Board Policy Manual
Azusa Unified School District

Policy 3580: District Records Status: DRAFT

Original Adopted Date: 11/27/2012 | Last Reviewed Date: 11/27/2012

The Board of Education recognizes the importance of securing and retaining district documents. The Superintendent
or designee shall ensure that district records are developed, maintained, and disposed of in accordance with law,
Board policy, and administrative regulation.

The Superintendent or designee shall consult with district legal counsel, site administrators, district information
technology staff, personnel department staff, and others as necessary to develop a secure document management
system that provides for the storage, retrieval, archiving, and destruction of district documents, including
electronically stored information such as email. This document management system shall be designed to comply
with state and federal laws regarding security of records, record retention and destruction, response to "litigation
hold" discovery requests, and the recovery of records in the event of a disaster or emergency.

The Superintendent or designee shall ensure the confidentiality of records as required by law and shall establish
regulations to safeguard data against damage, loss, or theft.

The Superintendent or designee shall ensure that employees receive information about the district's document
management system, including retention and confidentiality requirements and an employee's obligations in the event
of a litigation hold established on the advice of legal counsel.
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The Superintendent or designee shall provide the notice in a timely manner either in writing or electronically,
unless otherwise provided in law. The notice shall include the material specified in Civil Code 1798.29, be
formatted as required, and be distributed in a timely manner, consistent with the legitimate needs of law
enforcement to conduct an uncompromised investigation or any measures necessary to determine the scope of the

District public records shall not include the actual addresses of students, parents/guardians, or employees when a
substitute address is designated by the Secretary of State pursuant to the Safe at Home program. (Government
Code-6206, 6207)

When a substitute address card is provided pursuant to this program, the confidential, actual address may be used
only to establish district residency requirements for enrollment and for school emergency purposes.

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
5CCR 432 Student records

District records; breach of security -

Clv. Code 1798.29 https://simbli.eboardsolutions.com/SU/LBKkDX8OIBFu9 JplusOIhdW9w==



Code of Civil Procedure 1985.8

Code of Civil Procedure 2031.010-2031.060

Code of Civil Procedure 2031.210-2031.320

Ed. Code 35145

Ed. Code 35163

Ed. Code 35252-35255

Ed. Code 44031

Ed. Code 49065

Ed. Code 49069.7

Gov. Code 12946

Gov. Code 6205-6210

Gov. Code 7920.000-7930.170

Pen. Code 11170

Federal References
20 USC 1232g
34 CFR 99.1-99.8

Management Resources References

Website

Website

Cross References

0440

0440

1100

1112

1113

1113

Electronic Discovery Act -

-/ /simbli el . /SU/18uDMWbz9B5r0SiiGuZhRw==

Civil Discovery Act; scope of discovery demand -

//simbliel . /SU/xINvAKIXKcEl2aoCHUUHNA==

Civil Dlscovery Act; response to inspection demand -

Public meetings -

-/ /simbli.ol . SU/2 TYPRAITCLZ50GLIUA==

Official actions, minutes and journal -

-/ /simbli.ol ! /SU/7ZAPGMyznAnOcbA3BG3enlusA==

Records and reports -

h ://simbli rdsolutions.com vgtlzwaF XX PaahvbCA==

Personnel flle contents and inspection -

Reasonable charge for transcripts -
https://simbli.eboardsolutions.com/SU/IUnIWsxsDB3laoduPY1woQ==

Absolute right to access -
https://simbli rdsolution m EHLmMASP VNZwSekvN

Fair Employment and Housing Act: discrimination prohibited -

-/ /simbli.cl ) SU/witL dzTaawlov2Sve 5bhMQ==

Confidentiality of addresses for victims of domestic violence, sexual assault,
or stalking -

California Public Records Act -

./ /simbliel . /SU/IBl6lfokézP3Bde 1E55TFa==

Retention of child abuse reports -

h ://simbli.

