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Introduction 
 

1 This document details the minimum retention periods for University of Law records.  It defines the length of time a record should be 
retained, and assists in the process of determining the most efficient and appropriate methods of creating, storing and disseminating them. 
 
 

Purpose  

 
2 The Data Retention Procedures document the length of time records should be retained in order to comply with legal and regulatory 
requirements, balanced with the operational requirements of the University. 
 
3 The procedures describe: 
 
3.1 The record 
 
3.2 
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A Teaching 
 

1.1 Teaching Strategy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s teaching 
strategy 

Superseded + 10 years Review for archive value Consult Academic Registry 
before disposal 

 

1.2 Teaching Planning 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the formulation of plans 
for the implementation of the 
institution’s teaching strategy 

Superseded + 10 years Review for archive value Consult Academic Registry  
before disposal 

 

1.3 Teaching Performance Management 

Description Minimum Retention Period Action Citation & Comments 

Records containing data on and analysis of, 
performance against the plans for the 
implementation of the institution’s teaching 
strategy 

Current academic year + 1 year Dispose JISC guidance 

Records containing reports of performance 
against the plans for the implementation of 
the institution’s teaching strategy 

Current academic year + 1 year Review for archive value  

Records documenting the conduct and 
results of audits and reviews of teaching 
performance, and responses to the results 

Current academic year + 1 year Review for archive value  
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1.5 Teaching Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s teaching 
procedures 

Superseded + 5 years Review for archive value Consult Academic Registry 
before disposal 

 

1.6 Teaching Quality & Standards Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of the 
institution’s internal quality assurance 
processes 

While current Review for archive value Consult Academic Registry  
before disposal 

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

Current academic year + 5 years Review for archive value Consult Academic Registry 
before disposal 

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

Current academic year + 5 years Review for archive value Consult Academic Registry  
before disposal 

 

1.7 Taught Curriculum Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of 
the institution’s taught curriculum 

Superseded + 10 years Review for archive value Consult Academic Registry 
before disposal 

Records documenting monitoring of external 
developments and trends to inform the 
development of the institution’s taught 
curriculum 

Current academic year + 5 years Dispose  

 

1.8 Taught Curriculum Review 

Description Minimum Retention Period Action Citation & Comments 

Records documenting routine and ad hoc 
feedback on the institution’s taught curriculum 
from staff, students, external examiners and 
others 

Current academic year + 5 
years 

Dispose  
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1.14 Taught Course Review 

Description Minimum Retention Period Action Citation & Comments 

Records containing data on, and analyses of, 
student numbers and other taught course 
statistics 

Current academic year + 5 years Dispose  

Records documenting routine solicited 
feedback on taught courses from staff and 
examiners: individual feedback 

Life of course + 1 year (or Current 
academic year + 5 years 

Dispose  

Records documenting routine solicited 
feedback on taught courses from students: 
individual feedback 

Completion of analysis of 
feedback 

Dispose  

Records containing anonymous summaries 
and analyses of routine solicited feedback on 
taught courses from staff, examiners and 
students 

Life of course + 1 year (or Current 
academic year + 5 years) 

Dispose  

Records containing reports of routine internal 
reviews of taught courses 

Current academic year + 5 years Review for archive value Consult Academic Registry  
before disposal 

Records documenting the conduct and results 
of formal independent reviews of taught 
courses, and the responses to the 
results 

Current academic year + 5 years Review for archive value Consult Academic Registry  
before disposal. 

