
Issue Paper 
I It's a6out)U:.L fjd's. 

DATE: 
August 21, 2025 

AGENDA ITEM (ACTION ITEM): 
Receive information documenting the periodic destruction of records during the 2024-2025 school 
year. 

APPLICABLE BOARD POLICY: 
01.61: Records Management 

HISTORY /BACKGROUND: 
Policy 01.61 requires the designated district Records Officer to maintain a destruction record of 
district records, noting the authorization for said destruction and the amount of records to be 
destroyed. Each year, the Records Officer shall provide a copy of this record to the Board 
(Superintendent) and to the state Director of the Division of Archives and Records. The attached 
spreadsheet documents the district records and volumes of records destroyed during the 2024- 
2025 school year. 

FISCAL/BUDGET ARY IMPACT: 
None 

RECOMMENDATION: 
Receive information documenting the periodic destruction of records during the 2024-2025 
school year. 

CONTACT PERSON: 
Dr. David A. Rust 

Principal/Administrator District Administrator Superintendent 

Use this form to submit your request to the Superintendent for items to he added to the Board Meeting Agenda. 
Principal -complete, print, sign and send to your Director. Director -if approved, sign and put in the Superintendent's mailbox. 



I Destruction Date 

I 10/10/2024 - -----
10/15/2024 

- ·• - --·· --- -
10/17/2024 

10/17/2024 

10/17/2024 

_ 10/17/2024_ 

10/17/2024 

DC Initiator SITE 

; Misty Jones j CO 

j real Nallv __:- I co 
landa Roberts i- CO--. 
1~n;; Weis-Smith CO 

;Jenny Weis-Smith CO 

];;,;y-w;;-~ith CO 

iJennyWeis-Smith .. ----+- CO 

l~/17/2024 _ _ IJen_nyWels-Smith I CO 

10/17/2024 jJennyWeis-~-~!~ - ---+-' ~co
0

_ 

10/17/2024 j Jenny Weis-Smith 

10/17/2024 jJ~ny Weis-Smith CO 

11/7/2024 . !Carol_~.B~nj.amin SC 

_ _ 11/7/2024 1earole Benjamin SC 

11n/2024 )CaroleBenjami
0

n I- -~ 
_1l/12/2024 _ _ !anda Roberts _ j...._ CCl_ _ 

_ 11/12/2024 ___ LMisty Jon., _ -~ CCl_ _ _ 
11/12/2024 1 Nicole Smith I CO 

11/12/2024 _i~~~ Smith CO 

11/12/2024 

11/12/2024 

! Nicole Smith t· CO 
j Nicole Smith ----- ~-=--

DC Submittals - Kenton County Schools - SY 2024-25 

Series TIiie Of Records Oates of Records 
·;:;;---i- - - ·--~ 

Volu~e. I " Volume 
ICY, FU , (KA/GB/TB! , 

L2014 ' Audio/Video Recordln&s of Official Meetings (Audio) 

L4473 !worker's Compensation and l~u,.."nce Oaims and Report file 
L5323. ' Duplicate "Co~y-~f Record". · . . . . ... 

l5298 : Copy Paper Bid 

l5298 

l5298 

; DiVtmity a~d lnclus~n_~_ld _ _ _ 

: Athletic Training Services Bid 

l5298 : Air Filters Bid -•-----·· 
l5298 r Elevator Service Bid 

l529B _ : Surplus Bid 1 & 2 (FY 2020) 

l5298 ' Surplus Bid I (FY 2019) 

. ~~~-6i-'. Student Cumulati~~--Record File (CU~.'. Folder) __ ·--

L5354 · Gifted & Talented Student File 

! --·· 2024_-~~~st - ­

-.!-~~~~- 01/2~-~ -9-
I 9/16/2024 • 10/14/2024 

11/6/18 -10/31/19 

_j___ 7/1/19 · 6/30/2_0 -- _ 

- - 07/01/16 • 06/30/21 

_ _j__ 

11/4/2019 

1991 • 2021 SV 
··---- - - -· - --- ·-
1991 • 2021 SY 

1991 • 2017 SV 

1.0 

17.0 

0.5 

0.5 

o.s 

0.5 

623.9 

36.7 

73.3 

4.73GB ' 

_L_23_7_2_~; s_tu_d_en_t Cumulative Health Record 
------+---

_LS_3_2_3_-'i~D-'upHcate "Copy of R_ec_o_rd_" _ _ _ ________ _ __ _ t - _10_/1_4_/2_0_24_·_1~~!J202~ _ - - ~~ _ 

L2014 : Audio/\fldeo Recordings of Official Meetings (Audio I I 2024 Sept 

- · L263i_--:eomplaintsAgainstStaff~Substanti~~ 1 2003-20-1-'-2-SY___ 0.5 
37,001 KB 

LS235 j Employee Grievance File 1990-2017 SY _1_,o __ _ 

~-!~~ ~ · No~~~~n of Change of Employment _j . . 1991 SY ___ ___ ~ - ~-~ ··-

L4473 i Worker's Comp Report Fife 

LS312 1 Open Records Requ~st for ~~-spertion 
~~:~;~_;~: _-_-_-J_-;-_::-::-s-5:-:-;~--- -_-_-_-_ -j-+_- -~~---_- . - -~~·- !_~irina.Proced~~-!!!~J}~ postings} 

2013 SY 

2016 SY 

2015-2017 SY 

1990-1994 SY .. 11/12/202_4 __ _j Ni_~ole Smith CO 

11/12/2024 I Nicole Smith CO 

11/12/2024 ~ Nicole Smith CO 

_1:_l{!~/2024 -1~~~~-~~~ _____ l_ co 
__ ~1/12/2024 ! Nicole Smith CO 

11/12/2024 __ ; Matthew Winkler KCSD 

12/5/202_4 __ _: Misty Jones _ CO 

12/10/~~- /anda .~~bert!_ ____ -·- 1= ·co 
12/10/2024 ! Nicole Smith CO 

12/10/2024 - l Nicole Smith CO 

12/10/2024 --:~ CO -- - · ··- -·'.- -·-- -• ---- --·-·-·· 
12/10/2024 i Nicole Smith _,!__ CO 

12/12/2024 i M-ew Winkler KCSD 
- - ·-·--·--··-· ·-

_ 01/15/2025 I Misty J~~--

01/16/2025 [ Onda Roberts 

Ol/17/202S /Tracy Hamm 

01/28/2025--!T. Dierker 

[ __ 01/28/2025 ir. rnerker _ _ 

01/29/2025 /Tracy Hamm __ . 

