
 

SCHOOL DISTRICT GENERAL RECORDS RETENTION SCHEDULE 
TRANSPORTATION 

 
SERIES 

NO. 
 

SERIES TITLE AND DESCRIPTION 
 

COPY 
 

LOCATION 
 

CONF. 
TOTAL 

RETENTION 
 

RETENTION INSTRUCTIONS 
GST-001 DELAWARE SCHOOL BUS ACCIDENT 

REPORT SUMMARY 
 
Documents accidents involving school 
vehicles.  Contains details, police reports 
(if applicable) personal injury reports. 
 
A.  State of Delaware Uniform Traffic 
Collision Report 
 

Info 
Copy 
 
Info 
Copy 
 
Info 
Copy 
 

District 
Office 
 
Dept. of 
Education 
 
State Police 

 
 
 
 
 
 

CONF 

TEN  YEARS 
 
 
PERMANENT 
 
 
TEN YEARS 

Retain at agency 10 yrs; (except in cases of personal 
injury:  See note); destroy.  NOTE:  In cases of personal 
injury, retain 25 yrs; destroy. 
 
 
 
 
Updated:  2008 
 

GST-002 BUS ROUTES Info and 
Record 
Copy 
 

District 
Office/Local 
School 

 TWO YEARS Retain at agency 2 yrs; destroy. 

GST-003 FIELD TRIP REQUEST FILES 
 
Documents relate to obtaining permission 
to take students on trips (school systems or 
private transportation may be used). 
Usually includes a standardized form 
showing purpose of trip, date, destination, 
and approval/disapproval.   
 
A.  Field Trip Parental Permission Forms 
 

Info and 
Record 
Copy 
 
 
 
 
 
 
Info and 
Record 
Copy 
 

District 
Office/Local 
School 
 
 
 
 
 
 
Local School 

 
 
 

THREE YEARS 
 
 
 
 
 
 
 
 
THREE YEARS 

Retain at agency for 3 yrs; destroy. 
 
 
 
 
 
 
 
 
Retain at agency for 3 yrs.; destroy. 
 
Updated:  2008 

GST-004 REQUISITION TO USE SCHOOL BUS 
 
A recording initiated by schools requesting 
a school bus and driver for a special trip.  
File usually reflects the date, time, 
destination, purpose and estimated cost of 
the trip; related correspondence may also 
be included. 
 

Info and 
Record 
Copy 

District 
Office/Local 
School 

 THREE YEARS Retain at agency 3 yrs; destroy. 
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GST-005 TRANSPORTATION CONTRACTS 

 
Contains contracts between school/school 
districts and outside bus companies. 
 
A.  SCHOOL BUS CONTRACT              
ADDENDA 
 
School Districts create school bus contract 
addenda in the Pupil Transportation 
System and forward to Department of 
Education (DOE) for approval and 
funding.  Information contained may 
include contract data, school bus 
information and route mileage. 
 

Info and 
Record 
Copy 
 
 
 

District 
Office 
 
 
 
 

 TWELVE 
YEARS OR 
UNTIL 
EXPIRATION 
OF CONTRACT 
 

Retain at agency 12 yrs.; or until expiration of contract; 
destroy. 
 
 
 
 
 
 
 
 
 
 
 
Updated:  2008 

GST-006 TRANSPORTATION ANALYSIS 
REPORT 
 
Annual Financial Report on Bus Service 
provided by the districts.  Reflects 
expenditures, individual buses identified 
by contract number,  school year, trips, 
number of pupils (kindergarten, grades K-
12, Vo-Tech, and Special Schools. 
 

Info 
Copy 
 
Record 
Copy 

District 
Office 
 
Dept. of 
Education 

 FIVE YEARS 
 
 
PERMANENT 

Retain at agency 5 yrs.; destroy. 
 
 
 
 
Updated:  2008 

GST-007 SCHOOL BUS EVACUATION DRILL 
REPORT 
 
Annual report of procedures and results of 
Bi-annual evacuation drills reflecting dates 
that drills were held, number of student 
participants and instructions for 
conducting school bus emergency 
evacuation drills.   Report is submitted to 
DOE. 

Info  
and 
Record 
Copy 
 

District 
Office 
 
Dept. of 
Education 

 FIVE YEARS 
 
 
FIVE YEARS 

Retain at agency 5 yrs; destroy. 
 
 
 
 
 
 
 
Updated:  2008 
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GST-008 BUS DRIVER FILES 
 
Required medical documents and 
substance abuse evaluations on each bus 
driver.  Maintained and renewed at 
district annually. 
 

Info and 
Record 
Copy 

District 
Office 

CONF FIFTY YEARS 
AFTER 
TERMINATION 

Retain at agency 3 yrs. after termination; successful 
audit; transfer to Delaware Public Archives for 47 yrs.; 
destroy. 
 
 
Updated:  2008 
 

GST-009 TRANSPORTATION CHANGE FORMS 
 
Documentation of changes made to 
original pick up location of students riding 
buses for transportation to and from 
school.  May contain the following 
information; date, school, student name, 
address, grade, new, move, school transfer, 
etc., location of dwelling, daycare 
information, including location, all 
information on Bus Number if different in 
AM from PM, contractor name, change 
computer and effective date. 
 

Info and 
Record 
Copy 

District 
Office 

CONF 
 

TWO YEARS Retain at agency 2 yrs.; destroy. 
 
 
 
 
 
 
 
 
 
Updated:  2008 
 

GST-010 ANNUAL MILES TRAVELED 
 
District Report containing school bus 
route mileage by district and contractor 
school buses.  Report submitted to DOE 
for annual comparisons and budget. 
 
ANNUAL MILES TRAVELED 
SUMMARIZED REPORT 

Info 
Copy 
 
 
 
 
 
Record 
Copy 

District 
Office 
 
 
 
 
 
Dept. of 
Education 

 SEE 
RETENTION 
INSTRUCTIONS 
 
 
 
 
PERMANENT 

Retain at agency until summarized report has been 
published; destroy. 
 
 
 
 
 
 
Updated:  2008 
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GST-011 
 
 
 

LENGTH OF RIDE FOR SPECIAL 
SCHOOLS 
 
District report containing the number of 
school bus routes exceeding one hour.  
Report submitted to DOE for Annual 
Summarized Report. 
 
LENGTH OF RIDE FOR SPECIAL 
SCHOOLS 

Info 
Copy 
 
 
 
 
 
 
Record 
Copy 

District 
Office 
 
 
 
 
 
 
Dept. of 
Education 
 

 SEE 
RETENTION 
INSTRUCTIONS 
 
 
 
 
 
PERMANENT 
 

Retain at agency until summarized report has been  
published; destroy. 

GST-012 NUMBER OF ELIGIBLE 
TRANSPORTED STUDENTS 
 
District report containing number of 
transported eligible students, district name 
and name of transportation supervisor.  
Report is submitted to DOE for Annual 
Summarized Report.  
 
NUMBER OF ELIGIBLE 
TRANSPORTED STUDENTS 
SUMMARIZED REPORT 

Info 
Copy 
 
 
 
 
 
 
 
Record 
Copy 

District 
Office 
 
 
 
 
 
 
 
Dept. of 
Education 

 
 

SEE 
RETENTION 
INSTRUCTIONS 
 
 
 
 
 
 
PERMANENT 

Retain at agency until summarized report has been  
published; destroy. 

 

 
 


