We get this question many times, so I’ll send out the “definitive” answer from our legislative liaison.
 Question:  Can you tell me what needs to be maintained in a student’s permanent file and how long does it need to be retained?  Or where can I find this information?  
 Answer:  Review The “School District Records Retention Schedule” (Revised January 2000), which is published by the Minnesota Department of Administration as required by Minnesota Statutes 2002, Section 138.17, Subd. 7). State law governs the administration of government records. The records schedule establishes minimum retention periods for public school district records based on administrative, fiscal, legal, and historical value.  Following are a few examples of  the prescribed amounts of time to keep certain records:

        Achievement and Standardized Test Results – Permanent

        Attendance and Membership Data – Permanent

        Cumulative File – Permanent

        Class Lists – One year

        Class Schedule (Master) – One year

        OSHA Employee Exposure Records – 30 years after termination or retirement

        Student Activity Accounts (e.g., cash receipts) – 6 years

 Contacts: Access the schedule at the following Internet site: http://www.region1.k12.mn.us/main.htm
Questions about archival records – Minnesota Historical Society, State Archives Department (651) 297-4502
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