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RECORDS AND INFORMATION MANAGEMENT (RIM)

1. PURPOSE
The York Catholic District School Board recognizes that records and information are
strategic assets that must be managed securely, efficiently and effectively for present and
future generations. The purpose of the Records and Inform



admissible as evidence if such is made in the usual and ordinary course of any
business.

3.6 All Board records and information, regardless of format and location, must be
identified and classified in accordance with their level of sensitivity and
confidentiality, and stored in a secure location for the period of time defined in the
Board’s records retention schedule.

3.7 The willful destruction, alteration, deletion, removal from the custody or control of
the Board, concealment or private use of Board records and information is
prohibited by this policy unless done so in accordance with the Board’s approved
records and information management retention schedule.

3.8 All Trustees, Board staff, employees, and third-party contractors or agents who
leave employment shall ensure that all files and records in their care and
possession are transferred to the manager/supervisor to ensure retention and
operational continuity. York Catholic District School Board staff are prohibited from
keeping Board records following the cessation of their employment.

3.9 The Board shall provide appropriate training for staff as outlined in the Records and
Information Management procedure.

3.10 Where practical and possible, information technology shall support the procedures
of records and information management.

4. RESPONSIBILITIES
4.1 Director of Education

4.1.1 To oversee compliance with the Records and Information Management
Policy.

4.2 Privacy, Records, Information, and ArchivTonavevs
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https://drive.google.com/file/d/0B0-HXDw45sKALS1mUzJlZUZSN28/view?resourcekey=0-xaSo0kkPT-6sUDy49G8r7Q
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https://drive.google.com/file/d/0B0-HXDw45sKAbTA4aDc3N21xNzA/view?resourcekey=0-fli_4DS-7U0xuLkI2Y-ZnQ
https://drive.google.com/file/d/1Xu2Txe2hsnA-SxKu9uvrg1SQ2Jr0qeph/view
https://drive.google.com/file/d/0B0-HXDw45sKATVEydWRSY0lJN1U/view?resourcekey=0-Jd9qebvDOTWdZ6vY9Wl_DA
https://drive.google.com/file/d/0B0-HXDw45sKASF9uLS1oUGJMdzQ/view?resourcekey=0-Rcc-mwRenRVdyrMdA3XdHA
https://drive.google.com/file/d/1rJ8X2xasq1aTb5aQK-BnyNKhjDFu6T6d/view
https://drive.google.com/file/d/0B0-HXDw45sKAZkcxazRVektXUUE/view?resourcekey=0-zNVrsLTelACnDlf8hmssqg
https://drive.google.com/file/d/0B0-HXDw45sKAUU9NMFJWYmNNc00/view?resourcekey=0-3XBB0s7mw45Ad_LIESZbXg
https://www.ontario.ca/page/ontario-student-record-osr-guideline
https://www.arma.org/page/principles