 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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Records documenting awards and 
classifications 

Current academic year + 6 years Dispose Limitation Act 1980 c.58 s. 5 

 

1.16 Taught Student Academic Support 

Description Minimum Retention Period Action Citation & Comments 

Records documenting feedback on academic 
progress, and general academic guidance and 
support, given to individual taught students 

Completion of a student’s 
programme + 6 years 

Dispose Limitation Act 1980 c.58 s. 5 

 
 
 
 
 
 
 
 
 
 
 
  

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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B Student Administration & Support 
 
2 Student Administration 
 

2.1 Student Administration Strategy Development 

Description Minimum Retention Period 
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2.4 Student Administration Policy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s student 
administration policies 

Superseded + 10 years Review for archive value Consult Academic Registry 
before disposal 

 

2.5 Student Administration Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s student 
administration procedures 

Superseded + 10 years Dispose  

 

2.6 Student Recruitment 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the design, conduct and 
summary results of student recruitment 
campaigns 
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2.7 Student Admission 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s admission 
criteria 

Superseded + 10 years 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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2.9 Student Induction 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the design, conduct 
and review of induction programmes for new 
students 

Completion of induction 
programme + 5 years 

Review for Archive Value Consult Academic Registry 
before disposal 

Records documenting the administration of 
induction programmes and events for new 
students 

Current academic year + 1 year Dispose  

 

2.10 Student Records Administration 

Description Minimum Retention Period Action Citation & Comments 

Records containing personal data on individual 
students 

Variable for different types of 
personal data. 
 
Recommended retention

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/acts/acts1998/ukpga_19980029_en_9
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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2.14 Student Complaint Handling 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the handling of formal 
complaints made by individual students

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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B Student Administration & Support 
 
3 Student Support 
 

3.1 Student Support Services Strategy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s student 
support services strategy 

Superseded + 10 years Review for archive value Consult Academic Registry 
before disposal 

 

3.2 Student Support Services Management Planning 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the formulation of plans 
for the implementation of the institution’s 
student support services strategy 

Superseded + 10 years Review for archive value Consult Academic Registry  
before disposal 

 

3.3 Student Support Services Performance Management 

Description Minimum Retention Period Action Citation & Comments 

Records containing data on, and analyses of, 
performance against the plans for the 
implementation of the institution’s student 
support services strategy 

Current academic year + 1 year Dispose  

Records containing reports of performance 
against the plans for the implementation of the 
institution’s student support strategy 

Current academic year + 10 years Review for archive value Consult Academic Registry  
before disposal 

Records documenting the conduct and results 
of audits and reviews of overall 
management of student support services and 
responses to the results 

Current academic year + 10 years Review for archive value Consult Academic Registry  
before disposal 

 

3.4 Student Support Services Management Policy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s student 
support service management policies 

Superseded + 10 years Review for archive value Consult Academic Registry 
before disposal 
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3.5 Student Support Services Management Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of the 





http://www.opsi.gov.uk/acts/acts1998/ukpga_19980029_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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5.4 Governance Committee Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of terms of reference for the 
institution’s governance committees 

Life of committee Review for archive value Consult Academic Registry  
before disposal 

Records documenting the appointment of 
members of the institution’s governance 
committees 

Termination of appointment + 5 
years 

Review for archive value Consult Academic Registry 
before disposal 

Records documenting the provision of training 
and development for members of the 
institution’s governance committees 
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Records documenting the organisation of 
meetings of the institution’s committees 

Current year + 1 year Dispose  

Records documenting the conduct and 
proceedings of meetings of the institution’s 
committees 

Current year + 50 years Review for archive value Consult Academic Registry 
before disposal 

 

5.7 Records Management Documents 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s Records 
Management policy 
Acti0052>14 BDC q
ET
Q
q
65.76 351.79 229.8 715.9 12.48 re
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 EM5(ct)9(i0052>14 BDC q
ET
Q
q
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1 0 0 1 587.11 457..85 37.8 re
W* n
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C Corporate Management 
 
6 Risk Management 
 

6.1 Risk Management Strategy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s risk 
management strategy 

Superseded + 5 years Review for archive value Consult Academic Registry 
before disposal 

 

6.2 Risk Management Planning 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the formulation of plans 
for the implementation of the institution’s risk 
management strategy 

Superseded + 5 years Review for archive value Consult Academic Registry  
before disposal 

