium in 
order to comply with minimum retention periods as cited in the Municipal Records 
Manual. 

 
(iv) Coordinate all of the above with legal counsel, information managers, and records 

management staff. 
 
(g)  Security of Electronic Records  
 

Municipal officers shall implement and maintain an effective records security program that 
incorporates the following to: 

 
(i) Ensure that only authorized personnel have access to electronic records. 

 
(ii) Provide for backup and recovery of records to protect against information loss. 



Attachment B  Regulation 8210 
 

{01577098 }August 2010 14 TESD 

 
(iii) Ensure that municipal personnel are trained to safeguard sensitive or classified 

electronic information. 
 

(iv) Minimize the risk of unauthorized alteration or erasure of electronic records. 
 

(v) Ensure that electronic record security is included in a computer systems security plan. 
 
(h)  Selection and Maintenance of Electronic Records Storage Media  
 

Municipal officers shall select appropriate media and systems for storing records throughout 
their life which meet the following requirements:  

 
(i) Specific Requirements in selecting storage media 

 
A. Permit easy retrieval in a timely fashion. 

 
B. Facilitate the distinction between records and non-records as defined in the 

Municipal Records Act. 
 

 
C. Retain the records in a usable format for the length of their required retention 

period. 
 

D. When appropriate, meet requirements for transferring electronic records to the 
State Archives. 

 
(ii) The following factors shall be considered before selecting a storage media or when 

converting from one medium to another: 
 

A. The required retention period of the records. 
 

B. The maintenance necessary to retain the records in that format. 
 

C. The costs of storing and retrieving the records stored in that format. 
 

D. The density of the record. 
 

E. The access time necessary to retrieve stored records. 
 

F. The portability of the medium (selecting a medium that will run on equipment 
produced by multiple manufacturers) and the ability to transfer information from 
one medium to another as well as the flexibility of the software to be migrated 
into a different medium if desirable or necessary. 

 
G. Compliance of the storage medium with current industry and/or Federal standards 

if applicable. 
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(iii) Municipal officers shall avoid the use of floppy disks for the exclusive long-term 
storage of permanent electronic records. 

 
(iv) Municipal officers shall ensure that all authorized users can identify and retrieve 

information stored on removable disks or tapes by establishing or by adopting 
procedures for external labeling as well as procedures for computer tape library 
subsystems for storage media identification. 

 
(v) Municipal officers shall ensure that information is not lost because of changing 

technology or deterioration by converting storage media to provide compatibility 
with the municipality's current hardware and software.  Before conversion to a 
different medium, municipal officers shall determine that the authorized dispositions 
of the electronic records can be implemented after conversion. 

 
(vi) Municipal officers should back up electronic records on a regular basis to safeguard 

against the loss of information due to equipment malfunctions or human error. 
Duplicate copies of permanent records should be maintained in separate buildings.  
All security copies of vital electronic records, regardless of retention period, should 
be stored in a separate building. 

 
(vii) For the maintenance of magnetic computer medium, municipal officers shall follow 

industry and national standards for safeguarding information. 
 

(viii) Maintenance of magnetic computer tape containing permanent records. 
 

A. Municipal officers shall provide for the testing of magnetic computer tapes no 
more than six months prior to using them to store electronic records that are 
scheduled for permanent retention.  This test should verify that the tape is free of 
permanent errors and in compliance with National Institute of Standards and 
Technology or industry standards. 
 

B. Municipal officers shall maintain the storage and test areas for computer 
magnetic tapes containing permanent records at the following temperature and 
relative humidities: 
 
Constant temperature – 62 to 68 degrees Fahrenheit. 
 
Constant relative humidity – 35 to 45 percent. 
 

C. Municipal officers should rewind according to tape specifications all tapes 
containing permanent records every 3-1/2 years. 
 

D. Municipal officers shall annually read a statistical sample of all reels or cartridges 
of magnetic computer tape containing permanent records to identify any loss of 
data and to discover and correct the causes of data loss. In magnetic medium 
storage libraries with 1,800 or fewer reels/cartridges, a 20 percent sample or a 
sample size of 50 reels/cartridges, whichever is larger, should be read. In 
magnetic medium oibraries with more than 1,800 reels/cartridges, a sample of 
384 reels/cartridges should be read. Tapes with 10 or more errors shall be 
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replaced and, when possible, lost data shall be restored. All other tapes which 
might have been affected by the same cause (i.e., poor quality tape, high usage, 
poor environment, improper handling) shall be read and corrected as appropriate. 
 