Description
Family Educational Rights and Privacy Act (FERPA) of 1974
Family Educational Rights and Privacy Act

Description

CSBA District and County Office of Education Legal Services -
I //simbli.el . SU/! ImPETUC Xké6R5akQ==

California Secretary of State -
https://simbli.eboardsolutions.com/SU/slshUd8r0G1B6GmkfmkgmQsish5w==

Description

Dlstrlct Technology Plan -

Communication With The Public -
h ://simbli rdsolution m Hywulpl HmPznTnAojQejslshg==

Media Relations -

District And School Websites -
https://simbli.eboardsolutions.com/SU/uS0gx6gDkhXV2zyGiglLaQ==

District And School Websites -

h ://simbli rdsolution m LkplusM8wF 9T99n32Hnw==



District And School Websites -

1113-E(1) | -/ /simbliel SU/Mze3Jkh9bAIHtvi627Y0Sw==
13123 Uniform Complaint Procedures -

’ h ://simbli.eboardsolutions.com fApluscpxRIZpl j2lmuhfgbA==
1312.3

Uniform Complaint Procedures -

https://simbli.eboardsolutions.com/SU/CGtJ1bS0f)2qqnQzzY5gbQ==

1312.3-E PDF(1)

Uniform Complaint Procedures -

1312.3-E PDF(2) https://simbli. rdsolutions.

Access To District Records -

1340 | ./ /simbliel . SUJi h510f82BihbudvRw==
1340 Access To District Records -
https://simbli.eboardsolutions.com/SU/zrxxplusFTeTpg8XDnadUSa6Q==
2121 Superintendent's Contract -
h ://simbli rdsolution m inAT52i7xoxtslshnl ==
3100 Budget - h
3100 Budget - https://simbli.eboardsolutions.com/SU/OEm4vjDpAKIGfnem14N1VA==
Federal Grant Funds -
3230 h ://simbli rdsolution m 7QTeU9S0li?235xKxaXdpl ==
3230 Federal Qran_t Funds - . _
3280 Sale Or Lease Of District-Owned Real Property -
https://simbli.eboardsolutions.com/SU/Nm0OzHUGE2gDJhcxxXLezvQ==
3280 Sale 9r I_.easef Of Dlstrlct-aned Real Property - ) _
3311 Bids - https://simbli.eboardsolutions.com/SU/J4XkQpluspDuFoUxMKd4ZKyMA==
3311 Bids - https://simbli.eboardsolutions.com/SU/a4y4guyMC9pHn8Kcpluse InWw==
3440 Inven'torl.es - . _
3452 Student ACtI\{Ity Funds - ‘
https:
3460 Financial Reports And Accountability -
h ://simbli rdsolution m 4neViCD 270e7UPwxlTg==
3460 F|nan'(:|al. Rep_orts And Acgountablllty - . _
3514 Environmental Safety -
https://simbli.eboardsolutions.com/SU/ship060GQEIJcPeXKe3plusuA==
Environmental Safety -
3514 https://simbli.eboardsolutions.com/SU/9cYjplusPqlvVliZeaOJH7 Zog==
3514.2 Integ'rate.d Pe_st Managemgnt - o _
3516 Emergencies And Disaster Preparedness Plan -
https://simbli.eboardsolutions.com/SU/mcplusE3P1sIshWJP3X4MQVv8YEQ==
3516 Emer.gen‘(tles.And Dlsaster' Preparedness Plan - . _
3516.5 Emer.gen.cy S_chedules - o
35293 Electronic Signatures -

https://simbli.eboardsolutions.com/SU/PObMsVgf7DazCBq9Nké63Rw==



3523

3542

3543

3550

3550

3551

3551

3552

3552

4030

4030

4040

4040-E PDF(1)

4111.2

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

Electronic Signatures -

School Bus Drivers -
| ./ /simbli.el . SU/pB8s84vUVIITSxuiKxin5w==

Transportation Safety And Emergencies -
https://simbli.eboardsolutions.com/SU/G0SdrQYYbF4ujpluscgWBCOIQ==

Food Service/Child Nutrition Program -
https://simbli rdsolution m IshbnNdB5VoKn29R1FDUD8Vw==

Food Service/Child Nutrition Program -
| /simbli.el . SU/UZIRA9SZaZF7ZbGIThyqOA==

Food Service Operations/Cafeteria Fund -
https://simbli.eboardsolutions.com/SU/QnRDSUG2IxmDwo549gJlL ww==

Food Service Operations/Cafeteria Fund -
h ://simbli rdsolution m Xdv BAPs20PKuptAQS1w==

Summer Meal Program -

I bliel . SU/WMyvznabZiNFE E1FsO==

Summer Meal Program -
https://simbli.eboardsolutions.com/SU/jsgRehY5eXxXQ30L7cQYrQ==

Nondiscrimination In Employment -

Nondiscrimination In Employment -

https://simbli.eboardsolutions.com/SU/1hR1nwwQdghZCpluskl9 1M7L A==

Employee Use Of Technology -
https://simbli.eboardsolutions.com/S VFWhxjPMeQ9hSFguPfw==

