



RECORDS RETENTION AND DISPOSAL POLICY
POLICY
The orderly acquisition, storage, and retention of school district records is essential for the overall efficient and effective operation of SCHOOL NAME. All school related records, in accordance with the attached General Records Retention Schedule, as recommended by the State of Ohio, will be stored on -site at the school in secure location(s) as deemed appropriate by the school Administrator. This policy applies to all physical records generated in the course of the School’s daily operations, including original documents and reproductions, as well as, electronic documents. Electronic documents include but are not limited to: email, web based files, Pdf documents, text files, and other files formatted from electronic programs used in the operation of the school.
On an annual basis, the school Administrator will provide a detailed list of records to be disposed of and the means of disposal in accordance with the General Records Retention Schedule. No records should be destroyed unless approval is documented in the Governing Authority minutes held in an open meeting.
No records will be knowingly destroyed which pertain to any pending case, claim, action, or request.

PROCEDURE

Upon approval from the Governing Authority of SCHOOL NAME, school records will be disposed of in a manner in which non-public information is protected according to applicable privacy laws. The process for disposal may include shredding and/or disposal with a secure records document disposal company.  

