AMERICAN COLLEGE HEALTH ASSOCIATION (ACHA)
BOARD OF DIRECTORS
POLICY AND PROCEDURE

(BOD P/P)

| BOD P/P Number: | 2023-1

Date Established: July 19, 2023

Date Revised:

Date Reviewed:

‘ Reference: ‘ BOD Meeting Term: 1 Year

2 Years

X | Indefinite

[BOD P/P Title: | RECORD RETENTION POLICY

| BOD Authority: | ACHA Bylaws, Article VIII, Section 1

(@)

(i)

be kept.

Purpose: American College Health Association (“ACHA”), as part of its day-to-
day operations, and for the benefit of its members and others, creates,
receives, and retains documents and records. This policy is intended to:

Identify the record and document retention
responsibility of ACHA’s Board of Directors, officers,
and staff (“Personnel”); and

Provide Personnel with procedures to follow with
respect to the identification, retention, storage, and
disposal of ACHA records and documents created,
received, maintained, or managed by ACHA whether in
hard copy or electronically stored (“Records”). The
term “Records” does not include published information
and other materials readily available to the public from
sources other than ACHA (e.g., newspapers, vendor
brochures, and government regulations).

ACHA is committed to the appropriate review, retention, and
destruction of Records. Schedule A of this Policy, which is incorporated
herein, contains the time periods for which specific types of Records will




This policy is designed to:

(1) Ensure that all Records necessary for the conduct of
ACHA'’s operations are available for as long as there is
a reasonable need for them;

(i1) Ensure that ACHA complies with applicable federal
and state legal requirements for retaining Records;

(iii)  Minimize the costs of Records retention including the
costs of storage and retrieval of retained documents;
(iv) Eliminate accidental or innocent destruction of
Records; and
) Ensure that Records for which there is no operational or
legal reason to continue to keep are disposed of in a
proper manner.
When Personnel create documents, they should bear in mind that such
documents are: (i) subject to this Policy; (ii) are potentially eligible for
disclosure if demanded by third parties during the course of
administrative actions, litigation, or government investigations; and (iii)
in the case of documents sent outside of ACHA, are potentially subject
to the record retention policies of any or all of the Records’ recipients
and may be turned over by those recipients to other government
agencies or private individuals in response to requests, court orders, or
subpoenas directed at them.

Policy:

ACHA is committed to the appropriate review, retention, and
destruction of Records. Schedule A of this Policy, which is incorporated
herein, contains the time periods for which specific types of Records will
be kept.




This policy is designed to:

(@)

(i)

(iii)
(iv)
(v)

Ensure that all Records necessary for the conduct of
ACHA'’s operations are available for as long as there is
a reasonable need for them;

Ensure that ACHA complies with applicable federal
and state legal requirements for retaining Records;

Minimize the costs of Records retention including the
costs of storage and retrieval of retained documents;
Eliminate accidental or innocent destruction of
Records; and

Ensure that Records for which there is no operational or
legal reason to continue to keep are disposed of in a
proper manner.

When Personnel create documents, they should bear in mind that such
documents are: (i) subject to this Policy; (ii) are potentially eligible for
disclosure if demanded by third parties during the course of
administrative actions, litigation, or government investigations; and (iii)
in the case of documents sent outside of ACHA, are potentially subject
to the record retention policies of any or all of the Records’ recipients
and may be turned over by those recipients to other government
agencies or private individuals in response to requests, court orders, or
subpoenas directed at them.




Procedure:

Document Retention.
ACHA follows the document retention procedures outlined below:

@) Records to be retained in our electronic information
retention system will, in general, be those reflecting the
final resolution or completion of the transaction, task,
action, or issue, or the latest version of records from
uncompleted transactions;

(i1) Records not listed in Schedule A and records not
substantially similar to documents listed in Schedule A,
will be retained only for the period of their immediate or
current use not to exceed one year;

(iii))  Records listed in Schedule A will be maintained for the
length of time indicated, and Records that are not listed
but are substantially similar to those listed in Schedule A,
will be retained for the same amount of time as those
listed in Schedule A, unless a longer period of retention is
required due to a contractual or legal requirement; and

(iv) No Records will be destroyed or deleted if pertinent to any
ongoing governmental investigation or proceeding, or
private litigation (if you have questions regarding this
provision, contact the ACHA’s Chief Executive Officer).

