File:  EHB

USE OF ELECTRONIC SIGNATURES

The Board authorizes the use of electronic signatures, using methods that are secure and practical, and in compliance with State and Federal law and the District’s procedures.  An “electronic signature” is defined as an electronic sound, symbol, or process attached to or logically associated with a record and executed or adopted by a person with the intent to sign the record. 


Prior to sending, receiving, using or relying on electronic signatures, the Superintendent shall develop procedures concerning the use of an electronic signature, consistent with the following:

1.
The procedures shall identify the records that may be signed by electronic means and the manner and format in which the records attached to the electronic signatures will be created, generated, sent, communicated, received and stored.

2.
The procedures shall identify the type(s) of electronic signatures that may be used, and the manner and format in which the electronic signature must be affixed to a record.

3.
The procedures must establish a method for verifying that the parties agreed to conduct a transaction by electronic means and authenticating the identities of the individuals signing electronically.

4.
The procedures must provide for adequate preservation, disposition, integrity, security, confidentiality and auditability of the electronic signature and its associated record.
All District staff shall comply with all provisions of the District’s procedures and State and Federal law when sending, receiving, using and relying upon electronic signatures. 

[Adoption date:]

LEGAL REFS.:
ORC 1306


Uniform Electronic Transaction Act

CROSS REFS.:
DGA, Use of Facsimile Signatures


IGBA, Programs for Students with Disabilities


JO, Student Records 

      NOTE: 
Districts also should develop more detailed district level procedures outlining specifically how electronic signatures will be used taking into consideration situation specific requirements.
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