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5.3 The Director of Information Systems & Technology

The Director of Information Systems & Technology shall:

o Provide centralized digital document storage in relation to the requirements of the
retention schedule.

e Provide security that ensures the availability, integrity, and confidentiality of
information throughout its lifecycle.

5.4 Heads of Administrative Units

Heads of Administrative Units shall:

e Ensure that their service's documents, particularly essential and confidential
documents, are identified, classified properly and retained securely throughout their
life cycle in accordance with the classification plan and BAnQ approved retention
schedule.

¢ Ensure that documents which have reached the end of their life cycle are destroyed
in accordance with the BAnQ approved retention schedule.

¢ Inform the Director of Corporate Affairs if any modification or change is needed to
the classification plan or retention schedule.

e Provide employees under their supervision with the necessary tools and training to
understand and implement the College's classification plan and retention schedule.

5.5 College Employees

Employees of all employment categories shall:

e Store digital records in the designated areas of the College's network or systems.

e Store non-digital records in designated locations.

o Comply with the College's classification plan, retention schedule, and records
management policy.

e As stated in Article 12 of Archives Act, persons ceasing to hold office must transfer
custody of all documents created or received in the capacity of their duties to the
administrative head or equivalent.

Article 6 Authority
The application of this policy is under the authority of the Director of Corporate Affairs.
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