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01. GOVERNANCE & MANAGEMENT 
 

Record type Retention Responsibility Notes 

Constitution 

Charter, Statutes and Ordinances One copy to be deposited in the University Archives for permanent 
preservation. 

Governance Office - 

Regulations One copy to be deposited in the University Archives for permanent 
preservation. 

Policy, Planning & 
Compliance 

- 

Standing Orders of Statutory Bodies One copy to be deposited in the University Archives for permanent 
preservation. 

Governance Office 
Policy, Planning & 
Compliance 

- 

Strategy and planning 

Institutional strategy documents One copy to be deposited in the University Archives for permanent 
preservation. 

Policy, Planning & 
Compliance 

- 

Institutional policy documents One copy to be deposited in the University Archives for permanent 
preservation. 

Policy, Planning & 
Compliance 

- 

University annual reports One copy to be deposited in the University Archives for permanent 
preservation. 

Marketing & 
Communications 

- 

University annual financial statements One copy to be deposited in the University Archives for permanent 
preservation. 

Finance & Procurement - 

Decision making 

Agenda, minutes and papers of the following: 

 - Academic Assembly 
 - Audit & Risk Assurance Committee 
 - Boards of Studies (faculties/schools)* 
 - Committee on the Office of Chancellor 
 - Committee on the Office of Vice-Chancellor 
 - Convocation 
 - Council 
 - Courses and Partnerships Approval 
   Committee (CPAC) 
 - Court 
 - Curriculum Transformation Committee 
 - Education, Quality & Standards 
   Committee (EQSC) 
 - Finance Committee 
 - Research & Knowledge Exchange Committee 
 - Senate 

One complete set of agenda, papers and minutes to be deposited in 
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01. GOVERNANCE & MANAGEMENT 
 

Record type Retention Responsibility Notes 

Decision making continued 
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01. GOVERNANCE & MANAGEMENT 
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02. FINANCE 
 

Record type Retention Responsibility Notes 

 For University Finance Committee records see 01. Governance and Management. 

 For University annual financial statements see 01. Government and Management. 

Accounting 

Subsidiary Company Accounts and Annual 
return 

One copy of each statement to be transferred to the University 
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03. HUMAN RESOURCES 
 

Record type Retention Responsibility Notes 

Employment and employee relations 

 For University Academic Staff Committee records see 01. Governance and Management. 

 For University Remuneration Committee records see 01. Governance and Management. 

 For University Grievance Committee records see 01. Governance and Management. 

Employment tribunal documentation Last action + 6 years. Human Resources See also Staff Grievance 
Policy and Procedure. 

Hourly-paid worker appointment 
documentation 

Termination of employment + 6 years. Human Resources - 

Staff files Termination of employment + 6 years. Human Resources Covers paper staff records 
(held in the Department of 
Human Resources and in 
the University Records 
Centre) and digital staff 
records (held in iTrent). 
See also Workforce Data 
Protection and Privacy 
Statement. 

Unsuccessful job applications & related 
interview documentation 

Completion of appointment + 6 months. Human Resources - 

Workload Allocation Management System 
(WAMS) 

Termination of employment + 6 years. Policy, Planning & 
Compliance 

See also the WAMS 
Privacy Notice. 
Anonymised records may 
be retained longer. 

Health and safety 

 For University Health and Safety Committee records see 01. Governance and Management. 

Records relating to the investigation of 
accidents, dangerous occurrences, incidents 
involving hazardous substances and outbreaks 
of notifiable diseases 

Closure of investigation + 40 years. UHSE 
Human Resources 

See also Asbestos 
Management Policy. 
See also Hazardous 
Substances Policy. 
Control of Substances 
Hazardous to Health 
Regulations 2002. 
Control of Asbestos at 
Work Regulations 2002. 
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03. HUMAN RESOURCES 

 

Record type Retention Responsibility Notes 

Health and safety continued 
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05. STUDENT ADMINISTRATION & SUPPORT 
 

Record type Retention Responsibility Notes 

Student outreach, recruitment and admission 

School and college staff contact details Academic year of enquiry/collection + 3 years. Widening Participation 
Student Recruitment 
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05. STUDENT ADMINISTRATION & SUPPORT 
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06. INFORMATION SERVICES 
 

Record type Retention Responsibility Notes 

Data and information compliance 

 For Data Protection Act Subject Access Request (SAR) documentation see 01. Governance & Management. 

