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1. Purpose

2. Benefits

3. Scope

4. Continuous
Improvement

5. Training of
District Personnel

RECORDS MANAGEMENT

It is the policy of this School District to genexand retain only those papers, reco
and electronic data which are required for thecéffe running of our district and to
meet our obligations to our students, parents, @epk, and state, local and federal
governments. The purpose of this policy is to imprefficiency by reducing the time
spent retrieving required information from a morassuplicative and other
unnecessary papers, records and electronic datdoyaes, who generate, receive of
store papers, records and electronic data at aafida are responsible for
implementing this policy. A document retention siile will be developed under
this Policy.

An enforced records management paidyprovide better access, control, and
retrieval of information resources within the Distr This policy will also preserve
storage space, optimize network performance, makelying with litigation
requirements more efficient and ultimately lowe Districts overall information
management costs.

This Policy shall be applicable to afigra, records and electronic data created,
received, retained, and destroyed by the District.

Effective records management requires continuousitoring of changing
regulations, technology and legal developments.Oik#&ict recognizes that it may
have to adapt and amend this policy and statecedtoes to continually improve it
effectiveness, applicability, and relevancy to Bistoperations.

The District Superintendent or designee shall bpaesible for developing
procedures for the implementation of this Policy.

The District shall regularly request that the apiate District employees review g
copy of this Policy. The District shall incorpagahe topic of document creation,
retention, and destruction in its employee traimpnggrams to raise awareness ab
the Policy among employees and to facilitate coamaie with it.
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6. Enforcement of
Policy

7. Definitions

8. Exceptions

9. Litigation Hold

The District shall enforce this Policy in accordamath the policies and procedurds

set forth in the District's established employesighlinary policies.

District Records: “District Recordst “Records” are those papers, electronic

records, photographs or other documentary maiterehy form made or received By

the District pursuant to law, statute or in conimcttvith transactions of District
business and the discharge of its responsibilities.

Electronic Records: “Electronic Records” includermauic, graphic, and text
information, which may be recorded, on any mediapable of being read by a
computer and which satisfies the definition of atb¢t RecordElectronic Records

include, but are not limited to: magnetic mediahsas computer tapes, disks, optigal

disks, diskettes and other electronic storage devand electronic filing systems
containing District Records.

Permanent Records: “Permanent Records” are thasardRe which may not be

destroyed. Permanent Records may, however, bes#idpid if they are replicated ¢r

preserved as required by the applicable schedtilshad hereto, or provided that
prior approval for their disposal has been obtaiineoch the District’s
Superintendent.

Non-Permanent Records: “Non-Permanent Recordghas®e records which need |to

14

be retained for a specified period of time and Wwhiay be disposed of without th¢
prior approval of the District’'s Superintendent npexpiration of the retention
period in the applicable record retention schedule.

Records not subject to retention: “Records notestttip retention” are those recorgls

&N

which need not be maintained permanently or foresepecified period of time, an
which may be used by District personnel as perspnanaged in-house working
papers, reference materials, and drafts.

This Policy shall not apply to Distwendors or any other affiliated parties not
under the direct supervision and control of thetfiss School Board.

Notwithstanding the dispositisnhedules attached hereto, no Record shall be
destroyed if the District becomes aware that theoREmay be needed for pending
litigation or of other reasons mandating the susjgenof document destruction
under this Policy. A Litigation Hold shall be proted by the receipt of a subpoeng
commencement of litigation, reasonably anticipditeghtion, investigations, or any
other situation giving rise to the preservatiomotumentary and electronic
evidence.
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10.

11.

12.

13.

Methods of
Retention

Methods of
Destruction

Electronic
Records

Email

Superintendent shall order a Litigation Hold intwg to all district personnel to
whom the litigation might apply.

The Record retention periods set forth herein anenmum terms for the retention g
the respective records after which such recordsheajisposed. While the record
may be destroyed — in accordance with the conditeord procedures contained

herein — they may also be retained for longer tharestablished retention periodq.

Absence good cause to the contrary, District persbshould dispose of files in
conformity with the minimum standards in the scHeslu

As a central point of contact, the District’'s Suptandent will coordinate the
disposition of Records within the District.

Wherever possible the District shall maintain iescBrds in their native format for
retention. Where necessary, however, the Distrat m its reasonable discretion
retain Records in other than native formats sudiead copy, microfilm, pdf, etc.

The destruction of records is an acceptable andritapt stage in the information
life cycle. Records may be destroyed or deletech fetectronic storage media whe

there is no continuing value or need to retainrdo®rds. Where sensitive persona)

information is contained in the Record the dispoasaihod that should be used for
destruction is shredding or other appropriate méamnson-electronic records.
Where sensitive personal information is contaimeBlectronic Records the
District’s technology personnel shall take all @zably appropriate measures to
ensure the destruction of such information in aiseéashion.

It is the policy of this District to retain onlydbke Electronic Records minimally

necessary for student instruction and District bess in accordance with Retention

Schedules. As such, all District personnel arectiéetto create and retain only tho
Electronic Records necessary for student instrocind District business on the
District’s information network.

All emails shall be retained for one y&ar after permanent deletion by the user.
Only email and not attachments will be saved.
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