 

6.3 Risk Management Performance Management 

Description Minimum Retention Period Action Citation & Comments 
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6.5 Risk Management Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s risk 
management procedures 

Superseded + 3 years Review for archive value Consult Academic Registry 
before disposal 

 

6.6 Risk Identification & Assessment 

Description Minimum Retention Period Action Citation & Comments 

Records documenting identified risks to the 
institution and assessment of those risks 

Superseded + 1 year Review for archive value Consult Academic Registry  
before disposal 

 

6.7 Business Continuity Planning 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the formulation, 
testing and maintenance of disaster response 
and recovery plans 

Superseded + 1 year Review for archive value Consult Academic Registry 
before disposal 
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C Corporate Management 
 
7 Quality Management 
 

7.1 Quality Management Strategy 
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8.5 Audit Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of the 



 
Data Retention Procedures 

V1.1 36 © The University of Law 2020 

 

C Corporate Management 
 
9 Legal Affairs Management 
 

9.1 Legal Affairs Management Policy Development 

Description Minimum Retention Period Action Citation & Comments 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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C Corporate Management 
 
11 Health and Safety Management 
 

11.1 Health and Safety Management Strategy Development 

Description Minimum Retention Period

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
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http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/hsrepresentatives.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
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Records documenting the provision of time 
off, and other facilities and assistance, for 
representatives of employee safety appointed 
under the  Health and Safety (Consultation 
with Employees) Regulations 1996 

Current year + 5 years Dispose  

http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/involvement/1996.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.opsi.gov.uk/si/si1989/Uksi_19890635_en_1.htm
http://www.opsi.gov.uk/si/si1989/Uksi_19890635_en_1.htm
http://www.opsi.gov.uk/si/si1989/Uksi_19890682_en_1.htm
http://www.opsi.gov.uk/si/si1989/Uksi_19890682_en_1.htm
http://www.opsi.gov.uk/si/si1989/UKsi_19891790_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922792_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922792_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922793_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922793_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922793_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922932_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922932_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922966_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922966_en_1.htm
http://www.statutelaw.gov.uk/content.aspx?activeTextDocId=1159585
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm


http://www.opsi.gov.uk/si/si1989/UKsi_19891790_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922792_en_1.htm
http://www.opsi.gov.uk/si/si1992/Uksi_19922792_en_1.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
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Records documenting the conduct and results 
of monitoring of exposure of employees to 
substances hazardous to health: general 
exposure 

Date of action + 5 years Dispose Control of Substances Hazardous to Health 
Regulations 2002 (S.I. 2002/2677)  

http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm


 
Data Retention Procedures 

V1.1 46 © The University of Law 2020 

 

Records documenting the conduct and results 
of risk assessments of work that 
expose employees to asbestos: where the 

http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1987/uksi_19871968_en_1.htm
http://www.opsi.gov.uk/si/si1987/uksi_19871968_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si1987/uksi_19871968_en_1.htm
http://www.opsi.gov.uk/si/si1987/uksi_19871968_en_1.htm
http://www.opsi.gov.uk/si/si1993/Uksi_19931985_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si1995/uksi_19953163_en_1.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
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11.13 Employee Health Surveillance 

Description Minimum Retention Period Action Citation & Comments 

Records documenting pre-employment 
health screening of an employee 

Termination of employment + 40 
years 

Dispose Limitation Act 
1980 c.58 s. 5 

Health (surveillance) records of identifiable 
individual employees, other than those 
specified below 

Date of last surveillance action + 
40 years 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
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Records documenting the provision of role- 
specific training for fire stewards 

Termination of appointment + 5 
years 

Dispose Health and Safety at Work Act 1974 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1974/cukpga_19740037_en_1
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.hse.gov.uk/firstaid/index.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
http://www.opsi.gov.uk/si/si1999/19993242.htm
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
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http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6


 
Data Retention Procedures 

V1.1 53 © The University of Law 2020 

 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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D Resources Management 
 
