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CITY OF SANTA BARBARA, CA
PARKS AND RECREATION DEPARTMENT


UNLESS SPECIFICALLY INDICATED OTHERWISE, THE RECORD COPY OF ALL RECORDS LISTED IN THIS RECORDS SCHEDULE IS LOCATED IN THE DEPARTMENT OF PARKS AND RECREATION.   IF NO OTHER INSTRUCTIONS EXIST, COPIES OTHER THAN THE RECORD COPY MAY BE TREATED AS DUPLICATES AND DISCARDED WHEN OBSOLETE OR NO LONGER NEEDED FOR REFERENCE.

RETENTION AND DISPOSITION INSTRUCTIONS FOR RECORDS COMMONLY FOUND IN MOST CITY OFFICES, INCLUDING ROUTINE ADMINISTRATIVE AND HOUSEKEEPING RECORDS ARE LISTED IN A SEPARATE SCHEDULE ENTITLED "RECORDS COMMON TO MOST OFFICES."

IF NO LEGAL RETENTION AUTHORITY IS CITED, RETENTION PERIOD IS BASED ON STANDARD RECORDS MANAGEMENT PRACTICE AND EXPERIENCE OF HISTORY ASSOCIATES INCORPORATED.


Administration Division

1.	Administrative Staff Meeting Agendas and Minutes
These are the agendas, agenda item documentation, and minutes for administrative staff meetings.  Disposition:  Discard when 2 years old or sooner if purpose is served.

2.	Advisory Committee Binder
Binder contains listings of committee appointees, member contact information, member appointment and term expiration information, and policies that govern committees.  Disposition:  Discard when superseded.

3.	Blueprints
These are the conceptual construction blueprints for completed parks and recreation facility projects.  Some of these are as-built plans.  The as-built plans for existing park facilities are vital records.  Disposition:  Permanent
  
4.	Front Country Trails Multi-Jurisdictional Task Force Files
Records include agendas, documentation for agenda items, minutes, and other related materials for meetings of the Front Country Trails Multi-Jurisdictional Task Force.  
Disposition:  Permanent.

5.	Grant Files 
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Files contain grant documents and all supporting documents: applications, correspondence, reports, proposals, grant documents, contracts, project files, requests for reimbursement, invoices, etc.  Disposition:  Retain 3 years after grant project is completed and final payment is made.  (24 CFR 85.42 and CG 34090)


6.	Joint Use Committee Meeting Files
Records include agendas, documentation for agenda items, minutes, and other related materials for meetings of the Santa Barbara School District Joint Use Committee and the Santa Barbara City College Joint Use Committee.  
Disposition:  Permanent.

7.	Marketing and Publicity Materials Files
Files contain publicity materials such as program guides, flyers, newsletters, announcements, advertisements and final product samples of every marketing project undertaken by Marketing and Communications.  Disposition:  Permanent

8.	Parks and Recreation Commission Minutes
These are Parks and Recreation Commission meeting packets, including agendas, minutes, documentation for agenda items, and other related materials.  Disposition:  Permanent

9.	Parks and Recreation Department Files
Files contain correspondence, reports, notes, proposal, parks and recreation agreements, park master plans, and other materials relating to parks and recreation issues such as park expansion, Chase Palm Park, Las Positas Park, the Skateboard Park, and golf.

(a) Organizational and Project Files.  Files containing administrative directives, policy studies and reports, formal memoranda, reports of special advisory committees and task forces, and similar records documenting the formulation and implementation of projects, policies, programs, and operations of the Parks and Recreation Department.  Disposition:  Permanent

(b) Administrative Procedural Files.  Administrative announcements, routine correspondence and memoranda, statements, reports, and other records pertaining to office procedures and distributed within the department or among City offices.  Disposition:  Retain in office 5 years or until superseded.

10.	Personnel and Background Files 
Files document background checks conducted on former employees (Park Rangers) and contain correspondence, notes, reports, and other related materials.  This is a vital record.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)

11.	Personnel Background Files 
Files document background checks conducted on current employees (Park Rangers) and contain correspondence, notes, reports, and other related materials.  This is a vital record.  Disposition:  Discard 25 years after employee termination or separation.  (29 CFR 1627.3 and GC 12946)


Business Services Section

12.	Photographs
These official photographs document Parks and Recreation facilities, programs, activities, and staff.  Disposition:  Permanent

13.	Plans/Drawings
These are the plans for all park projects, including park improvements, structures, plantings, playgrounds, creek restorations, and other related projects.  Plans for existing park facilities are vital records.  Disposition:  Permanent

14.	Project Files
Files contain correspondence, reports, drawings, mailing lists, meeting minutes, accounting, invoices, and other materials related to parks and recreation facility projects that are either completed or still in the planning stages.  

