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1 Piloting The Records Retention Schedule

1.1 Introduction

We selected one function from the RRS for piloting, Research, applying it to the activities of two academic departments, the School of Computing Sciences (CMP) and the School of History (HIS), and the central Research Services Office (RSO). We undertook to

· Complete an institutional retention schedule for the Research Function, taking into account electronic records and the management of research data
· Accompany the schedule with a report of 1500-3000 words 
· Post the report, the schedule, and other project documents, on the UEA website and maintain them there for a minimum of three years.
In piloting the RRS we aimed to

· Address the entirety of record types generated, whether hard copy, digital (born-digital and digitised from other media), or hybrid, and 

· Identify issues raised by the use of electronic media and systems in the management and administration of the University's research activity

The key objective was to get a clear grasp of the practicalities of ensuring that the RRS would not only be adopted, but actually be adhered to.

1.2 Why only one function? And why Research?

Experiences in piloting Mark 1 of the Study on a departmental basis in the University Library led us to conclude that rolling out the RRS function-by-function rather than department-by-department might be more profitable. That pilot also alerted us to the particular problems that were generated by project records.

UEA is a research-led institution. While the Library pilot was under way, attention was also being given to finding a lasting solution to the information management problems that beset the Research and Business Development Office - now the Research Services Office (RSO) located in the Research and Business Services Division of Registry (RBSD) - which is the hub of research management and the institutional anchor for the Research Assessment Exercise (RAE). 

Consultants were engaged in 2000 to look specifically at the document-management needs of the RSO, part of RBSD. The options put forward by the consultants included  an Electronic Document Management System (EDMS), and approval was given for a system to be piloted. Work for that pilot started in 2002, the pilot itself started in 2003. Concurrently, RSO and the Finance Division were working with the suppliers of QL, the university's central financial management system, to develop within it a Project and Accounting Management system (PMA) to provide to provide improved information for individual research projects and for the University’s research income activity as a whole.

Another facet of the Research Function that we felt was in urgent need of attention is the primary data that accumulates in the course of research. This has been largely neglected, chiefly because until recently it has been considered the property and responsibility of researchers themselves, not of institutions. However these records are now being recognised as potential institutional, or national, assets. Even when they are not, clear procedures are needed to ensure their prompt disposal. 

Finally, in some disciplines there is a raft of compliance issues surrounding research data that demands its systematic management for the entire lifecycle.

In this project we wanted to

a) get away from the mental strait-jacket of internal structures and hierarchies and focus fully on the FAM's underlying principles

b) address further the management of project records

c) consider in more depth the issues surrounding electronic solutions - given 

the widespread existence of hybrid (paper + electronic) files, and evidence that wholly electronic solutions were being planned. (This is addressed in depth in the Electronic Studies report.)

1.3 How we did it

Below is a summary of the workpackage for this part of the project:

Task
Title
Description

x.1
Briefing
Brief stakeholders to ensure understanding of principles informing Study of the Records Life Cycle and nature and purpose of retention schedule 

x.2
Process Analysis
Analyse business processes and activities generating records, and record types

x.3
Mapping and Population
Map outcome of process analysis to model schedule and populate latter

x.4
Pilots
Pilot schedule in RSO, CMP, and HIS; refine, and confirm final version. Submit to JISC

x.5
Report
Synthesise experiences in report to JISC

The methodologies that we employed were:

· Targetted surveys, interviews, and consultative meetings to identify record and data types, current practice, and user needs

· Targetted studies of business processes, in RSO, CMP, and HIS to better understand the mechanisms underlying the research records lifecycle at UEA.

RSO was an obvious candidate for testing the RRS. It co-ordinates the management of research activity campus-wide, from providing an input into academic schools' current-awareness of funding opportunities through the processing of grant applications to financial management and ensuring compliance with terms and conditions of grants. It also oversees the internal management of the RAE.

CMP and HIS were selected in part because we already had data about their information management, and by extension, records management needs - especially in the areas of research and teaching support.
 They also represented opposite poles so far as the conduct of research was concerned. Much of CMP's research is funded through large external grants and conducted by teams, or Principal Investigator (PI) plus graduate student(s). Outcomes include project reports, and near-market products. In HIS, research is almost exclusively a one-person affair and the outcome is, usually, a monograph. In CMP a raft of intellectual property (IP) ownerships may arise, in HIS the author's IP is unchallenged.

At a stakeholder briefing on June 4th, we introduced the RRS, explaining the approach to records management on which is based, and followed this up by circulating Section 2 of the generic RRS to the Research Administrators in the two guinea-pig Schools and the Research Services Manager. They were asked to study the schedule in the context of the work of their own departments over the following three weeks and assess the relevance of the structure and retention periods to their activities, consulting with colleagues as necessary. They were also asked to populate the schedule with details of relevant records series. We felt that departments would prefer to have time to themselves to digest the schedule, calling on the project team for help or clarification as needed. In retrospect, we realise that we had expected too much.

Having briefed out stakeholders, we proceeded to build a picture of the institutional structure for the management and conduct of research at UEA (figure 1). 

Research strategy, planning, and policy are developed by the Executive Team

(comprising the Vice-Chancellor, Pro-Vice-Chancellors, and the Registrar). Overall institutional planning is the remit of the Planning and Resources Committee, a joint committee of Council, UEA's governing body, and Senate. Senate oversees academic affairs, and formally approves research strategy and policy. The School Boards report to Senate.

