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Learning Outcomes:  
SSA-04. Demonstrate a working knowledge of the requirements of record maintenance, 
storage and retrieval. 
SSA-06. Demonstrate a working knowledge of the role of the custodian of records and 
the responsibilities of that position. 
 
We began the evening with a brief presentation from Elizabeth Wisnia from the California 
Department of Education. She talked in general about Student Data Privacy and how the new 
laws affect local education agencies. There were a few things that Elizabeth said that really 
stuck; “Teachers are generally threatened by all the rules and regulations, it is our job to 
communicate, and train with transparency. Become the person they are happy to see!” Basically 
the point of her presentation was to provide relevant information in a way that will be received 
by the people that have primary contact with students. 
 
Two artifacts were required for this class; the demand that we understand the differences 
between different classes of records for retention purposes; Class 1, 2, and 3. There are 
records that must be retained forever like personnel files (Class 1), and others that can be 
destroyed after a bit of time (Class 2), and the Class 3 records that are designated for 
destruction. The second artifact was an in depth description of the “Custodian of Records” and 
the responsibilities of that position. The Custodian of Records must be certificated management 
at the district level and at each school site.  
 
As I started working on the two artifacts I realized that I knew absolutely nothing about any of 
these things. I had no idea that there are certain types of records that can never be destroyed; a 
student’s cumulative file, for example, must be retained forever after that student graduates 
from high school. I confirmed that at our local high school district that there is a room that 
contains years and years of these files. It is the Custodian of Records that is charged with 
identifying retention periods for files as dictated by retention laws and board policies.  
 
The Nevada City School District uses the California School Boards Association online board 
policy management system GAMUT Online. I searched through the database and discovered 
Board Policies that supported both of the artifacts we were to create. The policies reference 
California Education Codes as well as federal laws. Although I have never heard of classifying 
records or the custodian of records before I now feel that my understanding of these concepts is 
excellent 
 
 


