APPROVED 4/26/2011
RECORD RETENTION

Purpose
The orderly acquisition, storage, and retention of school records are essential for the overall
efficient and effective operation of the school. The Board adopts this policy to ensure that the
School's records and documents are appropriately retained and only destroyed in accordance
with appropriate legal retention periods.

Policy
School documents and records will be maintained and destroyed in accordance with a document
retention schedule. The School's Records Custodian will ensure that the policy is followed and
retention schedules are adhered to at the School. The Board shall maintain and destroy records
according to the same policy as the School.

Procedure
All original documents in possession of the Board are the property of the School and are not to
be removed, destroyed, mutilated, transferred, or otherwise damaged or disposed of, in whole or
in part, except as provided by law, or under the rules adopted by the Board.
Outgoing Board members must deliver any original records in their possession to their
successors and may not remove, transfer, or destroy any original records to which they had
access.
A retention schedule will be created to safeguard the various categories of School documents,
which include but are not limited to, Board minutes and packages, personnel files, audit reports,
student records, attendance records, and financial records. These will be added to this policy as
they are developed. The Records Custodian shall maintain a copy of the School's record
retention schedule and develop procedures to implement and monitor the policy. The Records
Custodian will ensure that the School follows the policy and adheres to the retention schedules.
Additionally, the Records Custodian shall complete a records disposal form that provides notice
as to when records are to be disposed of according to the pre-approved record retention schedule
("Certificate ofRecords Disposal Form").
A copy of each completed Certificate of Records Disposal Form shall be retained by the Records
Custodian.

Related Documents
Records Retention Schedule - Financial Records
Certificate ofRecords Disposal Form