Within the framework of the institutional strategy and policies, schools develop their internal research strategy and policy. Some have a research committee, others have a looser arrangement. Most have a Chair of Research. At the end of the chain are the PIs, research associates, research groups, and research postgraduates.

Administration of research involves close collaboration between RSO and schools (described in detail in figure 17 of the Electronic Studies report).

Figure 1: Organisation of the Research Function at UEA
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From this overview we moved to examining the way the function is carried out - the activities, processes, and workflows. Process analyses in all three units began in parallel with departmental evaluation of the generic RRS (see Electronic Studies report, Section 2). These not only informed the electronic studies, but also proved highly productive in developing the institutional Research RRS.

At the end of June, stakeholders were asked for feedback on the RRS; all confirmed that the schedule reflected fairly closely their own activities, but little information on actual records series was forthcoming at this point. That was gathered in the course of follow-up interviews in July in which a member of the project team worked step-by-step through the respective schedules with the administrators. 

An interview on June 30th in RSO, from the viewpoint of both strands of the project, provided an overview of RSO's function, processes and records, and a context for later interviews with the research administrators. Further information on RSO files was derived from parallel activity in July and August to review and move the contents of the central filing room in Registry, of which RSO and Finance (Research) section are the heaviest active users. 

In late July, we were given a demonstration of the INVU EDMS being pilotted in RSO, the Finance Division, and the School of Chemistry, and a month later we attended a presentation of  the PMA. 

At present, research activity at UEA creates hybrid records. For example, a given project will have a PMA record and a complementary paper file and, for live Chemistry projects only, a collection of EDMS-based documents scanned from the paper file.  In the longer term, a unique project reference number will link the three systems. The pilot EDMS project is not yet complete.  Without pre-empting the results of that project, it is unlikely that paper files will disappear completely.  What is more likely is that files will ‘go electronic’ when the account has been closed. We have introduced a column in the RRS in which to summarise the medium of a record as paper, electronic, or hybrid. 

So far as the RRS is concerned it is function, activity, and process that are paramount and that determine its content and structure.  Our experience confirms the validity of the statement in the preamble to the RRS that "The schedule applies to all types of document and all media". 

With a functional model, where responsibility for records is often distributed, it is essential to identify clearly the person or unit responsible for the management of a given series of records; we have added a column to the RRS headed 'Keeper'. 

In the light of our experience in this project, and in particular the outcome of the process analyses, we will deploy departmental-level schedules throughout for the Research function, and adopt the same approach for Teaching. For other functions, a single institution-wide schedule may be more appropriate; we will judge each according to need. The advantages, for the Research function certainly, are that this gives a firm focus for local record-keepers; encourages a sense of ownership; and, above all, emphasises the flexibility and adaptability of the RRS.

We have also addressed the management of individual research projects. Drawing on evidence from interviews; the survey of electronic datasets; and the previous experience of project team members, we have devised an Activity sheet supplementary to 2.9 (9A), which we are putting forward not as a substitute but as a demonstrator. We also include, by way of example, Sheet 9A for this project. Following the UEA RRS for Research (Section 2) are guidelines internal to UEA that we have drawn up to assist PIs and project managers in approaching the management of research project records.

1.4 What we have learned
The functional approach is widely recognised as being the most effective way of managing an organisation's records over the long term; it is virtually future-proof. The Functional Activity Model had already been recommended in principle for adoption by UEA. The university is currently reviewing its structures; we are confident that it remains the best model for us, regardless of the outcome of that review. 

With input from the stakeholders, we have analysed the processes and activities of the research function and identified the record types and series to which they give rise, and mapped these to the generic RRS to build an institutional schedule fully informed by user needs. This has been submitted formal adoption by UEA. The schedules that have been developed over the past six months are now in use in stakeholder units - the RSO schedule has already proved of value in weeding files during the re-location of Registry records referred to above. 
We learned very quickly that we had to go to our stakeholders and carry out the groundwork on their territory.  We also learned that it can take a significant amount of time to identify the right people. As we said in our interim report, our stakeholders have been unstinting in their co-operation.  But there have still been problems. It can be difficult to be confident that all records have been identified when there are so many fingers in the pie; rarely is one person able to provide adequate information on an entire chain of processes. We suspect that this is a common problem when introducing a function-oriented system.

While our experience is that more preparation is required when introducing a functional model than one based on organisational structure, we are convinced that implementation is better effected function-by-function rather than department-by-department, and propose to complete roll-out of the RRS at UEA on this basis.

Process analysis and one-to-one interviews have been critical to us in achieving our objectives. We commend these techniques. They provide the space in which to get to know departmental staff, what they do, and how they do it. A records survey will then flow (almost) effortlessly therefrom.

The principal driver of the research function at UEA, from strategy development down, is the RAE. Mention has already been made of the workload that it places on the RSO. References to the RAE cycle recurred in discussion of what records needed to be kept and for how long, and the importance of timely access to information when submitting evidence to RAE assessors was stressed frequently by interviewees. School research administrators whom we interviewed perceived the value of the RRS as an aid to the management of information needed for the RAE.