_1/30/?!!_~~--~-~atthew Winkler 

Records Custodian - David A. Rust 

--·- ____ /. - co 
---· __ J_ ~ - ·. 

SC 

co 
co 
SC 

KCSD 

L6454 _ __ ~ ~mplaints Against Sbff~Unsubstantiat~ 

L6655 : Sick Leave Sharinc File (Donated Days) 

l2025 , Applications - Persons Not Hired 

_ l635~-:~!:'dom Drug Testing File . 

- - - ~·-+- ------
i 2018-2020 SV 

10/2020 · 11/2021 

10/2017 -03/2024 
····----···---

l5824 ; Personnel Evaluation 2017 SV 

l6463 Facllltles Surveillance V~~e_o-'-/A_u_d_io_R_e_co_rd_i~ng~•- ----- .-- - -~~~_Se_p_t 

_ l20~-~ _ ; Audlo/Vide.? Recordings of_Official ~~~.~~s ~~-~ ------t .. _ .3~~~.=-~­
·- -~~3 __ : Dupllca~:_'~Copy of Recordsu 

L6471 : Employment Verification Form 

L6351 Coundl Members Training Record File 

L6451 Oassffie:d Personnel Training File 

LS313 Insurance Policy File 

_l6_46_3 _ _ F_aa_·_uu_e_s s_urveilla!'ce Vkfeo/Audio Recordinis 

l2014 . A~~(o~ideo Recordings of ~~~a!.~~-~~~ _l~~-dio) 

l5323 

l5323 

L5260 

~~plicate "Copy of Record" 

Duplicate "Copy of Record" 

lime and Attendance Re<:ord File ------

------i- ~y1212024 -1210912024 

2020 • 2023 SY 

2016 • 2020 SV 

2019 • 2021 SY 

2010-2017 SY 

2024-0ct 

_ - ---- 11/04/2024 -- _ 
T 12/10/2024- 01/13/202S 

t-· 11/os120i4 ~l~o2/~~~ -
SY 1999-2021 

~92:> __ E~!!!~~!clelns~~nF-o~s. __ _ ---~- _ __ __-- I- . SY2011~~~ - -
L5323 Duplicate "Co~v_ol_Record" 01/17/2025 - 01/27/2025 

~~463 _ Fadlltfes Surveill~nce Video/Audio R~cordlngs _____ _ __ l_ __ ~~~~~r 202':_ 

0.5 

0.5 

1.0 -- - • 
0.5 

0.5 

17.0 

0.5 

17 

B.S 

230 

1,170TB 

14,498 KB 

1.5GB 

0.5 GB 

1.5 MB 

1,170TB 

24,486 KB 



2/1/2025 

2/3/ 2025 

Matthew Winkler 

Onda Roberts 

2/3/2025 Jan K.ne ·-------- ·--- - - - -----
2/5/2025 Tara Bradford 

2/5/2025 Tara Bradford 

2/5/2025 Tara Bradford 

2110/202.5 Sh~rry Taylor 

2/13/2025 Misty Jones 

2/24/2025 Cynthia Casson 

2/25/2025 Elissa Baker 

2/26/2025 Tracy Hamm 

3/1/2025 • Matthew Winkler 

3/3/2025 Misty Jones 

3/3/2025 Cinda Roberts 

3/3/2025 Cinda Roberts 

3/3/2025 Arron Baker 

_ __ 3/1.0/2025 __ _ ~ -erryTaylor 

3/24/2025 Arron Baker 

3/24/2025 · Arron Baker 

3/25/2025 Leslie Brown 

3/25/2025 Tracy Hamm 

3/31/2025 Oisty Richardson 

3/31/2025 Jan Kane 

3/31/2025 Arron Baker 

3/31/2025 Arron Baker - - ------ --·-- ~-
3/31/2025 Arron Baker 

4/1/2025 Cinda Roberts 

4/3/2025 Misty Jones 

4/17/2025 Sh~~ry Tay/o.r 

4/21/2025 Cynthia casson 

. - - 4/22/ 2025 _ Matthew Winkler 

4/24/2025 Tracy Ha~.':'-1 __ 

5/5/2025 Matthew Winkler 

5/5/2025 Elissa Baker 

5/12/2025 Michele Thorn~rry 

5/16/2025 Misty Jones 

5/19/2025 Cindy Albright 

5/20/2025 Tracy_ Ha_mm __ 

5/22/2025 K. Dixon - --- --- -- -------
5/ 22/2025 

5/22/2025 

5/22/2025 

5/22/2025 

K. Dixon 

f( Dixon 

;K. Dixon 

K. Dixon 

Records Custodian - David A. Rust 

DC Submittals - Kenton County Schools - SY 2024-25 

KCSD ! l6463 ~ac(litf!s Surveill~nce ~i~~?(Audio Recordi ~gs December 2024 1,170 TB 