13 Finance Management 
 

13.1 Finance Strategy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s finance 
strategy 

Superseded + 10 years Review for archive value Consult Director of Finance 
before disposal 

 

13.2 Finance Management Planning 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the formulation of plans 
for the implementation of the institution’s 
finance strategy 

Superseded + 10 years Review for archive value Consult Director of Finance  
before disposal 

 

13.3 Finance Management Performance Management 

Description Minimum Retention Period Action Citation & Comments 

Records containing data on, and analyses of, 
performance against the plans for the 
implementation of the institution’s finance 
strategy 

Current financial year + 1 year



http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/acts/acts1994/ukpga_19940023_en_1
http://www.opsi.gov.uk/acts/acts1994/ukpga_19940023_en_1
http://customs.hmrc.gov.uk/channelsPortalWebApp/channelsPortalWebApp.portal?_nfpb=true&amp;_pageLabel=pageVAT_ShowContent&amp;propertyType=document&amp;id=HMCE_CL_000099
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/acts/acts1994/ukpga_19940023_en_1
http://www.opsi.gov.uk/acts/acts1994/ukpga_19940023_en_1
http://customs.hmrc.gov.uk/channelsPortalWebApp/channelsPortalWebApp.portal?_nfpb=true&amp;_pageLabel=pageVAT_ShowContent&amp;propertyType=document&amp;id=HMCE_CL_000099
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6


http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/acts/acts1994/ukpga_19940023_en_1
http://www.opsi.gov.uk/acts/acts1994/ukpga_19940023_en_1
http://www.opsi.gov.uk/acts/acts1994/ukpga_19940023_en_1
http://customs.hmrc.gov.uk/channelsPortalWebApp/channelsPortalWebApp.portal?_nfpb=true&amp;_pageLabel=pageVAT_ShowContent&amp;propertyType=document&amp;id=HMCE_CL_000099
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.legislation.gov.uk/uksi/1993/2276/contents/made
http://www.legislation.gov.uk/uksi/1993/2276/contents/made
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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Records documenting calculation and 
payment of payroll payments to employees 

Current tax year + 6 years Dispose Taxes Management Act 
1970 c9 
Limitation Act 1980 c.58 s. 5 
The Income Tax (Employments) 
Regulations 1993 
The National Minimum Wage 
Regulations 1999 

Records documenting the operation of the 
Statutory Sick Pay scheme 

Current tax year + 6 years Dispose The Statutory Maternity Pay 
(General) and Statutory Sick 
Pay (General) (Amendment) 
Regulations 2005 

Records documenting the operation of the 
Statutory Maternity Pay Scheme 

Current tax year + 6 years Dispose The Statutory Maternity Pay 
(General) (Amendment) 
Regulations 2005 

 

13.14 Pension Contributions Administration 

Description Minimum Retention Period Action Citation & Comments 

Records documenting payments of the 
institution’s employer’s contributions to 
pensions schemes for its employees 

Termination of employment + 75 
years 

Dispose Limitation Act 
1980 c.58 s. 5 

Records documenting payments of the 
institution’s employees’ contributions to 
pension schemes 

Termination of employment + 75 
years 

Dispose Limitation Act 1980 c.58 s. 5 

 

13.15 Tax Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the preparation and 
filing of the institution’s tax returns 

Current tax year + 6 years Dispose Taxes Management Act 1970 c9 

 

13.16 Cash Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the opening, closure 
and routine administration of bank accounts 

