’ U SD POLICY TITLE: Electronic Mail

Tucson, Arizona

GOVERNING BOARD POLICY POLICY CODE: EGAEA

mail) which are sent or received by the Board or Distric ees pertaining to the
business of the school may be subject to public dis e and inspection as public
records and discovery in litigation as evidence in claim. Use of electronic
mail should conform to the same standards of | , and ethics as other

: bers, officers and
employees may create electronic records il on their private
i siness-related

employees are to be turned over office to be sorted and have their
value as a record determined. a record keeping system for
electronic communications shall b ich those types of electronic
communications:

¢ shall be categorized in for paper records,

ermitting e%f record retrieval,
. W Cit Se and rec”eridentification.

The foll ered to in order to establish a record keeping

e All school business-related communications, including communications from
private computers used by school Board members, officers and employees shall
be segregated to a file folder and then to a location designated by the District so
that these records may be maintained and inspected by any person upon
request, unless the materials are otherwise made confidential by law.

e The determination of record status shall be on the same basis as is used for
paper records.



¢ Once the communication is transferred to the records maintenance location and
into the recordkeeping system the original electronic version may be deleted.
The version maintained in the proper recordkeeping system is the official copy
and must be retained for the same period as required for other forms of the same
record series.

e A retrieval system for electronic mail and data transmitted with mail shall be
established that will permit reasonable access to the records with a minimum of
effort, identifying the recipient and the sender.
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