
NOW’S THE TIME! 
It’s time for a little spring cleaning!  Our agency is preparing for a refresh, and we have drafted guidelines to aid staff 
with this process.  Staff should reference these tools to ensure consistency with what we discard/recycle, and how to 
organize our materials going forward.

REFRESH OUR SPACE TO MAKE ROOM FOR IMPROVEMENTS
 This cleaning effort will make space for exciting improvements in our facilities and work spaces. 

33rd Ave. location - We are already well underway with our 33rd Avenue location remodel, and want to clear out 
unnecessary materials rather than move them into a fresh, new facility.

Sixth Street -  We have collected staff feedback regarding their workspaces on the second level of the Sixth Street 
facility  and the feedback has guided us to:

· Improve natural lighting on the second floor

· Update the workspaces with fresh, more 
  modern coverings on wall dividers

· Provide more collaboration spaces

· Update conference rooms

We have plans in place  to help follow through 
with each of these items, but our designers and 
contractors have said we cannot move forward 
without removing excess supplies and 
materials and reducing overall clutter.  Purging 
unwanted materials, give us space to lower 
workstation walls and remove some tall file 
cabinets that clutter the space and block the 
natural light, and make the cubicle space 
less ‘maze-like’ and more welcoming.

Coralville - Plans continue to progress as we 
prepare to move to our new southern facility.  
This purging timeline will allow staff to rid the office of excess materials before boxing and moving items to the 
new location.

TIME? BUT I DON’T HAVE TIME!? 
We know that this might take some time, and staff may request a calendar change for up to one work day to support 
moving and/or purging activities (added days are not available for such activities). Staff are to contact their supervisor 
if any difficulties are anticipated in completing the purging and/or packing activities before June 1st.

QUESTIONS?
Please speak with your supervisor.

SPRING
CLEANING

TIMELINE FOR CLEANING
FEBRUARY - Purge excess files and materials.

MARCH - Purge excess files and materials.

APRIL - On April 17th Coralville RAs will purge unclaimed 
materials and common areas.

MAY - Continue to purge excess files and materials. 
Coralville office continues to pack.

JUNE -  June 12th is the last day of packing for Coralville 
staff. Coralville office furniture will move in/set up 
through the week of June 22nd - June 30th.

Any loose or boxed items that are unmarked and stacked or stowed 
in any location other than inside a filing or storage cabinet in each 
Agency facility after June 15th will be removed from the facility and 
discarded.



WHERE DO I BEGIN?
purge verb - to clear (a container or space, for 
example) of something un-needed.

AS YOU BEGIN CLEANING, WHAT 
SHOULD YOU BEGIN PURGING?
• Recycling or destruction of outdated and/or 
inactive materials.

• Proper filing or storage of materials to be 
retained.

• Removal of boxed and/or loose items from the 
tops of cabinets.

• Removal of boxed and/or loose items stowed 
in any places other than a filing or storage 
cabinet.

• Packing and labeling of currently relevant 
materials that are to be moved to the new 
Southern Facility.

WHAT IF I HAVE
A WORKING FILE?

SEE PAGE 3.

WHAT IF I HAVE TOYS,DVDS, 
INSTRUCTIONAL MATERIALS,
OR PROFESSIONAL BOOKS?

SEE PAGE 4.

WHAT IF I HAVE EXCESS 
OFFICE SUPPLIES?

We are in the process of establishing a centralized 
storage system for commonly-used office supplies. 

Excess supplies can be taken to the print shop 
where they will be stored temporarily.



POSSIBLE STORAGE LOCATIONS FOR 
WORKING FILES COULD INCLUDE:
• At an agency center in the staff members assigned 
   work area.
•  At the LEA building the staff member is assigned 
   (while actively working with the student).
• In the personal possession of the staff member 
   (while actively working with the student).

NOTE:  When the AEA staff member is no longer actively working 
with the student, the working file should be shared* with another 
GWAEA staff member currently working with the student or stored 
in the staff members assigned work space.

*If the file is passed on to another GWAEA staff member, the file 
must be reviewed and unnecessary items need to be purged.

TYPES OF RECORDS THAT STAFF 
MEMBERS MAY HAVE IN WORKING FILE:
• Progress monitoring data  - raw data/probes, graphs, 
   rubrics, etc.
• Meeting notes - that have been shared.
• Student work product.
• Evaluation/testing data, test protocols, reports, 
   summaries, etc.
• Any hard/paper copies of Emails,  Text messages, or
   transcripts of Voicemail messages (sent and received – 
   from staff to staff, staff to parent (or parent advocate/
   attorney /representative), parent to staff, etc.)
• Parent contact logs or documentation.
• Copies of certified mail receipts.
• Any other paper or electronic documents in your 
   possession pertaining to the child that have been 
   shared with others.

WORKING FILES

HOW TO MAINTAIN A WORKING/ 
PERSONAL STUDENT FILE:
A working file is on that is maintained by a 
GWAEA employee and contains information for 
an individual student for educational reasons. 
The information kept in the working file should 
be information that has been shared with others.

working files noun -A file maintained by a GWAEA employee, which contains information for 
an individual student for educational reasons. The information kept in the working file 
should be information that has been shared with others. Please note that staff are not 
required to keep working files.

Has the information been used 
and shared in reports or other 

documents with others?

YES.
Keep in working file.

NO.
It should not be located 

in the working file.

PURGING OF WORKING FILES:
If staff are retiring or resigning from the agency, all 
working files should be placed in a box and labeled with 
the staff member's name and the date the staff member 
left.  Each year discipline leads and supervisors will need 
to look over the agency's working files for anything that is 
five years old or greater  Once a collection of working files 
is five years old, the boxes can be purged and should be 
given to a regional secretary.  The regional secretary will 
coordinate disposal with our facilities staff.

ORGANIZATION OF WORKING FILES:
One folder per student. The folder should have the 
following information on the front cover:

• Student name
• District/building of attendance
• Date the file was started
• Staff member who created the file

Graphics will generate labels for folder and/or folders with the 
appropriate blanks printed on the front. All working files should 
be stored in an orderly manner (alphabetically by student last 
name, per start year of the file). 



Is this item something I use 
regularly with infants, toddlers 

or students or is it a relevant 
and current reference tool?

Is this item broken, in poor 
physical condition (e.g. paint 
chipped, pages torn) or  has it 

been modified (e.g. highlighter 
used, handles inserted in puzzle)?

YES.
Keep item for self.

YES.
Recycle the item.

YES.
Recycle the item.

NO.

NO.

TOYS, DVDS, INSTRUCTIONAL MATERIALS
OR PROFESSIONAL BOOKS

other stuff noun - Please note that these guidelines only apply to toys, DVDs, Instructional 
Materials or Professional Books  purchased by the Agency, not items purchased by individual 
staff members.

1

2

Is this item of mediocre quality, 
biased or unattractive in format, 
design, graphics, illustrations or 

portrays a stereotype? 

3

Box the item, include your name inside 
the box and send to the Media Center. 

We ask that any materials boxed and sent to the Media 
Center include the name of the sender in case follow up 
communication is required. When materials are sent to 
the Media Center, our staff will evaluate options for the 
item which might include including the item to a current 

collection or donating/ recycling the item.

NO.


