Administrative Procedures N\“ AN\ Mission

Public Schools

,Section: District Administration

Title

Records Classification and Retention

Purpose
To provide a system for the classification and retention of records for Mission Public School District
(the “School District”), in accordance with statutory and legal requirements.

Guidelines

1.1.

1.2.

1.3.

1.4.

Classification — Documents and records are classified in accordance with this procedure.

There are primary classifications and secondary classifications. Filing systems must follow the

classification and subclassification of files.

Retention - The retention schedule is the time assigned to the retention of records identified in

the secondary table for each primary classification. The retention requirements are classified as

“Legislative”, “Liability” or “Operational” requirements. If the record has historical or “Archival’

value, records are archived at the end of their retention period.

Disposition — at the conclusion of the retention period, the records must be disposed of in

accordance with the procedure — either destruction, or transfer to archives.

1.3.1. After the useful life of a record, it must be removed by either secure destruction or
placement in an archival institution in a systematic and consistent manner.

1.3.2. All records removed must be documented that they were destroyed or archived in
accordance with procedure 2.3.1.

1.3.3. The retention periods must be strictly followed.

This Record Classification System and Retention Schedule is a working document that over

time will require modification to accommodate the ever-changing work environment of The

School District. Enquiries regarding this procedure are handled by the Secretary Treasurer or

designate.

Date of Original Approval: December 2024
Date Amended:

Legal Reference: (legislation)

Other References:  North Vancouver School District Records management

School District #62 (Sooke) Records management Procedure

Cross Reference: District Administration: Records Management Policy

Records Management Procedure

Student Records Procedure
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RECORD CLASSIFICATION SYSTEM, RETENTION SCHEDULE, AND DISPOSITION
AUTHORITY MANUAL

Record Classification System

The Records Classification System provides a logical means of coding and filing information for later retrieval.
The complete records classification system represents a menu from which employees or contractors in the School
District select the appropriate primaries and secondaries to classify School District information.

Primary classification
Primary classifications are specific groups of records based on the work of The School District. This procedure
describes the Primary classifications and includes:

o a description of the records that are contained in that primary, and
o allist of operational secondaries.

Secondary classification
Secondaries are subcategories within each primary classification:

Operational secondaries — the regular records found in the primary classification.

Generic secondaries — the general records found in any primary classification.
o Forms — all forms associated with the primary - used to uniquely distinguish each form.
o General — documents that have minimal informational content, no operational value and are transitory.
o Procedures — all procedures associated with the primary.
o Resources — to support the primary classification.

The retention of the generic secondary subfiles:

Document or Record Retention Schedule Reason

Forms Current version Operating
General Current year Operating
Procedures Current version Operating
Resources Current version Operating

Tertiary files

Tertiary files create records that are sorted in a meaningful manner under the operational section, such as the
year a record is created in the section, or a school or department for a record that does not have annual files, or
the name of a file such as a policy name, or other such similar record.
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SECTION A - BUSINESS PLANNING

Business Initiative Planning / Review

Records relating to the internal planning of proposed business initiatives as well as the evaluation and review of
existing programs and/or services (such as Riverside). Documents include business plans, feasibility studies,
service delivery reviews, presentation materials and reports.

Document or Record Retention Schedule Reason
Business initiative, by name Current year plus six years Liability

Community Consultations

Records relating to general community consultations (such as community forums) Documents include event
planning, presentation materials, public responses/feedback, and summary internal reports. Note: Final
documentation/reports are retained long term in board meeting agendas/minutes.

Document or Record Retention Schedule Reason
Consultation. By Year, By Topic Current year plus one year Operating

Educational Planning, Development, Research

Records relating to research of a general nature not shown elsewhere in this manual. | ncludes literature reviews,
external research requests from university graduate students and researchers, joint research projects with
university faculty, needs assessments, and specific research projects such as the Early Development Instrument
(EDI), McCreary and other third-party assessments. Documents include research requests, ethics approvals,
synopses of research projects, letters of approval, and final reports.

Document or Record Retention Schedule Reason
Internal study research projects Current year plus five years Operating
Third party research projects Current year plus 17 years Liability

Enrolment Projections

Records relating to the collection and analysis of regional population growth and development, including
population statistics and enrollment projections. Documents include reports from sources such as Statistics
Canada, BC Statistics, Ministry of Education, City of Mission and Baragar.

Document or Record Retention Schedule Reason
Development Referrals Analysis, By Year Current year plus fifteen years Operating
Enrollment projections, By Year Current year plus fifteen years Operating

Program/Service Reviews

Records relating to existing program and/or service evaluations and reviews, including specific program studies.
Documents include internal service delivery reviews, presentation materials and reports.

