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Maintenance of Criminal Offender Records 

 
All information received from the Department of Justice is confidential. 

 
The Executive Director/Principal shall designate an employee as record custodian of 
all confidential fingerprint and criminal record history who shall be responsible for 

the administration of the information. Any questions regarding Criminal Offender 
Record Information shall be resolved by the record custodian.  

 
Criminal Offender Record Information shall be accessible only to the record 
custodian and shall be kept in a locked file separate from other files. The contents 

of these records shall not be disclosed and shall not be reproduced. 
 

The record custodian shall be fingerprinted and processed through the California 
Department of Justice. He/she shall sign an Employee Statement Form, 
acknowledging an understanding of the laws regarding Criminal Offender Record 

Information. 
 

These records shall be used only for the purpose for which they were requested. 
 
Upon a hiring determination, the records shall be destroyed to the extent that the 

identity of the individual can no longer be reasonably ascertained. 
 

Violation of this administrative regulation may result in suspension, dismissal 
and/or criminal or civil prosecution. 
 

The record custodian shall ensure that the school complies with destruction, 
storage, dissemination, auditing, back grounding and training requirements as set 

forth in 11 CCR 700-708 and the rules regarding use and security of these records 
as set forth in Penal Code 11077. 