 For Freedom of Information Act access request documentation see 01. Governance & Management. 

Library    

Inter-Library loan request forms End of the current academic year + 6 years. Library - 

Library user records Expiry of user status + 6 months. Library - 

Archives & Research Collections catalogues Permanent retention. Library - 

Archives & Research Collections donor and depositor 
agreements and documentation 

Life of collection + 6 years. Library - 

Records Centre retrieval slips End of the current calendar year + 3 years. Library - 

Records Centre destruction authorisation forms Destruction of records + 25 years. Library - 

IT and computing    

Email (current user) Deletion of email + 30 days. DD&T See also Email Policy. 

User/email (non-current user) Deactivation of account + 60 days. DD&T See also Email Policy. 

Alternative communications (University managed Skype 
for Business, Microsoft Teams, VOIP) 

Deactivation of account + 60 days. DD&T - 

User account investigation (misconduct, security 
breach, etc) documentation 

Last action + 6 years. DD&T - 

Records documenting security breaches and attempted 
security breaches, and actions taken 

Last action + 6 years. DD&T See also Electronic 
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07. LEARNING & TEACHING 
 

Record type Retention Responsibility Notes 

Academic quality and standards 

 For Education, Quality & Standards Committee (EQSC) records see 01. Governance and Management. 

Submissions and outcome reports relating to formal 
institutional reviews of teaching quality and standards 
conducted by external organisations 

One copy to be deposited in the University Archives for 
permanent preservation. 

Academic Registry - 

Documentation relating to formal internal reviews of 
teaching quality and standards documentation 

End of review + 10 years. Academic Registry - 

Quality Assurance Code of Practice Superseded + 10 years. Review for archival value. Academic Registry - 

Programme development and delivery 

 For University Academic Programmes Committee records see 01. Governance & Management. 

 For University Courses and Partnerships Committee records see 01. Governance & Management. 

New programme proposals and programme variation 
proposals 

Closure of consultation + 5 years. Academic Registry - 

Programme and unit information submitted for setting 
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08. RESEARCH & DEVELOPMENT 
 

Record type Retention Responsibility Notes 

Strategy, quality and ethics 

 For University Research & Knowledge Exchange Committee records see 01. Governance and Management. 

 For University Ethics Committee records see 01. Governance and Management. 

Final reports relating to formal institutional reviews of 
research quality and standards conducted by external 
organisations 

One copy to be deposited in the University Archives for 
permanent preservation. 

RIS - 

Development and administration 
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08. RESEARCH & DEVELOPMENT 
 

Record type Retention Responsibility Notes 
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09. EXTERNAL RELATIONS 
 

Record type Retention Responsibility Notes 

Alumni 

Records of individual alumni, donors and 
supporters, and their relationship with the 
University 

Permanent retention* DDAR *Or until an individual asks 
for their details to be 
removed at which point 
only a minimised, core 
record will be retained. 
See also the Privacy Policy 
for Alumni, Donors & 
Friends. 

Surveys and update forms Entry onto database + 6 months. DDAR See also the Privacy Policy 
for Alumni, Donors & 
Friends. 

Records relating to the planning, organisation 
and administration of events for alumni, donors 
and supporters 

Event + 6 years. 
Review for continuing operational/historical value. 

DDAR - 

Records relating to the planning, production and 
distribution of communications with alumni, 
donors and supporters 

Communication + 6 years. 
Review for continuing operational/historical value. 

DDAR - 

Donation records (Including major gift 
agreements) 

Entry onto database, fulfilment of gift + 6 years. DDAR - 

Gift aid forms Permanent retention.* DDAR *Superseded forms to be 
destroyed on receipt of an 
update. 

University of Bath Foundation Ltd Board of 
Trustees minutes of meetings and associated 
records 

Discontinuation of Foundation + 6 years. DDAR - 

University of Bath Foundation Ltd financial 
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09. EXTERNAL RELATIONS 
 

Record type Retention Responsibility Notes 

Government and regulator relations 

HESA files Permanent retention of anonymised student data 
snapshots prepared for submission to HESA. 

Academic Registry - 

Graduate data (HESA Graduate Outcomes 
survey) - identifiable graduate contact details 
submitted to HESA 

Academic year of submission to HESA + 5 years 
 

Careers e.g. For 2017/18 leavers 
the academic year of 
submission to HESA = 
2018/19. Aim to delete by 