1.5 Postscript - RRS programme for 2003/4 at UEA

This project has been embedded in UEA's Information Framework programme, within which the task of introducing an institutional records management system is being progressed. This project has not been an abstract or one-off exercise. Over the coming year we propose to:

· Roll out the Research RRS in the remaining Schools
· Adopting the same approach, produce an RRS for the Teaching function.


2 Guidelines for the Management of Project Records

These guidelines address the managing of records generated by an individual project, and are for the benefit of PIs and Project Managers.

· If there is a division of labour between the administration and the conduct of a project, define clearly the areas of responsibility for record-keeping; whenever possible, identify named individuals. The PI or Project Manager is by default responsible for all records arising from the conduct of a project, and for primary data used or generated.

· Where there is no division of labour, the PI or Project Manager is deemed responsible, at departmental level, for all the project's records. 

· Taking the model project record retention schedule, customise it:

Map the known project activities onto it.

Refer to the terms and conditions of the award, and to relevant guidelines on the management and preservation of research data, and in the light of them, map to the schedule retention periods for records. 

Identify compliance issues that will influence the retention of research data and project records. (While regulatory frameworks tend to be concerned with the retention of data or other research media, they may extend to the recording of procedures.) Map the specified retention periods to the schedule. 

Referring to any third party agreements specific to the project, map the agreed retention periods for their documentation and for data to which they refer. 

· Address as early as possible, and before the project ends, questions of long-term custody, access, and storage regarding research data generated by the project, among which are:

Who owns the data?

Where will it be stored?

What security measures are needed, if any?

Who will be entitled to access it?

What metadata is needed to identify and interpret content, long term?

If the data is in electronic format, 

Can it be migrated or exported intact over time?

Is adequate technical information to hand?

Is the source code to hand?

· At the end of the project, draft a synopsis, taking the UK Data Archive description
 as a model, and deposit this with RSO. (The school or research unit may also want a copy for their records).


3 Research Records Retention Schedules

3.1 Explanatory Notes

The schedules following are WORD tables transcribed from the Excel spreadsheets in which the UEA RRS is issued internally.

In the departmental schedules for CMP and HIS, references are to departmental office-holders. 

We have added two columns to the model schedule, for the record medium, and identifying the keeper.
Hybrid media

Record series in which individual documents may be in either paper or electronic media, or both. In some cases records described as 'Paper' will also exist as electronic files - most commonly as Microsoft WORD files, but the definitive version is on paper, for example, committee minutes.

Keeper

The person or unit that is custodian of the records until such time as they are archived or destroyed.

Citations

We have cited the following:


1977 c.37
Patents Act, 1977


1980 c.58 
Limitation Act, 1980


1988 c.48
Copyright, Designs and Patents Act, 1988


1998 c.29
Data Protection Act, 1998

Recurrent references or cross-references to the same record series
One record may encompass a range of activities, see for example, the Supervisor's files under Activity 2.16, and frequent cross-references to research committee records and the PMA.

Operational files
This is our description for those records created by individuals and which for the most part do not merit retention beyond the short term. However, without scrutinising them more closely, we have judged it unwise to assign shorter retention periods or to conclude categorically that they will contain nothing of archival value.

Activities 2.1, 2.2, 2.3, 2.4, and 2.6

 The heavy cross-referencing to 2.1 and 2.2, reflects the key role of the research committees and/or the research director. With reference to the keepers of committee records: the team of committee clerks is responsible for the custody of minutes of calendared committees; the Research Services Manager is the secretary to the Research Committee of Senate, and the departmental research administrators are the secretaries of their respective research committees.

Activity 2.3

The reference to the research administrator's faculty files is to records of individual academics maintained in relation to monitoring of performance - which at UEA is manifested primarily through research activity.

Activity 2.5
Other than those listed, there are few policy or procedural documents that address the research function as such. There is a range of policy statements and guidance notes issued by the University Safety Service and the Human Resources Division that may apply in specific circumstances.

Activities 2.8, 2.13

The RSO website contains a wide range of guidance notes, online forms and links. We recommend that superseded information is not archived when taken down from this website.

Activities 2.9, 2.11, 2.12

These occur almost wholly at school level. The Business Innovation Centre is only recently-established; the school is at present still the hub of research exploitation.

'Compliance', in the context of 2.9 includes compliance with terms and conditions imposed by funding bodies.

Activity 2.10

This is where there is the closest co-ordination between RSO and Schools, and the integration is likely to become virtually complete and perhaps wholly automated as the PMA is further developed. We have recommended that a synopsis of each project be produced and retained permanently by RSO - preferably on the PMA. We are further recommending that the UK Data Archive description should be the model.

Activity 2.15

The core transcript is retained permanently on the OASIS student records system.

3.2
RSO Schedule






1
Research Strategy Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development 

and establishment of the institution's research strategy.







Research Committee records







Agenda & minutes
Permanent


Committee Clerks
Paper


Papers
Permanent


Committee Clerks
Paper


Memoranda & Correspondence
Current & preceding RAE cycles

Review for archival value
Research Services Manager
Hybrid


Pro-Vice-Chancellor for Research's operational files
Current & preceding RAE cycles

Review for archival value
PVC (R)
Hybrid


Ad hoc 'Star' Committee records
Current & preceding RAE cycles

Review for archival value
VCO
Hybrid


Cross refer to Planning & Resources Committee records






2
Research Planning






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the formulation of plans for the implementation of the institution's research strategy.







