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1. Introduction

Loughborough College is a medium-sized general further education College in North Leicestershire, with an annual turnover of £17 million in 2002-03. It shares a large campus with Loughborough University and the Royal National Institute for the Blind Vocational College, and has strong links with both of these institutions. One unusual consequence of this arrangement is that there is a common Students Union which is a body independent of the college. The College offers a broad range of qualifications funded by either the Learning and Skills Council or the Higher Education Funding Council for England. Provision is offered at all levels up to and including Foundation degrees and top-up degrees.

The college is structured into self-directed teams, which are each responsible for delivery of a curriculum area or a business support function, each with a Team Leader. Managers have a cross-college strategic responsibility, as well as, in most cases, a role to support and coach a number of teams.

The College has invested substantially in Information and Communications Technology to support both learning and administration, and has a comprehensive strategy for information and learning technology. There is a network of some 700 PCs; all students have access to email, and there are well-developed staff and student intranets, and college website. There are also several curriculum websites containing learning material for specific curriculum or course teams.
The project was conducted between March and November 2003, with funding and support from the JISC (Joint Information Systems Committee). 

2. Methodology

The project was led by a member of the college Management Group, a middle manager with a cross-college responsibility for systems and procedures. Partly as a result of his role, and partly because he has been working at the college for over 20 years, mostly in leadership or management roles, this person has a thorough knowledge of the college’s operational activities, and the associated records management issues. This project also complemented other work being done, led by the same person, to improve college systems, and to develop electronic systems for the storage and transfer of documents and information within the college.

The college has an Information Management Group, led by the project leader. This group’s remit includes the co-ordination and review of developments in systems for the management and dissemination of college information, and advising the Board of Governors and the college Executive Group on the implications of relevant legislation. It was therefore natural that this group should consider the implications of the FoI Act, and that the members of this group were the main people involved in the project.

A series of meetings took place between the study leader and seven key cross-college managers, who had responsibility for one or more of the main areas who are responsible for college records. Meetings were also held with the Clerk to the College Governing Body.

The job titles and relevant experience of the staff mainly involved in the project are listed in Appendix 1.

The college has a webmaster, who is responsible for maintaining the college’s external website, as well its staff and student intranets, and a number of curriculum websites containing learning material for specific curriculum or course teams. The role of the webmaster in helping to keep many college documents and records up to date is seen as an important aspect of this work

He also compiles a weekly staff electronic newsletter, which is a useful vehicle for disseminating information to staff, and informing them of changes, including those which originate externally.

The main activities the group carried out were:

· an initial assessment of how the college met the key recommendations of the Model Action Plan (MAP)

· a detailed analysis of the Model Action Plan, identifying those actions where the college, as a typical FE college, could put in place measures and systems to meet them, and those actions where the college, foresaw problems in meeting them, with any possible alternatives

· consideration of organisational, staffing and funding implications of the implementation of a Records Management (RM) programme in an FE college

· a list of action points and timetable for the college to meet the requirements of the Model 

In addition it seemed to make sense for the group to undertake work needed for the college to meet the requirements of the MAP; this was partly to test the MAP in a real setting, and partly as these steps had to be taken in any case in preparation for the implementation of the FoI Act. This work involved:

· the formulation and approval of a Records Management policy

· the formulation of Records Retention Schedules for functional areas within the college

· rationalisation and improvement of the college’s archive facility for printed documents and records

Each of these is considered in detail later in this report (section 3).

The project leader subscribed to a JISC mailing list where the implications of the FoI Act for FE and HE institutions were discussed. This was a useful source of advice and helpful suggestions, and also provided the opportunity to raise issues of concern.

3. Detailed consideration of the MAP

3.1 Initial Self-Assessment

A version of the MAP arrived at Loughborough College at the end of 2001, and the current Project Leader was asked to look at it and advise the college’s Executive on any action needed for compliance. A short document identifying implications for the college with comments and action needed was drawn up in January 2002 – but no further action was taken for a considerable time.

