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 Dest roy ing Documen t s 

 Af t er  t he dist r ic t  receives knowledge o f  legal action  against  t he dist r ic t  o r  

i t s emp loyees,  no  documen t s o r  e lect ron ic in fo rmat ion  per t a in ing t o  t he subject  

o f  t he act ion ,  main t ained in  any  fo rm,  may  be dest royed.  

 

Ret en t ion  o f  E lect ron ic Reco rds 
 

Members o f  t he Board o f  Educat ion  and emp loyees o f  t he Dist r ic t  shall  re-

t a in  e lect ron ic documen t s and reco rds in  acco rdance wit h  t he fo l lowing p rocedure: 

T he Dist r ic t ’ s E-Mail syst em is t o  be used as a method o f  commun icat ion  

among st uden t s,  emp loyees,  and o t her  aut ho r ized users fo r  business purposes.  T he 

f i le  st o rage syst em is t o  be used t o  st o re cur ren t ly  needed and used schoo l re lat ed 

f i les.   I t  is no t  in t ended t o  be a medium in  wh ich  t o  permanen t ly  st o re elect ron ic 

in fo rmat ion .  W here t he In fo rmat ion  T echno logy  Depart men t  has mailbox  size,  

at t achmen t  rest r ic t ions,  o r  f i le  space rest r ic t ions in  p lace,  users are required t o  

manage t he space app rop r iat e ly .   Users should regular ly  rev iew t heir  messages and 

f i les and t ake t imely  act ion  on  long t erm ret en t ion needs.   I t  is t he User ’s respon -

sibi l i t y  t o  main t ain  reco rds as required by  t he Dist r ic t ’ s reco rds ret en t ion  po lic ies.   

 

T o  p rov ide elect ron ic backup  fo r  t hese reco rds,  t he Dist r ic t ’ s In fo rmat ion  T ech -

no logy  Depar t men t  wil l  fo l low t he est ablished depart men t al backup  p rocedures.   

Bar r ing any  c ircumst ance beyond t heir  con t ro l,  t he In fo rmat ion  T echno logy  De-

par t men t  wil l  p rov ide t hat  dat a available in  t hese backups when   
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request ed.   T he In fo rmat ion  T echno logy  depar t men t  wil l  imp lemen t  a seven  day  

purge p reven t ion  so lut ion  t o  ensure e-mail and f i les are available fo r  at  least  

seven  days.    

I f  a member  o f  t he Board o f  Educat ion  o r  emp loyee of  t he Dist r ic t  knows,  

o r  has reason  t o  know,  t hat  a lawsuit  o r  o t her  c la im  has been  f i led,  o r  wil l  be 

f i led,  against  t he Dist r ic t  o r  any  o f f icer  o r  emp loyee o f  t he Dist r ic t ,  t hat  person  

shall ret a in  a l l  e lect ron ic documen t s and reco rds that  re lat e in  any  manner  t o ,  t he 

subject -mat t er  o r  indiv iduals o f  t he lawsuit  o r  c laim .   T he Board member  o r  em-

p loyee shall immediat ely  no t if y  t he Super in t enden t  and Direct o r  o f  T echno logy  

o f  t he ex ist ence o f  such  documen t s and reco rds o r  no t ice o f  a lawsuit  o r  c la im  and 

shall ret a in  t hem in  t heir  o r iginal fo rm  un t i l  fur ther  no t ice f rom t he Super in t en -

den t  and/o r  Direct o r  o f  T echno logy .  

 
App roved:  March  12 ,  2007 ; July  9 ,  2007  

 

*  Fo r  det ai led in fo rmat ion ,  see Federal Rules o f  Civ il  P rocedure.   34  P roduct ion  
o f  Documen t s,  E lect ron ically  St o red In fo rmat ion ,   