Director of Research & Business Services operational files
Current & preceding RAE cycles
NA
Review for archival value
DRBS
Hybrid


see also 2.1, and Departmental schedules







Cross refer to Planning & Resources Committee records






3
Research Performance Management






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records containing data on, and analyses of, performance against the plans for the implementation of the institution's research strategy.







Records containing reports of performance against the plans for the implementation of the institution's research strategy.







Records documenting the conduct and results of audits and reviews of the research function, and responses to the results.







RSO's RAE files
Current & preceding RAE cycle

Review for retention for further cycle(s)
Research Services Manager
Hybrid


see also 2.1, Research Committee, and Departmental schedules







Cross refer to Planning & Resources Committee records






4
Research Policy Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium




Records documenting the development and establishment of the institution's research policies.







See 2.1 and 2.2







Cross refer to Planning & Resources Committee records






5
Research Procedures Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development and establishment of the institution's research procedures.







Misconduct in Research: Procedure
Superseded + 10 years


Research Services Manager
Hybrid


Good Practice in Research Guidelines
Superseded + 10 years


Research Services Manager
Hybrid


Consultancy: Policy Statement
Superseded + 10 years


Research Services Manager
Hybrid


See also 2.1; cross-refer to University Safety Services records ; Finance Division records; Human Resources Division records






6
Research Quality & Standards Management






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development of the institution's internal quality assurance processes.







See 2.1 & 2.2







Records documenting the conduct and results of formal internal reviews of research quality, and responses to the results.







See 2.1 & 2.2







Records documenting the conduct and results of external reviews and audits of research quality and standards.







See 2.3, RAE files






7
Research Business Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting liaison with research sponsors to monitor their research policies and to promote the institution's capabilities.







Pro-Vice-Chancellor for Research's operational files
current academic year + 5 years


PVC (R)
Hybrid


Director of Research & Business Services operational files
current academic year + 5 years


DRBS
Hybrid


Research Services Office operational files
current academic year + 5 years


Research Services Manager
Hybrid


Records documenting the identification and exploration of new research opportunities which lead to research projects.







Research Services Office operational files
Completion of project + 6 years


Research Services Manager
Hybrid


Records documenting the identification and exploration of new research opportunities which do not lead to research projects.







Research Services Office operational files
last action + 5 years


Research Services Manager
Hybrid


Records documenting the formation and management of partnerships and other collaborative arrangements to undertake research.







Business Innovation Manager's files
Life of partnership + 6 years
1980 c.58
Review for compliance
Business Innovation Manager
Hybrid

8
Research Project Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


PMA
Completion of project + 6 years

Review by Research 

Services Manager
RSO
Hybrid


RSO Website
Until superseded


RSO
Electronic


See also 2.10, and Departmental schedules






9
Research Project Conduct






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Determined on a p project by project basis, or for clearly defined categories of projects, taking account of: the legal and regulatory framework for particular types of research; the terms & conditions imposed by external sponsors; commercial, political, or ethnic sensitivities







See 2.10 and Departmental schedules






10
Research Project Management






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the management of research projects (Note: no distinction made between internally and externally funded projects)







PMA 
Current & preceding RAE cycle/completion of project + 6 years
1980 c.58
Synopsis retained permanently; RSO version to be the definitive record
RSO
Hybrid


See also Departmental schedules






11
Research Dissemination






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting announcements of research results other than in publications or through the media.







Records documenting the preparation of publications, audio-visual presentations, demonstrations or other means of disseminating research results.







Final versions of publications, presentations etc.







See Departmental schedules






12
Research Exploitation






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the identification of new intellectual property and liaison with specialists regarding applications for patents etc.







Intellectual Property Manager's operational files
Last action on issue + 6 years
1980 c.58
Review for archival value/Compliance
Intellectual Property Manager
Hybrid


Files relating to individual patents, designs, & other IP registrations
Date of expiry + 6 years
1980 c.58
Review for archival value/Compliance
Intellectual Property Manager
Hybrid


Records documenting the identification of opportunities for commercial exploitation of research results and liaison with specialist staff regarding formation of spin-out companies to develop commercial products.







Business Innovation Manager's operational files
Last action on issue + 6 years
1980 c.58
Review for archival value/Compliance
Business Innovation Manager
Hybrid


See also Departmental schedules






13
Research Programme Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development of the institution's research programmes.







See 2.1 & Departmental schedules







Records documenting routine monitoring of external developments and trends to inform the development  of the institution's research programmes.







Research Services Manager's operational files
Current academic year + 2  years


Research Services Manager
Hybrid


RSO Website
Until superseded


RSO
Electronic









14
Research Programme Review






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records containing data on, and analyses of, student numbers and other programme statistics.







Planning Office files
Current year +10 or current & preceding RAE cycles


Planning Office
Hybrid


Records containing reports of routine internal reviews of research programmes.







See 2.1, Research Committee







Records documenting the conduct and results of formal independent reviews of research programmes, and the responses to the results.







See 2.1 and 2.3, RAE files







See also Departmental schedules






15
Research Student Assessment






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the conduct of formal assessments of work undertaken by research students.







