[image: image1.png]®
Neighbourhood Houses

The heart of our community




                RANCH Inc.


POLICY MANUAL

SECTION 1:  GOVERNANCE
POLICY NUMBER: 1.22
POLICY TITLE:   RETENTION AND DISPOSAL OF FILES AND 
                           ELECTRONIC RECORDS

It is the policy of the Regional Association of Neighbourhood and Community Houses Inc. (RANCH Inc.) that all records will be retained according to the legal requirement for that category of record. 

Records include all documentation retained in hard copy and electronically in relation to RANCH’s organisational arrangements, staff, committee of management members and member Houses/Centres.
All material, in paper copy, electronic or any other format that is created by staff or committee of management members RANCH Inc. in the course of their employment or role is the property of RANCH Inc.
All documents and electronic records that contain private and confidential information about staff and or RANCH Inc. as an organisation will be retained in locked cabinet with access only by the President of the Committee of Management or delegated person. 

Archived documents will only be accessible to staff with the delegated authority to access the record, or to others as required by law.


POLICY IMPLEMENTATION:


This policy has been implemented by Procedure/s listed below:





Section 1: Governance


Procedure Number:  � HYPERLINK "../../Procedures%202016/Governance/1.15%20Retention%20and%20Disposal%20of%20Files%20and%20Electronic%20Records%20Procedure.doc" ��1.15 Retention and Disposal of Files and 


                                      Electronic Records�
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