Board Policy Manual
Azusa Unified School District

Regulation 3580: District Records Status: DRAFT

Original Adopted Date: Pending
Classificati fR i

Records means all records, maps, books, papers, and documents of a school district required by law to be prepared or
retained as necessary or convenient to the discharge of official duty. (5 CCR 16020)

Before January 1, the Superintendent or designee shall review the prior year's records and shall classify them as
either a Class 1 (Permanent), Class 2 (Optional), or Class 3 (Disposable) record. (5 CCR 16022)

Records of continuing nature (active and useful for administrative, legal, fiscal, or other purposes over a period of
years) shall not be classified until such usefulness has ceased. (5 CCR 16022)

An inventory of equipment shall be a continuing record and shall not be classified until the inventory is superseded or
until the equipment is removed from district ownership. (5 CCR 16022)

A student's cumulative record is a continuing record until the student ceases to be enrolled in the district. (5 CCR
16022)

When an electronic or photographed copy of a Class 1 (Permanent) record has been made, the copy may be
classified as Class 1 (Permanent) and the original classified as either Class 2 (Optional) or Class 3 (Disposable).
However, no original record that is basic to any required audit may be destroyed prior to the second July 1st
succeeding the completion of the audit. (Education Code 35254)

Class 1 - Permanent Records

The original of each of the following records, or one exact copy of it when the original is required by law to be filed
with another agency, is a Class 1 (Permanent) record and shall be retained indefinitely unless microfilmed in
accordance with 5 CCR 16022: (5 CCR 16023)

1. Annual Reports

a. Official budget

e. Other major annual reports, including:
i. Those containing information relating to property, activities, financial condition, or transactions
ii. Those declared by Governing Board minutes to be permanent
2. Official Actions

a. Min f the Board or Boar mmi including th xt of rules, r lation lici r

resolutions included by reference only
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The records of enrollment and scholarship for each student required by 5 CCR 432 and all records pertaining
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Any records considered temporarily worth keeping, but which are not Class 1 records, may be classified as Class 2

(Optional) records and shall be retained until reclassified as Class 3 (Disposable) records. If, by agreement of the Board
and Superintendent or designee, classification of the prior year records has not been made before January 1 as
specified in 5 CCR 16022, all records of the prior year may be classified as Class 2 (Optional) records pending further
review and classification within one year. (5 CCR 16024)

Class 3 - Disposable Records

All records not classified as Class 1 (Permanent) or as Class 2 (Optional) records shall be classified as Class 3
(Disposable) records. These include, but are not limited to, detailed records basic to audit, including those relating to
attendance, average daily attendance, or business or financial transactions; detailed records used in preparing
another report; teachers' registers if all information required by 5 CCR 432 is retained in other records or if the
General Records pages are removed from the register and classified as Class 1 (Permanent) records; and periodic
reports, including daily, weekly, and monthly reports, bulletins, and instructions. (5 CCR 16025)

All Class 3 (Disposable) records shall be destroyed during the third school year after the school year in which the
records originated. In addition, Class 3 (Disposable) records shall not be destroyed until after the third school year
following the completion of any legally required audit or the retention period required by any agency other than the
State of California, whichever is later. A continuing record shall not be destroyed until the fourth year after it has
been classified as a Class 3 (Disposable) record. (5 CCR 16026, 16027)

Electronically Stored Information

All electronically stored information related to the conduct of district business, including information created, saved,
sent, or received on a district employee's or Board member's personal account or device, shall be saved as an
electronic file to a district-provided account or device and retained in accordance with the section "Classification of
Records" above. Such information includes, but is not limited to, email, text messages, instant messages, computer




files, and other electronic communications related to district business. In addition, when appropriate, the information
may be printed and physically filed in a way that allows it to be easily retrieved when needed.

Employees shall be required to regularly purge their email accounts and district-issued computers, cell phones, and
other communication devices of personal electronically stored information and other information unrelated to district
business. The Superintendent or designee may check for appropriate use of any district-owned equipment at any
time.

Any person to whom a district-owned computer, cell phone, or other electronic communication device is provided
shall be notified about the district's electronic information management system and, as necessary, provided training
on the effective use of the device.