See Departmental schedules







Records documenting awards and classifications, including reviews in response to notifications of mitigating circumstances or academic appeals.







Student Record
Permanent (transcript only)
1980 c.58
Electronic transcript retained permanently, other material subject to operational need
Student Records Office
Hybrid

16
Research Student Academic Supervision & Support






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the appointment of supervisors for research students.







See 2.15, Student Record







Records documenting academic advice and guidance to individual students on the selection of research subjects and on the progress and standard of their work.







Records documenting the development and delivery of training in research-related skills.







See Departmental schedules






3.3
CMP Scehdule ( References to committees etc are to School bodies)






1
Research Strategy Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development and establishment of the School's research strategy.







Research Committee







Agenda & Minutes
Permanent


Research Administrator
paper


Papers
Permanent


Research Administrator
paper


Correspondence & memoranda
Current + preceding RAE Cycle

Review for archival value
Research Administrator
paper


Research Strategy Statement
Current + preceding RAE Cycle

Review for archival value
Research Administrator
Hybrid


External Advisory Group







Agenda & Notes of meetings
Current + preceding RAE Cycle

Review for archival value
COMP External Liaison Office
paper


Papers
Current + preceding RAE Cycle

Review for archival value
COMP External Liaison Office
paper


Correspondence & memoranda
Current + preceding RAE Cycle

Review for archival value
COMP External Liaison Office
paper

2
Research Planning






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the formulation of plans for the implementation of the  School's research strategy.







Research Director's operational files
Current + preceding RAE Cycle

Review for archival value
Research Director
Electronic


See also 2.1, Research Committee






3
Research Performance Management






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records containing data on, and analyses of, performance against the plans for the implementation of the School's research strategy.







RA's Faculty files 
Termination of employment + 6 years

Review for archival value
Research Administrator
Hybrid (includes electronic database)


Records containing reports of performance against the plans for the implementation of the School's research strategy.







See 2.1, Research Committee  







Records documenting the conduct and results of audits and reviews of the research function, and responses to the results.







RAE files
Current + preceding RAE Cycle 

Review for  retention for further cycle(s)
Research Administrator
paper

4
Research Policy Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development and establishment of the School's research policies.







See 2.1






5
Research Procedures Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development and establishment of the School's research procedures.







No local procedures (cross refer to to Research Services Office, Finance Division, and Human Resources Division)






6
Research Quality & Standards Management






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development of the School's internal quality assurance processes.







see 2.1, Research Committee files 







Records documenting the conduct and results of formal internal reviews of research quality, and responses to the results.







see 2.1, Research Committee files 







Records documenting the conduct and results of external reviews and audits of research quality and standards.







see 2.3, RAE files 






7
Research Business Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting liaison with research sponsors to monitor their research policies and to promote the School's capabilities.







External Affairs Office files
Current academic year + 5 years


External Affairs Officer
paper


Records documenting the identification and exploration of new research opportunities which lead to research projects.







PI's files
Completion of project + 5 years

Review for archival value
PI
paper


Records documenting the identification and exploration of new research opportunities which do not lead to research projects







PI's files
Last action + 5 years


PI
paper


Records documenting the formation and management of partnerships and other collaborative arrangements to undertake research.







External Affairs Office files
Life of partnership/arrangement + 6 years
1980 c.58
Review for archival value
External Affairs Officer
paper


SYSCO files
Life of partnership/arrangement + 6 years
1980 c.58
Review for archival value
SYSCO
paper

8
Research Project Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the design of research projects and the preparation of formal research project proposals which lead to research projects.







Research Administrator's Master Project files
Completion of project + 5  years or Current + preceding RAE Cycle

Review for archival value
Research Adminstrator
paper


Principal Investigator's files
Completion of project + 5  years or Current + preceding RAE Cycle

Transfer to Research Administrator for review
PI
paper


Records documenting the design of research projects and preparation of formal research project proposals which do not lead to research projects.







Principal Investigator's files
Last action + 5  years or Current + preceding RAE Cycle

Transfer to Research Administrator for review
PI
paper

9
Research Project Conduct






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


For each project attention should be paid to terms & conditions imposed by funding bodies or sponsors







Individual Project Files
Completion of project + 6 years or current + preceding RAE Cycle
1980 c.58
Review for archival value/Compliance issues
PI
paper


Project interim reports
Completion of project + 6 years or current + preceding RAE Cycle

Review for archival value/Compliance issues
Research Administrator
paper


Project final report
Permanent


Research Administrator
paper

10
Research Project Management







Reference
Description
Retention Period
Citation
Notes
Keeper
Medium



Records documenting the management of research projects.








PMA 
Termination of project

Definitive record is maintained by RSO
Research Administrator
Electronic


11
Research Dissemination






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting announcements of research results other than in publications or through the media.







School website
Issue of announcement + 1 year


School Webmaster
electronic


Research Administrator's files
Curernt year + 5 years

RAE Cycle determines retention; review for archival value
Research Administrator
Hybrid


Records documenting the preparation of publications, audio-visual presentations, demonstrations or other means of disseminating research results.