(a) Maps, plans, reports, correspondence, photographs, specific plans, and other original construction-related materials.  Active files are vital records.  Disposition:  Permanent

(b) Duplicates of records retained in other City departments and routine materials such as correspondence and records of minor administrative character that contain no substantive information.  Disposition:  Discard 10 years after project is complete.  (California Code of Civil Procedure (CCP) 337.1 and GC 34090.7)

15.	Scrapbooks
The scrapbooks contain photographs and clippings of newspaper articles related to Parks and Recreation Department activities, services, projects, and initiatives.  Disposition:  Permanent

16.	Slides
Slides document Parks and Recreation programs, staff, facilities, and activities.  Disposition:  Permanent


Creeks Division

17.	Creeks Files
Files contain meeting minutes and agendas, correspondence, maps, negotiation notes, contracts, and other related materials about creeks in Santa Barbara and their role in parks and recreation.  Current files are vital records.  Disposition:  Permanent

18. Sign Up/Liability Release Forms.  
Files contain forms or documents related to Creeks Outreach activities/cleanups, including waivers and liability releases, parent permission and authorization forms.  Disposition:  Retain for 5 years after event, then discard.  (GC 34090)

Golf Division

1819.	Golf Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Golf Advisory Committee.  Disposition:  Permanent

1920.	Incident Reports and Safety Information
Files contain reports of incidents on the golf course such as thefts or incidents that result in damage to property or injury to persons.  Record copy is in Finance Department, Risk Management Division.  Disposition:  Retain in office 1 year, then discard.


Parks Division

2021.	Andree Clark Bird Refuge Files
Files contain meeting minutes and agendas, contracts, negotiation notes, correspondence, maps, soils and water data, and other materials related to the Andree Clark Bird Refuge.  Current files are vital records.  Disposition:  Permanent

2122.	California Coastal Conservancy Grant Files
Files pertain to grants for parks programming and services received by the Parks Division from the California Coastal Conservancy, a state public agency that protects, restores, and enhances coastal resources.  

(a) Grant agreements approved by City Council. Record copy of grant agreements approved by City Council is in Administrative Services Department, City Clerk’s Office. Disposition:  Retain 3 years after grant project is completed and final payment is made.

(b) Grant agreements not requiring approval by City Council. Record copy is in Parks and Recreation Department.  Disposition:  Retain 3 years after grant project is completed and final payment is made.  (GC 34090)

2223.	Chase Palm Park Files
Files contain correspondence, reports, and other materials related to the expansion of Chase Palm Park.  Current files are vital records.  Disposition:  Permanent

2324.	Douglas Family Preserve Files
Files contain contracts, minutes and agendas, negotiation notes, correspondence, maps, and other materials related to meetings of the Douglas Family Preserve Advisory Committee.  Current maps, contract negotiation notes, and correspondence are vital records.  Disposition:  Permanent


2425.	 FEMA Grants 
Documentation pertaining to the administration and expenditure of grant monies received from the Federal Emergency Management Agency (FEMA) for brush clearance and fire prevention.  Files contain records documenting reimbursement by FEMA for City brush clearing expenses.   

(a) Grant agreements approved by City Council.  Record copy is in Administrative Services Department, City Clerk’s Office.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period, if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year, if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three-year period, whichever is later.  (44 CFR 13.42)

(b) Grant agreements not requiring City Council approval. Record copy is in Parks and Recreation Department.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period, if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year, if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three-year period, whichever is later.  (44 CFR 13.42)
	