Employee Use Of Technology -

Legal Status Requirement -

https://simbli.eboardsolutions.com/SU/m3WslshNVZbzEWPHOtWVprGLw==

Legal Status Requirement -
https://simbli.eboardsoluti

Certification -

Certification -

| //simbli.el . SU/aDEO7siL CLAWDKOaFVolng==
Drug And Alcohol Testing For School Bus Drivers -

h ://simbli rdsolutions.com x8sXygV IshmpimkS4o0sA==

Drug And Alcohol Testing For School Bus Drivers -
| //simbliel . SU/VNEVVEMZsbLOF 24H0g==

Criminal Record Check -
https://simbli.eboardsolutions.com/SU/k3JxZLYs4Qu9bUOSH7p5dg==

Criminal Record Check -
h ://simbli rdsolution m | mullgyXP4CT Wxg==

Personnel Files -

Employee Notifications -
https://simbli.eboardsolutions.com/SU/bsOgFtrRnArFvO1jSIWslshww==

Employee Notifications -
h ://simbli rdsolution m AoCrWn34ywnrzsvny1SXw==

Assignment -



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)

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

Assignment -
| ./ /simbli.el . SU XawYVODs3WwJ778bg==

Title IX Sexual Harassment Complaint Procedures -
https://simbli.eboardsolutions.com hdg2 En7bjYslshlJHWRIQ==

Title IX Sexual Harassment Complaint Procedures -

Professional Standards -

Professional Standards -

https://simbli.

Exposure Control Plan For Bloodborne Pathogens -

Exposure Control Plan For Bloodborne Pathogens -
https://simbli.eboardsolutions.com/SU/6vo7v2Ks3yri82lcdThC9A==

Exposure Control Plan For Bloodborne Pathogens -
https://simbli rdsolution m Dslsho28CZreTnS4e0TtdlIhUw==

Staff Development -

| //simbliel . SU/aM93MntQO8IXE19SayYezA==
Legal Status Requirement -
https://simbli.eboardsolutions.com/SU/uNIWpQaABVré6aKal g40dpQ==

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

Drug And Alcohol Testing For School Bus Drivers -

I //simbliel . SU/wéll PSYinX7 911UQ==
Criminal Record Check -
https://simbli.eboardsolutions.com/SU/AeBTEtGsIshWKpwzQnauiEugQ==

Criminal Record Check -

https://simbli.cf . SU/hJIV6DAIAACSEOCYRAEIF Q==

Personnel Files -

httos: bliel . SU/6Sms9Cslsheki3AXEViY Lwg==

Employee Notifications -
https://simbli.eboardsolutions.com/SU/X1lugfJF59UTBAfZrUgN4Q==

Title IX Sexual Harassment Complaint Procedures -
h ://simbli.eboardsolutions.com WA | AWfWH5RLTA9AIeA==

Professional Standards -

https://simblicf . SU/cRQObI7E JcTinlushoiXxDryw==

Professional Standards - Code Of Ethics Classified Employees -

| //simbli.el . SU/Yn4FDSgBUNShSWE 3lvpklQ==
Exposure Control Plan For Bloodborne Pathogens -

h ://simbli. rdsolutions.com ZOMbTp43RP0O2726dsRbLQ==

Exposure Control Plan For Bloodborne Pathogens -

https://simbli.eboardsolutions.com/SU/TL1g4vi5cJ4d2ZAMrWS0Ug==

Exposure Control Plan For Bloodborne Pathogens -
https://simbli.eboardsolutions.com/SU/Xe32plusPlyFmEVROhLhYPTNQ==

Legal Status Requirement -
https://simbli rdsolution m zL DFviZ91 41plusxZLZH w==



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

4331

4351

51111

51111

5113.2

5113.2

5125

5125

51251

5125.1

5125.1-E PDF(1)

Drug And Alcohol Testing For School Bus Drivers -
| //simbli.el . SU/biHLEe6dT ctTxXirH31Q==

Drug And Alcohol Testing For School Bus Drivers -
https://simbli.eboardsolutions.com np6PFoVoqPCIBtzi2ZL |

Personnel Files -

httpe://simbli of . SU/c66XSPESGIAEQDIUSA35ncEpw=z

Employee Notifications -

Employee Notifications -

https://simbli

Title IX Sexual Harassment Complaint Procedures -

Title IX Sexual Harassment Complaint Procedures -
https://simbli.eboardsolutions.com/SU/Q6S1xyCz8K8856koU8JVnA==