CO •, LS323 Duplicate •copy of Record • 

OX LS323 Duplicate •~p~_of. Record• _ _ 

-. C()-T- l6473 ~~-ployme~ Eligibility Verification Fo~ _I:~,-- --

---- - -CO 1•- · L2025 Applications Persons Not Hired 

CO LS343 Personnel Fife (Background Checks Only} 

01/13/2025 • 02/03/2025 17.0 

- - _ 08/01/2024 • 02/03/2025 27.0 

07/01/2020 - 06/30/2021 ' 1.0 
- ----- -·-----·• --- - -· 

11/09/2021- 01/31/2022 I 1.5 

07/01/2018 - 06/30/2018 0.5 
. --·- . - - ··-

RR I LS323 Duplicate"~~ of Re~~d: 01/13/2025 · 02/10/2025 17.0 

CO ! L2014 ~~~~ (Video Recordl~g~ o_f Official Meetings (Audio) 11/26/ 2024 -12/02/2024 240,717KB 

WT I L5323 Duplicate "Copy of Record" 01/13/2025 • 02/24/2025 17.0 

_ Sil __J __ l5323 _Duplicate "Co_PY of Record" ____ _ 

__ SC J _ __ _ ~~~--~~plicat~ "Copy of Record" 

ro7 l6463 Facilities Surveillance Video/Audio Recordings 

C~ I l2014 Au~oJ'.Video Recordi~!s_ of ?fficial Meetings (Audio) 

___ , __ 01/16/2024 - 02/24/2025 I 13.o 

01111 ;2025 - 02124/2025 I 8.5 
- - - - - ---·-- ~ -·-· ···-t- - --·-- - - -

!!':luary 20~~ ! 1,170 TB 

1/13/2025 74,Sll KS 

CO .
1 
-· LS323 D~pl;ca.te ~Copy of Reco! d '.' 02/04/2025 - 03/03/2025 17.0 

CO LS323 Oupl;cate "Copy of Record" 4/1/2025-4/28/2025 17.0 

SK j l 2377 Stu~nt Req~estfor s~·h·~-dule Cha. nge (Pe~ onaliied Registration Sheets SY 2022-2024 1.0 

__ -~-~ ---·l5323 - -~•.pllcate '.9>PY of Record" __ _ _ · ·· - - - 02/10/2025 -03/10/2025 I 17.0 

SK \ L2363 Student ~~.!"ulative _Re_c_ord_ F_ile~(V~)~---- - ·- ____ _ --~.! 3~~~ _ .. _ ! __ _ ~:~ _ _ _ 
SK I L2372 Student Cumulative Health Record SY 2019 15.0 

BG ) L2363 Student Cumulative Record File 07/01/2015 - 06/30/2020 12.S 

SC I LS323 D~~lic.,te "Copy of Record" 02/25/2025 - 03/24/2025 8.5 

CO ! L5294 Acc!'un~ Payable FBes 02/01/2016 - 06/30/2016 12.5 

OX ! LS323 Duplicate Copy of Records 02/03/2025 -03/31/2025 i 14.0 

SK I l3158 _ Parent's/Guardian1s Request for_S~udent's E~rly Di~iss~~ from School_ SY 2019-2022 _i_ 15.0 

SK 7 l.6901 Bus Rider Change Notification __ _ SY 2019-2022 -~-___ 5._o _ _ :_ -~- _ 

SK ll947 Reco~d of Daily .Att~~d~c~ (V) SY 1997-2004 · 15.0 

CO LS323 Ouplkate "Copy of Record" 03/03/2025 - 03/31/2025 17.0 

CO I L2014 · A~di~Nideo -Record1~is of Official Meetings (Audio) 02/03/2025 12,716 KB 

RR I LS323 · Dupilcat~ "Copy of Rec~rd" . ·· · 03/.10/2025 • 04/14/2025 17.0 

WT L5323 Duplicate "Copy of Record" 02/24/2025 - 04/21/2025 17.0 

CO l6463 Fa~I!~ Surveillance Video/Audio ~~rding~- _ _ _____ February 2025 1,170 T8 

~ LS323 Ouplkate "Copy o.~cord::___ _____ 03/25/2025 - 04/ 21/ 2025 i -~- 8.5-- - -
--l(~D I- -L6463 - -- Facili~es ~~eillance~ideo/AudioRecordings March202s ~ · ---+ _ 11_7_0-TS--

,, LS232 Oupl;c.,te "Copy of Record" 2/24/20"!:5-4/21/202S I 14.0 

CA LS323 Du_P_l_i~~ ~~~~r~s - ~C:°PY of Record" ·- Mar<h 17, 2025-May 12, 2025 I 8.S 

CO J L2014 Aud!oNi~~ Recordings of Official Meati~s fAu~!o} 

SOC / 1.5323 • Duplicate "Copy of Records" 

SC I l.S323 Duplicate "Copy of Record" (1 Bi_n)_ ·==~--FW _ L3021 __ Authorization to give medicine 
Fw°7 L2641 Incident investigative report 

FW I l6908 Health Office visit flle . . 

FW 

FW 

L5776 

L5323 

Vision screening records 

Duplicate II Copy of record" 

03/03/2025 60136 KB 

4/ 21/2025-5/19/2025 17.0 

4/23/25-5/19/ 25 8.5 - - ---
FY 2019-2023 1.0 

FY 2019-2023 o.s 
FY 2019-2023 4.S 

12/1/2019-12/1/2023 0.5 

SY 2023-2024 LO 

2 



5/22/2025 Patty Gausepohl TM 

5/23/2025 Carla Williamson, RN BG 

~(23/202~ .CarlaWilliamson,RN.____ BG 

5/23/2025 Cinda Roberts CO 

5/23/2025 Jan Kane DX 

5/23/2025 Jennifer dark PN 

Michelle Racke, BSN, RN 

Cynthia Casson 

TW 

WT 

DC Submittals - Kenton County Schools - SY 2024-25 

l6908 KCSD Health Services Office Note 

L3021 Authorization to Give medication 

l5841 _ Parent Notifi<:-'~~-" of pupil visit to nurse 

-~ -~~--- _Duplicate "Copy of Record" (2 Bins) 