Document or Record Retention Schedule Reason
Program, by name, by year Current year plus 17 years Liability

School Consolidations/Closure/Reconfiguration

Records relating to the consolidation/closure of schools within the School District. Documents are organized by
school consolidation/closure and include community consultations specific to school consolidations and closures,
presentations, public feedback, proposed alternatives, and timelines.

Document or Record Retention Schedule Reason

Consolidation/closure final, by school name Life of School District Operating
Consolidation/closure working papers Current year plus five years Operating
Reconfigurations Current year plus five years Operating
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School Catchment Area Reviews

Records relating to the development and monitoring of school catchment areas. Documents include maps of
school catchment areas along with detailed descriptions of the areas.

Document or Record Retention Schedule Reason
School catchment areas Current version Operating
School catchment reviews Current year plus ten years Operating

Strategic Planning

Records relating to strategic planning for the School District and schools (including Riverside College).
Documents include mission and/or vision statements and objectives, goals, and strategic directions. Note: Formal
strategic plans will be retained long term in Board minutes.

Document or Record Retention Schedule Reason

Strategic Plans Current version, Operating
previous version plus four years

Working files Current year Operating
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SECTION B - DISTRICT ADMINISTRATION

Administration - General

Records of a general nature relating to administrative functions. Also includes short term internal records at the
school and district office level. This section of the manual should be used only for records that are pending the

creation of their own secondary.

Document or Record

Retention Schedule

Reason

Protocol — Indigenous

Current version

Operating

Appreciation

Records of a general nature relating to appreciation and congratulations both to and from the School District or its
employees. Documents include general correspondence and thank-you letters including appreciation by the
Board to community partners. Includes Employee Service Recognition.

Document or Record Retention Schedule Reason
Employees / Trustees Current year plus ten years Legislative
Other organizations. Current year plus one year Operating

Associations, Commissions, Councils - External

Records relating to external associations, commissions, councils, and similar organizations. Associations include
BC Principals and Vice Principals Association, BC Public School Employers Association, BC School Trustees
Association, BC School Superintendents’ Association, Secondary Study Group, Association of Elementary
Administrators, BC Education Learning Commission and Association of School Board Officials. Documents
include correspondence, proceedings, minutes, annual reports, financial statements, and newsletters.

Document or Record

Retention Schedule

Reason

Individual associations, by name

Current year plus one year

Operating

Audits and Analyses - External

Records relating to external audits and reviews of program funding and agreements. Audits are for K-12,
Continuing Education and Distance Learning, and include enroliment audits, procedural audits, and compliance

audits. Documents include procedures, correspondence, reports, responses, and follow-ups.

Document or Record

Retention Schedule

Reason

External audit, by type, by year

Current year plus 17 years

Liability

Board of Education - Closed Board Meetings

Records relating to the School District governing body (the Board of Education) and its meetings that are closed
to the public. Documents include minutes, agendas, agenda packages, parliamentary procedures, and appeals to
the Board. Items requiring direct Board approval are included in the Board minutes.

Document or Record Retention Schedule Reason
Action ltems Tracking — Closed Meetings Current year plus one year Operating
Agenda Package — Closed Meetings Life of School District Operating
Appeals to the Board - Employee discipline As per employee file Operating
Appeals to the Board — Student matters Retain 50 years Liability
Minutes — Closed Meeting Life of School District Operating

Board of Education - Committees

Records relating to the establishment, organization and functioning of the committees of the Board. Documents

include lists of appointments, agendas, minutes, terms of reference and other general information.

Document or Record

Retention Schedule

Reason

Ad hoc committees, by name

Current year plus ten years

Operating
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SECTION B - DISTRICT ADMINISTRATION

Committee of the Whole Current year plus ten years Operating
Standing committees, by name Current year plus ten years Operating
Working committees, by name Current year plus ten years Operating

Board of Education - General

Records of a general nature relating to the School District governing body (the Board of Education). Documents
include oaths, declarations, disclosure statements, information bulletins referendum and general correspondence

not filed elsewhere, meeting agenda and minutes.

Document or Record Retention Schedule Reason
Annual Meeting Calendar, Work Plan Current version Operating
Board Performance Reviews Current year plus four years Operating
Correspondence — from others not filed elsewhere Current year plus four years Liability

Correspondence — to others not filed elsewhere Current year plus four years Liability

Elections Current year plus ten years Operating
Trustee Oaths, declarations, and disclosure statements Current year plus four years Liability

Trustee Emergency Contacts Current version Operating
Trustee Remuneration Current year plus 10 years Operating
Trustee information bulletins Current year plus four years Operating
Referendum Life of the School Board Operating
Trustee Liaison appointments Current year plus four years Operating
Resolution register Life of school district Operating

Board of Education - Joint City of Mission Sd75 Committee Meetings

Records relating to joint meetings of the Board and the City. Documents include agendas, minutes, terms of
reference and other general information. School District agendas and minutes are to be included in primary 1110

or 1115 for closed meetings, copied here for reference.