(c) All financial and programmatic records, supporting documents, and statistical records relating to reimbursement by FEMA. Record copy is in Finance Department and includes reports, correspondence, purchase orders, invoices, and other financial documentation chronicling expenditure of federal funds.  Disposition:  Retain 3 years from the day the grantee or subgrantee submits its single or last expenditure report for the period, if renewed at an annual or other interval; or from the day the grantee submits its expenditure report for the last quarter of the federal fiscal year, if grant support is continued or renewed quarterly; or on the day the grantee submits its final expenditure report, in all other cases; or on the day the report would have been due, if expenditure report is waived; however, if any litigation, claim, negotiation, audit, or other action has started before the expiration of the three-year period, after closeout, the records must be retained until completion of the action and resolution of all issues which arise from it, or until the end of the three-year period, whichever is later.  (44 CFR 13.42)


	(d)	Parks Department Division Copy.  Disposition:  Retain 3 years after grant project is completed 
and final payment made.   (44 CFR 13.42)

26.	Franceschi Park Master Plan Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Franceschi Park Master Plan Advisory Committee.  Disposition:  Permanent

27.	Incident and Injury Reports, and Safety Information.  Files document incidents and injuries and contain correspondence, staff notes, incident and injury reports, and safety information from the Parks Division.  Record copy is in Finance Department, Risk Management Division.  Disposition:  Retain in office 1 year, then discard.

28.	Integrated Pest Management Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Integrated Pest Management Advisory Committee.  Disposition:  Permanent

2529.	Park Files
These files deal with particular City of Santa Barbara parks and park issues and contain correspondence, staff reports and notes, and other materials documenting the formulation of park policies, projects, and programs.  Disposition:  Permanent

2630.	Park Ranger Incident Reports 
Reports document incidents and other occurrences in City parks and beaches.  Disposition:  Discard after 3 years.  (14 CFR 107.23)

31.	Street Tree Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Street Tree Advisory Committee.  Disposition:  Permanent


Recreation Division

2732.	 Recreation Program Files
Files contain records, reports, forms, agreements, correspondence, and other materials related to Recreation programs.

(a) Programs Information.  Files contain correspondence and reports concerning the planning, implementation and evaluation of programs, activities and services.  Disposition:  Permanent

(b)	Accounting Records.  Files contain treasury receipts, purchase orders, duplicating requests, business applications, quarterly reports, accident/injury reports, and other accounting materials.  Record copy of accounting records is in Finance Department.    Disposition:  Retain for 2 years.  (GC 34090.7)

(c) Registration.  Files contain forms or documents related to activity registration: activity registration forms, waivers, releases, parent permission and authorization forms, participant health screening documents, medical releases, and staff records on specific participant physical/mental conditions as related to proper placement into activities, supervision requirements, or modification of activities.  Disposition:  Retain 5 years after event, then discard.  (GC 34090)

(d) Independent Contractor/Instructor.  Files contain independent contractor applications, class proposal forms, independent contractor acknowledgment forms, independent contractor agreements, program registration and payment records for contractors, correspondence, reports, and other class-related information and materials. Record copy of financial files is in the Finance Department.  Disposition:  Retain 5 years after event or until no longer needed for reference, then discard.  (GC 34090)

(e) Membership.  Files contain program or activity membership applications. Disposition: Retain 5 years after event, then discard.  (GC 34090)

(f) Staff Training.  Files contain staff training records, presentations, manuals and materials. Disposition: Retain 5 years after event, then discard.

(g) Incident and Injury Reports, and Safety Information.  Files document incidents and injuries occurring during City-sponsored programs and contain correspondence, staff notes, incident and injury reports, and safety information from recreation programs.  Record copy is in Finance Department, Risk Management Division.  Disposition:  Retain in office 1 year, then discard.

(h) Vehicle Files.  Files contain scheduled use of City recreation vans and buses, driver certifications and licenses, contact on drivers, vehicle checklists, vehicle reservation permits, correspondence, and other related information.  Current driver contract and insurance information is vital.  Disposition:  Discard when superseded.