L5323 ~uplicate Copy of ~ecords 

L2326 Health Office Notes 

L6908 

L4496 

Health Office Visit File 

Request to Attend School Outside of Attendance District 

5/23/2025 

5/27/2025 

5/27/2025 

5/27/2025 

_5.!27/2025 

S/27/2025 

S/27/2025 

S/27/2025 

5/27/2025 

Cynthia Casson WT L5341 Student Activity Fund File 

. _ Cynthia Casson __ 

_· .Cynthia _casson ____ _ 

Cynthia Casso~ 

Cynthia Casson 

Cynthia easson 

Cynthia Casson 

5/27/2025 Cynthia Casson 

wr l5260 Time and Attendance Record File 

WT _J_ -~35·1:_ N~n Resident Student Appll~~on _ _. 

WT J l6901 Bus ~i~er Notifi~tion Changes 

WT L6466 Substitute Teacher Sign In/ Sign Out Fonns 

WT 

WT 

WT 

l5296 

L6467 

l533S 

Purchase Orders/Requisition Reference & Tracking 
- -·· .. 

Educational Enhancement Opportunity Request 

Student Entry/Exit log 

L._ 5/27/~2S _ _ CV_nthia c,asson ____ . _ . _WTWTP .. N·. -- -~•- .~.!.~~-0 _ -~-!~'!_~~~:!~!~Information FIie 
.. __ J/27/2025 __ ~~h~~~~!.~.~- __ ~_!~ __ _ SignOutlog __ · ·--- - ···· - -

L5323 Duplicate "Copy" of Record S/28/2025 Vanessa Due 

S/29/2025 Sherry Taylor RR I l5323 Duplicate "Copy of Record" 

5/29/2025 Natalie Ewald RR -I U958 D~ity Student Attendanc~ .~ecord - By ~nool - F(rst Ten Days 

5/29/2025 Natalie Ewald RR I l2025 Appl/cations Persons Not Hired 

5/29/2025 Natalie Ewald RR ! L2041 Professional Development Teacher Registration 

5/29/2025 Natalie Ewald 
- --·-·····-· 

8/16/2023-5/24/2024 o.s 

SY 23-24 0.5 

SY 23-24 2.0 

___ .. . ~~9_1_~02s-s1231~03.~ --i--!!T __ 
4/1/25-5/23/25 20.0 

SY 2023-2024 

Aug. 16, 2023-MAY 24, 2024 

SY 2022-2023 

SY 2019--2021 

0.5 

1.5 

0.5 

2.0 

SY 2021-202 2 1.0 
I - -- __.t __ ... 

SY 2022-2023 0.5 
---+-- ···----·---· -·-

SY 2023-2024 2.5 

SY 2021-2022 

SY 2021-2022 

2.5 

2.5 

SY 2023-2024 0.5 

SY 2022-2023 0.5 

SY 2022-2023 • 2.5 

SY_ 2_0_2~-2_!)2~ __ _ I .. --~~--- __ 
May 2025 11.5 

4/14/2025-5/12/2025 17.0 

SY 2020-2023 o.s 

SY 2016-2020 1.0 

SY 2019-2023 o.s 

SY 2017-2018 1 0.5 RR -f- _LL2
2
_o
3
_5
6
4
8 
_ __ co_d_e_o_f _Ethi~~.!~~-~-!.!.!.~~~!C Program) _ 

_ RRRR ---l . L3004 . -~ -~dardized Tests and Res~~s (A!'~~~!• Achi_~v~~:-~:t!.-~~~~~~~: ~!~~ _ 
f Teacher Council Member Election Records 

S/29/2025 Natalie Ewald 
·------ ··-·-. 

S/29/2025 Natalie Ewald 

sy2015-2oiii ~ --- ,i:s--____ _ 
SY 2017-2021 

SY 2016-2021 

SY 2018-2019 

SY 2015-2016 

SY 2016-2023 

1.0 

0.5 

l.S 

o.s 

4.0 

S/29/2025 Natalie Ew.ald 

5/29/2025 Natalie Ewald 

5/29/2025 Natalie Ewald 

S/29/2025 Natalie Ewald 

~/29/2025 . Natalie Ewald 

S/29/202S Natalie Ewald 
--···-- ··· ·-· 

S/29/202S 

5/29/2025 

5/29/2025 

6/5/2025 

Natalie Ewald 

Natalie Ewald 

Natalie Ewald 

Misty Jones 

6/5/2025 Misty Jones 

~(~_(~O~?_ _ _ _ ~is~ Jone.s 

_ _ __ _ 6/5/2025 __ _ Robyn _Rolf 

6/5/2025 

6/5/2025 

6/5/2025 

6/5/2025 

Robyn Rolf 

· Robyn Rott 

Robyn Rolf 

Robyn Rolf 

Records Custodian - David A. Rust 

RR I l3005 Parent Representative Council Member Election Records 

RR I 
RR I 

L3117 

L3118 

Application Screeni~g Pr~file 

Applicants Recommended for Employment 

RR I L5346 Prindpal's Administrative File 

RR~- __ .L5869 - · Parent/Teacher Confer~ce File _ _ _ _ _ --·--

RR l-5869 Parent/Teacher Conference File 
-·-----· -- •-·- ------- ------•---

RR l6454 Complaints Against Staff- Unsubstantiated 

RR 

RR 

BOE 

BOE 

L6461 

L6637 

L20l4 

L2014 

K-Prep Assessment 

Staff Agreement Forms (Sign off for P:Oli~fe~ ~nd procedures) 

Audio~!deo Recordi~gs of Official Meetings {Audio) 

Audio/1/ideo Recordings of Official Meetings (Audio) 

BOE : l2014 Audio,Nideo Recordings of Official Meetings (Audio) 
wr-1--~l.441i -·i:;~;;;~;;-swt D~~eiopm~~tP~~;;;·f·tt·; - ·-·---------

wr - j L4412 Professional -St~ Devel~pment Program File 

WT 

WT 

WT 

L4412 

L4412 

L4412 

Professional Staff Development Program FIie 

Professional Staff Development Program File 

Professional Staff Development Program File 

SY 2009:2_0_1_1_ . __ _ 0.5 

SY 2017-2021 j 0.5 . 

