	[image: image1.png][

\
a

CARDONALD

COLLEGE
GLASGOW




	Procedure


	NUMBER
6:3:5

REVISION
0


CONTROLLED DOCUMENT – DO NOT PRINT

TITLE:


DOCUMENT RETENTION
PURPOSE/SCOPE:
To ensure that paper and electronic document sets used by the College are retained in an appropriate manner such that they are:

· available for use as required for clear business purposes

· stored in a secure manner such that only authorised staff may access them

· destroyed after a specified period of time to comply with Data Protection legislation

To ensure that the college’s record of entry with the Data Protection Registrar is accurate and current

RESPONSIBILITY:
For maintaining a central database of all document sets used by the college lies with the Assistant Principal (Information Systems)

For ensuring that the college’s entry with the Information Commissioner is accurate and current lies with the Assistant Principal(Information Systems)

For ensuring that the AP (Information Systems) is informed of any creation of or change in the use of document sets lies with the Divisional Leader or Unit Manager

DEFINITIONS:
Document Set – a set of structured documents (either paper or electronic) containing records of information. It only refers to files or databases which contain personal information (and are thus subject to the Data Protection legislation) or which play a significant role in the functioning of the college.

APPENDICES:
Sample Document Retention Schedule - SDRS
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1.0
MAINTENANCE OF DOCUMENT RETENTION SCHEDULE 

1.1 The Assistant Principal - Information. Systems will maintain an electronic schedule of all document sets covered by the procedure.

1.2 The schedule will be accessible on the college staff intranet.

2.0 ANNUAL UPDATE OF DIVISION / UNIT RECORDS

2.1
Each year, in December, the Assistant Principal - Information. Systems will circulate to each Divisional Leader / Unit Manager a copy of the information relating to their area in the Document Retention Schedule.

2.2
The Divisional Leader / Unit Manager will review the information and update it where appropriate. If any new databases / files have been created in the previous year then an entry for these will be added. The information added should include:

· Location of the records

· Type of storage (e.g. computer, filing cabinet)

· Nature of information (e.g. student records)

· Purpose of holding information

· Does it include sensitive information (e.g. disability, ethnic origin etc.)

· Approximate number of records

· Minimum Retention Period and Reason for period

· Maximum Retention Period (after which records must be destroyed) and Reason for period. Where a document set is to be retained for more than 3 years then an explicit reason for this must be given.

· Method of Disposal

2.3
The Divisional Leader / Unit Manager will return the updated schedule to the Assistant Principal - Information. Systems by the end of January and confirm that all records due for disposal are disposed of according to the recorded method.

3.0 MAINTENANCE OF DATA PROTECTION ENTRY

3.1
If a Division or Unit starts to record any type of personal information which it has not previously recorded then the Divisional Leader / Unit Manager should notify the Assistant Principal - Information. Systems, as soon as possible.

3.2
The Assistant Principal - Information. Systems will clarify whether this is a new practice for the college and if so will send a notification to the UK Information Commissioner.
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