E. Municipal officers shall copy permanent data stored on magnetic tapes before the 
tapes are 10 years old, onto tested and verified new tapes. 

 
F. Municipal officers shall ensure that external labels (or the equivalent automated 

tape management system) for magnetic tapes used to store permanent electronic 
records shall provide unique identification of each reel/cartridge, including the 
name of the office responsible for the data, system title, and security 
classification, if applicable. Additionally, the following information shall be 
maintained for (but not necessarily attached to) each reel/cartridge used to store 
permanent electronic records: file title(s); dates of creation; dates of coverage; the 
recording density; type of internal labels; volume serial number, if applicable; 
number of tracks; character code/software dependency; information about block 
size; and reel/cartridge sequence number, if the file is part of a multi-
reel/cartridge set. For numeric data files, include record format and logical record 
length, if applicable; data set name(s) and sequence, if applicable; and number of 
record for each data set. 

 
G. Municipal officers shall maintain proper care and handing procedures for 

electronic media by keeping a clean, dust-free environment for all equipment and 
prohibit eating, drinking or smoking in magnetic computer medium storage 
libraries and test or evaluation areas that contain permanent records. 

 
(ix) Maintenance of direct access storage media 

 
A. Municipal officers shall issue written procedures which draw upon the 

recommendations of the manufacturers for the care and handling of direct access 
storage media. 

B. Municipal officers shall ensure that external labels for diskettes or removable 
disks used when processing or temporarily storing permanent records shall 
include the following information: name of the office responsible for the records; 
descriptive title of the contents; dates of creation; security classification, if 
applicable; and identification of the software and hardware used. 

 
(i) Retention of Electronic Records 
 

Municipal officers shall establish policies and procedures to ensure that electronic records 
and their documentation are retained for the length of their required retention period. The 
retention procedures shall include: 

 
(i) Scheduling the disposition of electronic records, as well as related documentation and 

indexes in accordance with the Municipal Records Manual. 
 

(ii) Transferring a copy of the electronic records and any related documentation and 
indexes to the State Archived if specified in the Municipal Records Manual. (Contact 
the State Archives for instructions as to necessary requirements.) 
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(iii) Establishing procedures for regular recopying, reformatting, and other necessary 

maintenance to ensure the retention and usability of electronic records throughout 
their required retention period. 

 
(j) Destruction of Public Records on Electronic Media 
 

Electronic records may be destroyed in compliance with the Municipal Records Manual. 
Electronic records scheduled for destruction should be disposed of in a way that ensures 
protection of any sensitive, proprietary, or security information. Magnetic recording media 
previously used for electronic records including sensitive, proprietary, or security information 
are not to be recycled if the previously recorded information can be compromised by reuse in 
any way. 

 
For additional information, contact: 
 
Pennsylvania Historical and Museum Commission  
Division of Archival and Records Management Services  
PA State Archives Building  
350 North Street  
Harrisburg, PA 17120-0090 
 
(717) 783-9874 or (717) 787-3913 
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Enrollment and Registration Requirements and Verification of Student Residency 

Purpose 

The Board recognizes its obligation to enroll school age students eligible to attend 
District schools, in accordance with applicable law.  

Definitions 
 

School age shall be defined as the period from the earliest admission age for the District’s 
kindergarten program until graduation from high school or the end of the school term in 
which a student reaches the age of twenty-one (21) years, whichever occurs first. 

 
District of residence shall be defined as the school district in which a student’s 
parents/guardians reside. 
 
Residency Eligibility 

A school age child is entitled to attend the public schools of the child’s district of 
residence.  Unless specifically permitted by other Board policy Policy or federal or state 
law, only those students who are residents of the District may attend District schools. All 
other persons (“non-resident students”) are prohibited from attending District schools. 

When a child’s parents reside in different school districts due to separation, divorce or 
other reason, the child may attend school in the district of residence of the parent with 
whom the child lives for a majority of the time, unless a court order or court approved 
custody agreement specifies otherwise. If a parent enrolling a student is relying on a court 
order or custody agreement as the basis for enrollment, school staff will require the 
parent to provide a copy of the order or agreement. 

If the parents have joint custody and time is evenly divided, the parents may choose 
which of the two school districts the child will enroll for the school year.  

If the child is an emancipated minor, the district of residence is the one in which the child 
is then living. 

Enrollment Procedures 

School age resident students and eligible nonresident students, as outlined in Board 
Policy and Administrative Regulation 5116, shall be entitled to attend District schools. 