When the project started in March 2003, the group went through the MAP and drew up a position statement identifying the extent to which the college had measures in place to enable it to comply with the Code of Practice on the management of records. This is included as Appendix 2. The main conclusions were:

The RM function:

Corporate information is not coordinated; there are disparate mechanisms with their own rules, policies and systems; there is a lack of overall direction – though the recently created Information Management Group is addressing these issues.

The central archive room is poorly used and in disarray (and there are other archive areas).

An archive is required in the new building.

Responsibility for RM is fragmented.

Staffing

The college has no RM staff.

Some management of records happens in some functional areas (e.g. Finance, Personnel, Library, CIRE, Exams, Admin Hubs).

Policy

No RM policy – the group identified this as a priority.

Other items were generally “not in place”.

We would suggest that this position was typical of most FE colleges in 2003. The College Executive was aware of the FoI Act and its requirements (partly because the college had been a pilot centre for the Model Publication Scheme) before the project started, but these have now a much higher profile within the college, and it is recognised that there are legal obligations which the college must meet.
Further detailed analysis of the MAP was then carried out, and a more detailed grid drawn up. This is included as Appendix 3.
3.2 Actions which the college can meet 

3.1 The RM function; 3.3 Policy 

It was agreed that these sections consisted of actions which were logical and achievable. An RM policy was considered to be a crucial item in establishing RM as a business function in the college, because it underpins any subsequent RM activity and also because it demonstrates senior management support and commitment.

It was recognised that there was some good practice within the college, perhaps mainly in areas such as MIS, Finance and Personnel, where there are external or legal obligations to keep records for specified periods, and that an audit, either via a survey or focus groups, would be useful to identify and share good practice, and to identify areas where action is needed.

It was also recognised that a well-managed archive facility for printed records, with appropriate procedures and security, was necessary for implementing an RM programme; this was felt to be achievable in a typical FE college. Systematic archiving and retrieving of electronic records was also discussed – it was felt that this was also achievable once the procedures, systems and controls for printed records were in place, as the same principles could be applied.

3.4 Staff Training and Awareness
It was recognised that a programme of staff awareness-raising would be needed in colleges before the Act comes into operation. This would include induction programmes for new staff, but should also include a variety of methods for making all existing staff aware of the implications of the Act and their responsibilities. The item (3.4.2) on CPD was not considered to be a problem, as ALL college staff are required to undertake CPD as appropriate to their roles.

3.3 Actions where the college had problems, and possible alternatives

3.2 Staffing

The group felt that a typical FE college would not have the volume of work, nor the budget, to employ a dedicated full-time Records Manager with appropriate specialist skills and knowledge. This might be different in large merged colleges, and would almost certainly be so in Higher Education institutions. It was considered more realistic to consider a Records Officer role, as part of another role, or a fractional or part-time appointment –though in either case it might well be difficult to attract applicants with the appropriate range of skills. 

As this project has progressed, links have been developing with staff involved in implementing the FoI Act at Loughborough University, with whom the college share a campus and already has a variety of strong links, and one outcome of this may be a joint appointment of an FoI Officer to oversee the implementation of the Act, maintain compliance, and develop effective RM systems in both institutions. Other FE colleges may not have this option available, but there are obvious advantages in terms of access to expertise at a level not normally affordable by a college, and in cost savings.

Similarly, it was felt that it would not be feasible to have dedicated RM support staff in a typical FE college. It was thought that whilst all staff need to take responsibility, perhaps there was a need for one person in each business support or curriculum team to take a lead and act as a “champion”, to develop, encourage and disseminate good practice for that team. 

3.5 Capture and Retrieval; 3.6 Maintenance and Security; 3.7 Disposal
The project group had significant criticisms of these sections of the MAP.  There seemed to be overlaps and repetition within these sections, and 3.5 seemed to assume a RM system was already in place. In addition, there was also no mention, in ensuring that information can be retrieved, of retrieval being within agreed timescales, and to meet compliance requirements. 

