Nashua Board of Education Policy EHB

EHB-R
DATA RECORDS RETENTION

The Superintendent shall develop and maintain (a) a schedule for the minimum retention of various
district records (“Record Retention Schedule”) as required under RSA 189:29-a, and (2) procedures for
records retention and/or destruction. The procedures should ensure that all pertinent records are stored
safely and are stored for such durations as are required by state or federal law. The Superintendent shall
develop procedures necessary to protect individual rights and preserve confidential information.

This policy applies to all district records, irrespective of the specific medium of the record, i.e., paper,
electronic, digital, cloud, etc.

A. Record Retention Schedule. Records of the District shall be retained no less than the time
prescribed in District’s Record Retention Schedule EHB-R. The Superintendent shall update the
Record Retention Schedule from time-to-time in accordance with legislative or regulatory
changes, directives of the Board, as recommended by the New Hampshire School Boards
Association, or upon advice of counsel. The Superintendent shall inform the Board of any
revisions to EHB-R no later than the second School Board meeting after the changes were made.
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policy and the associated procedures.
3. Right-to-Know Request Hold. On receipt of a Right-to-
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process, store, or transmit sensitive information shall not be released from the
District’s direct control until the equipment has been sanitized and all stored
sensitive information has been destroyed using one of the above methods.

D. Destruction of District Records with No Sensitive Information. All records which do not
include sensitive information should be destroyed as soon as practicable upon the expiration of
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