RECORDS AND INFORMATION MANAGEMENT POLICY
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A. PURPOSE

All records created or received by employees of Douglas Cdtleg€ollege)n the course of their
duties are the property of the College and subject to its overall control. The purpose of this policy is
to ensure the effective management of the Collegedsdrdsby specifing the rules and obligations

that govern recordkeeping across the College.

B. SCOPE

This policy applies to all College employees in their handling of College Records in all formats
(physical or digita)including electronic documents, emails, data held in databases or on tape or
disk, maps, plans, photograptsound and video recordings and microforifikis policy does not
apply to sensitivity classifications used @ollege datainder the Information &urity policy.

C. DEFINITIONS

Archival Rcord: A Recorthat has been appraised as having continuing historical value, either for
business or researctrchival Records aselected for permanent retentigrfollowing their business
life-cycle.

Records). Information created, received and maintained as evidence and as asset(s) by an
organization or person, in pursuit of legal obligationsrothe transaction of business.
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Records Management: The field of management responsible for efficient and systematic control of
the creation, receipt, maintenance, use and disposition of Res;ontluding the processes for
capturing and maintaining evidence of any information about business activities and transactions in
the form of Record

Retention ScheduleA timetable that defines how long Recsrahust be kept and provides
disposition guidelines for how Recardhould be discarded or transferred to an archive.

Transitory Recordinformation of temporary usefulnesseeded only for a limited period of time in
order to complete a routine action or prepare a final Recowat required for financial, legal, audit or
statutory purposes and thusot filed in the recordkeeping systeman exist in any format or
medium (paper or digital) and can be created and shared using a variety of technologiesngaib
social media, Teams, SharePoint, wikis).
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2. Records destruction must be authorized by the Responsible Administrator in accordance with
the Douglas College Recdsdris and Retention Schedwdend related procedures.

3. The Manager, Records and Information Management is responsible for the Douglas College
Record Series ariRetention SchedwdeChanges to the schedule must be authorized by the
Manager, Records and Information Management and the Dean or Director of the relevant
academic program or service area.

4. Individual employees are authorized to destroy Transitory Records outside of thlareg
Records destruction procedsowever, hoRecords subject to a freedom of information (FOI)
request or litigation search request may be destroyed, even if the Re@vedfansitory or are
eligible for destruction according to the Douglas College Regerigs andRetention
Schedule

5. Employees transferring physidaécord to offsite storage must use approved Resostbrage
facilities and services, as piie Records and Information Managemer®aper Records
Storage Standard Operating Procedure

6. Employees must work with the Manager, Records and Information Management to ensure that
all Record eligibleto be transferred to the Douglas College Archiaesso transferred as per
the Record Series and Retention Schedule

E. PROCEDURES

See Record Series and Retention Schethriguidelines governingassification, retation and
disposition of College Records.

For guidelines govemng the lifecycle management of College Records, see the folldstanggdard
Operating Procedureor internal users)

. Records and Information ManagemenPaper Records Storage
. Records and Information ManagementRecords Destrucii

F.  SUPPORTING FORMS, DOCUMENTS, WEBSITES, RELATED POLICIES

Administration Policies

. Archives

. College Use of Copyrighted Works

. Commercialization of Intellectual Property
. Information Security

. Privacy

G. RELATETS AND REGULATIONS

e Copyright AcfRSQ985, c. G42
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https://collegedouglas.sharepoint.com/sites/dcconnect/tools_resources/policies_procedures_sops/Pages/sops.aspx?cid=5f91aeb1-0452-4898-8775-8e50cb5c58f0
https://www.douglascollege.ca/about-douglas/governance/policies/administration
https://www.douglascollege.ca/sites/default/files/docs/A42%20Information%20Security%20Policy.pdf
https://laws-lois.justice.gc.ca/eng/acts/c-42/index.html

e Freedom of Information and Protectiom Privacy AGRSBC 1996¢ 165
e Interpretation ACfRBC 1996, c.238

H. RELATED COLLECTIVE AGREEMENTS

» Collective Agreement between Douglas College and Douglas College Faculty Association (DCFA)
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