In relation to reviewing customer satisfaction, gaining feedback from the individual seeking information should be an automatic part of the process, as this should be manageable for the number of occasions on which  information is likely to be requested.

It was thought that it would be more helpful to have operational actions and those relating to controls and security in separate sections, replacing 3.5, 3.6 and 3.7. This approach has been followed below (section 5) in the college’s own action plan.

3.4 Organisational, staffing and funding implications

A key decision in establishing RM as a corporate function will be the location within the organisation of the person appointed as Records Officer or equivalent, in terms of his or her physical location, and line management. This will depend to some extent on the individual college’s organisational and management structures. In Loughborough College the College Systems Manager will have managerial responsibility, but other colleges may well not have such a post and may prefer to locate the RM function in MIS, as part of an Information Systems remit, or with Learning Resources / Library, as this may well be where staff with experience of information storage and retrieval are based, especially if an existing member of staff absorbs the responsibilities of Records Officer.

However this is resolved, there will be a need to resource the RM programme; this will include pay costs for the Records Officer or equivalent, along with the establishment, furnishing, equipping and maintenance of a college records archive in an appropriate location.

4. Related Work

As has already been indicated above in the Methodology section, it was felt useful to start the process of implementing an RM programme in this college, partly to test the MAP by working through it, and partly as this work would need to be done anyway. The main pieces of work carried out are described below.

4.1 Records Management policy

At an early stage of the project it was realised that an RM policy was needed in order to enable RM to be established as a business function within the college and to gain explicit senior management approval and support. 

A policy was drafted and approved by the college Executive. This sets out the context, legal and other obligations, defines the scope of “records” and the records life cycle, and identifies the responsibilities of various categories of staff and the college. It is attached as Appendix 4.

4.2 Records Retention Schedules

From time to time college staff, from teaching and support areas, ask how long various documents and other records should be kept, and whether there are any guidelines. Although this was not part of the project brief, it was also recognised that the formulation of Records Retention Schedules for functional areas within the college was going to be an essential part of any RM programme, and needed to be done before decisions could be made on the disposal or otherwise of existing archived material.

The Business Function and Activity Model developed by JISC as part of its Study of the Records Life Cycle
 and the associated Record Retention Schedule (RRS) was used as a basis for developing the college’s RRS.  The Business Function and Activity Model identifies 36 generic business functions within Higher Education institutions, and the key business activities required to carry out each of these business functions. The model can be applied irrespective of the organisational structure current within an institution. There is more emphasis within this model on strategies than is perhaps appropriate for many FE colleges.

The project group identified 31 of these as applying to Loughborough College, and an RRS based on these was developed, identifying examples of records under each function and sub-section, the person or team responsible for them, and a retention period, with references to legislation where relevant. This turned out to be a large document of over 80 pages, in several sections, and so is not included as an appendix to this report. Most of it is in manageable specialist sections for particular support teams, but it was decided that curriculum staff needed something simpler, and so items relevant to them were extracted into a smaller scheme, with guidance notes. This document is attached as Appendix 5.

4.3 The College Archive

For some years the college has had a room which is designated as a document archive. Not all teams have been aware of this, or of any procedures relating to its use, but more and more and boxes have been placed there, sometimes with little indication of content or of how long they are to stay there. As a result, several parts of the room are fast resembling the computing data structure known as a stack, where data can only be retrieved in LIFO (Last In, First Out) order.

The project leader and the Learning Resources Manager have put together a proposal for clearing out material which is no longer needed and making a fresh start in this Archive, properly organised and catalogued. This will involve some sensitive purging of existing records and documents, and installation of additional shelving. Procedures for lodging, cataloguing, retrieving, and disposal of records will need to be established, along with appropriate security measures, in compliance with the Data Protection Act. 

This will also contribute to other developments in Knowledge Management which are currently taking place, in that by cataloguing what is being archived, wider knowledge will be available about work previously done.

