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DIOCESAN RECORDS  
POLICIES AND PROCEDURES 

The following Records policies and procedures of the Diocese of Baton Rouge exist 
to ensure that (i) all its Records are adequately identified, protected and maintained, 
(ii) Records which are no longer needed for operational, legal, fiscal or historic 
purposes are timely disposed of according to appropriate retention schedules, and 
(iii) Records destruction is promptly suspended when required for litigation or other 
relevant purposes. 

A. OWNERSHIP OF RECORDS 

Policy 

All Records created, received, used, maintained, or preserved by the Diocese or a 
Diocesan Entity, or by any of its/their Employees or Volunteers during their course 
of employment or service and which relate primarily to the Diocese, are the sole 
property of the Diocese. No Records shall be removed, destroyed, transferred, 
stored, and/or migrated to another media type or otherwise disposed of except in 
full compliance with Diocesan policies governing properly established Records 
Retention Schedules and procedures. 
 
B. RECORDS RETENTION SCHEDULES 

Policy 

Records Retention Schedules governing the disposition of all Records of the Diocese 
and each Diocesan Entity are developed by the Chancellor in consultation with the 
Records Conservation Board, approved by the bishop, and administered by the 
Archives Department. 

Procedures 

The Archives Department is responsible for conducting records surveys of all 
Departments and Offices to identify records series which should be included in a 
Records Retention Schedule. Such Schedules are created and maintained by the 
Records Conservation Board. A Records Retention Schedule mandates minimum 
retention periods which are determined based upon the recommendations of each 
Department Director, the Cabinet Secretary and the Records Conservation Board, 
and the approval of the bishop. The disposition of all Records complies with  
 ____________________ 
1 All capitalized terms used herein have the meanings given to them in the section below entitled “Definitions.”  
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their applicable Schedules.  Questions regarding Records Retention Schedules 
are directed to and addressed by the Chancellor.  
 

C. RECORD HOLDS FOR CLAIMS AND LITIGATION 

Policy 
 
When an Employee or Volunteer receives a subpoena for Records, a notice of 
upcoming litigation or an alert that certain information may be relevant to a legal 
issue or sought in the litigation discovery process, destruction of all relevant Records 
must cease until further notice as provided below.  
 
Procedures 
 
Upon receipt of a subpoena for Records, a petition, complaint, demand letter, “duty 
to preserve” letter or similar document expressly requesting that certain documents 
be preserved, the Employee or Volunteer who receives it shall immediately notify 
his or her supervisor and the Vicar General & Moderator of the Curia.  The Vicar 
General & Moderator of the Curia will notify the Chancellor and Diocesan Attorney, 
who shall determine the scope of the potential investigation or lawsuit, the source 
and location of all potentially relevant Records, and the suspension of destruction 
of such Records. A Litigation Hold memorandum outlining what information is 
relevant to the litigation and the preferred methods for its preservation will be 
originated by the Vicar General & Moderator of the Curia with the assistance of the 
Diocesan Attorney and circulated to all key Employees and Volunteers, including IT 
personnel when electronic records are involved. The Vicar General & Moderator of 
the Curia’s written consent, supported by certification of the Diocesan Attorney, is 
required to lift a Litigation Hold order. 
 
DEFINITIONS 
 
The following terms have the meanings given to them below: 
 
“Archives Department” means the Archives Department of the Diocese. 
 
“Bishop” means the Diocesan Bishop or Administrator of the Diocese. 
 
“Canonical Counsel” means a Diocesan official who has significant knowledge of 
the legal system of the Catholic Church and usually possesses a license or doctorate 
in canon law or its equivalent. 
 
“Cabinet Secretary” means the bishop’s appointee who coordinates the ministerial 
endeavors of similar Departments. 
 
“Chancellor” means the Chancellor of the Diocese. 
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“Department” or “Office” means a department or office of the Diocese. 
 
“Department Director” means the director of a department. 
 
“Diocesan Attorney” means the general counsel of the Diocese. 
 
“Diocesan Entity” means any Diocesan Department, Office, parish, mission, school 
(Diocesan, parochial or interparochial) and/or any subsidiary or affiliate institution 
thereof owned, supervised or operated by the Diocese. 
 
“Diocese of Baton Rouge,” “Diocese” or “Diocesan” means The Roman Catholic 
Church of the Diocese of Baton Rouge. 
 
“Employees” or “Volunteers” means the employees or volunteers of the Diocese or 
a Diocesan Entity. 
 
“IT” is an acronym for Information Technology and means the use of any 
computers, storage, networking and other physical devices, infrastructure, and 
processes to create, process, store, secure and exchange all forms of electronic data.  
 
“Litigation Hold” means suspending the destruction of all relevant Records 
pertaining to a legal issue or potential or actual lawsuit to ensure that relevant data 
is not destroyed and that key employees are notified of document preservation 
requirements.  
 
“Office” or “Department” means an office or department of the Diocese. 
 
“Records” means without limitation all recorded information, documents, letters, 
maps, books, photographs, films, sound recordings, tapes (magnetic and otherwise), 
records generated in an electronic format, and any other documentary material 
regardless of media format that have been created, received, used, maintained, or 
preserved by the Diocese, a Diocesan Entity, or its/their employees or volunteers, 
in the course of its/their business or pursuant to its/their legal obligations. 
 
Examples of materials that are not considered Diocesan Records within the meaning 
of these policies and procedures include without limitation library and museum 
material made or acquired and preserved solely for reference or exhibition 
purposes; extra copies of documents that have been retained for convenience or 
reference; stocks of publications or blank forms; and similar material not normally 
included within the definition of a record.  
 
“Records Conservation Board” or “Board” means the consultative body which 
recommends to the Bishop Records Retention Schedules for the Diocese. The Board 
consists of the Chancellor, Diocesan Attorney and Canonical Counsel. 
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“Records Retention Schedule” or “Schedule” means a plan for carrying out 
procedures to identify, protect and maintain Records of the Diocese and includes 
entries having the following categories: records series title, description, retention 
period, legal citation, and ultimate disposition.  
 
“Vicar General & Moderator of the Curia” means the principal deputy of the bishop 
for the exercise of the Diocesan Bishop’s administrative authority. 