Principal Investigator's files
Publication / Delivery + 2 years

Refer to Research Administrator for review
PI
paper


Final versions of publications, presentations etc.
Permanent


Research Administrator
Hybrid


Dissertations
Permanent

School holds set for operational purposes; definitve text held by Library
Library
Hybrid

12
Research Exploitation






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the identification of new intellectual property and liaison with specialists regarding applications for patents etc.







Principal Investigator's files
Last action on issue + 6  years
1980 c.58
Review by Research Administrator
PI
paper


cross refer to Business Innovation Centre files







Records documenting the identification of opportunities for commercial exploitation of research results and liaison with specialist staff regarding formation of spin-out companies to develop commercial products.







Principal Investigator's files
Last action on issue + 6 years
1980 c.58
Review by Research Administrator
PI
paper


SYSCO files
Last action on issue or termination of contract + 6 years
1980 c.58
Review by Research Administrator
SYSCO
paper


cross refer to Business Innovation Centre files






13
Research Programme Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development of the School's research programmes.







 see 2.1, Research Committee 







Records documenting routine monitoring of external developments and trends to inform the development  of the institution's research programmes.







Research Administrator's files
Current academic year + 2 years


Research Administrator
paper

14
Research Programme Review






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records containing data on, and analyses of, student numbers and other programme statistics.







Research Director of Postgraduates' files
Current year + 10 years or current + preceding RAE cycle


Res. Dir PGs
paper


Research Administrator's files 
Current year + 10 years or current + preceding RAE cycle


Research Administrator
paper


cross refer to Planning Office files







Records containing reports of routine internal reviews of research programmes.







see 2.1, Research Committee 







Records documenting the conduct and results of formal independent reviews of research programmes, and the responses to the results.







see 2.1, Research Committee and 2.3, RAE files 






15
Research Student Assessment






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the conduct of formal assessments of work undertaken by research students.







Records documenting awards and classifications, including reviews in response to notifications of mitigating circumstances or academic appeals.







Research Director of Postgraduates' files
Completion of student's programme + 6 years or current + preceding RAE Cycle
1980 c.58

Res. Dir PGs
paper


School Postgraduate Office files
Completion of student's programme + 6 years or current + preceding RAE Cycle
1980 c.58

PG Clerk
paper


Supervisor's Files
Completion of student's programme + 6 years or current + preceding RAE Cycle
1980 c.58

Supervisor
paper


Upgrade Panel files
Completion of student's programme + 6 years
1980 c.58

Res. Dir PGs
paper

16
Research Student Academic Supervision & Support






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the appointment of supervisors for research students.







School Postgraduate Office files
Completion of student's programme + 6 years 
1980 c.58

PG Clerk
paper


Records documenting academic advice and guidance to individual students on the selection of research subjects and on the progress and standard of their work.







School Postgraduate Office files
Completion of student's programme + 6 years 
1980 c.58

PG Clerk
paper


Supervisor's files
Completion of student's programme + 6 years
1980 c.58
Refer to PG Office for review
Supervisor
paper


Records documenting the development and delivery of training in research-related skills.







School Postgraduate Office files
Completion of student's programme + 6 years 
1980 c.58

PG Clerk
paper

3.4
HIS Schedule ( references to committees etc are to School bodies)






1
Research Strategy Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development and establishment of the School's research strategy.







Research Committee 







Agenda & Minutes
Permanent


Research Administrator
Paper


Papers
Permanent


Research Administrator
Paper


Correspondence & memoranda
Current + preceding RAE Cycle

Review for archival value
Research Administrator
Hybrid

2
Research Planning






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the formulation of plans for the implementation of the School's research strategy.







Research Cluster files
Current planning cycle 

Review by Research Administrator
Cluster/ Individuals
paper


Research Cluster Final Plans
Current + preceding RAE Cycle

Review for archival value
Research Administrator
paper


Research Director's operational files
Current + preceding RAE Cycle

Review for archival value
Chair of Research Committee
paper


see also 2.1,  Research Committee 






3
Research Performance Management






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records containing data on, and analyses of, performance against the plans for the implementation of the institution's research strategy.







RA's Faculty files
Termination of employment + 6 years
1980 c.58

Research Administrator
paper


Records containing reports of performance against the plans for the implementation of the institution's research strategy.







see 2.1, Research Committee files







Records documenting the conduct and results of audits and reviews of the research function, and responses to the results.







 RAE Files
Current + preceding RAE Cycle

Review for retention for further RAE Cycle(s)
Research Administrator
paper

4
Research Policy Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development and establishment of the School's research policies.







See 2.1














5
Research Procedures Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development and establishment of the School's research procedures.







No local procedures (cross refer to Research Services Office, Finance Division, and Human Resources Division)






6
Research Quality & Standards Management






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development of the School's internal quality assurance processes.







see 2.1, Research Committee 







Records documenting the conduct and results of formal internal reviews of research quality, and responses to the results.







RA's Faculty files
Termination of employment + 6 years
1980 c.58

Research Administrator
paper


Records documenting the conduct and results of external reviews and audits of research quality and standards.







See 2.3, RAE files 






7
Research Business Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting liaison with research sponsors to monitor their research policies and to promote the institution's capabilities.







Research Administrator's files
Current academic year + 5 years


Research Administrator
paper


Records documenting the identification and exploration of new research opportunities which lead to research projects.







Principal Investigator's  files
Completion of project + 5 years


PI
paper


Records documenting the identification and exploration of new research opportunities which do not lead to research projects.