5. Action points and timetable 

It would seem helpful to include a timetable of the main activities which a college needs to carry out in order to meet the requirements of the Model Action Plan and implement a Records Management programme in time for the FoI Act implementation date of 1st January 2005. This timetable assumes a start date of January 2004.

	Milestone
	Due Date

	Draw up a “position statement” of current practice in the college in relation to the MAP recommendations
	Jan 2004

	Create an RM policy
	Jan 2004

	Establish managerial / organisational responsibility for RM issues and FoI matters
	Jan 2004

	Appoint a Records Officer (RO)
	Mar 2004

	Provide training for RO (e.g. archiving, RM, manual handling)
	May 2004

	Draw up a Records Retention Schedule
	May 2004

	Conduct a Records Audit to establish what is currently happening, or not
	May 2004

	Establish a records archive, with corresponding procedures and security measures
	Jun 2004

	Identify staff within key functional areas who will, in conjunction with the RO, develop good RM practice within their areas 
	Sep 2004

	Identify training needs for these staff in order to implement an RM programme
	Oct 2004

	Carry out awareness raising programme for all college staff
	Dec 2004

	Put procedures in place for FoI enquiries
	1 Jan 2005


6. General tips/advice

This section is intended to identify information which may be of benefit to other institutions when they come to implement their Records Management programmes. Rather than a description, it has been thought helpful to identify a number of key items, and to present these as a series of numbered points addressed to someone who may be compiling a scheme.

1. Set up a “task and finish” working group to consider the implications of the FoI Act – with senior representatives from areas such as MIS, Personnel, Finance, IT Support, Quality/Teaching & Learning, and the Clerk to Governors.


2. Draw up and obtain approval for an RM policy – this will give the RM programme backing from senior management.


3. Make sure senior management are aware that compliance with the FoI Act is not optional and will create extra work and associated costs, particularly during 2004, but also from 2005 onwards.


4. Decide where FoI issues and RM are going to “sit” in your college.


5. Appoint a Records Officer (this may not be a FT post) to lead and advise on FoI issues.
 

6. In conjunction with managers or senior staff, draw up Records Retention Schedules for functional areas, and for teaching staff. Some areas may already have these, but consistency and cross-college coverage is essential. There are several pieces of legislation which impose minimum retention periods for certain types of records (e.g. where Health & Safety issues may be involved.)


7. Establish one college records / documents archive facility, with appropriate procedures for placing, cataloguing and retrieving records, and eventual disposal. Data security must also be considered, especially in relation to records from which individuals can be identified.


8. Make sure all college staff are aware of the implementation of the FoI Act, and are clear on their responsibilities. Enquiries could come to anyone, or to any telephone extension, and a wrong response could create significant problems.


7. Conclusion

By the end of 2003, Colleges will have had to declare what their Publication Schemes are. This will have begun to raise awareness of the FoI Act, and will have involved a significant amount of work. It has been the experience of this project that to implement a Records Management programme will involve substantially more work. 

The Model Action Plan has helped us think through what we need to do before January 2005, and it is our view that it can be applied to a typical FE college, albeit with some modifications. Through this process, a good start has been made towards developing an RM programme at Loughborough College.

Finally, we acknowledge the support, and encouragement, received from the JISC Project Manager, and wish to record our thanks and appreciation to him.

Ray Heasley

Project Leader

November 2003
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Appendix 1   Project Group Membership

	Position in College
	Relevant experience and responsibilities

	Manager, College Systems
	Over 20 years at this college; good overview of college’s systems and processes

	Learning Resources Manager
	Member of Information Management group; responsible for Library systems, websites

	Financial Controller
	Deals with finance records, systems and audit

	Computer Services Manager
	Member of Information Management group; overall responsibility for ICT support

	MIS Manager
	Member of Information Management group; responsible for student records systems and funding returns and audits

	Personnel Manager
	Member of Information Management group; deals with data and records relating to staff, including payroll

