
RESOLUTION NO. 2398 

A RESOLUTION OF THE BOARD OF DIRECTORS 
OF THE LEUCADIA WASTEWATER DISTRICT 

AMENDING AND UPDATING 
RECORDS RETENTION POLICY AND SCHEDULES 

WHEREAS, the keeping of numerous records is not required after a certain period of time 
for the effective and efficient operation of the Leucadia Wastewater District; and 

WHEREAS, Sections 60200 through 60203 of the Government Code of the State of 
California allow the District to authorize the destruction or disposition of any category of records so 
long as the governing body of the District adopts a resolution finding that the destruction or disposition 
of this category of records will not adversely affect any interest of the District or of the public and 
maintains a categorical list of documents destroyed. 

NOW, THEREFORE, BE IT RESOLIVED by the Board of Directors of the Leucadia 
Wastewater District as follows: 

1. The Records Retention Policy and Schedules (attached) of the Leucadia Wastewater 
District shall be consistent with above mentioned Government Codes established by the State of 
California. 

2. The records of the Leucadia Wastewater District as set forth in the Records Retention 
Policy and Schedules and incorporated herein by this reference, are hereby authorized to be 
destroyed after the requisite minimum holding period as provided by Sections 60200 through 60203 
of the Government Code of the State of California in accordance with the provisions of said guidelines 
without further action by the Board of Directors of the Leucadia Wastewater District. 

3. The destruction of records not required to be retained will not adversely affect any 
interest of the District or of the public. 

4. The destruction of any record as provided for herein shall be by shredding or other 
effective method of destruction and the District shall maintain a categorical list of the destroyed 
information that reasonably identifies the information contained in the records in each category. 

5. The term "records" as used herein shall include any writing as defined by Government 
Code Section 7920.545. 

6. This resolution supersedes Resolution No. 2320. 

PASSED AND ADOPTED by the Board of Directors at a meeting of the Leucadia Wastewater District 
held April 12, 2023 by the following vote: 

AYES: Roesink, Saldana, Omsted, and Hanson 

NOES: None. 

ABSENT: Sullivan 



ABSTAIN: None. 

~~roJe 
Elaine Sullivan, President 
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RECORDS RETENTION POLICY and SCHEDULES 

PURPOSE 

The Records Retention Policy ("Policy") establishes record-keeping requirements and retention periods 
for Leucadia Wastewater District ("District") records. In addition, it provides the District with legal authority 
to dispose of records within an organized and controlled system. 

SCOPE 

The guidelines of this Policy and its procedures must be consistent with California Government code 
sections 34090 and 60200-60203. In addition, District Records may be subject to public disclosure (see 
the District's Public Records Act Request Policy ref. 14-3862 and/or Government Code 6250 et seq.). 

This Policy supersedes Resolution No. 2320 Amending and Updating Records Retention Policy and 
Schedules. 

DEFINITIONS 

This Policy applies to all records including paper, electronic (including emails), microfilm, magnetic/paper 
tapes, and any other document produced, received, owned, or used by the District regard less of its 
physical form or characteristics. Records are classified as District Records and Non-Records. 

Definitions and examples of records are as follows: 

District Records: Any writing or document, including electronic files, containing information 
relating to the conduct of the District's business that is prepared, owned, used, received, or 
retained by the District, regardless of physical form or characteristic. 

Non-Record: Material not usually included within the definition of records, such as unofficial 
copies of documents kept only for convenience or reference, working papers, library/research 
materials, publications, blank forms. Also documents such as preliminary drafts, works in 
progress, preliminary electronic records used to create a final version, copies of original records, 
hand-written rough notes, and other material used in the preparation or analysis of other 
documents. 

RECORD RETENTION SCHEDULE 

The Record Retention Schedule ("Schedule") is a comprehensive list of records sorted by departments 
that identify the length of time each District Record must be retained based on its operational, fiscal , 
regulatory, referential, legal , and historical value. Records listed on the Schedule are District Records 
unless otherwise specified. 
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POLICY 

When records have fulfilled their administrative, fiscal, or legal function they should be either sent to the 
District's archive facility, recycled, and/or destroyed in accordance with the District's Schedule 
(Attachment A), unless management determines the record(s) has historical value. Destruction of paper 
records shall be by shredding and destruction of electronic records shall be by deleting from the system 
on which they reside. Deleted electronic records, including emails are considered to have been destroyed 
once they have been deleted from the active computer system. 