SY 2019-2022 1 0.5 

SY 2016-2019 l.S 

SY 2018-2023 s.s 

04/14/2025 21703 KB 

04/14/2025 30709 KB 

04/14/2025 j· __ ___ ~-- 1777 KB 

SY 2015-2016 
-·-··- -- - - -~·- -

SY 2016-2017 o.s 

SY 2014-2015 o.s 

SY 2017-2018 o.s 

SY 2015-2016 o.s 

3 



DC Submittals - Kenton County Schools - SY 2024-25 

6/5/2025 . Robyn Rolf 

6/5/2025 Robyn Rolf 

6/5/2~ .- ._ . Robyn Rolf_ 

6/5/2025 __ Robyn Rolf 

6/5/2025 : Robyn Rolf 

6/5/2025 

6/5/2025 

6/5/2025 

Robyn Rolf 

Robyn Rolf 

Robyn Rotf 

6/5/2025 Robyn Rolf 

6/9/2025 __ Nancy Hoffman _ 

6/9/2025 Matthew Winkler 
----- - --·---- --·-·----·· --- --

6/10/2025 Beth Hatha~~ 

6/10/2025 Beth Hathaway 

6/11/2025 Natalie Ewald 

6/11/2025 Natalie Ewald 

6/11/2025 Natalie Ewald 

WT L6460 k-2 Assessment (Brigance) 

WT i L646 .. .. O·. K.-2 Assessml!'nt (Br. ig~~,.~j 
··- wr __ l6460 _ K-2 Assessment {Brig_a_nc_•~I _ _ _ 

WT _ --~6]~ _ Staff Agreement ~o_r_m_, _ _ _ 

WT , L6637 Staff Agreement Forms 

WT / l6637 Staff Agre_e.ment Forms 

WT l6637 Staff Aereement Forms 

WT l6637 Staff Agreement For~s (F~rst ~ay Staff _S_ign Offs} 

WT !. L6637 Staff Agreement Forms (End of Vear Checklist/Sign Off} 

CO I L2001 Special Education Due Process Student Folders {V) 

KCSD ··7 ·-· l.646i- ·;;~~fities Surveillance 1/1d~~/A~di-;R~ord1n~s ··· 
. RY -- .1 - uos-4 - ~e of Eth~cs (_State Testing Progra~) 

RY I L2054 ~:' of _Ethics (_State Testins ProgramJ 

RR J l1960 Student Absentee Information File 

RR [- l5260 Time and Attendance Record File 

6/16/2025 __ Cindy Albright __ SOC _ _ LS323 Dupliote "Copy of Record" 

RR t L5344 Principal's Tl!acher Evaluation File 

6(.~.6/~~-2~-- Carrie Holloway____ _ TM l5240 ~~-e_':~~~~!--~-=~~-~~~ ---· - ---- _ 
6/16/2025 Carrie Hol.lo.~ay TM , L5323 Duplicate "Copy of Record" 

6/16/2025 Carrie Holloway TM I L2443 ~~nthly P~~il Attendance Report (Principa_ls Co_py) 

6/16/2025 Carrie Holloway TM I l1960 Student Absentee Information File 

6/16/2025 Cynthia Casson wr I.. U960 Student Absentee Information File 

6/16/2025 , Cynthia Casson 

6/16/2025 Cynthia Ca~so~ . 

6/16/2025 ... Cynthia Casson 

6/16/2025 Cynthia Ca~s~~ 

6/16/2025 cy_~~a Cas~on 

6/16/2025 Cynthia Casson 

6/16/2025 Cynthia Casson 

6/16/2025 Cynthia ~sson 

6/c_l_6/C-2_0_2s ___ Cynthia ~-~~ ---

6/16/2025 Cynthia Casson 
··•--------- --·- ·-- -·•-··-- ··-·---- -
6/23/2025 Tracy Hamm 

6/23/2025 Arron Baker 

6/23/2025 ·Arron Baker 

6/23/2025 Cindy AJbright 

6/27/2025 Cinda Roberts 

wr L4492 Sign Out Log 

WT J---~~- -~~~~o.Atte~.~. Sc~?~-~~-t~i-.d.-~-of Atte~da_~~i~ri_ct _ _ _ 
WT l5260 Time and Attendance Record File 

WT I LS296 Purc~ase Orders/Requisition Reference & Trad.inc 

WT l5335 Student Entry/Exit log 

WT 

WT 

WT 

WT 

WT 

SC 

SK 

:c j 
co I 

l5341 Student Activity Fund File - ... ... . . 
L5357 Non Resident Student Application - -

L6466 Substitute Teacher Sign In/ Sign Out Forms 

__ ..!:_6~ .. Educational_ Enhancement Opportunity Request 

l6901 

l5323 

l2363 

l2372 

L5323 

l5323 

Bus Rider Notific.at1o_~_~nges _ 

Du~l(cat~ NCopy of Record" (1 Bin) 

Stud~nt Cumulative Record. F.ile (VJ 

Student Cumulative Health Record 

Duplicate "Copy o! ~o: ds" 

. Duplicate "Copy of Record" (2 bins) 

CO [ L2014 Audio,Nideo Recordings of Official Meetincs (Audio) __ . 7/3/2025 __ Mistyfones 