	Quality Manager
	Broad perspective, gained over a substantial time at the college, of cross-college issues, including teaching and learning, and links with awarding bodies

	Essential Skills Manager
	Wide experience of student administration and support, including development of Progress File nationally

	Director of Corporate Services
	Overall responsibility for Personnel and Estates issues, and also Clerk to the Governors


Appendix 2 Initial Self-Assessment against the MAP


FREEDOM OF INFORMATION ACT 2000

Consideration of the Model action plan for Higher and Further Education Organisations for achieving compliance with the Lord Chancellor’s Code of Practice on the management of records (Apr 2002)

	Aspect of RM
	Ref.
	Action
	Current Position at April 2003

	3.1 The RM function
	3.1.1
	Review the structure of the organisation to see what changes might be required to achieve a to consolidate a co-ordinated approach to the management of corporate information.


	Corporate information is not coordinated. There are disparate mechanisms with their own rules, policies and systems. There is a lack of overall direction.

An archive is required in the new building.



	
	3.1.2
	Ensure that there is an integrated approach to records management including data protection, and other information

management functions and procedures; alternatively, that working arrangements for close liaison have been established.


	“Corporate Information” in our structure covers some aspects, including Data Protection, but not all the aspects listed here. In our present structure, responsibility is fragmented.

	
	3.1.3
	Conduct an audit of records management practices against the Code of Practice to establish whether action is needed to reach Compliance.


	We need to identify what exists, and build on any good practice.

	
	3.1.4
	Ensure that adequate resources to support the records management function are in place.


	Archive room poorly used and in disarray.

No RM staff.

	3.2 Staffing
	3.2.1
	Ensure that responsibility for the implementation of the records management function is designated to a named person. Use an

appropriate competency framework to identify the skills and knowledge required.


	We have a nominated person for Data Protection purposes, but this role is broader.

Need for lead person recognised by group.

	
	3.2.2
	Assess the need for records management support staff. Where

this need has been identified, ensure that the records management support staff are in place.


	Some happens in areas such as Finance, Personnel, Library, CIRE, Exams, Admin Hubs.

	
	3.2.3
	Each operational business area should nominate an individual who will have responsibility for records management activities in that area.


	Not formally in place.

	3.3 Policy
	3.3.1
	After consultation with stakeholders, prepare a policy statement


	Not in place.  Agreement that one is needed, as a priority.

	
	3.3.2
	Once the statement has been submitted and approved as organisational policy, communicate it to all staff.


	

	3.4 Staff Training and Awareness
	3.4.1
	Ensure that all induction training programmes include awareness sessions on record-keeping issues 


	RM issues generally not included.

	
	3.4.2
	Draw up a programme of continuing professional development for records staff which will take account of any changes in FOI and related legislation.


	Not in place.

	3.5 Capture and Retrieval
	3.5.1
	The Records Manager will need to undertake a corporate records survey to ensure information can be identified and retrieved when required. 


	Has not been done.

	
	3.5.2
	Where the above arrangements are not already established,

Records Managers will need to ensure organisations have in place systems that meet their operational needs and accord with the regulatory environment.


	Not in place, as 3.5.1.

	3.6 Maintenance and Security
	3.6.1
	The records survey described in action point 3.5 should also

determine whether:

· records are adequately stored and backed-up

· a tracking system is in place that controls the movement and location of records so that they can be easily retrieved

· access controls are in place

· a business recovery plan is in place


	See 3.5.1.

	
	3.6.2
	Where the above arrangements are not in place, Records

Managers will need to ensure organisations have in place records maintenance procedures that enable them to locate and retrieve information quickly and efficiently.


	Some procedures in place.

	3.7 Disposal
	3.7.1
	Ensure that the organisation has in place a system for the controlled retention and disposal of records. 


	Not generally in place.