The District shall not enroll a student until the parent/guardian has submitted acceptable 
proof of the student’s age, residence, immunizations and a completed Parent Registration 
Statement, as required by law and regulations. 
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The District shall administer a Home Language Survey to all students enrolling in 
District schools for the first time. 

The District shall normally enroll a school age, eligible student the next business day, but 
no later than five (5) business days after application.  The District has no obligation to 
enroll a child until the parent, guardian or other person having control or charge of the 
student making the application has supplied the District with the documents required as a 
prerequisite to enrollment. 

The District shall immediately enroll identified homeless students as required by law, 
even if the student or parent/guardian is unable to produce the required documents. 

The District shall not inquire about the immigration status of a student as part of the 
enrollment process. 

Consequences of Attendance in Violation of Policy 

Parents/guardians of students who become non-resident students after having formerly 
been residents must disenroll their children or risk being held liable for tuition and other 
consequences unless the student otherwise qualifies to attend District schools under 
another Board Policy or Policiesapplicable law. 

The Board may remove from school attendance a non-resident student in accordance with 
the due process requirements of applicable law.  Parents, guardians and others who 
facilitate violation of this Policy, or the accompanying Administrative Regulation may 
also be reported to law enforcement authorities and assessed tuition. 

Prior to accepting a student for enrollment, the administration Administration will require 
proof of residency and other information as set forth in the accompanying Administrative 
Regulation.   

The Board authorizes the Administrationreserves the right to, at any time, to require 
verification of continued residency from parents, guardians or other adults with whom 
District students are residing.verify the residency of:  The process of verifying continued 
residency may be performed (1) on either a District-wide basis or by an entire 
elementary, middle or high school level; or (2) where the District reasonably suspects that 
a student may not be legally residing in the District.  

 

1. any enrolled student;  

2. students by group such as building or grade; or 

3. all students District-wide. 

Delegation of Authority 
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The Superintendent shall be responsible for developing procedures to implement this 
Policy. Those regulations shall include, but not be limited to, procedures for: 

1. Requirements for proof of the registering student’s age; 

2. Verification of student residency to the extent permitted by law; 

3. Verification of required immunizations; and 

4. Other registration information as required by law. 

 

 

Cross reference: Policy No. 5116 Nonresident Students – Enrollment Eligibility 
 Policy No. 5455 Homeless Students 
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Enrollment and Registration Requirements and Verification of Residency  

Registration Requirements:  

Except for a homeless student, when a student of school age is presented to any 
District school for enrollment, school staff will require the following 
documentation before enrolling the student and permitting him/her to attend school:  

1. Proof of the student's age - acceptable documentation includes one (1) of 
the following:  

 a.  Birth certificate.  

 b.  Notarized copy of birth certificate.  

 c.  Baptismal certificate.  

d. Copy of the record of baptism, notarized or duly certified and 
showing date of birth.  

e. Notarized statement from the parents/guardians or relative indicating 
date of birth.  

 f.  Valid passport.  

 g.  Prior school record indicating date of birth.  

 2.  Immunizations required by law - acceptable documentation includes:  

 a.  Student's immunization record.  

b. Written statement from prior school district or a medical office that 
the required immunizations have been administered, or that a 
required series is being administered.  

c. Verbal assurances from prior school district or a medical office 
that required immunizations have been completed, with records to 
follow.  

 
 3. Proof of residency - acceptable documentation includes two one (21) of the 

following from List A and two of the following from List B, provided the 
address is clearly indicated in or on the document and provided that the 
document is validly issued and genuine as to the resident presenting the 
document: 

 
   List A 

a. Deed  
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b. Lease 
c. Property tax bill 
d. Notarized multiple occupancy form 
 
 
List B   
a. Current utility bill  
b. Current credit card bill 
c. Bank statement 
d. PENNDOT identification or driver's license 
e. PENNDOT vehicle registration 
f. Copy of a state/federal program enrollment 
g. Copy of paycheck stub with name and address of employer as well as 

employee 
h. Residency affidavits 

  

a. Deed.  

b. Lease. 

c. Current utility bill. 

d. Current credit card bill. 

e. Property tax bill. 

f. PENNDOT identification or driver's license. 

g. PENNDOT vehicle registration.  

h. Copy of a state/federal program enrollment. 

i. Copy of paycheck stub with name and address of employer as well as 
employee. 

j. Residency affidavits. 

