Retention of Records
Academic Administration

Student Data

	Document
	Location
	Period

	Application forms (successful)
	Archive 
	2+years after graduation#

	Application forms (unsuccessful)
	Archive
	2 years

	Registration forms
	Faculty Office, then
Archive
	Current  year 
P

	Concession forms


	Personal file,  Faculty Office
	2 years after graduation# 

	Curriculum (and change) forms 


	Personal  file or Arch lever,  Faculty Office
	2 years after graduation#

	Correspondence (including email)

	Personal  file,  Faculty Office
	2 years after graduation#

	Extra-time application

	Student Records Office,
then personal file,  Faculty Office 
	For current year
2 years after graduation#

	Cancellation forms


	Original and student card to Fees Office, copy in personal file, Faculty Office 
	3 years

	RAC Appeal forms
	Personal file, Faculty Office 
	2 years after graduation#

	Student academic record (course data)
	PeopleSoft
	P

	Recount requests
	Student Records Office 
	2 years 

	Deferred Exam requests
	Request in SRO 

copy of letter to personal file in Faculty Office
	2 years

	Graduation forms (alumni)
	Alumni Office
	3 years

	Disability information
	Personal file, Faculty Office and Disability Service
	2 years after graduation#

	Course Results Schedule (CRS)
	Faculty Office as an attachment to the FEC minutes, then
Archive 
	P

	Graduation certificate register
	Student Records Office 
	P

	Honorary degrees certificate register
	Student Records Office 
	P


Personal files 

NEVER file the registration form in the personal file.

Retain personal file in Faculty Office for 2 years after graduation for graduating students.

# or retain for 7 years for those who don’t graduate but may return.
Examination Data
	Document 
	Location 
	Period

	Examination attendance records
	Examinations Office
	3 years

	Examination entries (results) 
	CRS (PeopleSoft)
	P

	Change of mark from 
	Faculty office

Archive 
	Current year

P

	Examination time-tables
	Examinations Office/Archive
	P

	Examiners’ reports:  Thesis 
	Archive
	P

	Examiners’ reports: Dissertation
	Archive 
	P

	Examiners’ reports: Courses
	Archive 
	P

	External examiners’ appointments 
	Faculty Office 
	1 year

	Course Results Schedule (CRS)
	Faculty Office then to Archive
	P


Faculty Data

	Document 
	Location 
	Period

	Handbooks
	Archive
	P

	Agendas and minutes of faculty Boards and sub committees of Faculty Boards, and DACs
	Archive annually 
(Faculty Office may hold duplicate) 
	P

	Staff files of Faculty Office staff
	Faculty Office while in service, then to HR*
	3 years after end of service


*On resignation of a staff member, the file must be sent to HR to be merged with the  HR file to become part of the formal record which is held in perpetuity.  
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