Appendix 3 Detailed analysis against the MAP

FREEDOM OF INFORMATION ACT 2000

Consideration of the Model action plan for Higher and Further Education Organisations for achieving compliance with the Lord Chancellor’s Code of Practice on the management of records (Apr 2002)

	Aspect of RM
	Ref.
	Action
	Position at April 2003
	Measures to be put in  place for Compliance
	Problems for Compliance; Alternatives

	3.1 The RM function
	3.1.1
	Review the structure of the organisation to see what changes might be required to achieve a to consolidate a co-ordinated approach to the management of corporate information.


	Corporate information is not coordinated. There are disparate mechanisms with their own rules, policies and systems. There is a lack of overall direction.

An archive is required in the new building.


	Overall policy and allocation of responsibilities.

A whole-college archive (paper documents) with appropriate controls and procedures. Electronic archiving will follow once these systems are in place.
	

	
	3.1.2
	Ensure that there is an integrated approach to records management including data protection, and other information management functions and procedures; alternatively, that working arrangements for close liaison have been established.


	“Corporate Information” in our structure covers some aspects, including Data Protection, but not all the aspects listed here. In our present structure, responsibility is fragmented.
	Establish Records Management as a corporate function – this implies having:

· a Records Officer

· a central archive, with guidance and procedures

· a records retention schedule
	In an FE college, this may need to be absorbed into a current function/team

	
	3.1.3
	Conduct an audit of records management practices against the Code of Practice to establish whether action is needed to reach Compliance.


	We need to identify what exists, and build on any good practice.
	Design survey, for support teams and some curriculum teams. Can be built into Archive project.

Explore possibility of project for student.


	In some cases, sampling through focus /discussion groups may be more productive.

	
	3.1.4
	Ensure that adequate resources to support the records management function are in place.


	Archive room poorly used and in disarray.

No RM staff.
	Re-establish existing archive r identify new archive, and electronic data storage facilities and requirements.
	

	3.2 Staffing
	3.2.1
	Ensure that responsibility for the implementation of the records management function is designated to a named person. Use an appropriate competency framework to identify the skills and knowledge required.


	We have a nominated person for Data Protection purposes, but this role is broader.

Need for lead person recognised by group.
	A member of the college Management Team will have overall responsibility for RM.
	It will not be possible to have a dedicated Records Manager in most FE colleges. Consider a Records Officer role, as part of another role.

	
	3.2.2
	Assess the need for records management support staff. Where this need has been identified, ensure that the records management

support staff are in place.


	Some RM activity happens in areas such as Finance, Personnel, Learning Resource Centre, MIS, Exams, Admin centres, ESF projects.
	
	It will not be feasible to have dedicated RM support staff.

	
	3.2.3
	Each operational business area should nominate an individual who will have responsibility for records management activities in that area.
	Not formally in place.
	All staff need to take responsibility; need one person in each team to take a lead and act as “champion”.
	

	3.3 Policy
	3.3.1
	After consultation with stakeholders, prepare a policy statement


	Not in place.  Agreement that one is needed, as a priority.
	Prepare a policy, and seek approval.
	

	
	3.3.2
	Once the statement has been submitted and approved as organisational policy, communicate it to all staff.


	
	Guidance information and procedures needed, along with publicity (e.g. staff newsletter, notice boards, screen savers)


	

	3.4 Staff Training and Awareness
	3.4.1
	Ensure that all induction training programmes include awareness sessions on record-keeping issues 


	RM issues generally not included.
	Build RM awareness into staff induction programmes, and include guidance in Staff Handbook. Brief staff via staff newsletter, screen savers etc.
	

	
	3.4.2
	Draw up a programme of continuing professional development for records staff which will take account of any changes in FOI and related legislation.


	Not in place.
	All college staff are required to undertake CPD as appropriate to their roles.
	

	3.5 Capture and Retrieval
	3.5.1
	The Records Manager will need to undertake a corporate records survey to ensure information can be identified and retrieved when required. 


	Has not been done.
	Once system is established, its operation needs to be reviewed, including customer satisfaction.
	This assumes the system is in place. This section (3.5) and the next (3.6) overlap. 3.5.1, 3.6.1 and 3.7.1 should include “within agreed timescales, and to meet compliance requirements”.