7/3/2025 Karla Allison -- -·- --------- ···--------
7/15/2025 

7/17/2025 

7/17/2025 

7/17/2025 

Michele Thornberry 

Amy Kennedy 

_ ___ C_O_l_,
1 

. L~9~7 ~-- Completed. Medicatto-~ Adm_ini~ration Checklist -· · 

CA LS323 Duplicate Records "Copy of Record" 

Amy Kenn_edy 

Amy Kennedy 

Records Custodian - David A. Rust 

KC.SO I l.S12s Vol~nteer Baclcgrou~d Ch.eeks 

KC5D 

KCSD 

l5125 

l5125 

. . -· --
Volunteer Background Checks 

.. . .. -· 
Volunteer Background Olecks 

SY2014 0.5 

SY 2013 0.5 

SY 2017 0.5 ---- ----- --·--·-·-··- ·---
--~~~2~~ __ I_ OS 

SY 2015-2016 O.S 

SY 2016-2017 O.S 

SY 2022-2023 0.5 

SY 2021-2022 0.5 

May 28, 2024 

SY 2022 

_ _ _ _ April 2025 _ 

2020-2021 

2021-2022 

SY 2021-2023 

SY 2020-2022 

SY 2016-2018 

__ 5/21/2025-6/16/2025 

SY 2022-2023 

SY 2024-2025 

SY 2022-2023 

SY 2023-2024 

SY 2022-2023 

SY 2023-2024 

SY 2022-2023 

0.5 

80.0 

! 0.5 

0.5 

19.0 

1.5 

4.0 

17.0 

1.5 

6.0 

0.5 

1.0 

2.5 

2.5 

0.5 

' 1170 18 , 

- , --- - - - - -
SY 2021-202 1 1.0 

SY 2021-2022 

SY 2022-2023 

SY 2019-2021 

- - -+- -
2.S 

0.5 

2.0 

SY 2022-2023 i 0.5 

SY 2021-2022 ! 2.5 

____ .. SY 2023-20!4 __ _ _I_ __ 0.5 

SY 2023-2024 ! 2.S 

05/20/2025-06/16/2025 ! 8.5 - --+--

SY 2018 15.0 

5Y2018 15.0 

4/21/2025-5/19/2025 17.0 

5/24/2025-6/23/2025 I 17.0 

____ o.5/05/2025 --~ - - - -·-- __ 74,457 KB _ 

_ - ---· ~y ~023-2204 I 2.0 
5/13/2025-7/6/2025 1 8.S 

SY2018-2019 I 2.0 

SY 2016-2017 

SY 2016-2017 

2.0 

1.8 

4 
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_ KCSD - ·1 - l2408 '. Field Trip Request File SY 2016-2019 7/17/2025 __ ·Amy Kennedy 

7/17/202S 

2.5 

0.5 

7/22/2025 

. __ Amy l<e~medy _ 

andyAlbri~ 

! KCSD L2408 ; Field Trip Request Fi_le .. I SY 2015-2016 

! KCSD l5323 ;Duplicate"CopyofReoor~ C 6/17/2025-7/14/2025 -+---17_.o_ 

7/23/2025 Michele Thornbe_r~ 0.5 CA l5277 ·Trial Balance ~ SY 2020-2021 

7/23/2025 ___ __ .Michele Thornberry _ _ 

1

__ ~ ___ !5_!!8 _ : Periodic Financial Statement.s/Reports _ _ _ _ _ _ _ __ _ __ _ - ·~!_393-~=~-~~1- __ _ _ -~ -_ _ 
·-_!_!!_3/_2_025_ _ .i ~ichele Th~~-~-~ -'_'Y ____ .., __ CA l5281 ; Peri~dic Audits (Daily, Monthly~!~~~_!~ _ ____ _ _ _J_ __ ... - ~ -~OJ~=~E_ __ 0.5 

7/23/2025 _ _ : ~ichele~?.rn __ be_,_'Yc_ ___ c___CA__ L5282 i Accoun1sRec.eivable File ! SY 2020-2021 1.S 

7 l~~/~~~ _ _ Michele Thornberry 

7/23/2025 

7/23/2025 

7/23/2025 

_· Michele Thornberry _____ _ . \· _ 

; Michele Thornber~ , 

' Michele "Thornberry 

CA L5294 '. Accounts Payable File SY 2020-2021 1.5 

CA L5286 '. BudgetDraft(Pi:c>p_o_sal ____ -i- -- SY 2020-2~_21 

CA l5287 : Budget Work Paper, , __ _ _ s_v 2020-2021 

CA LS275 1 Audit Trail ~ - 1 SY 2020-2021 

0,5 

0.5 

0.5 

I 
J.. 

- - - - ----+-- ---- • ~~~:;:~: __ :::~::::~:~ ----!-i=r--iI:=:;;;i:~:,ty::~:dfile --- -~- -:~;~;.::.;~- '--~:: 1_ -
__!E'!/2~2~ __ ;.~ichele Thornberry ~ 

7/23/2025 ~ Michele Thornberry I .~-~ = ~~-·;Purchase Order/Requisition Refen~n-~ _and J;;~king lnstrum~~ts SY 2020-2021 1.5 

__ 7/24/2025 --,~i11·· -t _ -~- - --~~ _ .:.~e!_iod/cAudits ~~!!V, Monthl~or Qua~~~r! _ __ _ _ ----!----- ~~-~019-2020 0.5 
7/24/2025 joee North, RN CA L6908 : Health Office Visit File SY 2023-2024 2.5 

7/24/2025 '. Gail Barnhill CA l5357 ' Non-Resident Student Application SY 2021-2022 1.0 

7/24/2025 i Gail Barnhill CA _ l23~~ ~- Student Parental Permissions, ~~uests and ConSf!nt~- : .!:.! ~~~~~~~ _ _ 2.5 

