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The Brandon School Division is responsible for the records and information in its
custody and control. The Secretary-Treasurer or designate is responsible for the
implementation of the Division’s records management Administrative Procedures and
implementation of same, personally or through delegation.

The retention and disposition of records in the Division shall be conducted in
accordance with the “Records Retention and Disposition Schedule” (Manitoba
Education - Guidelines on the Retention and Disposition of School Division/District
Records, as published by the Province of Manitoba). The Schedule provides the
minimum retention periods and disposition for records and the Division may retain
certain records longer before destruction or archiving.

Permanent records are those identified by the Secretary-Treasurer or designate as
having enduring value or permanent significance because of their legal, fiscal or
administrative value, or if of historical or cultural importance. Permanent records shall
be archived in a clean, dry, secure location protected as best possible against water
damage, mold or infestation, serviced by knowledgeable staff and made available to
the public under access conditions determined by Provincial legislation and Division
Administrative Procedures. A log shall be kept of records transferred to archives.

The Secretary-Treasurer or designate may arrange for archived records to be
permanently stored in:

° in-house archives; and/or

. local archives; and/or

° the Provincial Archives of Manitoba,
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https://media.bsd.ca/media/Default/medialib/policy-1-vision-values-and-mission.6eea8311021.pdf
https://media.bsd.ca/media/Default/medialib/policy-9-board-and-superintendent-ceo-relationship.74428d19063.pdf
https://media.bsd.ca/media/Default/medialib/policy-13-safe-schools.3e8f7011032.pdf
https://media.bsd.ca/media/Default/medialib/policy-14-community-engagement.6d87d911033.pdf
https://media.bsd.ca/media/Default/medialib/policy-15-fiscal-management.a01e7d11034.pdf
https://bsdstorage.blob.core.windows.net/media/Default/medialib/2065-records-management.2b336a11584.pdf
https://edubsd.sharepoint.com/sites/BSDPortal/Divisional%20Documents/Forms/Portal%20View.aspx?id=%2Fsites%2FBSDPortal%2FDivisional%20Documents%2FAdmin%20Procedures%20%2D%20Forms%2F2095F%20%2D%20Record%20of%20Student%20File%20Culling%2Epdf&viewid=823bf5f7%2Ddfa8%2D44da%2Da8ab%2D7b425d5b18e4&parent=%2Fsites%2FBSDPortal%2FDivisional%20Documents%2FAdmin%20Procedures%20%2D%20Forms
http://www.edu.gov.mb.ca/k12/docs/policy/retention/
http://www.edu.gov.mb.ca/k12/docs/policy/retention/
http://www.edu.gov.mb.ca/k12/docs/policy/mbpupil/
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provided that the Secretary-Treasurer and/or designate shall have access to all
records so archived and authority to retrieve said records on behalf of the Division.

The destruction of records shall take place as soon as possible after the approved
retention periods have lapsed, as an annual procedure, and under controlled and
confidential conditions. A log shall be kept of all records destroyed.
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