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Academic Administraton

Record Group Records within Group Retenton Period / Acton at End of Citaton
Retenton

Student

Administraton

Classifcaton: Confdental






awards, atendance or conduct
from employers and other
educatonal insttutons.

Student Progress
Administraton

Graduate Outcomes Surveys:
individual responses

Completon of analysis of responses

UK General Data Protecton Regulaton.

Student Progress
Administraton

Records documentng the academic
progress of individual students and
formal acton taken by the
insttuton to deal with
unsatsfactory progress, the
transfer of individual students to
new programmes or to new
courses within programmes, the
withdrawal of individual students
from the insttuton, and the
terminaton of individual students’
programmes

Terminaton of relatonship with student

+ 6 years

Limitaton Act 1980 c¢c.58s5

Student Records documenting the conduct | Last action on case + 6 years Limitation Act 1980 ¢. 58 s 5
Disciplinary and and results of disciplinary
Appeals Case proceedings against individual
Handling students and academic appeals.
Student Records documenting the handling | Last action on complaint + 3 years Institutional business requirements.
Complaint of complaints by individual
Handling students where the formal
(Informal) complaints procedure is not
initiated.
Student Records documenting the handling | Last action on case + 6 years Limitation Act 1980, ¢.58
Complaint of formal complaints made by
Handling individual students against the
(Formal) institution.
Student Support | Student counselling services: case | End of student relationship + 6 years Limitation Act, 1980.
and Welfare notes, letters to doctors etc.
Management British Association for Counselling and Psychotherapy
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Learning Support
Administraton

Records relatng to Inclusive
Learning and Support Plan (ISLP)
for Students with specifc needs.

End of Student Relatonship + year + 6
years

The Equality Act 2010

Student Results of student surveys: Completon of analysis of survey The retenton period will depend on what was stated

Communicatons | individual responses responses in the privacy notce when the data was collected.

Management Afer this period, responses can be anonymised for
the purposes of analysis to ensure compliance with
GDPR.

Student Results of student surveys: Completon of survey + 5 years Insttutonal business requirements.

Communicatons | summaries and analyses of

Management responses

Student Records documentng the design Closure of scheme + 5 years Insttutonal business requirements.

Communicatons | of, and overall response to, student

Management suggeston schemes.

Student Records documentng the handling | Last acton on suggeston + 1 year Insttutonal business requirements.

Communicatons | of suggestons from individual

Management students.

Academic Award | Records documentng the Conferment of award + 1 year Insttutonal business requirements.

Conferment notfcaton of awards to students

and the issue of awards
certfcates.

Academic Award
Conferment

Records documentng the process
of invitng, receiving and
considering nominatons for
honorary awards.

Conferment of award + 1 year

Insttutonal business requirements.

Academic Award
Conferment

Records documentng ofers of
honorary awards and responses
received.

Conferment of award + 1 year

Insttutonal business requirements.

Award Ceremony
Administraton

Records documentng the mailing
of award certfcates to students
who do not atend ceremonies.

Completon of ceremony + 1 year

Insttutonal business requirements.
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Prizes
Administraton

Records documentng nominatons
for prizes, the consideraton of
nominatons and notfcatons to
recipients of prizes.

Current academic year + 5 years

Insttutonal business requirements.

Prizes
Administraton
External Examiner

List of prize winners

While prize is awarded

Insttutonal business requirements.

Classifcaton: Confdental



Assessment
Administraton

Records documentng the issue of
awards lists and individual
notfcatons of awards.

Current academic year + 1 year

Insttutonal business requirements.

Assessment Qualifcaton Lists/Pass Issue of list + 10 years Insttutonal business requirements.
Administraton Lists/Awards lists.
Dissertatons (UG | Certain specifed examples of past | Preserve in relevant University Insttutonal business requirements.
& PGT only) dissertatons made available as department once student consent for
examples to students of an ongoing storage and access by third
excellent display of academic rigor. | partes is received
PhD Theses Copies of a student’s doctoral Retain indefnitely. Insttutonal Business Requirements
thesis Lancaster University doctoral theses
must be deposited with the Library
when a degree is awarded. They will be
searchable in OneSearch as soon as
possible.
Tuiton Fee Records documentng the handling | Determinaton of applicaton + 6 years Limitaton Act 1980 ¢c. 58 s 5
Remission of applicatons for remission of
tuiton fees: successful
applicatons.
Tuiton Fee Records documentng the handling | Determinaton of applicaton + 1 year Insttutonal business requirements.
Remission of applicatons for remission of
tuiton fees: unsuccessful
applicatons.
Financial Aid Records documentng the provision | Current fnancial year + 6 years Limitaton Act 1980 c. 58 s 5
Funds of fnancial aid funds to individual
Administraton students.
Crisis/Hardship Records documentng the provision | Current fnancial year + 6 years Limitaton Act 1980 c. 58 s 5
Funds of crisis/hardship payments to
Administraton individual students.
Bursaries Records documentng the award of

Administraton

bursaries to indfd o buents.
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Crisis/Hardship
Funds
Administraton

Records documentng the provision
of crisis/hardship payments to
individual students.

