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Destroying Documents

After the district receives knowledge of legal eot against the district or
its employees, no documents or electronic infornoatipertaining to the subject

of the action, maintained in any form, may be degted.

Retention of Electronic Records

Members of the Board of Education and employeedtod District shall re-
tain electronic documents and records in accordawitd the following procedure:

The District’s E-Mail system is to be used as a med of communication
among students, employees, and other authorizedsulke business purposes. The
file storage system is to be used to store currgméeded and used school related
files. It is not intended to be a medium in whith permanently store electronic
information. Where the Information Technology Depment has mailbox size,
attachment restrictions, or file space restrictiagnsplace, users are required to
manage the space appropriately. Users should eefulreview their messages and
files and take timely action on long term retentioreds. It is the User’s respon-

sibility to maintain records as required by the Oist’s records retention policies.

To provide electronic backup for these records, thstrict’s Information Tech-
nology Department will follow the established depmental backup procedures.
Barring any circumstance beyond their control, tilméormation Technology De-

partment will provide that data available in thels®ckups when



CNA Document Production, Including Electronic Information * CNA

requested. The Information Technology departmeiit nplement a seven day
purge prevention solution to ensure e-mail anddibre available for at least
seven days.

If a member of the Board of Education or employédetbe District knows,
or has reason to know, that a lawsuit or other mldias been filed, or will be
filed, against the District or any officer or emplee of the District, that person
shall retain all electronic documents and recordattrelate in any manner to, the
subject-matter or individuals of the lawsuit or ota The Board member or em-
ployee shall immediately notify the Superintendeartd Director of Technology
of the existence of such documents and recordsmtiae of a lawsuit or claim and
shall retain them in their original form until furer notice from the Superinten-

dent and/or Director of Technology.

Approved: March 12, 2007; July 9, 2007

* For detailed information, see Federal Rules of CiRrocedure. 34 Production
of Documents, Electronically Stored Information,



