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Outcomes

SSA-01. Demonstrate familiarity with the Public Records Act.

SSA-02. Demonstrate familiarity with bargaining units, contracts and negotiations in the K12 environment.

SSA-03. Demonstrate familiarity with permanent records.

SSA-04. Demonstrate a working knowledge of the types of student records.

SSA-05. Demonstrate a working knowledge of the requirements of record maintenance, storage and retrieval.
SSA-06. Demonstrate a working knowledge of the local, state and federal requirements pertaining to student records.
SSA-07. Demonstrate a working knowledge of the role of the custodian of records and the responsibilities of that
position.

SSA-08. Demonstrate the ability to apply requirements of maintenance, transmission and destruction of records.
SSA-09. Demonstrate the ability to apply knowledge of student privacy regarding records.

SSA-10. Demonstrate the ability to apply knowledge of student record attributes.

Context

The Technology Resource Advisors at the Santa Clara County Office of Education consists of me, Manager of Applications
Support, and eight Applications Support Systems Analysts. The team supports business systems for our districts and the
County Office of Education. These business systems include an ERP, SIS and a document management system

Artifacts
Record Maintenance — Essay 1

For schools in California, record maintenance is governed by the California Code of Regulations, also known as
CCR. Within the CCR Title 5 covers education. The education division has 24 chapters; chapter 16 covers
governing Boards of School Districts. Subchapter 2 is for the Destruction of Records of School Districts.
Specifically 6020 gives the definition of records as “(a) As used in this article, “records” means all records,
maps, books, papers, and documents of a school district required by law to be prepared or retained or which

are prepared or retained as necessary or convenient to the discharge of official duty.”. In addition there is
Education Code Section 3520 which states:

35250. The governing board of every school district shall:
a. Certify or attest to actions taken by the governing board whenever such certification or attestation is
required for any purpose.

b. Keep an accurate account of the receipts and expenditures of school moneys.

c. Make an annual report, on or before the first day of July, to the county superintendent of schools in the
manner and form and on the blanks prescribed by the Superintendent of Public Instruction.



d. Make or maintain such other records or reports as are required by law.

bermanent "« CCR 16022, 59023
Records < e Must be retained indefinitely
Class 1 ¢ Audited financial statements, student records,
L employee records
" B CCR 16024, 59024
Optional Records » Retained until classified as disposable
Class 2 o Ca_ltch-all designation or rec:ords that the district
wishes to retain but are neither permanent or
\ disposable
f
* CCR 16026, 59025
Disposable ¢ Must be retained for 3 years or any other applicable
Records < retention period
Class 3 e includes records basic to audit (attendance, busines
\ and financial transactions), periodic reports

Records can be maintained electronically within the confines of Education Code Section 35254. Schools must
be able to provide records to the court system. There are rules of evidence at the Federal and State levels.

Helpful Resources:

e (California Public e CDE CCRS, CSBA Policy e CalRIM — Records
Records Act e School Policy Retention Handbook
e EdCode - as noted e CASB Records
above Retention Manual

Custodian of Records — Essay 2

The California Education Code has several sections which identify the role of the Custodian of Records
and the management and access to student records. The record keeper must be a certificated
employee. They are responsible for implementing district wide board policy for student records. The
custodian of records is the gatekeeper of student records and responsible for adherence to all
requirements for record keeping. They are also relied upon to interpret records. If the school ceases
existence they must retain services for 5 years of an alternate custodian of records. The State
Department of Education does not keep transcripts for public or private schools.

431. Responsibilities of Local Governing Boards.
(a) Local governing boards shall designate a certificated employee as custodian of records. Such

employee shall be charged with districtwide responsibility for implementing board policies
relating to pupil records



432. Varieties of Pupil Records

(A) A log or record identifying those persons (except authorized school personnel) or
organizations requesting or receiving information from the record. The log or record shall be
accessible only to the legal parent or guardian or the eligible pupil, or a dependent adult pupil,
or an adult pupil, or the custodian of records.

433. Maintenance and Security of Pupil Records.

(a) The custodian of records shall be responsible for the security of pupil records maintained by
the district and shall devise procedures for assuring that access to such records is limited to
authorized persons.

435, Procedure for Access to Pupil Records

18802.

71310.

(a) Authorized organizations, agencies, and persons from outside the school whose access
requires the consent of the parent or the adult pupil must submit their request to view the
records, together with any required authorization, to the chief school administrator or the
custodian of records.

(b) The chief school administrator or the custodian of records or a certificated designee shall be
responsible during the inspection for interpretation of the records where necessary and for
prevention of their alteration, damage, or loss. In every instance of inspection of pupil records
by persons who do not have assigned educational responsibility, an entry shall be made in the
access log of said record, indicating the name of the person(s) granted access, the reason
access was granted, the time and circumstances of inspection, and the records inspected.

Custodian of Records

(b) Any institution shall, in the event of complete cessation of all operations, immediately retain
a custodian of records and advise the superintendent of the custodian's name, address and
telephone number. The institution shall arrange for the custodian to retain, for the balance
remaining of five years, all those records described in Education Code Section 94312(k) along
with each former student's record of attendance and academic progress.

Recordkeeping; Custodian of Records.
(b) The description shall include the name, physical address, email address, and telephone

number of the custodian of records, and the physical addresses and telephone numbers of the
offices or buildings where the records will be maintained



