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Public Records – Retention, Release and Disposition
Policy 5070/7350 

Effective 03/15/2025

	

Purpose
The Eastern North Carolina School for the Deaf (ENCSD) establishes this policy to ensure the proper retention, maintenance, access, disclosure, and disposition of public records in accordance with North Carolina law and applicable federal requirements. This policy supports legal compliance, operational efficiency, accountability, and protection of confidential information.
This policy aligns with the North Carolina Public Records Law (N.C.G.S. Chapter 132), the North Carolina Functional Schedule for Local and State Agencies, the Family Educational Rights and Privacy Act (FERPA), and applicable state and federal confidentiality and cybersecurity requirements.

I. Scope
This policy applies to all records, regardless of format (physical, electronic, audio, video, or digital content), created, received, or maintained by ENCSD in the course of public business. This includes records generated by all departments, programs, and personnel, including but not limited to academic, administrative, residential, operational, health, financial, human resources, student services, facilities, and information technology functions.
II. Definitions
For the purposes of this policy the following definitions apply:
· Public Record: Any record made or received in connection with the transaction of public business by ENCSD, unless exempted or confidential under state or federal law.
· Confidential Record: Records that are exempt from public disclosure under applicable law, including but not limited to student records protected by FERPA, personnel records protected by state law, and other legally protected information.
· Personally Identifiable Information (PII): Information that can identify an individual, including name, identification number, contact information, or other protected personal data.
· Record Retention Schedule: The North Carolina Functional Schedule or other legally mandated schedule that defines minimum retention periods for public records.
· Disposition: The process of securely retaining, transferring, archiving, or destroying records in accordance with approved retention schedules and legal requirements.
· Artificial Intelligence (AI) Use in Records Processing: The use of automated or AI-based tools to assist with transcription, summarization, indexing, classification, or management of records.

III. Records Retention and Maintenance
1. All records shall be retained in accordance with the North Carolina Functional Schedule or applicable state or federal law.
2. If multiple legal requirements apply, the longer or more restrictive retention period shall govern.
3. Records shall be categorized and maintained based on functional classification, including but not limited to:
· Student Records (governed primarily by Policy 4700 and FERPA)
· Personnel Records (governed by state personnel laws and HR policies)
· Financial Records
· Facility and Safety Records
· Administrative and Operational Records

4. Records governed by other ENCSD Board policies shall be retained in accordance with those policies, and those policies shall control in the event of conflict.

IV. Security and Storage of Records
· Records must be stored in secure environments appropriate to their format and sensitivity.
· Access shall be limited to authorized personnel based on job responsibilities.
· Electronic records shall be maintained in systems approved by ENCSD and managed in accordance with applicable cybersecurity and data governance policies.
· Physical records shall be stored in controlled-access areas to prevent unauthorized access, damage, or loss.
· Use of Artificial Intelligence tools in the creation, transcription, summarization, indexing, or processing of records must comply with Policy 3221 – Artificial Intelligence (AI) in Instruction and Operations.

V. Disposition and Destruction of Records
1. Records reaching the end of their retention period shall be disposed of in accordance with the North Carolina Functional Schedule and applicable law.
2. Secure destruction methods shall be used, including:
· Shredding or incineration of physical records
· Secure deletion or data wiping of electronic records
· Physical destruction of storage media when required

3. Disposition actions must be documented in accordance with administrative procedures.

VI. Public Records Access and Disclosure
1. ENCSD recognizes that public records are subject to inspection and disclosure unless exempted by law.
2. Requests for public records shall be processed in accordance with N.C.G.S. Chapter 132 and applicable administrative procedures.
3. ENCSD shall designate a Chief Records Compliance Officer responsible for coordinating responses to public records requests.
4. The Chief Records Compliance Officer shall coordinate with the Superintendent, Information Technology Manager, and departmental record custodians to ensure compliance with this policy.
5. Denials of access shall be provided in writing and shall cite the legal basis for withholding records.
6. Fees for duplication or processing may be charged in accordance with state law and shall reflect actual costs where permitted.

VII. Confidentiality and Privacy Protections
1. Records containing confidential information shall not be disclosed except as permitted by law.
2. Student records shall be protected in accordance with FERPA and ENCSD student records policies.
3. Student health records shall be maintained in accordance with FERPA and applicable health confidentiality requirements.
4. Personnel records shall be managed in accordance with applicable North Carolina law and HR policies, including determination of public vs. confidential information.
5. Classification of records as public, confidential, or protected shall be determined in accordance with Policy 4700, Policy 6052, and applicable state and federal law.

VIII. Compliance, Oversight, and Training
1. ENCSD shall designate a Chief Records Compliance Officer responsible for implementation and oversight of this policy.
2. Departments shall maintain appropriate record inventories identifying record types, retention periods, and disposition schedules.
3. ENCSD shall provide annual training on records management, public records law, confidentiality requirements, and related compliance obligations.
4. The Chief Records Compliance Officer shall provide an annual report to the Superintendent on records compliance activities, including requests, dispositions, and issues.

Legal References 
· North Carolina Public Records Law, N.C.G.S. Chapter 132
· North Carolina Functional Schedule for Local and State Agencies
· G.S. § 115C-320 (as amended by S.L. 2025-73 / SB 375) — Publication and inspection of central-office employee compensation and personnel data North Carolina General Assembly
· Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g)
· Health Insurance Portability and Accountability Act (HIPAA) (45 CFR Parts 160 & 164)
· NC OSHR Personnel Records Policy (in accordance with G.S. 126-4, Article 7) OSHR NC
· Americans with Disabilities Act (ADA), Title II (public entities)

This policy shall be reviewed periodically to ensure alignment with changes in law, state functional schedules, technology systems, and ENCSD operational needs.

Revision History:
Adopted: 03/19/2025
Revised: 11/19/2025
Summary of Revisions:
1. Removed Procedural and Checklist sections from policy.  They have been separated out into two different documents.
2. Edited entire policy for clarity and to align with all federal and state laws including the recent changes in § 115C-320 (enacted by S.L. 2025-73)

Adopted: 03/19/2025
Revised: 04/28/2026

Summary of Revisions:
1. Reorganized policy structure for alignment with ENCSD records governance framework and NCSBA-style formatting standards.
2. Added explicit conflict resolution clause stating that other Board policies (including student records and electronic records retention policies) control in the event of conflict.
3. Added Artificial Intelligence (AI) provisions clarifying that AI use in records creation, transcription, or processing must comply with Policy 3221.
4. Clarified records classification hierarchy and strengthened alignment with Policy 4700 and Policy 6052 for student and confidential records.
5. Removed cybersecurity and technical implementation language better governed by technology and IT policies (3220–3225 series).
6. Strengthened confidentiality and privacy section to align with FERPA, state law, and ENCSD privacy policies.
7. Clarified roles and responsibilities of the Chief Records Compliance Officer and coordination with Superintendent, IT Manager, and departmental custodians.
8. Improved public records request procedures and clarified legal compliance requirements for disclosure and denial.
9. Updated retention and disposition language to align strictly with North Carolina Functional Schedule and applicable legal requirements.
10. Enhanced training and compliance monitoring expectations for consistent system-wide implementation.
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