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Policy Detail 

 

Amana Academy generally follows Fulton County policies and procedures for email retention, 

including schedules for how long to retain email.  Message retention is the responsibility of each 

employee.  The following types of emails should be retained: 

 

 Discussions of business policies and procedures 

 Management of programs – i.e., periodic reports, budgets, and so forth 

 Email with vendors related to contracts or billing. 

 Official staff correspondence – but not general messages or notices 

 Teacher/parent correspondence (not general notices). 

 Any email that might have future legal relevance. 

All other email should be saved as long as it has relevance to the teacher or the school, but then 

should be deleted.  Trash folders should be emptied regularly. 

 


