RECORDS RETENTION AND MANAGEMENT PoOLICY
(Adopted June 12, 2013)

OBJECT

To efficiently manage documents created by and for the Central Québec School Board (CQSB) in
accordance with the applicable legislation within a sound records management framework.

More specifically, this policy aims at ensuring uniform and efficient management of active, semi-
active and inactive documents within the CSQB establishments by:

a) Meeting legal requirements;

b) Promoting a standardized records management system and set of instructions within
the School Board;

C) Identifying stakeholders’ responsibilities;

d) Eliminating the conservation of duplicate documents;

e) Ensuring better protection of documents and better access to documents archived

within the School Board.
LEGAL FRAMEWORK
The CQSB is a public body according to the Archives Act (art. 6.1).
The Archives Act requires any public body to establish and maintain a retention schedule “...
determining the periods of use and medium of retention of its active and semi-active documents
and indicating which inactive documents are to be preserved permanently, and which are to be

disposed of” (R.S.Q., ch. A-21.1, art. 7).

2.1 Applicable Legislation

Civil code of Québec, L.Q., c. 64
Act to establish a legal framework for information technology (R.S.Q., chap. C-1.1)



DEFINITIONS

A list of definitions may be found in Appendix 1 to this policy.

SCOPE

This policy on records management is intended to be a general framework on conception,
planning, organization and control over activities related to the conservation, classification, use
and flow of documents produced or received by the School Board within its functions and
required for the pursuit and realization of its mission.

This policy applies to all staff members of the CQSB’s administrative units.

BASIC PRINCIPLES

Records management aims to maintain institutional integrity, guarantee organizational
operations and preserve the historical heritage of the CQSB and its establishments.

The School Board must take appropriate measures to ensure..






6. STAKEHOLDERS’ RESPONSIBILITIES



6.2.11

6.2.12

6.2.13

6.2.14

establish and maintain technical and technological tools required for the keeping
and management of documents no matter the medium (physical, microfilm or
electronic) in collaboration with the Information Technology department;

oversee the authorization of appropriate access to the management information
system;

establish procedures to limit access to nominal and personal data contained in
some files;

promote and plan development of records management for documents archived
on electronic



6.4 The Council of Commissioners shall:

6.4.1

6.4.2

6.4.3

adopt a records retention and management policy and its amendments;
adopt a retention schedule and a classification plan, and their amendments;

authorize the Secretary General to sign and transmit the retention schedule and
its amendments to the BANnQ, on behalf of the School Board, for approval.

6.5 The Information Technology Department shall:

6.5.1 install the electronic mediums required for the proper use of the records
management database by the administrative units;

6.5.2 provide advice on best technological practices and standards for records
management;

6.5.3 maintain a technology watch at all times by implementing a transitional strategy
to guarantee accessibility, readability and reproducibility of information,
especially when going through technological changes;

6.5.4 ensure a back-up of archived documents on an electronic medium is made and is
kept outside the records centre;

6.5.5 ensure the adherence to and application of security, confidentiality and access
measures related to electronic information and implement appropriate measures
accordingly.

7. MANAGEMENT OF INFORMATION

A request for access to information shall always state the name, function and unit or the name
of the external body making the request.

7.1 Access to information and consultation
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Researcher

A researcher may, as established in the Act respecting Access to documents held by



7.2

7.3

7.4

7.1.2 Personnel from the School Board

Personnel may, as established in the Act respecting access to documents held by public
bodies and the Protection of personal information, have access to files while at work.

7.1.3 Consultation

Consultation of files shall be conducted on School Board premises in the presence of
the person in charge of the records management in the establishment.

No notes or documents may be added to or removed from a file during consultation
and no transmission of documents is permitted to organizations outside the School
Board. The person in charge may deny permission to access files in the event that such
access may be detrimental to a person or persons named therein.

Diffusion and transmission of information

Information recorded shall be made available to authorized users at a suitable time and in an
appropriate format. Fees may be charged in accordance with the Regulation respecting fees for the
transcription, reproduction or transmission of documents or personal information (R.S.Q., c. A-2.1,r.3).

Keeping of information

Information is archived only if essential to the management of the establishment or if relevant
to legal, strategic or historical requirements. Archived information shall be filed in a logical
structure adapted to records management purposes.

Files shall be archived in a closed area ensuring their security and their confidential nature. In
the event of electronic information, data contained in files shall be archived ensuring their
security and their confidential nature.

Archiving of data on digital medium will be done to ensure the security, integrity and
confidentiality of information in accordance with the Act to Establish a Legal Framework for
Information Technology (R.S.Q., c. C-1.1).

Protection and confidentiality of information

An employee wishing to take or transport a file outside of an establishment must obtain prior
authorization, ensure the safety and confidentiality of the file and return it in its entirety.

Personnel having access to any particular file shall respect the confidential nature of data
contained in the file. The flow of information contained in the file is limited strictly to the
personnel having access to this file or to the personnel whose functions require having access
to this information.



MANAGEMENT TOOL

To achieve its objectives on records management, the CQSB makes available to its administrative units
basic and standardized tools to help them in the conservation and disposal of active and semi-active
documents. These document management tools are available through the Archives Department. The
School Board also makes also available to its administrative units a records centre where inactive files
are archived.

In addition to resources available through the Fédération des Commissions scolaires du Québec and the
Association des archivistes du Québec, the School Board establishes a retention schedule for its documents
and ensures that it is respected.

COMING INTO FORCE

This policy comes into force on June 12, 2013and will be reviewed annually or as needed.
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Appendix 1

Archives

“The body of documents of all kinds, regardless of date, created or received by a person or
body in meeting requirements or carrying on activities, preserved for their general information
value” (R.S.Q., ch. A-21.1, art. 2).

Retention Schedule

List adopted by the School Board and approved by



8 Inactive Document

“Document no longer used for administrative or legal purposes” (R.S.Q., ch. A-