Principal Investigator's  files
Last action + 5 years


PI
paper


Records documenting the formation and management of partnerships and other collaborative arrangements to undertake research.







CEAS files
Life of partnership/arrangement + 6 years
1980 c.58
Review for archival value
CEAS
paper

8
Research Project Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the design of research projects and the preparation of formal research project proposals which lead to research projects.







Research Administrator's Project files
Completion of project + 5  years or Current + preceding RAE Cycle

Review for archival value
Research Administrator
Hybrid (includes electronic database)


Records documenting the design of research projects and preparation of formal research project proposals which do not lead to research projects.







Principal Investigator's files
Last action + 5 years  Current + preceding RAE Cycles

Transfer to Research Administrator for review
PI
paper

9
Research Project Conduct






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


For each project, attention should be paid to terms and conditions imposed by funding bodies or sponsors







Individual Project Files
Completion of project + 6 years or Current + preceding RAE Cycles

Review for archival value/Compliance
PI
paper


Project interim reports
Completion of project + 6 years or Current + preceding RAE Cycles

Review for archival value/Compliance
Research Administrator/ Principal Investigator
paper


Project final report
Permanent


Research Administrator/ Principal Investigator
paper

10
Research Project Management 






Reference
Description
Retention Period
Citation
Notes
Keeper
Format


Records documenting the management of research projects.







PMA 
termination of project

Definitive record is maintained by RSO
Research Administrator
electronic


See also RSO schedule






11
Research Dissemination







Reference
Description
Retention Period
Citation
Notes
Keeper
Medium



Records documenting announcements of research results other than in publications or through the media.








School website
Issue of announcement + 1 year


School Webmaster
electronic



Research Administrator's files
Curernt year + 5 years

RAE Cycle determines retention; review for archival value
Research Administrator
Hybrid



Records documenting the preparation of publications, audio-visual presentations, demonstrations or other means of disseminating research results.








Principal Investigator's files
Publication / Delivery + 2 years

Refer to Research Administrator for review
PI
paper



Final versions of publications, presentations etc.
Permanent


Research Administrator
Hybrid (includes electronic database)



Dissertations
Permanent

School holds set for operational purposes; definitve text held by Library
Library
paper


12
Research Exploitation






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the identification of new intellectual property and liaison with specialists regarding applications for patents etc.







Principal Investigator's files
Last action on issue + 6 years
1980 c.58
Review by Research Administrator
PI
paper


Records documenting the identification of opportunities for commercial exploitation of research results and liaison with specialist staff regarding formation of spin-out companies to develop commercial products.







Principal Investigator's files
Last action on issue  or termination of contract + 6 years
1980 c.58
Review by Research Administrator
PI
paper

13
Research Programme Development






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the development of the School's research programmes.







see 2.1, Research Committee 







Records documenting routine monitoring of external developments and trends to inform the development  of the institution's research programmes.







Research Administrator's files
Current academic year + 2 years


Research Administrator
paper

14
Research Programme Review






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records containing data on, and analyses of, student numbers and other programme statistics.







Research Director of Postgraduates' files. 
Current year + 10 years or Current + preceding RAE Cycle


Res. Dir. PGs
Hybrid


cross refer to Planning Office files







Records containing reports of routine internal reviews of research programmes.







see 2.1, Research Committee 







Records documenting the conduct and results of formal independent reviews of research programmes, and the responses to the results.







see 2.1, Research Committee, and 2.3, RAE files 






15
Research Student Assessment






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the conduct of formal assessments of work undertaken by research students.







Records documenting awards and classifications, including reviews in response to notifications of mitigating circumstances or academic appeals.







Research Director of Postgraduates' files
Completion of student's programme + 6 years or current + preceding RAE Cycle
1980 c.58

Res. Dir PGs
paper


School Postgraduate Office files
Completion of student's programme + 6 years or current + preceding RAE Cycle
1980 c.58

PG Clerk
paper


Supervisor's files
Completion of student's programme + 6 years or current + preceding RAE Cycle
1980 c.58

Supervisor
paper


Upgrade Panel files
Completion of student's programme + 6 years
1980 c.58

Res. Dir PGs
paper

16
Research Student Academic Supervision & Support






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Records documenting the appointment of supervisors for research students.







School Postgraduate Office files
Completion of student's programme + 6 years 
1980 c.58

PG Clerk
paper


Records documenting academic advice and guidance to individual students on the selection of research subjects and on the progress and standard of their work.







School Postgraduate Office files
Completion of student's programme + 6 years 
1980 c.58

PG Clerk
paper


Supervisor's files
Completion of student's programme + 6 years
1980 c.58
Refer to PG Office for review
Supervisor
paper


Records documenting the development and delivery of training in research-related skills.