 4. Parent Registration Statement - a sworn statement attesting to whether the 
student has been or is suspended or expelled for offenses involving drugs or 
alcohol, weapons, or infliction of injury or violence on school property, as 
required by law.  

 5. Home Language Survey - for all students enrolling in a school for the first time.  
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Documents That May Be Requested But Not As A Condition Of Enrollment  

School staff may ask for any of the following information, in addition to the required 
documentation, but will not require it as a condition of enrollment and will not delay a 
student's enrollment or attendance until the document(s) is provided:  

 1.  Picture identification.  

 2.  Health or physical examination records.  

 3.  Academic records.  

 4.  Attendance records.  

 5.  Individualized Education Program.  

 6.  Special education records.  

 7.  Completed physical examination.  

 8.  Completed Registration Form.  

 Documents That May Not Be Requested  
 

School staff may not request any of the following information to verify enrollment or 
residency:  

 1.  Social security number.  

 2.  Reason for a student's placement if not living with natural parent.  

 3.  Visa of student or parent. 

 4.  Agency records.  

5. Court order or records relating to a dependency proceeding, except in limited 
circumstances that occur when a custody order, agreement or dependency is being 
relied upon as the basis for enrollment.  

 6.  Student's immigration status.  

Special Enrollment Considerations  

District staff will consider what residency verification is reasonable in light of a family's 
situation and should be flexible.  

Twins and higher order multiple siblings will be enrolled in the same manner as other 
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students. Classroom placement of twins and higher order siblings will include parental 
input to the extent required by law. 

The District cannot deny or delay a student’s enrollment based on the information 
contained in a disciplinary record or sworn statement.  However, the District can provide 
alternative education services during the period of expulsion for a student currently 
expelled for a weapons offense.  If a student has been expelled from the previous district 
for reasons other than a weapons offense, the District will review the student’s prior 
performance and school record to determine the services and supports that will be provided 
upon enrollment in the District. 

Students and families with limited English proficiency will be provided translation and 
interpretation services to the extent needed for them to understand the enrollment process 
and promptly enroll the student. 

Requests for Student Records 

Upon enrollment of a student, school staff will contact the student’s prior school for a copy 
of the student’s educational records. The prior district, if within Pennsylvania, is required 
to forward the records within ten (10) business days of the date of request. 

When a student transfers from a Pennsylvania school entity, school staff will contact the 
sending school for a certified copy of the student’s disciplinary record. The prior district is 
required to forward the certified copy within ten (10) days from receipt of the request. 

Health records must be transferred from all public and private schools, upon the request of 
the building principal or designee. 

School staff will enroll a student no later than five (5) business days, regardless of receipt 
of student records from the prior school entity. 

Students Enrolling Without Prior School Records 

 

If a student is presented for enrollment without prior school records or if a private school 
withholds an enrolling student’s records, the building principal may seek and accept 
information for a student placement that appears reliable as proof of successfully 
completed coursework, such as report cards and sworn affidavits of previous school 
teachers. 

If reliable information cannot be obtained, the building principal, in consultation with the 
appropriate teacher(s), will promptly evaluate the student and determine the appropriate 
grade and/or courses for that student.  The evaluation will consist of an interview and 
demonstration of the degree to which the student has achieved the academic standards 
established by the Board for District students. 
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Change of Address 

When a student or parent/guardian notifies the school of a change of address within the 
District’s boundaries, the parent/guardian will be required to bring proof of residence to the 
school. 

A new Student Registration Form may be required. 

 

Students Living With Resident Adult Other Than Parent 

When a student lives with a District resident who is supporting the student without personal 
compensation (gratis), the student can enroll in a District school if the resident makes 
application and provides the required documentation.  

In addition to the required documents, school staff will require the resident to provide one 
(1) of the following: 

1. Legal documentation to show dependency or guardianship which may include a 
custody or dependency order; or 

2. Sworn and notarized statement indicating that the signer is a District resident and is 
supporting the student without receiving personal compensation, the student is living with 
him/her continuously and not just for the school year, and the resident accepts all personal 
obligations relative to school requirements. 

School staff may also require additional information to substantiate the sworn statement 
under (2) above before enrolling the student in District schools.  Notwithstanding any 
procedure to the contrary outlined in other Board Policy or Administrative Regulations, if it 
is found that the information contained in the sworn statement is false, the child may be 
removed from school after notice of an opportunity to appeal the removal in accordance 
with the following procedure: 

1. The appeal must be submitted to the Superintendent within 5 school days of the 
notice of removal from school. 

2. The Superintendent or designee shall provide a written report including a statement 
of the basis for the removal. 

3. The Superintendent or designee shall prepare a similar written report if Board 
involvement becomes necessary to resolve the issue. 