From time to time, Personnel may be required to determine whether
Records in their care, custody, or control are still active and needed, or
inactive and therefore eligible for retention/destruction pursuant to this
Policy. Records are eligible for destruction once the applicable retention
periods identified in Schedule A have lapsed. If the retention period has
not lapsed or inactive records are still required for business use or subject
to a records hold, then prior to their destruction they should continue to be
retained for an appropriate length of time based on Schedule A and on
their business use, and in the case of a records hold, for at least the
duration of the hold. Personnel must not abuse this responsibility or
conduct their activities in any manner that would violate or frustrate the
purpose of this Policy.

From time to time, the ACHA Chief Executive Officer may authorize
longer retention periods than expressly provided in this Policy.

Hard Copy Records.

Paper or hard copy Records will be stored in the designated workspaces of
employees and departments of the ACHA national office. Records will not
be stored offsite.




Electronic Records.

Electronic Records will be retained as if they were paper documents. Any
electronic files that are described in one of the Records types listed on
Schedule A will be maintained for the required time period in the cloud-
based storage system designated by ACHA. An electronic reproduction of
any document, if available, listed on Schedule A will replace a paper
version of the document. Electronic Records should not only be stored
locally on individual staff computing hard drives.

All Records stored in the cloud-based storage system will be backed up
according to the procedures of the service provider engaged by ACHA.
ACHA will take reasonable steps to ensure appropriate systems are in
place for data backup and recovery.

Document Destruction.

The ACHA Chief Executive Officer is responsible for the ongoing process
of identifying Records that have met the required retention period,
overseeing the destruction of Records when applicable, and appropriately
documenting categories of Records identified for destruction in accordance
with this Policy. Destruction of financial, personnel-related, and
confidential documents will be accomplished by shredding. The ACHA
Board of Directors reserves the right to designate another responsible role
from time to time.

Compliance & Amendment.

Failure on the part of Personnel to follow this Policy can result in possible
civil and criminal sanctions against ACHA and its Personnel, and possible
disciplinary action, including termination, against responsible individuals.
The ACHA Chief Executive Officer will periodically review this policy
with ACHA counsel and external auditors to ensure that it is in compliance
with new or revised laws and regulations. ACHA reserves the right to
amend, alter, or terminate this policy at any time and for any reason, with
Board approval.

SCHEDULE A
Schedule of Records

Corporate Documents

Articles of Incorporation and AMENAMENLS ............cccuvevrreriierierierierieeieereeseeseesnesneens Permanent
Bylaws and AMENAMENtS..........cccveiiiiiiieieiiiecieeeieece et cre et steesteesrreeaveerbeebeeaeeseaenens Permanent
Minutes 0f BOArd MEELINES .....c..ccviiiiiiieii ettt e e steesareerbeebeebeeaeeseaenens Permanent
Minutes 0f COMMITLEE MECTINZS .....c.eervrerrieiierieerierieereereereesseesseeseeesaesseeseesseesseesseesnns Permanent
COMMILEEE TEPOTS ..eevveeerieieeiiesteesiestesteeteeteeseesseesseesseesssesnseesseesseessaesssesssesssesnseenseesseenses 5 Years
Resolutions of board and board cOMMIttEEs...........cuereruiererieieieeeie e Permanent
Qualifications t0 dO DUSINESS........ccccviieciiieeiieeeie ettt et e et e ereeeeveeeaee s Permanent
Policies and ProCEAUIES .........ccviriiiiiiiieieeieeeee ettt ettt e st eseresnreenseeseesseesneesnsesnns Permanent
Intellectual property records (trademarks, €C.)......ccervviiiievieeriienieniecie et Permanent
Gift and endowment fund records (including relating to establishment, investment, and use of
donor-restricted fUNAS) .....ooocuiiiiiiiiiie e e e e Permanent
MEMDEISIIP TECOTAS ....vievviiiieiieiiiecieeite ettt et et re e ve et e esb e e beestaestbeerbeesbeesseesseestaessnensnenens 7 Years
Independent contractor agreements ..........ccvevverveeereeveerveenneens 7 Years from expiration of contract
Other contracts fOr SEIVICES .......coerieriirieriierienieieneeeee e 7 Years from expiration of contract
Sponsorship agreements ..........occeeevererrieneneenienenieneneeeee 7 Years from expiration of contract
Articles of Operation (ACHA SECLIONS) ....ccveeiiieieeiieieeieeriterereereereereesreeseeesrnesenesene e Permanent