School Postgraduate Office files
Completion of student's programme + 6 years 
1980 c.58

PG Clerk
paper

3.5
2.9A Research Project Conduct - model project schedule 






Reference
Description
Retention Period
Citation
Notes
Keeper
Medium


Institutions must determine retention requirements for research data

 and records on a project by project basis, or at least for clearly defined

 categories of projects, taking account of:

- the specific legal and regulatory framework

- terms and conditions imposed by external research sponsors

- commercial, political or ethical sensitivities 







PMA record
Termination of project + 6 years or current & preceding RAE cycles

RSO version is definitve record
RSO



Synopsis of project
Permanent

Modelled on UKDA Description
RSO



Application/Bid







Drafts
Until superseded by final version


PI



Award letter; contract; terms & conditions
Termination of project + 6 years
1980 c.58
Working copies held 

by RA until project end
RSO



Project plan
Termination of project + 6 years or current & preceding RAE cycles

Retain revisions until 

project end
PI



Financial (budget; statements; consumables & travel expenditure)
Termination of project + 6 years
1980 c.58

School 

Clerk



Personnel (cross refer to HR Division records)
Termination of employment + 6 years
1980 c.58
Transfer to HR at

Termination of employment
HR



Project-specific licences & authorisations (ensure that schedule takes account of requirments specified by funding body)
Termination of project + 6 years

Working copies held

 by RA until project end. Includes third party agreements on data re-use
RSO



Minutes of meetings & related papers
Termination of project + 6 years or current & preceding RAE cycles


PI



Correspondence & memoranda
Termination of project + 6 years

Review and weed at project end
PI



Research data (examples are: lab notebooks; field notes; questionnaires; recordings of interviews; tissue collections; microscopic slides; paper/electronic datasets; transcripts/facsimiles of primary sources)
Termination of project + 6 years or current & preceding RAE cycles
1980 c.58; 1998 c.29
Ownership, preservation, and continuing access issues should be formally resolved before project end.  Review for archival value
PI



Reports







Interim reports
Termination of project + 6 years or current & preceding RAE cycles

Review for archival value
RA



Final report
Permanent


RA



Publications







Monographs, papers & articles - published texts
Current & preceding RAE cycles or termination of author's employment

Permanent record on RA's database
RA



Monographs, papers & articles - drafts & records documenting preparation, submission for publication etc
Publication + 2 years


PI



Monographs, papers & articles - contracts
Termination of contract + 6 years
1980 c.58
Ownership issues to be formally resolved before project end
PI



Dissertations (submitted for awards by UEA)
Permanent
University regulations
Library will hold archival copy;  optional departmental holding
Library





Web pages; poster session material; press releases
Termination of project + 6 years or current & preceding RAE cycles


PI



Intellectual Property ( Cross refer to BIC records)







Copyright, patents, designs etc in project outcomes, and records relating thereto. 
last action on issue + 6 years or expiry of right + 6 years
1977, c.37; 1980, c.58; 1988 c.48
Ownership issues to be formally resolved before project end. 
BIC


3.6
2.9A (Resrec)Research Project Conduct - Research Records (Resrec) project schedule 







Reference
Description
Retention Period
Citation
Notes
Keeperr
Medium



PMA record 

Not applicable for this project







Resrec/1
Synopsis of project
Permanent


LIB
Electronic


Resrec/2
Application/Bid








Drafts
Until superseded by final version


PM
Electronic



Award letter 

Terms & conditions
Termination of project + 6 years
1980 c.58
Working copies held by PM until project end
LIB
Paper


Resrec/3
Project plan








Project plan

Project log

Project calendar
Termination of project + 6 years

Termination of project

Termination of project

Retain  all revisions until project end
PM

PM

PM
Electronic

Electronic

Electronic


Resrec/4
Financial








Budget

Statements of expenditure

Vouchers; receipts 


Termination of project + 6 years

Termination of project + 6 years

3 years
1980 c.58

PM

FIN

LIB
Electronic

Electronic

Paper


Resrec/5
Personnel records 








Job advertisements

All other personnel records kept by Human Resources Division


Termination of project




PM


Electronic




Resrec/6
Minutes of meetings & related papers








Trouble-shooting meeting

Ad hoc meetings
Termination of project


PM
Electronic


Resrec/7
Correspondence & memoranda








Internal correspondence 

External correspondence


Termination of project

Termination of project

Includes e-mail print-outs. Review and weed at project end
PM

PM
Paper

Paper


Resrec/8
Research data 


Ownership, 





Desk research data

Datasets survey data

· Questionnaire

· Responses

· Analyses

Interview notes

Survey software
Termination of project 

Termination of project + 3 years

Termination of project + 3 years

Termination of project + 3 years

Review for archival value


PM

PM

PM

PM
Hybrid

Hybrid

Hybrid

Electronic


Resrec/9
Reports








Internal progress reports
Termination of project + 6 years


RM
Electronic



Interim report
Termination of project + 6 years 

Review for archival value
RM
Electronic



Final report
Permanent


LIB
Paper


Resrec/10
Publications etc








Web pages

Presentations
Termination of project + 3  years

Termination of project


RM

RM
Electronic

Hybrid


Registry [RBS (RSO, BIC), FIN, PRS]





Senate





Executive Team 





COMM  Group








Planning & Resources Committee





Research Committee of Senate (ch: PVC Research)





School Board/


School Research Committee  (some)





Director of Research/Director of Graduate Studies 





RSO





School Research Administrator





Registry





School Clerk*





* Where there is no School Research Administrator, the School Clerk or other dedicated clerical support may carry out the RA's activities





School External Affairs Office (some)





Execution





PI


Graduate students








� SYSCO Report 2002


� UKDA: Study Description Form
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