Records Retention Schedule
Contact:  
Academic Secretary







Faculty/Service: Academic Secretariat 
Function:  
Governance




	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention 

Period

	Activity: Records documenting the development and establishment of terms of reference for Academic Board and its committees

	
	
	
	

	Terms of reference


	E
	-
	-
	Permanent

(Historical value)

	Composition


	E
	-
	-
	Permanent

(Historical value)



	Standing Orders


	E
	-
	-
	Permanent

(Historical value)



Records Retention Schedule

Contact:  
Academic Secretary







Faculty/Service: Academic Secretariat 
Function:  
Governance




	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention
Period


	Activity: Records documenting the organisation of meetings of Academic Board and its committees
	
	
	
	

	Notices of meetings

Committee calendar

	E
	-
	-
	CAY + 1

	Activity: Records documenting the proceedings of Academic Board and its committees
	
	
	
	

	Agendas


	E
	-
	-
	Permanent

(Historical value)

	Papers


	E
	-
	-
	Permanent

(Historical value)

	Minutes

	E
	-
	-
	Permanent

(Historical value)


Records Retention Schedule

Contact:  
Academic Secretary







Faculty/Service: Academic Secretariat 
Function:  
Governance




	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention
Period


	Activity: Records documenting the proceedings of Academic Board and its committees


	
	
	
	

	Action sheets


	E
	-
	-
	CAY + 3

	Activity: Records documenting the development and establishment of terms of reference for Faculty Boards 


	
	
	
	

	Terms of reference


	E
	-
	-
	Permanent

(Historical value)

	Composition


	E
	-
	-
	Permanent

(Historical value)




Records Retention Schedule

Contact:  
Academic Secretary







Faculty/Service: Academic Secretariat 
Function:  
Governance


	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention

Period


	Activity: Records documenting the organisation of meetings of Faculty Boards 


	
	
	
	

	Notices of meetings

Committee calendar

	P
	-
	-
	CAY + 1

	Activity: Records documenting the conduct and proceedings of Faculty Boards


	
	
	
	

	Agendas


	P
	-
	-
	Permanent

(Historical value)

	Papers


	P
	-
	-
	Permanent

(Historical value)


Records Retention Schedule

Contact:  
Academic Secretary







Faculty/Service: Academic Secretariat 
Function:  
Governance


	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention
Period


	Activity: Records documenting the  proceedings of Faculty Boards 
	
	
	
	

	Minutes

	P
	-
	-
	Permanent

(Historical value)

	Action sheets


	P
	-
	-
	CAY + 3

	
	
	
	
	

	
	
	
	
	


Records Retention Schedule

Contact: 
Clerk to the Governors







Faculty/Service: Secretariat
Function:  
Governance





	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention
Period


	Activity: Records documenting the Government Statute by which the Board of Governors operates

	
	
	
	

	Instrument of Government - Privy Council - Constitution


	P
	-
	-
	Permanent

(Historical value)



	Articles of Government - Secretary of State for Education and Employment - Responsibilities, Rules and By-laws


	P
	-
	-
	Permanent

(Historical value)

	Activity: Records documenting UWE’s Mission & Finances

	
	
	
	

	Mission Statement


	P
	-
	-
	Permanent

(Historical value)



	Report and Financial Statements


	P
	-
	-
	Permanent

(Historical value)

	Review of Effectiveness
	P
	-
	-
	Permanent

(Historical value)




Records Retention Schedule

Contact: 
Clerk to the Governors







Faculty/Service: Secretariat
Function:  
Governance





	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention
Period


	Activity: Records documenting the development and establishment of terms of reference for the Board of Governors and its committees

	
	
	
	

	Terms of Reference


	P
	-
	-
	Permanent

(Historical value)



	Composition


	P
	-
	-
	Permanent

(Historical value)



	Standing Orders


	P
	-
	-
	Permanent

(Historical value)

	Committee Handbook
	P
	-
	-
	Permanent

(Historical value)




Records Retention Schedule

Contact:  
Clerk to the Board of Governors






Faculty/Service:  Secretariat

Function:  
Governance





	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention
Period


	Activity: Records documenting the organisation of meetings of the Board of Governors and its committees

