
. n  
r : 7 r
a - r 	 NO: A-AD-I21-09Lambton l(ent PROCEDURESr n t  n

5 : r f f
: r 

l r u  Distriet SchoolBoards s  
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-SUBJECT: RECORDS 	 MANAGEMENTANDINFORMATION RECORDS 
RETENTIONSCHEDULE 

Preamble 
-Thepurposeof the Records andInformationManagement RecordsRetention 

Scheduleis to support of records in a disciplined,themanagement andinformation 
coordinatedand strategic manner. 

Theproceduresapply to all recordswithin the custody or underthe control of the school 
board and addresses all aspects of school board operationsandall recordsmade or 
receivedinthedayto-daybusinessoperationsof the schoolorschoolboard, 
regardlessof themedium in which those recordsarestoredandmaintained. 

1 . 	  Supervisorswill make staffawareof the document, RecordsManagement 
Guidelines:RecordsRetentionScheduleandreviewit regularly withstaff. 

2 . 	  ln accordancewiththeRecordsManagementGuidelines:RecordsRetention 
Schedule,staff will annually identifyrecordsfor: 

o 	 Destruction; 

o 	 Electronicimaging;and 

. 	 Transferto the RecordsCentrefor long-term storagedueto their 
research,legal or archival value. 

3 . 	  On an annualbasis, Department to appropriate theRecords willsenda memo 
staff,whichoutlinesthe dates andproceduresto followfor electronic imagingof 
records. 

4 . 	  The Records Departmentwillcontacttheresponsibledepartmentinwriting,to 
authorizethe destruction of recordsfrom the RecordsCentrewhentheir 
retentionrequirementshavebeenmet. 

lmplementationDate: October9,2002 
Revised: December2,2009 

Reference:	 EducationAct 
PolicyandRegulations 
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Lambton Kent District School Board 
RE,CORDS MANAGEMENT GUIDELINES 

Introduction 
RecordsManagementappliesto all recorded information (including paper,electronic, 
microfilm, audio, video, imaging or other media) that falls under the care, custody or 
control of the Lambton Kent District School Board, regardless of the location where the 
information is stored. Records Management is a vital component of normal offrce 
procedureand it is the responsibility of every Board employee. 

Within this resource is the Records Retention Schedulewhich provides a guideline for 
retentionof the Board's recordsaccordingto their administrative, fiscal, legal, and 
research,/archivalvalue. Additional records mav be stored at the discretion of the 
supervisor. 

Definition 
RecordsManagementis the systematic control of records from the time of creation until 
final disposition (destructionor archival retention). 

Value of Records Management 
Recordsand information are important corporate assets and vital components of the 
Board's decision-making process. In order to obtain their full value, it is essential that 
the Board's recordsand information be properly managed. Recordkeepingpractices 
must also comply with access and privacy legislation. 

Retention Requirements 
The objective of the Records Management Program is to maintain the minimum 
necessaryrecords in an efficient and orgarized manner. 

Person/I)epartment Responsibility 
In general,the school/department that created, or authorized creation,of a record is 
responsiblefor its retention and disposal. Even if the record is stored on a computer 
system maintained by the IT Department (custodian),the creator (owner) remains 
responsiblefor retention and disposal. 

To avoid overloading the storage space on a server, the custodian (IT Department) may 
eliminate records,after advising users and allowing a reasonabletime for them to make 
other arrangements for storage. 

Copiesof Records 
Thereshouldbe only one complete "official retention copy" of each record (for access 
andprivacy purposes). Backup copies are allowed when there is sufficient need for 
authenticityoforiginal recordandpurposesofaccess. 
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Review and disposal 
Recordsshould be reviewed regularly for disposalin accordance with the Records 
RetentionSchedule. This includeselectronic records and other viable media. 

Recordsshould be destroyed by shredding or by means of rendering the information 
illegible, especiallypersonalinformation or records of a sensitive nature. 

Staff should delete personalandtransitory messages from email and voice mail on a 
regularbasis. 

Electronic Imaging Program 
In general,recordswith a remaining retentionof 10 yearsor greaterare eligible to be 
microfilmed/imaged, suchas OSR's, employee files, permanentfinancial records, 
Board/Committeeagendasand minutes. 

An outside microfilm/imaging servicesbureau or document conversion companymay be 
utilized for these purposes. 

Inactive/Archival Records 
Recordsthat have becomeinactive and have four yearsor more remaining in their 
retentionmay be transferredto the Records Centre. 

Local recordsthat havebeen identified as having research./archival value following their 
inactive status in accordancewith the Records Retention Schedule may also be 
transferredto the Records Centre. 

The Records ManagementClerk should be contacted to arrange for the transfer of these 
records. 

Donation of Historical Documents 
To donate historical documentsand artifacts to an approved archives, local museum or 
historical society,the RecordsManagementClerk should be contacted for details 
regardingappropriatelegal agreements. 

REFERENCE 
EducationAct - section171(1X38) 
Policy, Regulations and Administrative Procedures 
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RecordsRetention Schedule 
The Records RetentionScheduleprovides suggestedretention limits and guidelinesfor: 

o 	 Recordsthat must be retained according to legislation and Board 
policy andprocedures;and 

o 	 Recordsthat may be retained due to their administrative value. 

