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1. Context
1.1. Student records must be stored, retained and destroyed in accordance with the Data Protection Act 1998 and the Limitation Act 1980. The former protects students’ personal data by ensuring it is not held longer than necessary, while the latter provides students with the right to sue for negligence up to six years after departure from the University. The policy is an attempt to balance these obligations with the restraints of storage space and staff time. 
1.2. The Student Policy & Regulation (SPR) policy relates to records held within SPR, within the context of SPR processes. The responsibility for formulating policies in relation to archiving and retention of electronic records held on the University’s management information systems, e.g. OSS, etc. rests at institutional level and does not form part of this policy.  Records retained by Faculty and Schools, are subject to the specific Faculty/School retention and destruction policies.
1.3. This policy applies to the processing, storing, retention periods and destruction of records and information held by SPR with due regard for confidentiality, sensitivity and legal requirements. 
1.4. SPR holds responsibility for the development and management of the following student related procedures:
· Academic Appeals

· Academic Misconduct
· Personal Mitigating Circumstances (PMCs)

· Complaints

· Disciplinary

· Criminal Convictions

· Fitness to Practise

· Fitness to Study
1.5. Student records and information held by SPR within the procedures listed above are managed by SPR as individual case files. 
2. Responsibility

2.1. The Head of Student Policy & Regulation (or nominee) is the designated staff member with responsibility for the maintenance, management & storage of case files.
2.2. The Head of Student Policy & Regulation (or nominee) is responsible for ensuring that these records are reviewed and confidentially destroyed in line with the agreed retention period.
2.3. The Head of Student Policy & Regulation (or nominee) is the designated staff member with responsibility for the review of the SPR Policy on the Storage, Retention and Destruction of Student Records.
3. Storage of and Access  Records 
3.1. All SPR records and case files are kept in locked filing/storage cabinets when not in actual use – this applies to hard copy records and portable electronic storage devices.
3.2. A record is maintained for booking case files in and out of the SPR office – so that the whereabouts of such files is always clear.
3.3. Information is only accessible to and shared with  those who have a legitimate right to access such information or LJMU staff involved in administering the relevant procedures.
3.4. Electronic files are stored on a secure shared networked drive and a secure electronic database with restricted access.
4. Retention Period of Records
4.1. The retention period for individual student case files is for a period of 2 years following the last action on file, unless otherwise specified in the individual student file (Appendix 1).
4.2. Case files may specify that the records are to be retained for a defined period, which is less than 2 years following the last action on file. For example certain student disciplinary case files.
4.3. Case files may specify that the retention period is to be reviewed at a defined period which is more than two years following the last action on file. For example cases which have involved the exclusion of the student or cases which have been referred to external bodies such as the Office of the Independent Adjudicator and / or the Courts.
4.4. The defined retention period and/or period of review for the individual case file will be determined by the Head of Student Policy & Regulation (or nominee).

4.5. Electronic files archived on a secure shared network and a secure database will be retained for statistical purposes or for the purposes of supplying documents for legal proceedings.
5. Destruction of Records
5.1. Paper copies of case files are confidentially destroyed.
5.2. A register is completed to record the destruction of the paper copies of the case files (Appendix 2)
.
5.3. Electronic copies of case files are electronically archived on a secure shared networked drive and secure electronic database with restricted access.


Appendix 
Record of Review of Retention Period for Student Policy & Regulation Case Files
	Student Name
	

	Process
	

	CRM Number
	

	Date of Last Action on File
	


	Date of Review
	Estimated Date of Next Review/Destruction
	Reason for extending/reducing retention of case file


	Initials
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Appendix Two

Destruction Record of  Student Policy & Regulation Case Files
Details of records to be confidentially destroyed:

[Destruction date should normally be 2 years following the last action on file, unless otherwise specified.] 
Academic Year File Opened: ​​​​​​​​​​​​​
____________________________

Process:​____________________________ (use separate sheet for different processes)
	Name 


	CRM Number
	Date of Last Action on file

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Destruction Authorised by:

………………………………………
Date ……………………………

Designated Member of Staff

Date Records Destroyed ………………………….









� Please note that no records of destroyed documents are recorded prior to the Academic Year 2004/2005





4

