Handy guide to the University Records Retention and Disposal Schedule 

for Schools & Services

[image: image1.png]Time for a...

\

Records
Review Day?




This practical guide is based on the full Retention & Disposal Schedule which includes details of all applicable legislation, rationale for the Schedule etc.  The full Schedule should be seen as the master source of authority for retention & disposal decisions.

This guide is intended to assist Schools and Campuses to undertake routine disposals of records in line with normal practice, represented in the Schedule. 
It applies to records both in hard and electronic form (including emails where relevant).  
All records maintained in Wisdom and Unifunctions will have the appropriate retention & disposal settings automatically attached.  
The presence of record types in the table below does not imply that all Schools/Services will or should create and maintain such records.
M Sarah Wickham, University Records Manager
Every month you should dispose of:

	Records relating to…
	More info in full Schedule section on:

	Work submitted for assessment (including examination scripts) where grades have been confirmed by Course Assessment Boards at least 6 months ago
	1.10 – teaching, learning and assessment

	DBS clearance documentation which is 6 months old, whether student or staff

***NO DBS clearance documentation should be kept beyond 6 months***
	3.1.14,15 – applicant and student administration

	Convenience copies in hard copy of committee records, especially those containing personal data (eg. CABs, EC panels)

NB Masters are on wisdom/in unifunctions
	Introduction


Every six months you should dispose of:

	Records relating to…
	More info in full Schedule section on:

	Recruitment to posts where recruitment has completed more than 6 months ago – all local copies 

NB Masters held by HR
	5.1.6 - university resources

	Market research data relating to identifiable individuals, including responses to surveys/questionnaires, once data analysis is completed
	6.14 - corporate relations


At the end of every academic/financial year you should dispose of:

Schools, Registry, ARO:
	Records relating to…
	More info in full Schedule section on:

	Internal & external quality assurance, reviews and audits from 5 years ago

- both taught & research
	1.2 - teaching, learning & assessment
2.2 - research, innovation & enterprise

	Design, development and delivery of (modules of) taught programmes which are no longer offered – including sample work, teaching materials but NOT programme/module specifications
	1.5 - teaching, learning & assessment

	External accreditation/review of (modules of) taught programmes which are no longer offered - including external examiners’ reports.
	1.6 - teaching, learning & assessment

	Feedback, guidance & support given by tutors to individual students (both taught & research) who left 6 years ago
	1.11 - teaching, learning & assessment
2.3 - research, innovation & enterprise

	Development of research business, & preparatory work for research/enterprise projects which weren’t undertaken from 5 years ago
	2.5 - research, innovation & enterprise

	Formation & management of research & enterprise partnerships which have now concluded
	2.4 - research, innovation & enterprise

	Unsuccessful funding bids from previous year
	2.6 - research, innovation & enterprise

	Research projects which were carried out and which concluded 10 years ago
	2.7 - research, innovation & enterprise

	Successful funding bids which concluded 6 years ago
	2.8 - research, innovation & enterprise

	Research funded by the Medical Research Council which completed 10 years ago
	2.9 - research, innovation & enterprise

	Clinical/public health studies funded by the Medical Research Council which completed 20 years ago
	2.10 - research, innovation & enterprise

	Protocol, consent, participants & adverse effects in all consent-based studies funded by the Medical Research Council which completed 30 years ago
	2.11 - research, innovation & enterprise

	Research funded by any other organisation than the MRC and which completed 10 years ago
	2.12 - research, innovation & enterprise

	Design & development of research programmes which finished 10 years ago
	2.14 - research, innovation & enterprise

	External & internal review of taught research programmes 5 years old
	2.15 - research, innovation & enterprise

	Conduct of formal assessments etc which are 6 years old
	2.16 - research, innovation & enterprise

	Appointment of supervisors where the appointment terminated more than 1 year ago
	2.17 - research, innovation & enterprise

	Unsuccessful applications for admission from previous year
	3.1.1 - applicant & student administration

	Student file for students who left 6 years ago

May include: application for admission, registration/enrolment onto programmes; academic progress; placements; formal/informal action or disciplinaries; transfer to new programmes/courses; withdrawal/suspension; attendance; extenuating circumstances; disability support etc

**other than students who joined the University prior to the introduction of ASIS**
	3.1.2,4,5,7,8,9,10,11, - applicant & student administration

	Appeals & complaints which completed 6 years ago
	3.1.6 - applicant & student administration

	Requests for references, transcripts etc from previous year (if filed together as “requests”)
	3.1.12 - applicant & student administration

	Administration of programmes from 3 years ago

including timetabling; compiling class and tutorial lists; scheduling submission/ marking/ return of assessed work; class attendance lists; organising required work placements; issuing attendance certificates for postgraduate research students.
	3.2.14 - applicant & student administration