Policy Reference Disclaimer:These references are not intended to be part of the policy itself, nor do they indicate the basis or authority
for the board to enact this policy. Instead, they are provided as additional resources for those interested in the subject matter of the
policy.

State References Description

5 CCR 16020-16022 Records; general provisions

5 CCR 16023-16027 District records; retention and destruction
5 CCR 430 Individual student records; definition

5 CCR 432 Student records

District records; breach of security -

Civ. Code 1798.29 https://simbli.eboardsolutions.com/SU/LBKkDX8OIBFu9.JplusO9hdW9w==

Electronic Discovery Act -

Code of Civil Procedure 1985.8

Civil Discovery Act; scope of discovery demand -

Code of Civil Procedure 2031.010-2031.060 https://simbli rdsolutions.com WINVAKIXKCE] HUUHNA==

Civil D|scovery Act; response to inspection demand -

Code of Civil Procedure 2031.210-2031.320

Public meetings -

Ed. Code 35145 https://simbli.eboardsolutions.com/SU/2zbplusTYPngqJITCLZ5nGLIuA==

Official actions, minutes and journal -

Records and reports -
https://simbli.eboardsolutions.com/SU/GvgtlzwaFXX PaahvbCA==

Ed. Code 35163

Ed. Code 35252-35255

Personnel file contents and inspection -

Ed. Code 44031 https://simbli rdsolutions.com/SU/fM4Apl Nx9VcNgdAnloxRw==

Reasonable charge for transcripts -
-/ /simbli . SU/IUnIWsxsDB3! PY1woQ==

Absolute right to access -
https://simbli.eboardsolutions.com/SU/EHLMASPO600OVNZwSekvNtg==

Ed. Code 49065

Ed. Code 49069.7

Fair Employment and Housing Act: discrimination prohibited -

Gov. Code 12946 https://simbli rdsolutions.com witLdzTagwlov?2 hMQ==

Confidentiality of addresses for victims of domestic violence, sexual assault,
Gov. Code 6205-6210 or stalklng -

California Public Records Act -
./ /simbli . SU/IBI6Ifok67P3Bde1E55TFa==

Retentlon of ch|Id abuse reports -

Gov. Code 7920.000-7930.170

Pen. Code 11170

Federal References Description

20 USC 1232¢g Family Educational Rights and Privacy Act (FERPA) of 1974



34 CFR 99.1-99.8

Management Resources References

Website

Website

Cross References

0440

0440

1100

1112

1113

1113

1113-E(1)

1312.3

1312.3

1312.3-E PDF(1)

1312.3-E PDF(2)

1340

1340

2121

3100
3100

3230

3230

3280

3280

3311
3311

Family Educational Rights and Privacy Act

Description

CSBA District and County Office of Education Legal Services -

California Secretary of State -
h ://simbli. rdsolutions.com Ish rOG1B6GmkfmkgmQslsh5w==

Description

District Technology Plan -

District Technology Plan -

https://simbli.eboardsolutions.com

Communication With The Public -
./ /simbli.el . St 1 plusUHmPznTnAoiQeislshg==

Media Relations -

District And School Websites -
h ://simbli.e rdsolutions.com x6gDkhXV2zyGilgllaQ=

District And School Websites -
-/ /simbli.el . SU/LI MBWELC)cCITIIN32Hnw==

District And School Websites -
-/ /simbliel . SU/Mze3Jkh96AIHI627Y0Sw==

Uniform Complaint Procedures -
h ://simbli. rdsolution m fApl XRIZpl j2lmuhf ==

Uniform Complaint Procedures -
https://simbli.eboardsolutions.com/SU/CGtJ1bS0fJ2ggnQzzY5gbQ==

Uniform Complaint Procedures -
https://simbli rdsolutions.com hYsgaF9LHjeplus4tINfVHZyg==

Access To District Records -

./ /simbliel SU/ilradJh5 1082 BihbudyRw==

Access To District Records -
https://simbli.eboardsolutions.com/SU/zrxxplusFTeTpg8XDnadUSa6Q==

Superintendent's Contract -
h ://simbli rdsolution m jnAT52i7xoxtslshnl ==

Budget - h ://simbli rdsolution m LAXsli BXIXyCfINf6A==
Budget - https://simbli.eboardsolutions.com OEm4vjDpAKIGfnem14N1VA==

