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JISC – Supporting Institutional Records Management
North Wales Records Management Consortium

EXECUTIVE SUMMARY

Pressure of legislation such as the Data Protection Act 1998 and the Freedom of Information Act 2000 has meant that Higher Education Institutions are becoming increasingly aware of the need to have robust records management procedures to ensure that institutions only keep records as long as necessary and that those records are adequate, relevant and not excessive. The aim of this project was to evaluate best practice guidelines for the type of records that HR departments should be keeping and for how long.

KEY CONCLUSIONS
i) The project team has challenged some of the retention periods within the JISC Study of the Records Lifecycle (SRL) and suggested that the JISC revisit many of the proposed timescales. 

ii) The terminology of the SRL is unclear in places and should be clarified.

iii) The SRL needs to be a continually evolving document and needs to continue to take account of newer legislation. The JISC also needs to consider how it alerts Universities to changes in the SRL and determines record retention periods if new types of records arise (not limited to HR records). 

iv) The project team believes that the guidance issued by the Information Commissioner’s office such as the Employment Practices Data Protection Codes Part 1: Recruitment and Selection and Part 2: Employment Records need to be given a higher profile when redrafting the SRL. 

v) The experiences of the two surveyed institutions suggest that records management is not as high a priority as experience suggests it should be. The JISC is asked to look at ways in which institutions could be assisted in raising awareness of records management issues.

vi) Where no Act determining the retention period is quoted in the SRL it would be useful to know the basis for the decision. The project team recommend that the JISC could have for example a panel of experts who give guidance on the retention periods for the records which are not governed by a particular piece of legislation

vii) The JISC is urged to devise a set of training sessions or further documentation relating to the SRL. There are a number of Acts quoted and users (especially non-records management professionals) may be interested in further information about them in order to evaluate and give recommendations within their institutions.

viii) The project team believe that where duplicate files exist both at HR level and department level the SRL should draw to both parties attention the need to be clear about where the responsibility lies with regard to updating, storing and eventual destruction of these records.
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