Administrative

Procedure 616 Records Management

August 2025

Background

There must be an efficient and effective filing and storage system for all Prairie Land
Public School Division records.

The system must serve the ongoing business needs of the Division as well as provide
personnel the opportunity to access their personal records upon the employee's
request. Administrative records must be retained only when required for legislative,
corporate or archival reasons.

The Division administration will develop and maintain a filing and storage system for
administrative records and files at the school and Division level in accordance with
legislative, corporate and personnel requirements.

Division personnel will have access to their own Human Resources File through the
electronic documents component of the Employee Portal.

Definitions

Record means a record of information in any form and includes notes, draft documents,
voice mail, post—it—-notes, emails, calendars, images, audiovisual recordings, x—rays,
books, documents, maps, drawings, photographs, letters, vouchers, papers and any
other information that is written, photographed, recorded or stored in any manner (paper
files, electronic files, video tapes, audio tapes, etc.), but does not include software or
any mechanism that produces records.

Active means any record that is accessed on a frequent basis.

Semi-Active means any record that is accessed on an infrequent basis. Semi—Active
records can usually be boxed and stored away, so long as the records inside the box
can be readily identified if they need to be searched.

Transitory Record means records of short term, with immediate value or no value to the
Board, schools and departments. This includes temporary information, duplicate
information, working materials, unsolicited direct mail, blank information media and
external publications.

Temporary information includes telephone messages, routing slips and post—it—notes
that would be of no further value to the Board, schools and departments. Note that
some records of receipt or time notations may be of further value.

Duplicate information includes exact, extra copies (photocopies or printed copies from
an automated system). If handwritten information of value is attached or added to a
copy, it may be considered a new record.
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Working materials may include early versions of documents and jotted notes used in
preparation of a document. However, if drafts show preparation of policies, standards,
procedures, etc., they may be of value in demonstrating thought processes leading up
to business decisions.

Unsolicited direct mail is mail received by the Board, schools and departments that is of
no future value to the Board, schools and departments.

Blank information media such as blank forms, and blank discs or tapes lack information
and should be destroyed when obsolete or superseded.

External Publications are publications received from outside the organization, are
usually not considered records, whereas publications prepared by or for the Board,
schools or departments are indeed records.

Procedures
1. Access

1.1 To Human Resources Files are restricted to the HR Administrator, Payroll
Clerk, the Secretary—Treasurer, Superintendent, Chief Deputy Superintendent,
Director of Plant, Director of Transportation, Principals, supervisors and to the
employee.

1.2 To payroll records is restricted to the HR Administrator, Payroll Clerk,
Divisional Accountant and the Secretary—Treasurer.

1.3 To other administrative records in accordance with the Education Act and other
relevant legislation.

1.4 To electronic Human Resources Files and payroll records must conform in the
same manner as hard copy records as per Procedures 1.1, 1.2 and 1.3.

2. Retention

2.1 Any Division record that may relate to the history, tradition or culture of the
Division should be referred to the Superintendent's Office for possible inclusion
in the Division Archives or the Provincial Archives.

2.2 All records will be retained in accordance with the attached schedule in
Appendix B Records Retention and Disposal Schedule in this manual and any
superseding legislation.

2.3 Electronic records must conform to retention in the same manner as hard copy
records.

3. Disposal

3.1 All records will be disposed of in accordance with the Record Retention and
Disposal Schedule in Appendix B and any superseding legislation.

3.2 All records or files will be disposed of by shredding in order to maintain the
confidentiality of Division information.
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3.3 Material that conforms to acceptance criteria for the Provincial Archives of
Alberta will be sent to the Archives for retention.

3.4 A detailed list, signed by the Superintendent, must be kept of all records that
have been destroyed in accordance with the retention and disposal schedule,
and must include the date and manner of destruction.

3.5 A detailed list, signed by the Superintendent, must be kept of all records that
have been sent to the Provincial Archives of Alberta, including the date they
were sent.

3.6 Electronic records must conform to the Record Retention and Disposal
Schedule in Appendix B in the same manner as hard copy records.

4. All departments and schools will be responsible for the filing of records according to
the Retention and Disposal Schedule in Appendix B.

Reference: Sections 52 and 53 Education Act
Student Record Regulation 97/2019
Access to Information Act
Protection of Privacy Act
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