	Exam administration from previous year

including selection/appointment of invigilators; control of papers & scripts; timetabling; special arrangements
	3.2.15 - applicant & student administration

	Extenuating Circumstances panels committee papers from 15 years ago
	3.2.18 - applicant & student administration


All Schools and Services

	Non H&S risk management, disaster response/recovery from previous year
	4.1.2,3 - university management

	Quality audit strategy/procedures from 5 years ago
	4.1.4 - university management

	Quality audits (conduct, results, actions etc) which completed 3 years ago
	4.1.5 - university management

	Environmental hazard identification/risk assessment which are more than 5 years old
	4.1.7 - university management

	Environmental incident investigations closed 40 years ago
	4.1.8 - university management

	Notification/reporting of reportable environmental incidents which were notified 5 years ago
	4.1.9 - university management

	Air conditioning system inspection reports made by energy assessors that have been superseeded
	4.1.22 – university management

	Transfer notices for hazardous and non-hazardous waste that left site over 3 years ago
	4.1.23, 24 – university management

	H&S inspection & audits which are more than 5 years old

other than on specific topics listed below
	4.2.4 - university management

	Appointment/training/consultation of safety representatives which are more than 50 years old (that’s the records not the representatives!)
	4.2.5 - university management

	DSE where superseded 10 years ago

Including risk assessments; information/instruction/training; maintenance/monitoring; incident reports
	4.2.6 - university management

	Fire safety where superseded 5 years ago

Including risk assessments, information/instruction/training; maintenance/monitoring; incident reports; evacuation practices
	4.2.7 - university management

	First Aid which are more than 5 years old

Including appointment/training of First Aiders, assessment of first aid needs
	4.2.7,8 - university management

	General H&S training completed more than 10 years ago
	4.2.9 - university management

	Expectant & new mothers who notified School/Campus of pregnancy 22 years ago

including risk assessments; information/instruction/training; maintenance/monitoring; incident reports
	4.2.11 - university management

	Young persons at work who joined 8 years ago (unless exposed to hazardous substances/physical agents in which case who joined 48 or 58 years ago respectively)

including risk assessments; information/instruction/training; maintenance/monitoring; incident reports
	4.2.12 - university management

	Hazardous substances - including biological agents, asbestos and lead - where use of substance was superseded 40 years ago

Including risk assessments; information /training; maintenance/monitoring; incident reports; audits
	4.2.13 - university management

	Physical agents – ionising radiation - where use of agent was superseded 50 years ago

Including risk assessments; information/training; maintenance/monitoring; incident reports; audits
	4.2.14 - university management

	Physical agents - including noise, hand-arm and whole-body vibration - where agent was superseded 40 years ago

Including risk assessments; information/training; maintenance/monitoring; incident reports; audits
	4.2.15 - university management

	General H&S risk assessments superseded 5 years ago

NOT hazardous substances, physical agents, fire etc
	4.2.17 - university management

	General H&S incident reports where incident was closed 3 years ago

NOT hazardous substances, physical agents, fire etc
	4.2.19 - university management

	Copies of financial records from previous year

NB Masters held by Finance 
	5 - university resources

	Budget monitoring reports from previous year
	5.1.4 - university resources

	Local copies of timesheets (required for payroll or grant admin) from previous year

NB Masters held by HR
	5.1 - university resources

	items of equipment decommissioned 6 years ago

Specifications, selection, development & installation, testing, inspection & maintenance of equipment/consumables for
	5.1.9 - university resources

	Major items of equipment which are safety critical or associated with hazardous operations and which were decommissioned 40 years ago

Specifications for, selection, development & installation, testing, inspection & maintenance of equipment/consumables:
	5.1.10 - university resources

	Stock inventory etc when superseded
	5.1.13 - university resources

	Local copies of leavers’ records where staff left 6 years ago eg. induction, training, PDR etc

NB Masters held by HR
	5.2.5 - university resources

	References provided for staff more than 1 year ago
	5.2.9 - university resources

	Visitor security passes
	6.1 - corporate relations

	Complaints (not students/staff) completed 1 year ago
	6.2 - corporate relations

	Planning & evaluation of events from 3 years ago
	6.3, 4 - corporate relations

	Organisation/administration of events from 1 year ago

Eg. attendance lists, catering bookings etc
	6.5 - corporate relations

	Formal enquiries from institutions and other bodies in the sector, the internal handling of these enquiries and the responses given, from 1 year ago
	6.9 - corporate relations

	Market research data: aggregated data and analyses where research completed 5 years ago
	6.15 - corporate relations

	Design, implementation and review of marketing campaigns completed 3 years ago

NB 1 copy of marketing materials to be kept permanently; duplicates can be disposed of on completion of campaign or when superseded
	6.16,17,18 - corporate relations
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