	
	3.5.2
	Where the above arrangements are not already established, Records Managers will need to ensure organisations have in place systems that meet their operational needs and accord with the regulatory environment.


	Not in place, as 3.5.1.
	
	See general comment in 3.6.1

	3.6 Maintenance and Security
	3.6.1
	The records survey described in action point 3.5 should also

determine whether:

· records are adequately stored and backed-up

· a tracking system is in place that controls the movement and location of records so that they can be easily retrieved

· access controls are in place

· a business recovery plan is in place


	See 3.5.1.
	Once system is established, its operation needs to be reviewed, including customer satisfaction.
	This section overlaps with 3.5.1. It would be more helpful to have operational actions and those relating to controls and security in separate sections, replacing 3.5, 3.6 and 3.7.

In relation to reviewing customer satisfaction, gaining feedback from the individual seeking information should be an automatic part of the process, as this should be manageable for the number of occasions on which information is likely to be requested.

	
	3.6.2
	Where the above arrangements are not in place, Records Managers will need to ensure organisations have in place records maintenance procedures that enable them to locate and retrieve information quickly and efficiently.


	Some procedures in place.
	
	See general comment in 3.6.1

	3.7 Disposal
	3.7.1
	Ensure that the organisation has in place a system for the controlled retention and disposal of records. 
	Not generally in place.
	Project to re-establish college archive, with retention schedule and disposal procedure.
	See general comment in 3.6.1


	Appendix 4 Records Management Policy
	

	Policy Title
	Records Management

	Issue date (m/y)
	June 2003

	Author
	RM Project Group

	Approved by
	Executive

	Review Date (m/y)
	June 2004


Context and/or Aims

Loughborough College acknowledges that the efficient management of its records is necessary for a number of reasons:

· to support its core functions, 

· to provide an efficient and effective service to learners and staff

· to comply with its charter and legal obligations, 

· to contribute to the effective management of the organisation. 

This Policy has been drawn up to comply with the Freedom of Information Act 2000, and to complement and support the following:

· College Data Protection Policy

· College Records Retention Guidelines (Appendix 1)

· College Archiving Scheme (Appendix 2)

Compliance with this Policy will in turn facilitate compliance with not only information-related legislation (specifically the Data Protection Act 1998 and the Freedom of Information Act 2000), but also other legislation or regulations (including audit, copyright, and Equal Opportunities) which affect the College.

This document provides the policy framework through which this effective management can be achieved and maintained.

Policy Statement
Records relating to all College activities will be maintained in appropriate formats, will be stored in secure locations, and will be managed in accordance with the current legislation and other considerations relating to the storage, security, confidentiality,  and processing of data, and the College Records Retention Schedule.

Records are defined as all those documents which facilitate the business carried out by the College, including those relating to learners and customers,  and which are thereafter retained (for a set period) to provide evidence of its transactions or activities. These records may be created, received or maintained on paper or electronically.

This policy applies to all records that are created, received, stored or maintained by staff of the College in the course of its corporate (i.e. administrative, business and teaching) functions. It applies to the archiving and subsequent disposal of records.

Requirements for Implementation
The Information Management Group has overall responsibility for this policy. 

The College’s Records Officer is responsible for providing guidance for good records management practice and promoting compliance with this policy in such a way as to ensure the efficient, appropriate and timely retrieval of information. 

Individual employees must ensure that records for which they are responsible are complete, accurate, and are maintained, stored and disposed of in accordance with the College’s Records Management Schedule and Procedures.

The College will provide a secure, centralised Archive, maintained according to the principles of relevant legislation and codes of practice. The College’s Records Officer is responsible for the operation of the College Archive.
Related Documents
College Records Retention Schedule (to be written)
College Records Retention Procedure 

Data Protection Policy

Data Protection Guidance for Staff

Data Protection Guidance for Students

Archiving Procedure (to be updated)
Appendix 5 

Records Retention Guidance and Schedule for Curriculum Teams
Loughborough College Records Retention Schedule

Guidance for Curriculum Teams

The College has a detailed Records Retention Schedule which is published on the staff intranet and has sections relating to the main college functional areas, in line with the Business Function and Activity Model, originally designed by the JISC for HE institutions.