Federal Grant Funds -
./ /simbli.el . SU/U7QTelU950li935xKxaXdplusQ==
Federal Grant Funds -
Sale Or Lease Of District-Owned Real Property -
h ://simbli.e rdsolutions.com NmOzHUGE2gDJhcxxXLezvQ==

Sale Or Lease Of District-Owned Real Property -
//simbliel ) SU/PnlYLMCROVXCiiB5CrIHY A==



3440

3452

3460

3460

3514

3514

3514.2

3516

3516

3516.5

3523

3523

3542

3543

3550

3550

3551

3551

3552

3552

4030

4030

4040

4040-E PDF(1)

4111.2

Inventories -

-/ /simbliet , SU/YRZDYmkvUdkn5RLDGW .

Student Activity Funds -

https://simbli.

Financial Reports And Accountability -
./ /simbli.el . SU/4neViCT 270e7UP Te==

Financial Reports And Accountability -
https://simbli.eboardsolutions.com/SU/yJoscibOD4FYFm2xCUcqSA==

Environmental Safety -
h ://simbli rdsolution m hl ElJcPeXKe3plusuA==

Environmental Safety -

/Jsimbliel , SU/9¢YiplusPalwVliZeaOJH7 7og==

Integrated Pest Management -

Emergencies And Disaster Preparedness Plan -
https://simbli rdsolution m mcplusE3P1sIshWJP3X4MOVv8YE

Emergencies And Disaster Preparedness Plan -

/Jsimbliel , SU/TYAC rBulhn5iEYUSslshV GA==

Emergency Schedules -
https://simbli.eboardsolutions.com/SU/plusFpbrKL FOwWD9KslshU3yRTj

Electronic Signatures -

Electronic Signatures -

-/ /simbli.el , SU/7kZL GRuix1caziZ ZoluséUdEa==

School Bus Drlvers -

Transportation Safety And Emergencies -

-/ /simbli.el . SU/GOSdrQYYbE4uipl WBCOIQ==
Food Service/Child Nutrition Program -

Food Service/Child Nutrition Program -

https://simbli.eboardsolutions.com 7iRd9S7qZf77ZbG9Th

Food Service Operations/Cafeteria Fund -

. /simbli.cl . SU/ONRDSUG2IxmDwo5498 ) Lww==

Food Service Operations/Cafeteria Fund -
Summer Meal Program -
h ://simbli. rdsolution m WMvzpgbZjNfFyozplusuE1FsQ==

Summer Meal Program -

Nondlscrlmlnatlon In Employment -

Nondiscrimination In Employment -
h ://simbli rdsolution m 1hR1nww hZCpluskl91M7LA==

Employee Use Of Technology -

Employee Use Of Technology -
https://simbli.eboardsolutions.com/SU/SHIUEWDyslshNbmOaZ0gplusTpfw==

Legal Status Requirement -

h ://simbli rdsolution m m3WsIshNV7bzEWPHOtWVprGlLw==



4111.2

4112.2

4112.2

4112.42

4112.42

4112.5

4112.5-E(1)

4112.6

4112.9

4112.9-E(1)

4113

4113

4119.12

4119.12-E(1)

4119.21

4119.21-E(1)

4119.42

4119.42

4119.42-E(1)

4131

4211.2

4212.42

4212.42

4212.5

4212.5-E(1)

Certification -
h ://simbli.eb

Certification -

/Jsimblicl . SU/aDEO7siLCLAWDKOAEVolng==

Drug And Alcohol Testing For School Bus Drivers -

//simbli.el . SU/x8sXyeV8J5Us] imkS40sA==
Drug And Alcohol Testing For School Bus Drivers -
https://simbli. rdsolutions.com vNtVVvfMZsbl Of 74H0g==

Criminal Record Check -

-/ Jsimbli.el , SU/K3JxZLYs4QuobUOSH7p5dg==

Criminal Record Check -
https://simbli.eboardsolutions.com/SU lusbdmullgyXP4CTyOOWxg==