A resident’s receipt of payments, such as Supplemental Security Income (SSI), Transitional 
Assistance for Needy Families (TANF), pre-adoptive support, child support, maintenance 
on public or private health insurance, support from the military or military personnel or 
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other payments for or on account of the student will not be considered personal 
compensation or gain. 

School staff will not require the natural parent(s) or former guardian(s) to provide 
information. 

The District reserves the right to periodically confirm the status of students attending 
District schools based on being supported gratis by a resident adult.  This confirmation may 
include periodic visits to the home where the student is residing when conflicting 
information is provided or discovered regarding the eligibility status of a student.   

 
Foster Students 

 
Nonresident students placed in foster care in the District are entitled to the same educational 
privileges as students residing in the District and all protections outlined under applicable 
law. Nonresident exceptional students placed in foster care are entitled to receive an 
appropriate program of special education.  When a student is placed in foster care, or when 
a foster care student’s placement changes, and the District is determined to be the student’s 
school or origin, the District shall provide transportation to the foster care student in 
accordance with the Memorandum of Understanding and Transportation Plan in effect 
between the District and the Chester County Office of Children, Youth and Families, unless 
a court order or applicable law dictates otherwise.   

 
In addition to the required documents, school staff may request a letter from the appropriate 
agency verifying that the student is residing with a foster parent or is in a pre-adoptive or 
adoptive home. School staff cannot request a court order or agency records. 

 
Students Living in Institutions 
 
If the District hosts a children’s detention home, drug and alcohol treatment center or 
similar facility, the District is required to provide an education, and special education when 
appropriate, to nonresident students placed in the institution. 
 
Students placed in a children’s institution have the right to attend District schools if 
appropriate for the student, upon submission of required documents. 
 
Children of Military Personnel 
 
When a student is a child of a Pennsylvania resident who is deployed by the military and 
the student is living for that time with relatives or family friends residing in the District, 
the student is entitled to attend District schools, upon submission of required documents 
pursuant to Section 13-1302 of the Public School Code. 
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School staff will presume the District resident is supporting the student gratis, without 
personal compensation or gain. 
 
Students Returning From Delinquency Placements 
 
When a student returns to the District from a delinquency placement, school staff cannot 
automatically place the student in an alternative education program just because they had 
been adjudicated delinquent. 
 
A student returning from a delinquency placement is entitled to an informal hearing prior 
to being placed in an alternative education program in accordance with 22 Pa. Code §12.8 
(c).  
 
The purpose of the hearing is to determine if the student is currently fit to return to the 
regular classroom or if s/he meets the definition of a disruptive student. Factors the District 
will consider include: (1) If the incident causing the adjudication occurred at school or a 
school-sponsored event; (2) Student’s behavior in the placement; (3)Recommendations of 
teachers and adults, such as the juvenile probation officers, who have worked with the 
student. 
 
While the District shall offer to hold the informal hearing prior to placement in the program, 
if the student’s presence in the regular classroom poses a danger to persons or property or 
provides a disruption of the academic process, immediate placement in the alternative 
program may occur with the informal hearing to follow as soon as practicable. 
 
Address Confidentiality Program (ACP) 
 
A family can enroll a student using an Address Confidentiality Program (ACP) that lists a 
post office box as their address. 
 
School staff will accept this post office box as the legal address and will not require 
additional information about the residence. All other required documents must be 
submitted for enrollment. 
 
School records from the former school will be forwarded through the Address 
Confidentiality Program (ACP).  
 
The ACP can be contacted at 1-800-563-6399 regarding questions about the family’s 
eligibility for enrollment. 
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Enrollment Complaints 
 

When a dispute arises regarding enrollment of a student, the individual attempting to enroll 
the student may file a complaint by mail, e-mail or telephone with the Superintendent or 
designee. The individual or the District may send written follow-up to the Department of 
Education, School Services Office. 

 

 

When the required enrollment documentation is provided, the school staff will enroll the 
eligible student and permit him/her to attend school on the next school day after the student is 
presented for enrollment, but no later than five (5) business days after application.  

Verification of Residency Currently Enrolled Students  

The Administration may, at any time, require verification of continued residency of students 
from parents, guardians or other adult with whom they are residing in the District:  

on either a District wide basis or by an entire elementary, middle or high school level; or  

where the District reasonably suspects that the student may not be legally residing in the 
District.  
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