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3.1

3.2

3.3

4.1

e Volunteers, apprentices, and interns; and

e Others associated with (i.e. performing services for or on behalf of) the University (for
example, agents and consultants).

Except where a student is also ‘staff’ of the University, or creating and maintaining records

as a part of the University’s functions (e.g. as part of research waik)policy does not

apply directly to students.

RESPONSIBILITIES

All Staff

3.11 All staff are responsible for familiarising themselves with this policy and must adhere
to the policy and associated guidance when creating and maintaining ieesrgart
of their work for the University.

Heads of Schools and Professional Services Directors

3.21 Heads of Schools and Professional Services Directors are responsible for ensuring
that staff in their area are aware of this policy and their responsibilities

3.2.2 Heads of Schools and Professional Services Directors are responsible for ensuring
that records belonging to their School or Division are created, maintained and
disposed of in accordance with this policy and related guidance.

3.23 Heads of Schools and Professional Services Directors are expected to encourage and
promote a culture ofjood records management within their School or Division.

University Executive Group (UEG)

3.31 UEGs responsible for supporting and dng the broader information governance
agenda at the University, as well as providing assurance that effective best practice
mechanisms are in place across the University.

3.32 As such, within the context of records management, isE@&sponsible for:

e Approving the Records Management Policy;

 Reviewing and approving the University’s strategic approach to records
managementand monitoring institutional compliancand

» Ensuring the provision of necessary resourcessystemsequired to enable
strategic and effective records management.

POLICY

Importance ofGoodRecords Management
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and to enable records to be retrieved and used by everyone who needs them.
Where applicable, it should be clear how records are connected to other records.

4.2.5 Where possible, records should be complete and it should be evident when they
have last been accessed, used, and/or modified.

4.2.6 Records should only be kept fas long as they are requiredut they shold remain
useable and accessible for as long as they are required.

4.2.7 Plans should be in place to protect the most busira#tical records and mitigate
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45.2

453

Records no longer in active use, i.e. no longer required for current business or
compliance needs, but with long term historical valuelddde transferred to the
University’s centradrchive for permanent preservation; records should not be
archived locally.

The University’srahive documergthe functions, organisation, and activities of
University, and isised by staff, students, alumni, and the wider research
community. Both paper and digital records are preserved, and records should be
transferred in the format in which they were held whignuse.

If records need to be sent to archive, the Collections team will provide a proforma
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