I 7/24/2025 : Gail Barnhill CA L4496 I R~~~!st to Attend S~~ol out of Attendance '?~~rict or Sch':~I _Disf:r~~ SY 2021-2022 1.0 
7/24/2025 7Gail Barnhill CA L5281 IPeriodicAudits(Daily, MonthlyorQuarter1y) ~014~015 -- ---- O.S ___ --- - -- - -· 

1

- - 7-/24/i.025 --,~ CA l5281. i Periodic Audits (Daily, Monthly or Quarterly) SY 2016-2017 0.5 

7/24/2025 1Gall Barnhill CA _ l5281 _ !Periodic Audits (Daily, Monthly~; Q~;rt~ ____ _ ___ l_ __ SY 2~20-2021 -- '--0.5 
I 7/24/2025 1 Gail Ba~nhlll CA L6467 i Educational Enhancement Opportunity Request (Student) 1 SY 2022-2023 0.5 

l 7/24/2025 i Gail Barnhlll . CA l5330 ! Periodic Attendance Reports SY2021-2022 2.0 

7/24/2025 ;_~all Barnhill t-~ l5281 _ i_Periodic Audits (Daily, Monthly or Quarterly)___ _ __ _ ___ ~ 3?_1_~-~~~ ____ , _ _ 0.5 

___ 7/24/2025 __ _ iGail Barnhill __ , CA ~281 - ! Periodic Audits (Daily, Monthly or Quarterly) 1 SY 2018-2019 0.5 

7/24/2025 __ j Gail B~~~ ~ - ~- - -~~81 - -. Periodic Audrts (DailV, Monthly or Qua~:~ - - -- 1 ___ s~ ~~17-2018 0.5 

__ ?/24/202~---!~~Barn~ CA LS335 StudentEntryandEx1tLog 1 . ~!2021-~~-~~- 0.5 

_ 7/24/2025 -- -: ~~~!'!~~i_ll __ _________ i · CA - -_l4492~ 1Sign-outL~g--- --- __ ______ ~ -- ~~--~023-2024__ 0.5 

7/24/2025 1Gail Barnhill CA l2408 i Field Trip Request File I SY 2019-2020 1.0 

7/24/2025 ~ nessaDue/~~_!i;Thompson I ~ j 1.53S7 !~~~~:_5ldentStudentApplication ___ _ SY2018-2022 1.1 

. ?!~~(.~_~!-~ __ ;Vanessa D~~mily ~~E~~~---+- --~~. __ ~~~7 ----,-.! EducatiQnal Enhancement O_Pft.~~unitv:~~~uest (student) ___ __ -~~--~~18-2_~~-_ l. l 
7/24/2025 ; Vanessa Due/Emily Thompson . PN LS304 j Routine Correspondence I SY 2018-2022 1.1 

- - 7~4/j.~25 - -·! vanessaD~;,~~~-To;;;p~~~--r ' iN- ,_~- L6651 = :-studentTransportatfonU~~~-F-u~~ --- - - ----- . -: -- sv·201s=-2022 --- - -3.·i --
-- 7/24{2~~:___ )VanessaOue/EmilyThompso~ -J- ~N ,_ L1960 ~Stu~entAbsentee_!n!_or~~n~il~_ SY2018-2022 3.2 

.!Jl~/202~ ___ Jy~~=ssaD~~f~~-i_lyThom~~~~--~~ __ _ LS2~~- _ :~o~~~!5. ___ _ ______ _ ____ _ _______ t ___ -~ -~~~~~3?3~ 1.1 

7/24/2025 !Vanessa Due/Emily Thompson · PN U461 : Student Discipline Record SY 2005-2008 0.5 

7/24/2025 "fv;e~~ !:~~iEmily Thompson PN l6~ : K-iAssessment SY 2012-2018 1.1 

_ _ 7/24/2~ __ :va!:'essa Due/Emily Thomps~~-_ ~- L5824 _: Perso_~~!valuatio~s- __ ----~ ~-18 2..2 

7/24/2025 lVanessa Due/Emily Thompson r PN L5326 : Preschool Student Files --- - SY 2014 0..5 

7/24/202S ,v~~essaOue/EmilyThompson _ J __ PN L2461 ;student Discipline Record ----- _ _=·.=} _ ___ sY- 2010-2015 LI 

__ 7/24/2025 _ ·- \Vaness~ Due/EmilyTho'!lpson _l_ PN _ - -~-6~ _'.~udent_~~~~ardizedTe5:!~_!~~- Resu~ - ~~ -~~~~~~~~- 1.1 

Records Custodian - David A. Rust 5 
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-7/24Jio25 --JVanes~ Oue/EmllyThomp~-n -, --PN-- -- l..3oo5 ~ ; Parent council member Electtons ___ ___ _ 
7ii4/2025 !Vanessa Due/Emily Thompson I PNI L3004 :feacherCouncil member Elections 

7/24/2025 1Vanessa Due/Emily Thompson PN l5323 , Duplicate Copy of Records 

, SY 2002-2006 ~ -­! SY 2004-2011 

June 2025 

SY 2018-2022 

1.1 

1.1 

5.8 

3.2 7/24/202S !Vanessa Oue/Emii;Th;~pson i PN L4492 :School Sign In and Sign out Log 

~S __ jva~-~ssa OuefE;j1~ Th;;-~pson -··- _PN _ _ -~~~-= !:~~~-er Council Me~~~l~~~~ ·- SY 2008 0.5 

__ 7/24/2025 __ jVanessa Due/Emily Thompson , PN _ -~330 _ Periodic Attendance Repo~--- _____ -~ =---- ·sv 2018-2022 2.2 

7/24/2025 jVanessa Due/Emily Thompson f PN L528~ ~. Banking Records File SY 2017-2020 2.2 