Conflicts of interest diSCLOSUIE TECOTAS ..covvmmmeeeieeeeeeeeeeeeeee e e eeeeee e eeeeeeeeeeeeeeeeeesaaennes Permanent

Reports and Programs

Annual meeting POSt-CONTEIENCE .......ccuiiiiiiieiiciiectecte ettt e ebeeveeveeve e eae e 7 Years
Annual report — State fIlINGS ......eecveriiriieiieieeeeeee e Permanent
Annual report — assoCIAtioN ACHIVILIES. .. .ccuieiuierieireeriesieeseesteeereeveesreesteestresseeereeseesseesseens .5 Years
Institutional CONSUILALIONS. ......c.eiviiiiiiiiiecie ettt ettt r e e sreesteesteeetbeebeebeesbeesbaesesenenas 3 years
National leCtion TESULLS ........cecieriiriieiieieeeeree ettt e e e saaeseneenseens Permanent
National OffICE TEPOTE ....ecuveeiieiieiieciecie ettt sttt ettt e st e st e snteenseenseeseensaens 5 Years
Survey reports and eXECULIVE SUMIMATIES .....cvveevrerreereereerieesreesieesressreeseessesssessseessessessnes 5 Years
Annual meeting programs and COMPENdiUMS ..........cceereerieriirriieeiieenieeneesee e e eieenee e .7 Years
Insurance

Policies, certificates, and related reCOTdS .......oiiivuviiiiiiiiiiiiieie e Permanent
Audits Or AdJUSTMENLS ......evveruieieriieierieeteeceteeee e 7 Years after final adjustment
Claims Files

Workers’ compensation.............. 7 Years after later of termination, retirement, or last claim closed
Group insurance. .........cecceeueeeee. 7 Years after later of termination, retirement, or last claim closed
Third party claims ........cccooceeveiiriieiieieceene 7 Years after later of settlement date or last activity
Real Estate

Purchase or 1€aSe IECOTAS.......c.uiiiiiiiiiieciie ettt e et e tbe e b e esereeeans Permanent
INSUTANCE TECOTAS. . ..ottt sttt ettt et et e e e et e e teeste s e eseentesseeneenaesneennens Permanent
Appraisals and DIUCPTINES ......ccuerviiiiiiieiecieesie ettt ere et ee e eesreeresseeseessaessnesenenens Permanent
Maintenance and rePair TECOTAS. .....cuuirtiriiirieerieeie ettt ettt site e seeeeeeteesbeesbeesaeesneeenne 7 Years
Accounting

Authorizations fOr eXPenditures ............oevuiirirrieiieeie ettt 3 Years

Cash batches and receipts 3 Years
Bank records (including bank statements, bank deposit slips, cancelled checks, and electronic

fund transfer dOCUMENLS).........cccieiiiiiieii ettt steesaesere b e esbeesbeessaessnessnas 7 Years
GENETAL IEAZETS ...ttt ettt st ettt e sbe bt e et Permanent
Investment statements and FEPOTLS ........eccvieerierrierierierieeireesteereesteeseesreeseeseeseesseessnesssenns 7 Years
2 1T L] U 7 Years
INVENLOTY TECOTAS.....eueieitietiestie ettt ettt e sh e st sate s be et e beesbeesaeeeneas 7 Years
EQUIPMENE TECOTAS. ...c.vviieiiieiiie ettt ettt e e tee e e tb e e et e e et e e ebaeesaseesssaeensseesnseeenens 7 Years
FIXEd @SS TECOTAS ...eeuvitieiieiieiieteet ettt ettt ettt et et b ettt e eesbeeneenne 7 Years
INtErNal AUAILS  ...oeeieieeieee ettt ettt 7 Years
Invoices (to members/customers and from vendors)...........ccccveevvieriieesiieciee e 7 Years
End-of-year financial StatemMEntS........cccccverreeriereiieieeiieieeseeseesee e ereesreeseesseessnessneennas Permanent
Depreciation SChEAUIES.........cccuvviiiiriieiieeeeeee ettt sre e e r e be e seesteesseessnennnes Permanent
Audit repOorts OF ACCOUNTANTS.......ccuviiriieeiiieeitieereeeeee et et eerteeeereeebaeesebeeebeeessseeenseeenens Permanent

