
LJMU Policy on the Retention and Destruction of Assessed Work and Examination Scripts for Undergraduate and Taught Masters Programmes
Scope 

This policy refers to the retention and destruction of uncollected assessed coursework and examination scripts* for both undergraduate and taught master’s programmes. This work is primarily, but not exclusively, paper based. 

Initially, the retention period and destruction schedule will apply to paper based coursework and examination scripts. However, it is noted that while the principles will also apply to electronically submitted work [with the exemptions noted below], the nature, storage and destruction of such work will require different technical procedures and this is currently under development. 

The University must retain course work and examination scripts for a specified period in order to meet academic, statutory and regulatory requirements. However, after this period, assessed coursework and examination scripts should be securely destroyed to avoid the build-up of documentation for reasons of health and safety, data protection and business efficiency. 

The UMF Regulations provide direction with regard to the timing of assessment boards and the submission of Academic Appeals and this has been used as a framework for the policy. 

* Examination scripts are the property of the University and as such are not normally returned to students. 

Exemptions 

This policy does not to apply to assessment items stored electronically on Blackboard or work submitted to Turnitin, for which different procedures apply. 

This policy and associated procedures does not apply to research data / information collected for an ethically approved research project during the course of a research masters programme (MPhil, MRes), PhD programme or a staff research project. The responsibility for determining the retention period for such data / information remains with the appropriate Research Ethics Committee. 

Operation 

· Assessed course work and examination scripts will normally be retained by the Faculty / School for a maximum period of 4 months following consideration by the relevant Programme Assessment Board [PAB]. 

· Where a student has instigated formal internal proceedings such as an Academic Appeal or Student Complaint, then the Faculty / School should retain that student’s coursework / examination scripts until such proceedings are completed]. 

· At the end of the retention period, all work will be disposed of as confidential waste [e.g. shredding or via a commercial confidential waste contractor]. 

· Each Faculty / School determines the local arrangements for the return of coursework to students and should ensure that these arrangements are formally notified to students [via WebPages / programme handbooks etc]. 

· Notification should include the following statement: 

· ‘Students are advised to retain a copy of all coursework / assignments as appropriate. Students are expected to collect marked coursework / assignments as soon as they are available. The University will retain course work / assignments and examination scripts for a period of 4 months after consideration by the relevant Programme Assessment Board in order to meet internal academic, statutory and regulatory requirements. 
· After this period and without further notification, coursework / assignments and examination scripts will be securely destroyed to meet health and safety, data protection and business efficiency requirements. 
· Schools / Faculty’s may retain anonymous samples of work for teaching purposes and to assist students in preparing for assessment. In the case of coursework, written consent must be given by the individual student. 

· The cost of the confidential destruction of are to be funded from local budgets. 

· This policy has been written to be consistent with and complementary to related policies under development for the retention of student awards records and also the depositing and retention of dissertations in the LRC’s. 

· The policy is effective From June 2008. 
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