


1. Schedule No. 3. Agency

St. Cloud State University

4. Division/Section:

Office of Clinical Experiences
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14. Item
No.

15. Record Series Title and Description

16. Retention Instructions

17. Statute

18. Vvital?
(Yes/no)

19. Archival?
(Yes/no)

Adjunct faculty position inquiries

Retain until administrative value is
gone, then dispose.

No

Yes

Essentially equivalent experience (EEE)
documentation

Retain in office for 5 years, then
transfer to teaching license office.

No

No

Field experience files

Retain in office for 5 years, then
transfer to teaching license office.

No

No

Student teaching contracts

Retain until superseded, then
transfer to Archives for selection
and disposition; for those that are
not superseded and the contract
lapses, retain 5 years after
graduation then transfer to
Archives for selection and
disposition.

No

Yes

Student teaching eligibility documents

File relevant documents for
students who just completed
student teaching; for remaining
documents, retain for 1 academic
semester, then dispose.

No

Yes

Student teaching handbooks

Retain until administrative value is
gone, then transfer to Archives for
selection and disposition.

No

Yes

Student teaching payments

Retain 3 years, then dispose.

No

Yes
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8 Student teaching student files

Retain 5 years after graduation,
then transfer to Archives for
selection and disposition.

No

Yes
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