The Records RetentionSchedule is divided into sevencolumns as follows:
 
-
Function This column identifies a functional classification methodology where records 

and information are classified in accordancewith functions and activities they support 
within the or ganization. 

Record Tvpe - This column identifies the model scheme based on functional 
classigroupsof identical or related recordsthat are normally used and filed asa unit. 

-Responsible Department This column indicates the department responsible for 
keepingthe "official" copy of the record. 

Active Retention - This column indicates the total length of time the record is to be kept. 
It is equivalentto the record's "active life". This can be based on fiscal or calendar years. 
(For financial recordsmaintainedafter September, 1998, it will be based on the school 
year.) This column also indicates the maximum total retention period for these recordsin 
departmentsother than the responsibledepartment(i.e. copies). 

Retention Codes- These retention codes are listed at the bottom of each page.They are 
as follows: 

C - "Current Year". All retention limits indicated begin after the current year, 
i.e. the storage time in the active office area. 

E - "Event". Retentionbeginsonce an event or action occurs, i.e. the creation 
of the record, retirementof a student 

S - "Superseded". A hle with this retention limit is transferred or destroyed 
when it has been replaced with a nedrevised version of the current 
record. 

-B - "Pemanent". A file with this retention limit is never destroyed could be 
stored in the RecordsCentre. 

-T "Terminated". A file with this retention limit is transferred or destroyed 
when the subject to which is pertainshas ended in some way. 
For example, an employee file is terminated when the employee leaves 
the organization. 

*L 	- "Legislated". A file with a retention period defined by law. 

Inactive Retention - This column indicatesthe total length of time the record is to be 
kept in storage or at the Board's RecordsCentre. 

Total Retention - This column indicatesthe total length of time the record is to be kept 
(i.e. the sum of Active and Inactive). 

Remarks - This column includes suggested retentions for administrativerecordsas well 
aslegal requirements(notedwith an *) for the retention of certain records. 

. . . . . 4  
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RecordsRetention Schedule(cont'd) 

The record function included in each Record Type is broadly defined as follows: 

ADM. ADMINISTRATION
 
Includesrecords regarding routine administrative and office service functions.
 

-COM/PUB COMMUNICATIONS/PUBLIC RELATIONS 
Includesrecords regarding the Board's relations with the public as well as records 
relating to the production and distribution of information to the public, outside 
agenciesand schools. 

CUR - CURRICULUM PROGRAMS 
Includesrecordsregardingthe planning and implementationof curriculum 
programs,program reviews and curriculum guidelines. Also includes co-
curricular information such as field trips and educational tours. 

EDU - EDUCATION IN THE COMMUNITY/CONTINUING EDUCATION 
Includesrecordsregardingprogramscentered on preparingthe student for 
involvement in the community, suchas career information, multicultural services, 
heritageprograms,co-operativeeducation, and educational services to the general 
community such as seniorsprogramsand continuing education. 

FAC - BUILDING MAINTENANCE/OPERATIONS/DEVBLOPMENT 
Includesrecordsregardingthe development, maintenance, construction and 
operationof Board offices, properties,grounds,and building. Also includes 
vehicle and occupational health and safetymatters. 

FIN - FINANCE 
Includesrecordsregardingfinancial management, budgeting, accounting, 
purchasing,and all mattersconcerningthe allocation and control of funds 
to departments and schools. Also includes records on tuition and transportation 
costs. 

HUM. HUMAN RESOURCES 
Includes records regardingthe Board's relationship with its employees. Includes 
recordsregardinggeneralstaff programsaswell asinformation on specific 
employees. 

-IT INFORMATION & TECHNOLOGY
 
Includesrecordsregardingthe Board's relationship with its employees. Includes
 
recordsregardinggeneralstaff programsas well as information on specific
 
employees.
 

LEG. LEGAL
 
Includesrecords regarding legal matters as well as contracts and agreements,
 
insuranceand real estate matters. Also includes Federal and Provincial legislation
 
affecting or of interest to the Board. 


5 



Records Management Guidelines LKDSB	 Page5 

RecordsRetention Schedule(cont'd) 

MAN/POL - MANAGEMENT/POLICY
 
Includesrecordsregardingthe establishment of policy, regulations and
 
administrativeproceduresas well as the activities of the Board of Trustees.
 
Also includes appointmentsto boards and committees.
 

RESEA/PLAN - RESEARCH/PLANNING
 
Includesrecordsregardingstrategic/programplanning and research,as well as
 
enrolmentsand Ministry reports.
 

STU- STUDENT RE,CORDS 
Includesrecordsregardingthe delivery of services to individual students as well 
as records requiredunder the Guideline for the Ontario Student Record. 

NOTES: 

1. 	 This schedule includes electronic records, voice mail, or any recordproducedby 
meansof computer hardware and software,as well as microform records, 
photographs,films, sound recordings, CDs, DVDs, memory sticks, videotapes, 
plans and drawings, and any other pieceof recorded information capable of being 
producedfrom machinereadable records. 

Most electronic/voicemail and telephone messages are considered short-term 
recordsand should be disposed ofas soon as their pufposehasbeen served. 

2. 	 This scheduleexcludes all reference, resource and library material such as books, 
articlesand external publications,which are not official recordsof the Board. 

It also excludesduplicate records and temporary working paperssuchas rough 
notesor informal drafts. 
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