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August 29, 2024

AUTHORIZE THE COMMENCEMENT OF THE PUBLIC COMMENT PERIOD FOR THE AMENDMENT
AND RENAMING OF THE E-MAIL RETENTION POLICY TO THE EMAIL AND COLLABORATION
APPLICATION RETENTION POLICY

THE CHIEF EXECUTIVE OFFICER RECOMMENDS:

That the Board authorize the commencement of the Public Comment Period from August 30, 2024 to
September 30, 2024 for the Policy described in the disposition table below. Pursuant to Board Rule
2-6(c), the Board must authorize the commencement of the Public Comment Period.

Current Policy Section/
Current Policy Title

New Policy Section/
New Policy Title

Description of Revision/Disposition

Retention

Board Report 07-0725-PO3 Email and Collaboration
Policy 203.3 E-Mail Application Retention Policy

Amend Policy 203.3 E-Mail Retention
and rename to Email and Collaboration
Application Retention Policy

This policy has been updated in
response to the biennial review. This
policy was updated to include the
District’s utilized collaboration systems
in addition to email.

Approved as to Legal Form:[ b
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Ruchi Verma

General Counsel

Approved:
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Pedro Martinez
Chief Executive Officer
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AMEND E-MAIL RETENTION POLICY AND RENAME TO
EMAIL AND COLLABORATION APPLICATION RETENTION POLICY

THE CHIEF EXECUTIVE OFFICER RECOMMENDS:
That the Chicago Board of Education (“Board”) amend Board Report 07-0725-PO3, E-Mail Retention

Policy and rename the policy to Email and Collaboration Application Retention Policy, as part of the
Board’s required biennial policy review.

PURPOSE: The purpose of this policy is to establish the retention and related requirements for

messages—eatendars—hotes—and—task—items located on the Beards E-Mait Chicago Public Schools’
(“District”) email and collaboration system(-s-) lercanons which _include Google Emall, Google Tasks,

AQQ“CatlonS ) »
POLICY TEXT:

non- student users The minimum retentlon reguwements have been establlshed by the LocaI Record
C f Cook C ty (‘C ion”)

In accordance with the Local Records Act and the Board’s Records Management and Retention Policy,

ecord that must be retained fora longer time ; eriod _as regwred |n the Board’s records retentlo
schedule.

A. Mailbox Size and Management

The Board’s £-Ma#t email and collaboration application system is to be used as a method of
communication among employees and other authorized users for business purposes. It is not intended to
be a medium in which to permanently store electronic information. Where the Offiece-eflnfermation-and
Feehnotogy—Services—ITSS has mailbox size or attachment restrictions in place, Users are required to
manage the space in their mailbox appropriately. The retention periods described in this Policy do not
guarantee that a User’s mailbox size will accommodate the storage of all E-Mait email messages for the
duration of the retention period. Therefore, Users should regularly review their messages and take timely
action on long term retention needs. To stay within mailbox size limitations, E-Maeait email messages with
large attachments should be saved to offline storage or printed immediately and then deleted from the
mailbox.

B. Retention Period

1. E-Meit Email messages and attachments, Google Group Posts, and Google Chats ane-Nete
#ems more than one (1) year in age will be automatically deleted by HSHrema-Users-maitbex the
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2. Eleetronie Google Calendars and Task items,_and Meet itemslocated on the E-mait-system email
witHoe—avattablefor-a—period-of more than two

and collaboration application system (Google Workspace)
(2) years in age will be automatically deleted by the system.

Any Google Workglace AQQ|IcatI0n item, |nclud|ng attachments that need to be retained for Ionger than

printed out or cogled to offlme or local storage by the Use -

ITS shall implement a system to suspend the District’s routlne for destroylng emalls outllned hereln whe

dlrected other\lee by the Law Department.

C. E-Mail Email and Collaboration Applications Archive

resources havebeen guarantlnedfor I|t|g atlon or for other I|m|ted, |ust|f|ed purposes as determlned by th ‘

Law Department.

Google Workspace Application Retention Policy
Google Email 1 Year

Google Group Post 1 Year

Google Chat 1 Year

Google Calendar 2 Years
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oogle Meet 2 Years
Google Meet 2 Years






