10 Nov 11

RECORDS RETENTION SCHEME – CHSS POSTGRADUATE OFFCE

1. The CHSS PG Offices raises and maintains student records and other documents.  Our records management activities and records retention schemes are outlined below.

Records Management Activities

2. Types of Records Held.  The CHSS PG Office manages two types of record:

a. Information on applicants and students, including:

i. Postgraduate application records (some paper, mainly electronic (centrally held in EUCLID))

ii. Postgraduate scholarship application records (some paper, some electronic)

iii. Postgraduate student (on-programme) records (a mix of paper and electronic)

iv. Postgraduate ex-student records (archived records - paper)

b. General Information

i. Meetings

ii. General correspondence

3. Yearly Review.  Current records are held in the CHSS PG Office on the 1st floor DHT, and archive records are held in cabinets in our archive room on the 14th floor.  Each year, in semester one (usually in Oct or Nov) the PG Office will review the content of the archive room in order to remove the records that are no longer required in accordance with our records retention scheme.  After the records “cull”, the PG Office will move those records that need archiving from the 1st floor offices to the archive room.

4. Archive Management.  We will manage the records in the archive room cabinets as follows:

a. We will group student MPhil and PhD records together,  and masters and other PGT records grouped together

b. We will file student records in each of the above groups in year order, then within each year filed in surname alphabetical order.

c. We will identify each cabinet so that it is easy to retrieve student records subsequently when required.

d. We will file other records by subject.

Records Retention Scheme
5. Student masters and other PGT student records:  Keep for two years after graduation (ie in the Nov 11 cull we will hold on to only 2009/10 and 2010/11 archive records onwards).  We will securely dispose of all prior records.
6. Student MPhil and PhD records.  Keep for five years after graduation (ie in the Nov 11 cull we will hold on to only 2006/07 archive records onwards).  We will securely dispose of all prior records.
7. Other (non-student) records.  Keep for five years (hold on to only 2006/07 archive records onwards.  We will securely dispose of all prior records).
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