Document or Record Retention Schedule Reason
Agenda Package Current year plus ten years Operating
Minutes Current year plus ten years Operating

Board of Education - Public Board Meetings

Records relating to the School District governing body (the Board of Education) and its public meetings.
Documents include minutes, agendas, agenda packages, and parliamentary procedures.

Document or Record Retention Schedule Reason

Action items tracking Current year plus one year Operating
Board Agenda Package Life of School District Operating
Delegate requests Current year plus one year Legislative
Public Meeting Minutes Life of School District Operating

Colleges, Universities and Other Post-Secondary Institutions

Records of a general nature relating to colleges and universities. Documents include general correspondence
about secondments (prior to formalization), student teacher assignments at schools, as well as meeting notes and

agendas.
Document or Record Retention Schedule Reason
College/University, by name Current year plus one year Operating
Student teacher contact information and assignments Retain 50 years Liability

Concerns / Inquiries

Records of a general nature relating to public concerns, inquiries, complaints, or criticisms. Documents include
letters to school or School District administration and responses. Includes notices of Section 177 orders not to

trespass on school property.

| Document or Record

| Retention Schedule

Reason |
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SECTION B - DISTRICT ADMINISTRATION

Financial concerns / complaints Resolution plus six years Legislative
Human Rights Complaint Resolution plus six years Legislative
Property complaints, by year Current year plus six years Legislative
Public concerns regarding employees Current year plus six years Legislative
School-based concerns/ complaints, by site Resolution plus six years Legislative
Trustee / Board complaints / investigations Resolution plus six years Legislative

Department Meetings and Operational Committees

Records relating to School District or school committees including School Planning Council, Steering Committee,
subcommittees, and department meetings. Documents include agendas, minutes, terms of reference and
membership.

Document or Record Retention Schedule Reason

Department meetings Current year plus one year Operating
District Operating Committees, by name Current year plus ten years Legislative
School Operating Committees, by name Current year plus four years Operating
School Based Resource Team, by site Current year plus 17 years Liability

Superintendent meetings, by name Current year plus four years Operating
Terms of reference Life of Committee Operating

District Organization and Reorganization

Records relating to District organization. Documents include employee organization charts, reorganization
proposals and procedures relevant to changes in District organization, functions, and relationships.

Document or Record Retention Schedule Reason
Organization charts Current year plus 17 years Operating
Organization Reviews Current year plus one year Legislative

Emergency Planning and Operations

Records relating to emergency planning and operations for the district, including school district-wide contingency
plans and closures. Documents include the Emergency School Closure Manual, Emergency Procedure
Handbook (including Violent Incident Plan), as well as emergency planning information from the North Shore
Emergency Management Office (such as Comfort and Grab and Go Kits).

Document or Record Retention Schedule Reason

Business Continuity Plan Current version Operating
Community Emergency Planning Current version Operating
Emergency Management Manual Current version Operating
Emergency Procedure Handbook Current version Operating
Emergency School Closure Manual Current version Operating

Government - Local, Federal, First Nations, Provincial - Other

Records of a general nature relating to cooperation and liaison with the other provincial ministries and
organizations, such as bulletins and general information.

Document or Record Retention Schedule Reason
By organization, by year Current year plus five years Operating

Government - Ministry of Education
Records of a general nature relating to cooperation and liaison with the Ministry of Education.

Document or Record Retention Schedule Reason

Correspondence Current year plus five years Operating
Deputy Minister /Superintendent meetings Current year plus two years Operating
Management Representation Letters Current year plus one year Operating
Ministry publications Current year plus one year Operating
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SECTION B - DISTRICT ADMINISTRATION

News Releases

Current year plus one year

Operating

School funding and allocation (general

Current year plus one year

Legislative

Lectures and Speeches
Records relating to lectures and speeches given by School District personnel for internal or external purposes.

Reason
Operating

Retention Schedule
Current year plus four years

Document or Record
Lecture/Speech, by name

Notebooks, Personal Diaries and Calendars

Records relating to notebooks and personal diaries. Documents include appointment books, daily/weekly/monthly
diaries and personal diaries or notebooks as well as electronic calendars for room bookings, schools, and
Trustees. Appointments and calendars are captured electronically through Outlook and in paper. All work-related
notebooks and diaries are the property of the School District and thus are retained in accordance with this system
under the FIPPA. Best practice is to reduce the use of general notebooks as much as possible, and file notes
under appropriate primaries and secondaries.