Personnel Files -
h ://simbli rdsolution m ZbKyC91DY IshTWWCh ==

Employee Notifications -

Employee Notifications -
https://simbli.eboardsolutions.com/SU/gAoCrWn34ywnrzsvny1SXw==

Assignment -
h ://simbli rdsolution m Zyxvl P BZT1n ==
Assignment -

./ /simbli.el . St NIXawYVODSs3Ww 778be==
Title IX Sexual Harassment Complaint Procedures -
https://simbli.eboardsolutions.com/SU/0hdg2Qs8En7bjYsIshlJHWRIQ==

Title IX Sexual Harassment Complaint Procedures -

Professional Standards -

Professional Standards -
https://simbli.eboardsolutions.com/S

Exposure Control Plan For Bloodborne Pathogens -

Exposure Control Plan For Bloodborne Pathogens -

Exposure Control Plan For Bloodborne Pathogens -
https://simbli.eboardsolutions.com Dslsho28CZreTnS4e0TtdIhUw==

Staff Development -
//simbliel . SU/qM93MntQOSIXE19SayY gzA==

Drug And Alcohol Testing For School Bus Drivers -
https://simbli. rdsolution m wrEm x4wVyDcBmé6Bw==

Drug And Alcohol Testing For School Bus Drivers -
//simbli.el . St INIrTt2PSYipX7 9i1UQ==

Criminal Record Check -
https://simbli.eboardsolutions.com/SU/AeBTEtGslshWKpwzQnauiEugQ==

Criminal Record Check -

https://simbli




4212.6

4212.9

4212.9-E(1)

4219.12

4219.12-E(1)

4219.21

4219.21-E PDF(1)

4219.42

4219.42

4219.42-E(1)

4311.2

4312.42

4312.42

4312.6

4312.9

4312.9-E(1)

4319.12

4319.12-E(1)

4319.21

4319.21-E PDF(1)

4319.42

4319.42

4319.42-E PDF(1)

4319.42-E(1)

4331

Personnel Files -

Employee Notifications -

-/ /simbliel , SU/X1lugfJE59UTBAFZrUGNAQ==

Employee Notlflcatlons -

Title IX Sexual Harassment Complaint Procedures -
h ://simbli rdsolution m Iplusg2yNgZKzx7plus1VVplusePgOA==

Title IX Sexual Harassment Complaint Procedures -

Professional Standards - Code Of Ethics Classified Employees -
h ://simbli rdsolution m Yn4FEDSgBUNSbsWFE3lvpkl

Exposure Control Plan For Bloodborne Pathogens -

./ /simbli.el : SU/5ZOMbTp43RPO2726dsRbLQ==

Exposure Control Plan For Bloodborne Pathogens -
https://simbli.eboardsolutions.com/SU/TL1g4vi5cJ4d2ZAMrWSO

Exposure Control Plan For Bloodborne Pathogens -
https://simbli rdsolution m Xe32plusPlyFmEVROhLhYPTN

Legal Status Requirement -

//simbli.el . SU/2L DEviZ9L41 2L ZHO5)Gw==
Drug And Alcohol Testlng For School Bus Drivers -
: li.eb .

Drug And Alcohol Testing For School Bus Drivers -
//simbliel . St  PEoVoqPCIBtzi2ZLILe==

Personnel Files -

./ /simbli.l . SU/c66XSPESGIAE A350cEpw==

Employee Notifications -
h ://simbli.eboardsolutions.com 7hWtTImplusSVslsh21DyFGE4w==

Employee Notifications -

./ /simblicl . SU/1anlus65UJF20sIshBTROFWINNQ==

Title IX Sexual Harassment Complaint Procedures -
Title IX Sexual Harassment Complaint Procedures -
h ://simbli. rdsolutions.com 1xyCz8K k VnA==

Professional Standards -

-/ /simbli.el , SU/aV2vR2enE6PXvESOYiiAPA==

Professional Standards -
https://simbli.eboardsolutions.com/SU/sVVtgfkApxmtRMQLIsMRyQ==

Exposure Control Plan For Bloodborne Pathogens -
https://simbli rdsolution m islsh6xFR2WIJjrpmzR2J64A==