(i)	Facility Maintenance and Inspection.  Files contain work orders, maintenance reports, correspondence, notes, facility inspection records, and other materials concerning Recreation facilities.  
(1)	Recreation facilities investigation and inspection materials.  Disposition:  Discard after 7 years.  (California Labor Code (LC) 6429)
(2)	All other materials.  Disposition:  Discard when 2 years old or sooner if purpose is served.  (GC 34090)

(j)	Routine administrative records such as sign-in sheets.  Disposition: Retain for 2 years after event or when no longer needed for reference, then discard.  (GC 34090)

2833. 	Active Adults & Classes Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Active Adults & Classes Advisory Committee.  Disposition:  Permanent

2934.	Adapted Recreation Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, budget information, reports, and studies related to the activities of the Adapted Recreation Advisory Committee.  Disposition:  Permanent 

3035.	Aquatics Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, reports, and studies related to the activities of the Aquatics Advisory Committee.  Disposition:  Permanent

3136.	Aquatics Facilities Files
Files contain facility use schedules, pool attendance records, environmental health inspection reports, pool daily logs, maintenance records, safety meeting agendas and minutes, correspondence and other materials related to maintenance and operation of City pool facilities.  Disposition:  Retain 5 years after event, then discard.  (GC 34090)

3237. 	Arts and Crafts Show Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, reports, and studies related to the activities of the Arts and Crafts Show Advisory Committee.  Disposition:  Permanent

3338. 	Arts and Crafts Show Files
Files contain correspondence, reports, rules and regulations, applications, permits, sign-in sheets, annual reports, flyers, citations, publicity, and other materials related to planning and holding arts and crafts shows.

(a) Section correspondence and reports concerning the planning and evaluation of arts and crafts shows, rules and regulations, annual reports, and other policy-related materials.  Disposition:  Permanent

(b) Routine administrative records such as sign-in sheets.  Disposition: Retain 2 years after event or when no longer needed for reference, then discard.  (GC 34090)

(c) Applications and permits.  Disposition:  Retain 5 years after event, then discard.  (GC 34090)

3439. 	Camp Registration Files
Files contain parent program evaluations, parent correspondence, calendars, program flyers, and other related materials documenting summer and winter break camp programs.  Disposition:  Retain for 2 years after event or until no longer needed for reference, then discard  (GC 34090).

3540.	Community Center Information Files
Files contain correspondence, information, reports, studies, maps and other materials related to the historical activities and special projects of the community centers.  Disposition:  Permanent

3641.	 Field and Facility Rental and Reservation Files
Files document indoor and outdoor facility rentals and reservations and sports field permits, and contain correspondence, facility use applications, forms, permits, policies and other associated materials.  Disposition:  Retain applications and permits 5 years after the event, then discard.  Retain all other materials 2 years after event, then discard.  (GC 34090)

3742.	 Neighborhood Advisory Council Files
Files contain the minutes and agendas, correspondence, rosters, and other materials of the Neighborhood Advisory Council.  Disposition:  Permanent

3843. 	Santa Barbara Youth Council Files
Files contain meeting minutes and agendas, correspondence, reports, and studies related to the activities of the Santa Barbara Youth Council.  Disposition:  Permanent

3944. 	Special Events Files
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Files contain correspondence, worksheets, applications, facility use permits,  and other materials related to special events held in the City's parks and on its beaches.  Disposition:  Retain special event applications and facility use permits 7 years, then discard.  Retain all other materials 2 years after event or when no longer needed for reference, then discard.  (GC 34090)

4045.	 Sports League Files
Files document the activities and memberships of adult sports leagues and contain rosters, player sign-in sheets, correspondence, schedules, and other associated information.  Disposition:  Retain team rosters and player sign-in sheets 5 years after event, then discard.  Retain all other materials 2 years, then discard.  (GC 34090)
	
4146. 	Tennis Advisory Committee Files
Files contain meeting minutes and agendas, correspondence, reports, and studies related to the activities of the Tennis Advisory Committee.  Disposition:  Permanent

4247.	 Tour Files
Files document tours planned and offered by the Active Adults & Classes office and include correspondence, flyers, invoice and accounting information, release forms, and other related materials.

(a) Accounting records including duplicate purchase orders and receipts, copies of paid checks, and other related materials.  Disposition:  Discard after 2 years.  (GC 34090.7)

(b) Tour planning records including correspondence, flyers, rosters, reservation information, and other such materials.  Disposition:  Discard 2 years after event.  (GC 34090)

(c) Release Forms.  Forms release the City from liability if a tour participant is injured during the tour.  Disposition:  Discard 5 years after event.  (CCP 340 and 337)

4348.	Westside, Franklin, and Lower Westside Community Center Advisory Committees Files
Files contain the minutes and agendas, correspondence, rosters, and other materials of the Westside, Franklin, and Lower Westside Community Center Advisory Committees.  Disposition:  Permanent 
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