Current fnancial year + 6 years

Limitaton Act 1980 c¢c.58s5

Scholarships and
Fellowships
Administraton

Records documentng the award of
scholarships and fellowships to
individual students.

Current fnancial year + 6 years

Limitaton Act 1980 c¢c.58s5

Student Financial
and Employment
Support.

Records of administraton of
Student Financial and employment
support such as:

-New Deal Records

-Modern Apprentceship Records
-Access Fund Applicatons.

Current year + 6 years

Insttutonal business requirements.
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Accommodaton

Record Group Records within Group Retenton Period / Acton at End of Citaton
Name Retenton
Accommodaton | Records documentng the student’s | Superseded by the contract if accepted | Limitaton Act 1980
Applicaton applicaton to accommodaton (see contracts)
provided by insttuton’s
accommodaton: Successful
applicatons.
Accommodaton  Records documentng the student’s
Applicaton applicaton to accommodaton

provided by insttuton’s
accommodaton: Unsuccessful
applicatons.
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Communicatons

Record Group
Name

Records within Group

Retenton Period / Acton at End of
Retenton

Citaton

Public
Communicatons
Management
Public
Communicatons
Management

Enquiries from members of the
public and the responses provided.

Unsolicited feedback from
members of the public, the internal
handling of this feedback and the
responses provided.

Last acton on enquiry + 1 year

Last acton on feedback + 1 year

Insttutonal business requirements.
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Alumni
Communicatons
Management

Records documentng the handling
of complaints from alumni.

Last acton on complaint + 6 years

Limitaton Act 1980

Alumni Support

Requests for contact details for
alumni, acton taken, and the
responses provided.

Last acton on request + 1 year

Insttutonal business requirements.

Fundraising Individual responses to fundraising | Completon of analysis of data Insttutonal business requirements.
Campaign campaigns.
Management
Donatons Records documentng the handling | Last acton on enquiry + 1 year Insttutonal business requirements.
Management of enquiries about making
donatons to the insttuton.
Donatons Records documentng donatons to | Current year + 5 years A shorter/longer period may be appropriate for
Management the insttuton. small/substantal donatons.

Market Research

Market research data: data relatng
to identfable individuals.

Completon of analysis of data

Insttutonal business requirements.

The insttuton may wish to transfer these records
to the archive once they are no longer in actve
use.
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Corporate Management and Compliance

Record Group
Name

Records within Group

Retenton Period / Acton at End of
Retenton

Citaton

Discriminaton
Complaints
Handling

Records documentng the handling
of formal complaints about
discriminaton by or within the
insttuton.

Last acton on case + 6 years

Limitaton Act 1980 c. 58 s 2

Ethnic Minority
Mentoring
Scheme Co-
ordinaton

Records documentng the
mentoring scheme including:
- Applicatons for the
scheme
- Monitoring of the mentor-
mentee relatonship
- Qutcomes

Last interacton with mentoring scheme
+ 6 years / Destroy

Insttutonal business requirements.
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Human Resources
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Successful applicants = Advert screenshots
(visa holders) « Certificate of sponsorship /pro-forma
* Visa
« Work permit
= Copy of Resident permit
= Copy of passport
e Letter from UKBA approving
application for extension to stay
« Birth certificate
= Copy of national insurance care

End of employment + 6 years

Research Grants
If directly allocated or directly
indicated staff costs retention period
may need to be longer due to audit
requirements

/
HR:
Review
Not involved in a research grant:

Destroy
Involved in a research grant:
Determine retention period,

dependent on funder.
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Grievance raised
against an employee
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e Correspondence
e Leaver notifications

Classifcaton: Confdental



HMRC

Employer and
employee
contributons to the
pension schemes
Pension
administraton

All documentation relating to an
individual’s pension:
e Pre DMS pensions
e Auto enrolment

letter/email
e Change to 50/50
scheme

form

e Change to main scheme

End of employment + 75 years /
Destroy

Limitaton Act 1980
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Informaton Compliance

Record Group Name Records within Group Retenton Period / Acton at End of  Citaton
Retenton
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(The Natonal Archives).

Records (or informaton extracted
from them) relatng to cases which
set legal precedents, or which
establish principles for handling
requests for certain types of
informaton should be kept for
longer, possibly as part of policy
development records (see
INFORMATION COMPLIANCE
MANAGEMENT - INFORMATION
COMPLIANCE POLICY
DEVELOPMENT).
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Research

Personal data in research records are covered by their own unique privacy notces / research agreements. This will identfy a retenton schedule for any

Classifcaton: Confdental






