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RECORDS MANAGEMENT

Scope:

All employees
Policy:
Archives
The library director shall be the college archivist and shall be responsible for collecting, preserving and making accessible those college records of historical value to the institution and that evidence the heritage of the college and its unique role in the Southern Maryland community.
The college archives shall include college catalogs, schedules, brochures, newsletters, student handbooks, newspapers, division annual reports, state of the college presentations, key speeches, photographs and videos of special events, and other material.  
The college archives shall not include personal financial information (including “customer information” as defined by the Gramm-Leach-Bliley Act - GLB), personnel records or student “education records” (as defined by the Family Educational Rights and Privacy Act - FERPA).

Records Custodians
Each division, department, or unit for which a records retention schedule has been established shall appoint one permanent position as that unit’s records custodian and shall include that designation in the applicable position description.  If no permanent position in the unit has been so appointed (including designation in the position description), then the highest ranking person in the unit shall be the records custodian without further need to designate such in the position description.

Each records custodian shall be responsible for implementing this Records Management Policy with respect to that unit.  
Records Retention Schedules
Divisions, departments, and other units shall each establish a records retention schedule.  Each records retention schedule shall be deemed approved upon unanimous agreement of the unit’s head, the division head, and the vice president and general counsel or, in the absence of such agreement, by the President’s Council.  Records retention schedules applicable to all units shall be approved by the President’s Council.  All records retention schedules shall be published on the college’s Intranet.
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The retention period for each category of records shall be based on:

1. any legally mandated minimum retention periods;
2. contractual requirements;
3. potentially applicable statutes of limitation;
4. recommendations from relevant industry trade associations;
5. retention periods of peer institutions; and
6. business needs of the college.
Records shall be maintained for the period of time set forth in the records retention schedules and then shall be destroyed within the 12 month period immediately following the expiration of that period, unless an exception to destruction is applicable.  Records may be destroyed by any convenient and economical method.  Records containing confidential information (such as, but not limited to, student “education records,” “customer information,” other personal financial information, and personnel records) shall be destroyed by a means reasonably certain to preserve confidentiality, such as by shredding or pulping or transfer to third parties that provide written assurance of confidential destruction.
Exceptions to Destruction
Records, whether subject to a records retention schedule or not, shall not be destroyed if those records are the subject of a known pending government audit, government administrative charge or litigation.  In such circumstances, units shall be notified through e-mail or other writing by the vice president and general counsel or appropriate division head that destruction is suspended until further written notice.
Destruction of records may also be suspended for good cause upon written application to, and written approval by, the vice president and general counsel.

References:

16 C.F.R. section 314.2(b) (GLB safeguarding regulations - definitions)
34 C.F.R. section 99.3 (FERPA regulations – definitions)

For more information contact: Vice President and General Counsel, ext. 7643
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