PROCEDURE 

Designated department staff shall periodically review/purge department paper, electronic files, and 
emails according to the Schedule (Attachment A) and as follows: 

1. Paper Fifes: 
• Paper files that require storage at the archive facility shall be boxed and labeled, then provided to 

the Administrative Specialist for coordination of pick-up of boxes. 
• If paper files have reached the end of their retention period, then they shall be boxed and labeled, 

then provided to the Administrative Specialist. The Administrative Specialist will complete a 
destruction approval form that lists the record's title and retention period end date. The form will 
need to be signed by the Department Manager and the General Manager approving the 
destruction of the records. 

• The Administrative Specialist will then coordinate the pick-up of boxes and will receive a 
certification of destruction form after the records have been destroyed by the archive facility. 

• The Administrative Specialist will update the storage log and destruction of documents log, once 
the documents/files have been destroyed. 

2. Electronic Files: 
• Electronic files that are stored on the server/network in folders will need approval before deletion. 

Once the record has reached its retention period, the file should be transferred to the "Review 
and Approval for Destruction" folder on the server/network. A list of files to be destroyed and the 
retention period end date will be provided to the Administrative Specialist and signed by the 
Department Manager. The Administrative Specialist will complete a destruction approval form 
with the names of the files and the retention period end date. The form will need to be signed by 
the Department Manager and General Manager before the records are deleted. A destruction list 
of electronic records will be maintained by the Administrative Specialist. 

3. Emails: 
• Employees are responsible for the management of their email boxes. All users of District 

computers and/or electronic communication resources should review their email at least weekly 
and emails that qualify as District Records should be filed appropriately in a separate folder on 
the server/network. Once these emails have reached their retention period they should be 
transferred to the "Review and Approval for Destruction" folder on the server/network. Destruction 
of emails that are District Records should follow the same procedures as electronic files listed 
above. 
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4. Non-Records: 
• Drafts used to create a final version shall be deleted after the final version or electronic file is 

completed, or if retained, shall be subject to the Schedule applicable to the document category. 
• All other Non-Records shall be destroyed during the normal course of business when the item is 

no longer needed. 
• Non-Record emails should be deleted in the normal course of business, generally after reading. 
• Non-work related emails should be permanently deleted on a regular basis, generally on the same 

day received when feasible. 

5. Documents Retained for Their Historical Value: 
Documents that management has determined should be retained for their historical value shall 
be retained until such lime as management determines that storage of the documents for 
historical value is no longer required. 

LITIGATION HOLDS 

When litigation is threatened or pending against the District or its employees, the law imposes a duly to 
preserve all relevant documents and records. A litigation hold directive must be issued to the legal 
custodians of those documents. 

A litigation hold directive overrides this Policy, as well as any records retention schedules that may 
otherwise call for the transfer, disposal, or destruction of relevant documents, until the hold has been 
cleared. 

Email and accounts of separated employees that have been placed on litigation hold status must be 
maintained by the District until the hold is released. 

No employee who has received a litigation hold directive may alter or delete an electronic record that falls 
within the scope of that hold. Those employees are required to provide access to, or copies of, any 
relevant electronic records that they have downloaded and saved, or moved to some other storage 
account or device. 

ROLE & RESPONSIBILITIES 

Supervisors and/or Managers are responsible for providing records retention guidance to staff within their 
respective department. The guidance provided must be in accordance with this Policy. 

Originators and custodians of electronic messages, records, and information that have lasting value are 
responsible for: 

• Appropriately identifying and retaining such records in accordance with this Policy; 
and 

• Seeking assistance when unsure about how to categorize specific types of messages. 

District employees who have been notified by management of a litigation hold are responsible for 
preserving all messages, records, and information that fall within the scope of the hold. 






