Human Resources

Employee accident 1eCOrds.........covevvevienvecieeiienieenieennnns 7 Years after separation of the employee
from employment
Personnel FIles ......c.coovovieviiiniiiiiciecieceeceece e 7 Years after separation of the employee
from employment
Records relating to employment law charges.................... 7 Years after separation of the employee
from employment
Internal complaints or compliance records........................ 7 Years after separation of the employee



from employment

FormI-9 3 Years after separation of the employee from employment
Records relating to applicants not hired ............cecvevierierciinciieieeeeee e 3 Years
JOb POStINgs / AQVEIrtISEIMENLS .......ccvviiviiiiieiecieeciieete e cre e ereesteesteesteestreerbeesbeebeesaesenenens 3 Years
GarnISNIMENTS  ....ioiiiiiee ettt sttt e et e e e st et e se e e enaeseeennens Permanent
Retirement and pension plan dOCUMENLS ............ccuerireiieciieriieniieniee e Permanent
Employee HandbooK .........c.ccovveiiiiiiiiieiieicseeceecte ettt st eve v e e ene e Permanent
Employee Mmedical T€COTAS ....ccuiiiiiiiiiieiiciiecie ettt e ere v ree s eae e Permanent
Tax
Tax and tax-exemption related records (Rulings, Returns, and IRS and state determination letters)
Permanent
Property taX TECOTAS ....vvectieiieiiieieieiie ettt ettt et e et ettt et e et esteesatesnteenseensaesseesnnesaseenns Permanent
TOO99 FOTIMS ...ttt ettt e b ettt ettt e bt e sbee s bt e eabeebe e beesbeesaeeeaee 7 Years
Payroll tax records and related reCOrdS ........uovvieriiiiiieiiieiieciereerre et ere e e 7 Years
Unemployment compensation claims and r€COrds ...........ecererierereenieneniieneneeieneeeenens 7 Years
W=2aNd W4 FOTINS ...ttt ettt st ettt ettt ettt s ntesnteente e teesaeesaaesanesnseenne 7 Years
Work Product
EMAIL et ettt et e et et e et e e steesaaeenteen 90 Days
Website and USET TECOTAS.....cuiruieiiieieierte ettt ettt et et ee bt et eeeeseeneeseeeneeeens 3 Years
Publications (including newsletters and press releases) .......ccevvevvercveerieereerieeneeseesvesneenns 3 Years
Documents relating to products and SETVICES .........cccveruieriierierieriesie et see e 3 Years
Letters relating to the establishing of credit/credit turn-downs............cceeevvevveevieereervenneenn. 3 Years
Litigation/Legal
Letters or email denying Hability .........ccccoeriiiiiiiiiieeeeeee e Permanent
Litigation WOrk product..........cceccveevvievieerieenieniesiesie e 7 Years from close of litigation
Materials subject to litigation hold............ccccceveiinininnne 7 Years from close of litigation or hold
Court orders, judgments, and settlements.............ccoceeieeiierieniineeeee e Permanent

Government Affairs

Lobbying materials including lobbyist reports and registrations ...........cccceeeeeveereenieneennne. 3 Years
Other correspondence, including testimony, with agencies (state or federal) ...................... 7 Years
AMICT CUTIAC DIIETS ..ottt sttt ettt eneas Permanent
Research
IRB/Admin approval dOCUMENLS .........cccceerverreeciieniieiiereeseeseesreeseenseens 3 Years from completion
RESEArCh data  ....cc.ooiiiii ettt Permanent
Grant applications and agreements. .......oceeveeeeeerieesieereereesee e eee e 5 Years from completion
Miscellaneous
Continuing education: accrediting body applications ...........ccceeeveerciieerieenciieerie e 7 Years
Continuing education: program activity files.........ccccecvevrvviiinciieenieenieenne, 6 Years from completion

Resources: National Office Volunteer

Human: CEOQO Staff ACHA President

Financial:




Other: National office designated
record storage areas

Bowling Green national records
archive