	
	
	
	

	Calendar of meetings


	P
	-
	-
	CAY+1

	Notices of meetings


	P
	-
	-
	CAY+1

	Activity: Records documenting the proceedings of the Board of Governors and its committees

	
	
	
	

	Agendas


	P
	-
	-
	Permanent

(Historical value)



	Papers


	P
	-
	-
	Permanent
 (Historical value)



	Minutes


	P
	-
	-
	Permanent 
(Historical value)



	Action Sheets
	
	
	
	CAY+ 3


	Correspondence
	P
	-
	-
	Review annually 



Records Retention Schedule
Contact:  
Clerk to the Board of Governors






Faculty/Service: Secretariat 
Function:  
Governance




	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention
Period


	Activity: Records documenting the development and establishment of Terms of Reference for the Executive Groups and non Governing Body committees


	
	
	
	

	Terms of reference


	P
	-
	-
	Requires further consultation

	Composition


	P
	-
	-
	Requires further consultation

	Activity: Records documenting the organisation of meetings of  Executive Groups and non Governing Body committees


	
	
	
	

	Notices of meetings/Calendar of meetings


	P/E
	-
	-
	Requires further consultation


Records Retention Schedule
Contact:  
Clerk to the Board of Governors






Faculty/Service: Secretariat 
Function:  
Governance




	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention 
Period

	Activity: Records documenting the conduct and proceedings of  Executive Groups and non Governing Body committees


	
	
	
	

	Agendas


	P
	-
	-
	Requires further consultation

	Papers


	P
	-
	-
	Requires further consultation

	Minutes

	P
	-
	-
	Requires further consultation

	Action sheets


	P
	-
	-
	Requires further consultation


Records Retention Schedule
Contact:  
Clerk to the Board of Governors






Faculty/Service: Secretariat 
Function:  
Governance




	Records


	Medium
	Statutory

Retention Requirement
	Reason
	Retention
Period


	Activity: Records documenting the appointment of staff members of the Board of Governors and Academic Boards


	
	
	
	

	Election procedures


	P/E
	
	
	Superseded + 10

	Notice of election


	P
	-
	-
	Completion of next election

	Electoral lists


	P
	-
	-
	Completion of next election

	Correspondence


	P
	-
	-
	Completion of next election

	Nomination forms


	P
	-
	-
	Completion of next election

	Manifestos


	P
	-
	-
	Completion of next election

	Polling instructions


	P
	-
	-
	Completion of next election

	Completed ballot papers


	P
	-
	-
	Completion of next election


Records Retention Schedule
Contact:  
Clerk to the Board of Governors






Faculty/Service: Secretariat 
Function:  
Governance




	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention 
Period

	Activity: Records documenting the appointment of staff members of the Board of Governors and Academic Board


	
	
	
	

	Signed electoral rolls


	P
	-
	-
	Completion of election + 1

	Records of postal vote

	P
	-
	-
	Completion of next election


	Election result
	P
	-
	-
	Permanent


	Statistical analysis of data
	P
	-
	-
	Completion of next election +5




Records Retention Schedule
Contact:  
Clerk to the Board of Governors






Faculty/Service: Secretariat 
Function:  
Governance




	Records


	Medium
	Statutory

Retention Requirement


	Reason
	Retention 
Period

	Activity: Records documenting the appointment and designation of senior officers


	
	
	
	

	All records kept in Personnel Services as with other appointments of staff.  The difference is that they are Governors’ appointments and Governor(s) are present at interview.


	See Personnel function
	See Personnel function
	See Personnel function
	See Personnel function

	Activity: Legal Framework


	
	
	
	

	Property deeds


	P
	Limitation Act
	Contracts
	Permanent

	Non property deeds


	P
	
	
	Permanent


Governance 
Records Retention Schedule
Key:

P = Paper

E = Electronic

M = Microfiche

CY = Current Calendar Year

CFY = Current Financial Year

CAY = Current Academic Year

1 May include decision making i.e. Lay Panel or Chairman’s Action.
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