Document or Record Retention Schedule Reason
Appointment book (daily / weekly / monthly) Current year plus 5 years Liability
Electronic calendars Current year plus 5 years Liability
Personal notebooks, phone logs Current year plus 5 years Legislative
- Liability

Operational Studies, Practices and Research

Records relating to the background and final record of studies, best practices, benchmarking, and efficiencies for
various non-educational issues. Documents include benchmarking studies for efficiencies and co-efficient of
performances, sustainability practices, operation parameters and comparisons with other School Districts as well
as requests from other agencies for participation in studies.

Document or Record Retention Schedule Reason
Studies, by topic and year Current year plus ten years Operating
Studies — land Life of the School District Operating

Parent Advisory Councils

Records relating to school and School District liaison with the District Parent Advisory Council and individual
Parent Advisory Councils. Documents include correspondence and agendas.

Document or Record Retention Schedule Reason
District Parent Advisory Council Current year plus three years Operating
Parent Advisory Council, by site Current year plus three years Operating

Policies and Procedures

Records relating to Board approved policies and regulations of the School District. Documents include policy
development drafts and approved policies. The long-term retention of these documents is with the School Board
minutes.

Document or Record Retention Schedule Reason
Administrative Procedures, approved Current version Operating
Board Policies, approved Current version Operating
Working files Current year, plus five years Operating

Public Safety - Policing and Fire

Records of a general nature relating to liaison with police and fire organizations. Documents include information
about the School Liaison Program, traffic safety, DARE program, police bulletins, Amber Alerts, Suspicious
Persons Alerts and Neighbourhood Watch as well as miscellaneous correspondence with RCMP or fire
departments.
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SECTION B - DISTRICT ADMINISTRATION

Document or Record Retention Schedule Reason

Amber Alerts Current year Operating
Police bulletins Current year Operating
Public safety programs (i.e. DARE, Traffic & Fire Safety) Current year plus one year Operating
School Liaison Program Current year plus one year Operating
Suspicious Persons Alerts Current year plus one year Operating

Records Management

Records relating to the records management system, Records Classification Manual, and records retention
requirements. Also includes the management of required paper records storage and final disposition.

Document or Record Retention Schedule Reason
Certificate of Destruction, Destruction notifications & final Life of the School District Liability
disposition record

Records Classification Manuals Life of the School District (all versions) | Liability

Reports - Annual Issued by School District

Records relating to the Ministry of Education’s Framework for Enhancing Student Learning. Documents include
school plans, district reviews, and the annual report to the Ministry. Note: Final documentation/reports are held in
long- term retention in board meeting minutes.

Document or Record Retention Schedule Reason
Reports, by name, by year Current year plus ten years Operating

Reports and Statistics - Ministry

Records relating to the reports and statistics required by the Ministry of Education. Documents include reports for
student enrollment and staff data collection (such as 1701) as well as responses from the Ministry of Education
such as Echo and other summary reports. As new ministry reports are developed, retention periods are reviewed
for appropriateness.

Document or Record Retention Schedule Reason
Reports, by name, by year Current year plus 17 years Liability

School Calendar and Schedule

Records relating to the development and consultation process for School District and local school-based
calendars. Documents include advertising to the public, agendas from public consultations, feedback, and board
approved calendars. Also includes school schedules referencing the bell schedules, days in session, and school-
based and School District-based professional days.

Document or Record Retention Schedule Reason
School calendar, Ministry of Education Current year Operating
School calendar, district Current year plus 17 years Liability
School calendar, working files Current version Operating

School Organization

Records relating to the organization of schools including number of classes per school, number of employees per
school and enroliment by grade.

Document or Record Retention Schedule Reason
School organization Current year plus 17 years Liability

Seminars, Conferences, Training

Records relating to seminars and conferences attended by or conducted by School District trustees and
personnel. Documents include travel arrangements, registrations, accommodations and itineraries and seminar
handouts / resources. Hosted seminars include documentation of programs and presenters (both external and
internal to the district).
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SECTION B - DISTRICT ADMINISTRATION

Document or Record Retention Schedule Reason

Attended educational events - by name and year Current year plus two years Operating
Conference materials / handouts for future reference Current year plus ten years Operating
Hosted educational events - by name and year Current year plus six years Legislative

Special Events

Records relating to special ceremonies, dedications, celebrations, school openings, open houses, and employee
recognition events. Documents include invitations, attendance lists, catering arrangements, programs, awards,

and plaques.
Document or Record Retention Schedule Reason
Event, by name and year Current event plus previous event | Operating
Event Invitations Current year Operating

Student Leadership Councils

Records relating to school and School District liaison with the District Student Leadership Council and individual

Student Councils. Documents include correspondence, proceedings, agendas, minutes, and reports.

Document or Record Retention Schedule Reason
Di