ProfeSS|onaI Standards -

Professional Standards -

https://simblief . /SU/s\VtefkA RMQLISMRyQ-==

Exposure Control Plan For Bloodborne Pathogens -

Exposure Control Plan For Bloodborne Pathogens -
https://simbli rdsolution m hUFfk7Sppip78F13N9QJnw==

Exposure Control Plan For Bloodborne Pathogens -

https://simbli.cl : SU/2Y 160V UZLGYtQWKHMIE ==

Exposure Control Plan For Bloodborne Pathogens -
https://simbli.eboardsolutions.com/SU/xDMsJVs7Xpyt5zZWAVhpAdA==

Staff Development -
| //simbliel . SU/mi31ZJfIZ6P6XIztOhGr3Q==

Staff Development -
| //simbliel . sU ZRIEBEWMHD97dRfApig==

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

District Residency -
| -/ /simbli.el . SU/nONuoiKw130iPaimEDo1MA==

District Residency -

Work Permits -

https://simbli.

Work Permits -
| ./ /simbli.el . SU/VYY5DaXsUMELMo025uiul w==

Student Records -
| -/ /simbliel . SU/tWHWUIP IYYPU MslshmQ==

Student Records -

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

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



5141

5141

5143

5143

5145.3

51453

5145.6

5145.6-E(1)

5145.7

5145.7

5145.71

5148

5148

5148.3

5148.3

6145.2

6145.2

6158

6158

6159.2

6159.2

6171

6171

7214

7214

Health Care And Emergencies -

./ /simbli.et . /SU/20GaTyaz8y3Px5h4iX6ifQ==

Health Care And Emergencies -

h ://simbli.eboardsolutions.com EyWdU9%H ejraYEpLT
Insurance -

| ./ /simbli.el . SU/rtKLUslshJO70e0mX6mfMIuVw==
Insurance -

https://simbli.eboardsolutions.com/SU/0TfaQzKDMXxfslshFerOllr6sQ==

Nondiscrimination/Harassment -
h ://simbli rdsolution m Xtm HMol1KAP4CIB ==

Nondiscrimination/Harassment -

https://simbli ef ; /SU/RX7eYWCQJQxyhVGInTMQBQ==

Parent/Guardian Notifications -

https://simbli.eboardsolutions.com/SU lusplussK81plusdOOeH8KAbE4Yqw==

Parent/Guardian Notifications -

https://simbli.of . /SU/Eg2nslshWICURZcPaQ)l WumA==

Sexual Harassment -

-/ /simbli el . /SU/EtnslOvEiVEwtsfy 7ZEGQY A==

Sexual Harassment -
https://simbli.eboardsolutions.com/SU/bVa5mPNAi4zf7b1zOFIT1Q==

Title IX Sexual Harassment Complaint Procedures -

https://simbli.cl ) SU/5GsQT7RCvewI TUURUBHEV g==

Child Care And Development -
| //simbliel . SU/WEitZaRHiikROZEWSCy50A==

Child Care And Development -
h ://simbli.eboardsolutions.com Ishehgfg4QR3abXwwfngllw==

Preschool/Early Childhood Education -

Preschool/Early Childhood Education -
I ./ /simbliel - SU/P5NsBzPCyQiLp7XSzpkuSw==

Athletic Competition -

https://simbli.

Athletic Competition -
| ./ /simbli el . SU/li7fyXi9QEEOCQWECIOZhQ==

Independent Study -
https://simbli.eboardsolutions.com/SU/ee2tkgHbbOh14xJ9J7h1rg==

Independent Study -
h ://simbli rdsolution m YZRMMKfXDLQZrXI61FV

Nonpublic, Nonsectarian School And Agency Services For Special Education -

Nonpubllc Nonsectarlan School And Agency Serwces For Special Education -

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

Title | Programs -

https://simbli.cf . SU/d7SHIXYZ 7PCave iGDY rwes

General Obligation Bonds -
https://simbli.eboardsolutions.com/SU/RuWplROHyg%zd1alullplus

General Obligation Bonds -
| ./ /simbli el . SU/5HOWPAYrKIWbYiJpZDACTQ==



9011 Disclosure Of Confidential/Privileged Information -
| ./ /simbli.el . SU/RXe8Xi7wrVHXZERVAhX30A==

9012 Board Member Electronic Communications -
h ://simbli.eboardsolutions.com hytEYovBgsgM zUoF ==

Minutes And Recordings -

9324 httoss embli ef S U/soUJENLBINDILSXOWBUtoNyXaes



