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ADAPTIVE RECREATION & INCLUSION SERVICES 
(ADA)  

 
ASSESSMENTS 
 Handwritten notes or forms used during accommodation meeting or visit.   
 The handwritten notes are typed and presented to “all” (PAROT, legal,   
 parents) persons involved in meeting for signature.  Completed reports are kept on 
 file. 
  
Written Assessment Report  
 Active:   retain while useful, until inserted into report 
 Disposition:   destroy 
  
Electronic Assessment Report 
 Active:   retain while useful, until child is no longer in program 
 Inactive:   5-7 years  
 Disposition:   destroy 
 
CONTRACTS 
 Any services contracted for ADA services, Sign Interpreters, Legal Clerks  and 
 Braille Printers.  See also City Clerk schedule. 
  Active:    Until expired or cancelled 
 Inactive:   5 years 
          Disposition:   destroy 
 
CORRESPONDENCE 
 All general email or written correspondence (parents, legal, HRC).  Prints a 
 hardcopy of electronic correspondence for files. 
 Active:   Retain while useful, not more than 5 years   
 Disposition:   destroy 
 
ELECTRONIC CORRESPONDENCE 
 Retention Process Pending follow written and hardcopy retention schedule  
   
FORMS 
 All PAROT forms used in the accommodation process, (Special Needs Request 
 Form and Essential Eligibility Form)  
 Active:   retain while useful, until child is no longer in program  
  (filed with assessments) 
 Inactive:   5-7 years 
 Disposition:   Destroy 
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GENERAL RESEARCH 
 The information is gathered via Internet website printouts or other informational 
 documents supporting answers to ADA questions asked by other departments.  
  Active:   5 years 
 Disposition:   permanent if resulting in a unique project, otherwise  
  destroy 
 
INTERNAL REPORT OF STUDY 
 Including all related documents.  
 Active:   while useful   
 Disposition:   Retain permanently if directly resulting in a project,  
    otherwise destroy.    
 
LAWSUITS 
 All correspondence and research regarding legal cases 
  Disposition:  Permanent 
 
 