Exposure Control Plan For Bloodborne Pathogens -

./ /simbli.el . SU/hUFfk7Sppip78F 13N9QUnw==

Exposure Control Plan For Bloodborne Pathogens -
https://simbli.eboardsolutions.com/SU/zYI6hVUZLGYtQWKHMrEaslshw==

Exposure Control Plan For Bloodborne Pathogens -
https://simbli rdsolution m xDMsJVs7X ZWAVhpA

Staff Development -
//simbli.el . SU/mi31ZJf)Z6P6XIztOhGr30==



4331

4351

51111

51111

5113.2

5113.2

5125

5125

51251

5125.1

5125.1-E PDF(1)

5141

5141

5143

5143

51453

5145.3

5145.6

5145.6-E(1)

5145.7

5145.7

5145.71

5148

5148

5148.3

Staff Development -

Employee Compensation -
h ://simbli.eboardsolutions.com 7yklOpHAhelgH4DKkAzZNuTw==

District Residency -

-/ /simbli.el . SU/nONuoiKw130iPaimEDo1MA==
District Residency -
Work Permits -

https://simbli.

Work Permits -
./ /simbliel . SU/VYY5DaXsUMELMo025uiul we=

Student Records -
https://simbli.eboardsolutions.com/SU/tWHWUiPwslshr1YYPUplusvwMslshmQ==

Student Records -
https://simbli

Release Of Directory Information -
https://simbli.eboardsolutions.com/SU/dcEuGdmEtIMdCsIshRYKelLrA==

Release Of Directory Information -
h ://simbli rdsolution m LSr2W5pluszBu048bHf3MxfQ==

Health Care And Emergencies -

Health Care And Emergencies -
https://simbli.eboardsolutions.com/SU/EyWdU9HUGyejrgYEpL TGrg==

Insurance -

Insurance -

Nondiscrimination/Harassment -
https://simbli.eboardsolutions.com Xtm3ugHMOol1KAP4CIBO ==

Nondiscrimination/Harassment -

Parent/Guardian Notifications -
h ://simbli.e rdsolutions.com Eg2nsIshWICuRZcPaQl pluseWumA==

Sexual Harassment -

-/ /simbliel , SU/EtnslOvfiVEwtsfy7EGQY A==

Sexual Harassment -

Title IX Sexual Harassment Complaint Procedures -
h ://simbli. rdsolution m T7RCvewl|TUURUbHEVg==

Child Care And Development -
//simbliel . SU/WFitZaRHiikROZEWSCy5QA==

Child Care And Development -
https://simbli.eboardsolutions.com/SU/SslshehgfgdQR3abXwwfngllw==

Preschool/Early Childhood Education -
h ://simbli rdsolution m x05wLZgf91QXLajdbG11wA==



5148.3

6145.2

6145.2

6158

6158

6159.2

6159.2

6171

6171

7214

7214

9011

9012

9324

Preschool/Early Childhood Education -
./ /simbliel - SU/P5NsB2zPCYOILD7XS Syyez

AthIetlc Competltlon -

Athletic Competition -

Independent Study -
Independent Study -
h ://simbli. rdsolutions.com YZRmMKfXDLQZrXI6IFV

Nonpublic, Nonsectarian School And Agency Services For Special Education -

//simbliel . SU/019562lyPdqEs8NYNyBZaQ=-=

Nonpubllc Nonsectarlan School And Agency Serwces For Special Education -

Title | Programs -
h ://simbli rdsolution m liaX8LnXncN1nKr3Dh

Title | Programs -

//simbli.el , SU/d7SrtlxVZ7PCavé JiGpYrw==

General Obligation Bonds -
https://simbli.eboardsolutions.com/SU/RuWplROHyg9zd1alull plusJg==

General Obligation Bonds -
https://simbli rdsolutions.com HOWPAYrKfWbYilpZDAC7Q==

Disclosure Of Confidential/Privileged Information -

./ /simbli.el . SU/RXe8Xi7wrVHXZERVAhX30A==
Board Member Electronic Communications -
https://simbli.eboardsolutions.com/SU/hytEYovBgsqMp5UzUoFgvQ==

Minutes And Recordings -
//simbli.el . 3 UJENLSIL XOw3UtoNyXe==