_7j?4/2025 _ _ \ Vanessa Due/Emily Thompson - ' PN L2443 Monthly Pupil Attendance Report _____ ,__ ___ -~~~ 3.2 

__ 7/24/2025 , Vanessa Due/Emily Thompson PN L5296 Purchase Order/Req referen~ __ and tracking l~-~~ents _ . ___ - -f- ____ ~ ~017-2~ _ _ 3.J- __ 

7/24/2025 ~Vanessa Due/Emily Thompson [- - PN L3004 Teachers Coul\CI/ Member Elections SY 2010-2011 O.S 

7/24/2025 JvanessaOUe/Emr0~~~ PN L5341 StudentActlvltyfund - --~--- SY2017-2020 1.1 

7/24/2025 )Vanessa Oue/EmllyThompson I PN .~4468 _ General Fund Reports SY 2017-2020 2.2 

7/24/2025 -, -~~is.Fossett - - - _··---····--r TT _ _ L530S_ - Information and Refer~nce Material "iSUrt~'Te~ti~;)_ ~- -. ---- s1s/2s~6MS ___ ---s.o--
7/24/2025 _ _ ; Brandy Woolum j WO ____ U95B ___ ~~~ Student Attendance Reco~d- By School· First Te~ ?a~ !--- - SY2023-2024 O.S 

1/24/2025 l Brandy Woolum l WO l5323 _ _ Duplicate "~~ of Record• SY2023-2025 7.S 

7/24/202S :Brandy Woolum- i WO - ~ -~~--Student Entry/ Exit log_ t-· SY2023-2024 1.5 
7/24/2025 !B~W~~- - - WO l4492 Sign Out log ____ · ·---- -- SY2023~i4 ____ 2.0 

7/29/2025 iunda Roberts co LS323 Duplicate "Copy of -~'~•d'._(2 bins) 6/24/2025:7/~1/_2025 17.0 

"!E.~~'!!._~---i~~o!i_eRich~~s~n__ . [ TF ~~~~-- Educat1onalEnhan~ementOpportunityRequest(Stud~~t) l_ __ __ SY2013-2022 ___ 1 0.3 __ ~ __ 

7/29/2025 /Valorie Richardson j TF L5323 , Duplicate "Copy of Record" [ SY 2020 • 202S 9 5 

7/29/2025 lvalorie Richard,on - · j- TF L5335 - .Stu.dent Entryande-;i~ --· r-·- -·sv.2013 -2021-- 7~ -'-----

7/29/2025 I Valorie Richardson TF L5260 Time and Attendance Record Ale I SY2020-2021 0.3 j 
-~"yij91202s _ _ J valori_!: Richardson ___ _ r TF - - i.4492 ,School Sien-In and Sign-Out Log SY 2013 - 2021 ---~-S __ f------- -. 

7/29/2025 Valorie Richardson · TF l5240 · Attenda~ Records File SY 2013 • 2023 8.0 I 

7/31/2025 - IJanKane -------[ DX LS323 Dupllcatocopyofrecord~ S/23/25-7/28/25 15.0 

__ .7/31/2025 _ _ _'_S_~elleyBeers _______ j_ KN _ ___ l5357 _ .Nonresidentstudentappli~tion _ _ , ___ ____________ j _______ 8/2023-s/2024 --~~---

7/~Y~.~!:'!._ __ l Shelley Be~- ____ L_ ~~ _ __ ll958._ i -~ally student a~~ndanc~ _re~':_r_~-~~!~~o~~--~~.!~~~~~. _ . __ ._ 8/2023-5/202~. __ 0.5 
7/31/2025 _ _ ' shelley_Beers KN _ _ ~ -2~ ___ ;Attendance records file 8/2023-5/2024 1.5 

_y31/20_25 ' Shelley Beers KN U960 . StudentAbsenteelnlormationfile -------r-· 8/2023-5/2024- 1- ·o:s 

7/31/2025 --_ Shelle~ Beers I - -KN -1- t.2m·- ; Student_ entry (sign tn) an_d exit {sfgn out) k,g - 8/2023-5/2024 0.5 

7/31/2025 'Shelley Beers f KN L5296 iPurchaseOrders/R~quisitionsReferenceandtrackinginstruments -1--7/20~~2019 -- _ _ 2_5 _ 

7/31/202S Shelley Beers : KN ~ ~hase Orders /~e~uisitions Reference and tracking instruments 7/2019-6/2020 I 2 5 

7/31/2025 .ShelleyBe•r:s __ ----j-~ I LS283 __ ,Banklngrecx,ir~file _____ ----·--- · __ __ _,_ __ 7/2~2<J:6/2~21 _______ ~S __ 

___ _ ?fE/207:!__ __ ;shelley_B!=~---- ______ ! _ _ KN __ _ L5283 ___ :Bankinsrecordsfile ___ ·-- ·--·•--··---·- __ ----i- 7/201~-~/2~~~-- __ ~~ ____ _ 

!_!31/_!E_~ __ '. Shelley Bee~ KN _ _ l6467 ~~~~~~~~'!1-~nt Opportu~ty ~~uest (stu~!:"..!l. j ~~~3-5/2024 _ _ O ~ 
7/31/2025 ;Angela Hardcorn Tf l5341 · Student Activi!!!.._~~ f SV 2019-2020 1.0 

1ii.iti.Oi.s !Angela Hardcorn 

7/31/2025 :Angela Hard~orn 
__ ----L--~-- ~--~nklna File Records 

TF L2461 Student Discipline Records 

B/1/20"15 I James Allison SV L6908 1 Health Office Visit File 

Records Custodian - David A. Rust 

----·----------L--- SY2019·2020 
I SY 2021-2023 

1.0 

2.0 

SY 2023-2024 2.S 

L __ _ .. __ ____ l 1990.5 _L mo.om 

6 