Closure of account + 6 years Dispose Limitation Act 1980 c.58 s. 5 

http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/si/si1993/Uksi_19930744_en_1.htm
http://www.opsi.gov.uk/si/si1993/Uksi_19930744_en_1.htm
http://www.opsi.gov.uk/si/si1999/19990584.htm
http://www.opsi.gov.uk/si/si1999/19990584.htm
http://www.opsi.gov.uk/si/si2005/20050989.htm
http://www.opsi.gov.uk/si/si2005/20050989.htm
http://www.opsi.gov.uk/si/si2005/20050989.htm
http://www.opsi.gov.uk/si/si2005/20050989.htm
http://www.opsi.gov.uk/si/si2005/20050729.htm
http://www.opsi.gov.uk/si/si2005/20050729.htm
http://www.opsi.gov.uk/si/si2005/20050729.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6


http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.generalcommissioners.gov.uk/Documents/RulesLegislation/TMA1970ConsolidatedJan08.pdf
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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14.5 Human Resources Management Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of the 
institution’s human resources management 
procedures 

Superseded + 10 years Dispose  

 

14.6 Workforce Planning 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the assessment and 
analysis of workforce requirements, and the 
identification and evaluation of options for 
meeting these requirements 

Current year + 3 years Review for archive value Consult Head of HR  
before disposal 
Limitation Act 
1980 c.58 s. 5 

Records documenting management 
succession plans 

Superseded + 5 years Review for archive value Consult Academic Registry 
before disposal 

Records documenting the development and 
evaluation of job specifications 

Superseded + 5 years Dispose  

 

14.7 Workforce Recruitment 

Description Minimum Retention Period Action Citation & Comments 

Records documenting internal authorisation for

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1975/cukpga_19750065_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1976/cukpga_19760074_en_1
http://www.opsi.gov.uk/acts/acts1995/ukpga_19950050_en_1
http://www.opsi.gov.uk/acts/acts1995/ukpga_19950050_en_1
http://www.opsi.gov.uk/acts/acts1995/ukpga_19950050_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1975/cukpga_19750065_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1976/cukpga_19760074_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1976/cukpga_19760074_en_1
http://www.opsi.gov.uk/acts/acts1995/ukpga_19950050_en_1
http://www.opsi.gov.uk/acts/acts1995/ukpga_19950050_en_1
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Records documenting the handling of 
applications for vacancies: successful 
applications 

Termination of employment + 6 
years 

Dispose Sex Discrimination Act 1975 Race 
Relations Act 1976 Disability 
Discrimination Act

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1975/cukpga_19750065_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1976/cukpga_19760074_en_1
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1976/cukpga_19760074_en_1
http://www.opsi.gov.uk/acts/acts1995/ukpga_19950050_en_1
http://www.opsi.gov.uk/acts/acts1995/ukpga_19950050_en_1
http://www.opsi.gov.uk/acts/acts1995/ukpga_19950050_en_1
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14.9 Workforce Training & Development 

Description 
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Records documenting special reward schemes Termination of scheme + 5 years Review for archive value Consult Head of HR  
before disposal 

 

14.12 Workforce Welfare Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of 
workforce welfare schemes and services, e.g. 
counselling services 

Current year + 5 years Review for archive value Consult Head of HR  
before disposal 

Records documenting the monitoring of hours 
worked by employees, as required by 
the Regulations cited. 

Date of record + 2 years Dispose The Working Time Regulations 
1998 

 

14.13 Workforce Relations Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the design of 
workforce surveys and consultations 

Completion of survey/ 
consultation + 5 years 

Review for archive value Consult Head of HR 
before disposal 

http://www.opsi.gov.uk/si/si1998/19981833.htm
http://www.opsi.gov.uk/si/si1998/19981833.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6