This document is a list of the main documents and records held by curriculum teams, with an indication of how long they should be retained. Further details, and references to any relevant legal obligations, can be obtained in the relevant sections of the main Records Retention Schedule, to which references are included. Where documents are no longer working documents, they should be archived for the remainder of the retention period and then disposed of.

	Types of Records
	Retention Period
	Comments
	Main RRS reference



	Course submissions and approvals (external)
	Life of course + 4 years
	
	1.9

	New course approval forms (internal)
	Current academic year + 1 year  
	
	1.10, 1,12

	Student Survey analyses; focus groups reports
	Current academic year + 3 years 
	3 years available,  archive a fourth year then dispose
	1.11

	Unit and course reviews
	Current academic year + 3 years 
	Ditto
	1.11

	Course logs
	Current academic year + 3 years 
	Ditto
	1.11

	SARs
	Current academic year + 3 years 
	Ditto
	1.11

	Internal review reports and action plans
	Current academic year + 3 years 
	Ditto
	1.11

	EV reports; action plans
	Current academic year + 3 years 
	Ditto
	1.11

	QAA Reports
	Current academic year + 3 years 
	Ditto
	1.11

	Unit submissions
	Current academic year + 1 year
	Applies only if teams are writing units e.g. Foundation degrees
	1.12

	Handouts, web pages; learning resources
	Life of course 
	
	1.13

	Unit Reviews
	Current academic year + 3 years
	Archive within course logs
	1.14

	Assessment plans
	Life of course 
	Within course log 
	1.15

	Assignments; course log
	Life of course 
	In course log
	1.15

	Coursework samples
	Current academic year + 1 year 
	
	1.15

	Grade / mark sheets; evidence re special cases e.g. mitigating circumstances and academic appeals
	Current academic year + 6 years 
	Particularly relevant to NVQ’s which have to be kept for a minimum of 5 years
	1.15

	Grades summaries; Retention and achievement data
	Current academic year + 6 years 
	 
	1.15

	Tutorial records
	Completion of student's course + 4 years
	Summaries needed  for references
	1.16

	Induction programmes / handbooks
	Completion of induction programme + 3 years
	
	3.9

	Student Personal Record sheets, Personal Statements
	Minimum required. Variable for different types of personal data, but should be no more than end of 'registered student' relationship with college + 6 years
	
	3.10

	Requests for references and results
	Last action on request + 3 years
	
	3.10

	Grade / Mark records
	Termination of relationship with student + 6 years
	
	3.11

	Disciplinary records
	Termination of relationship with student + 6 years
	
	3.11, 3,12

	Class lists
	Current academic year + 3 years
	
	3.15

	Assessment plans
	Current academic year + 3 years 
	
	3.16

	Assignment receipts, mitigating circumstances forms
	Current academic year + 1 year
	
	3.16

	Pass Lists/Awards lists
	Issue of list + 10 years
	
	3.16

	COSHH records
	Updated + 40 years
	
	25.10

	Holiday sheets
	Current year + 1 year
	
	29.14

	Records monitoring the condition of stored equipment/consumables
	Current year + 1 year
	
	33.7

	Stock records
	Superceded
	
	33.7

	Stocktaking records
	Current year + 1 year
	
	33.7

	Maintenance records – safety critical or hazardous items
	Decommissioning / Removal + 40 years
	Potential long-term liability
	33.10


� This can be found at � HYPERLINK "http://www.jisc.ac.uk/index.cfm?name=srl_structure#C_CommercialEnterprise" ��http://www.jisc.ac.uk/index.cfm?name=srl_structure#C_CommercialEnterprise� 
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