Records Management and Retention Policy

The __________ County Library adopts as its Records Management and Retention Policy the specific time frames and categories set forth in the Local Government General Records Retention Schedule and the Public Library & Library Board Records Retention Schedule approved by the Kentucky State Archives and Records Commission, in accordance with KRS 171.410-740.  These schedules are available on the Website of the Kentucky Department for Libraries and Archives.  
The Custodian of Public Records for the __________ County Library shall be the Library Director and all records shall be maintained in the __________ County Library main business office at:  _____[street address]______, __[city, state, zip code]_____.  All requests to view public records shall be answered in compliance with the requirements of the Kentucky Opens Records Law (KRS 61.870-884).

The Retention Schedules to be used for records maintenance are available online at:

Local Government General Records Retention Schedule:

http://kdla.ky.gov/records/recretentionschedules/Documents/Local%20Records%20Schedules/LocalGovernmentGeneralRecordsRetentionSchedule.pdf
Public Library & Library Board Records Retention Schedule:

http://kdla.ky.gov/records/recretentionschedules/Documents/Local%20Records%20Schedules/PublicLibraryRecordsRetentionSchedule.pdf
Records Retention General Schedule for Electronic and Related Records:
http://kdla.ky.gov/records/recretentionschedules/Documents/erecordsgeneral.pdf
These Schedules will be reviewed annually for updates and changes.
Records in Electronic Format
Records in any format are subject to the same retention schedule categories; the Library shall categorize records sent via electronic media according to the subject matter therein and retain and destroy records to the requirements of the retention schedules above and according to the Records Retention General Schedule for Electronic and Related Records.

Procedures for the retention of e-mail are based on Guidelines for Managing E-mail in Kentucky Government, approved and recommended by the Kentucky Department for Libraries and Archives.

All e-mails to, from, or among library staff that document decisions, policies, procedures, resource expenditures, operations or delivery of services, shall be copied to the library’s Records Manager, who shall appropriately store, organize, schedule and dispose of them in compliance with the General Records Retention Schedule and the Public Library & Library Board Records Retention Schedule.
Destruction of Records
When a record has been determined to have fulfilled the minimum period specified in the appropriate retention schedule, not subject to litigation or an Open Records request, or to be no longer needed by the library, the records manager will have the records destroyed in a secure and appropriate manner, upon approval as outlined in the internal authorization and approval process.  This process includes providing appropriate staff with a list of the records due for disposal and also board authorization.
Destruction of records will be documented for proof of destruction, using KDLA’s Records Destruction Certificate.  Destruction of records will be handled in a secure manner, be irreversible, with environmental friendliness in mind, and in a timely manner to minimize storage costs.  
A printed copy of the completed and signed Destruction Certificate will be sent to the Local Records Regional Administrator at the KDLA Public Records Division.  A copy will also be kept on file of all certificates for the destruction of library records.
Any records that are to be kept longer than required by the Commission’s Retention Schedules for local business purposes are listed below.
  [List of exceptions:]
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