http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1970/cukpga_19700041_en_1
http://www.opsi.gov.uk/si/si1999/19990584.htm
http://www.opsi.gov.uk/si/si1999/19990584.htm
http://www.opsi.gov.uk/acts/acts1992/ukpga_19920004_en_1
http://www.opsi.gov.uk/acts/acts1992/ukpga_19920004_en_1
http://www.opsi.gov.uk/acts/acts1992/ukpga_19920004_en_1
http://www.legislation.gov.uk/uksi/1999/3312/contents/made
http://www.legislation.gov.uk/uksi/1999/3312/contents/made
http://www.legislation.gov.uk/uksi/1999/3312/contents/made
http://www.legislation.gov.uk/ukpga/1992/4/contents/enacted
http://www.legislation.gov.uk/ukpga/1992/4/contents/enacted
http://www.legislation.gov.uk/ukpga/1992/4/contents/enacted
http://www.legislation.gov.uk/uksi/2005/729/contents/made
http://www.legislation.gov.uk/uksi/2005/729/contents/made
http://www.legislation.gov.uk/uksi/2005/729/contents/made
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Records containing an employee’s basic 
personal details (eg. address, next of kin, 
emergency contacts) 

While current Dispose Retention must comply with the 
Data Protection Act 8 Principles 

http://www.opsi.gov.uk/acts/acts1998/ukpga_19980029_en_9
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022676.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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15.4 Information Resources Management Policy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s information 
resources management policies 

Supersede + 5 years Review for archive value Consult CIO 
before disposal 

 

15.5 Information Resources Management Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of the 
institution’s information resources 
management procedures 

Superseded + 3 years Dispose  

 

15.6 Data Protection Act (DPA) Compliance Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the institution’s 
notification of data controller details to the 
Office of the Information Commissioner 

Expiry of notification + 6 years Dispose Limitation Act 1980 c.58 s. 5 

Records documenting the handling of requests 
for access to personal information 
held by the institution under the Data 
Protection Act 1998 

Last action on request + 6 years Dispose Limitation Act 1980 c.58 s. 5 

Records containing (anonymised) 
management statistics, analyses and reports 
of requests for access to personal information 
held by the institution under the Data 
Protection Act 

Current year + 10 years Dispose  

 

15.7 Freedom of Information Act (FOIA) Compliance Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
maintenance of the Institution’s Publication 
Scheme, as required by the FOI  Act 2000 

Completion of revision of 
Publication Scheme + 5 years 

Dispose  

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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Records documenting the handling of requests 
for access to information held by 
the institution under the Freedom of 
Information Act 2000 

Last action on request + 6 years Dispose Limitation Act 1980 c.58 s. 5 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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Records documenting the movement of 
records from/to storage 

Return of records + 1 year Dispose  

Records documenting the retention periods 
for records 

Superseded + 6 years Dispose Limitation Act  
1980 c.58 s. 5 

Final versions of Records Retention 
Schedules 

Life of Institution Dispose  

Records documenting the review of 
individual records to determine requirements 
for on-going retention 

Life of records + 6 years Dispose Limitation Act 
1980 c.58 s. 5 

Records documenting conservation work 
undertaken on records 

Life of records Dispose  

Records documenting authorisation for the 
disposal of redundant business records 

Life of records + 6 years Dispose Limitation Act 1980 c.58 s. 5 

Records documenting the transfer of records 
to the institution’s archives, where this is 
required by established Records Retention 
Schedules 

Completion of transfer + 1 year Dispose  

 

15.10 Archives Management 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the selection criteria for 
records to be presented as archives 

Life of archives Dispose  

Records documenting the appraisal, selection 
and acquisition of records for preservation as 
institutional archives 

Life of records Dispose  

Records documenting the accessioning of 
records acquired for preservation as archives 

Life of archives Dispose  

Records documenting the institution’s scheme 
of arrangement for its archives 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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D Resources Management 
 
16 Information & Communications Technology (ICT) Systems Management 
 

16.1 ICT Systems Strategy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s ICT systems 
strategy 

Superseded + 5 years Review for archive value Consult CIO 
before disposal 

 

16.2 ICT Systems Management Planning 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the formulation of plans 
for the implementation of the institution’s ICT 
systems strategy 

Superseded + 5 years Review for archive value Consult CIO  
before disposal 

 

16.3 ICT Systems Management Performance Management 

Description Minimum Retention Period Action Citation & Comments 

Records containing data on, and analyses of, 
performance against the plans for the 
implementation of the institution’s ICT systems 
strategy 

Current academic year + 1 year Dispose  

Records containing reports of performance 
against the plans for the implementation of the 
institution’s ICT systems strategy 

Current academic year + 5 years Review for archive value  

Records documenting the conduct and results 
of 
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Records documenting the management of 
system data storage, including the operation of 
routine data backup, archiving and deletion 
routines 

Current year + 1 year Dispose  

Records documenting user requests to recover 
data from backup of archive stores, and action 
taken 

Last action on request + 3 
months 

Dispose  

Records documenting the maintenance of 
appropriate software licences for live ICT 
systems 

Issue of new licence Dispose  

 

16.8 ICT Systems Security Management 

Description Minimum Retention Period Action Citation & Comments 
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17.4 Equipment and Consumables Management Policy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s equipment 
and consumables management policies 

Superseded + 5 years Review for archive value Consult Head of Facilities 
before disposal 

 

17.5 Equipment & Consumables Management Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of the 
institution’s equipment and 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6


http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
http://www.opsi.gov.uk/si/si1997/19971840.htm
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Records documenting the examination, testing 
and repair of equipment/consumables provided 
to control exposure to hazardous substances 

Date of action + 5 years Dispose Control of Substances Hazardous 
to Health Regulations 2002 (S.I. 
2002/2677)  

Records documenting the examination, testing 
and repair of equipment/consumables provided 
to control exposure to asbestos 

Creation + 5 years Dispose Control of Asbestos at Work 
Regulations 2002 

Records documenting the ‘inspection’ of lifting 
equipment, as defined in the  Regulations cited 

Completion of subsequent 
inspection record 

Dispose The Lifting Operations and Lifting 
Equipment Regulations 
1998 

Reports of inspection and ‘thorough 
examination’ of lifting equipment, as required 
by the Regulations cited 

Completion of subsequent report 
OR 
Issue of report + 2 years, 
whichever is the longer 

Dispose The Lifting Operations and 
Lifting Equipment Regulations 
1998 

 

17.10 Equipment & Consumables Maintenance 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the maintenance of 
equipment/consumables: major items 

 

http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022677.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/si/si1998/19982307.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si1998/19982306.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
http://www.opsi.gov.uk/si/si2002/20022675.htm
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17.11 Equipment & Consumables Disposal 

Description Minimum Retention Period Action Citation & Comments 

Records documenting authorisation for the 
disposal of equ 0 sation for the 

http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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D Resources Management 
 
18 Insurance Management 
 

18.1 Insurance Management Strategy Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development and 
establishment of the institution’s insurance 
strategy 

Superseded + 5 years Review for archive value Consult Academic Registry 
before disposal 

 

18.1 Insurance Management Planning 

Description 
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18.5 Insurance Management Procedures Development 

Description Minimum Retention Period Action Citation & Comments 

Records documenting the development of the 
institution’s insurance management 
procedures 

Superseded + 3 years Dispose  

 

18.6 Insurance Policy Management 

Description Minimum Retention Period Action Citation & Comments 

http://www.opsi.gov.uk/revisedstatutes/acts/ukpga/1969/cukpga_19690057_en_1
http://www.opsi.gov.uk/revisedstatutes/acts/ukpga/1969/cukpga_19690057_en_1
http://www.opsi.gov.uk/si/si1998/19982573.htm
http://www.opsi.gov.uk/si/si1998/19982573.htm
http://www.opsi.gov.uk/si/si1998/19982573.htm
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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http://www.legislation.gov.uk/uksi/1991/2680/contents/made
http://www.legislation.gov.uk/uksi/1993/3228/contents/made
http://www.legislation.gov.uk/uksi/1995/201/contents/made
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
http://www.opsi.gov.uk/RevisedStatutes/Acts/ukpga/1980/cukpga_19800058_en_2%23pt1-pb3-l1g6
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