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INTRODUCTION

This Faculty Administrative Records Disposal Schedule was first issued in 1992.

1. ACCOUNTABILITY AND EVIDENCE

Established under Statute, The University of Melbourne is a public institution and accountable to Parliament
for its actions.

Documenting business activity by making transactional records, and capturing them into recordkeeping
systems, provides a basis of organisational accountability. A record comprises recorded information in any
form, including data in computer systems, created, received and maintained by the University in the
transaction of business activities or the conduct of affairs and retained as evidence of such activity.
Inadequate records and recordkeeping can contribute to failures to meet accountability and other
organisational requirements.

Recordkeeping encompasses:
e the creation of records in the course of business activity; and
e the design, implementation and operation of records systems; and

e the management of records as current records and as archives.

2. WHAT IS A RECORDS DISPOSAL SCHEDULE?

A records disposal schedule is a document issued by the University listing various classes of records and
specifying periods of retention, from short term through to permanent retention. It is not a list of file titles. It is
designed to cater for the needs of all parties with an interest in the records, as a source of information for
administrative practice, decision making or historical research. Legal, administrative, financial and
accountability requirements and purposes are taken into consideration when determining the retention
periods for records.

Disposal may be either immediate destruction, temporary retention in Records Services’ intermediate
records storage or transfer to University Archives in the case of hardcopy paper records; and deletion,
transfer to CD or ongoing migration in the case of electronic records.

Records retention periods must be strictly adhered to in order to ensure compliance with legislative
requirements, i.e. records must not be kept for longer than is stated in the ‘Disposal Action’ column of the
schedule.

The aim of the Faculty Administrative Records Disposal Schedule is to provide continuing instruction to all
staff on which:

® records have been identified as having continuing value;

® records are considered to be of temporary value and therefore can be destroyed as soon as there is
no longer any administrative use;

® records to transfer to Records Services when they are no longer required by staff.
This ensures:
® consistent, lawful and timely disposal of records;

® that papers retained in the office environment are kept to a necessary efficient minimum by discarding
periodically those deemed temporary;

® that records are retained for administrative, legal, financial and archival requirements.
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3. SCOPE

The Faculty Administrative Records Disposal Schedule is intended to cover operational administrative
records common to Faculties. The records covered by this records disposal schedule include both electronic
records as well as paper records.

The Faculty Administrative Records Disposal Schedule does not cover student records or those of academic
departments and schools. Student records are covered by Records Disposal Schedule No. 17 - Student
Records and records of academic departments and schools are covered by Records Disposal Schedule No.
18 - Academic Departments and Schools.

The Schedule has been developed to deal with current and future records created within Faculty
administrations, as well as those records which are no longer created.

The Faculty Administrative Records Disposal Schedule enables Faculty administrations to dispose of records
covered in the records disposal schedule without reference to Records Services. However, a listing of the
records destroyed or transferred to Intermediate Storage should be maintained by the individual Faculties.

4, ELECTRONIC RECORDS

While the management of paper-based records relating to an activity is often handled satisfactorily, the
related electronic records are often neglected because the records are “invisible”. Legislation requiring the
retention of records does not distinguish between paper and electronic records.

In relation to electronic records, the appraisal of systems to identify records of continuing value should be
undertaken during the system design, upgrade or review. Recordkeeping requirements and preferred
methods of ‘archiving’ should be identified, documented and incorporated into systems management.

Further information is available from Records Services on extensions 46996, 44225 or 49741 and in the
Records Management Policy & Procedures Manual at http://www.unimelb.edu.au/records/manual.html.

5. WEB SITES / WEBPAGES

It is anticipated that all University departments/areas will have a web presence of some description. The
University is currently developing a Web Archiving policy, however in the meantime the Records
Management Program advises the following in regards to the long term maintenance of web records:

e If the contents of the page contain long term recordkeeping value (check for the type of record under
the relevant disposal class) and do not exist in any other format (e.g. paper, word document, etc)
then it may be advisable to print the document/record and store with other paper records.

e Logs (either in paper format or in an excel spreadsheet or word document) should be maintained
which document when changes have been made to various pages within the site. Ideally, all major
changes should be authorised and signed off by a Manager to ensure the authenticity of the material
being presented on the website.

e When the site is undergoing a major upgrade, (i.e. a brand new site is built to replace the current
one) — the Records Management Program should be notified. Alternatively, a copy of the entire site
can be put on CD.

6. PROGRAMMING OF PLANNED DISPOSAL

To ensure effective control of non-current records and to facilitate effective use of storage space, disposal
action should be programmed as an annual activity. It should be conducted at a time when staff resources
are available to undertake either destruction or transfer of records to Records Services intermediate records
storage.


http://www.unimelb.edu.au/records/manual.html
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7. HOW TO USE THE FACULTY ADMINISTRATIVE RECORDS DISPOSAL SCHEDULE

The entries on the Student Support Services & Academic Administration Records Disposal Schedule are
arranged by function. Within each function records are described and the disposal action that can be taken is
specified, that is how long records are to be retained by the department before being destroyed or
transferred to Records Services’ intermediate records storage or University Archives.

7.1 Terminology Used in the Student Services Records Disposal Schedule

Entry No.
The entry number provides citation and ease of reference.

Subject and Activity
The records are initially listed by broad subject, and then further defined into activity types within each
subject.

Retention/Destruction

This indicates how long records are to be retained by the department before being destroyed or transferred
to Intermediate Storage. This column uses an expression ‘Destroy when superseded’, which means that the
records can be destroyed when new versions are created. It also uses the term ‘Destroy when reference
ceases’, which means that the records identified can be destroyed when they are no longer referred to. This
period differs from office to office, and depends on the office ‘comfort zone’ of when the faculty
administration feels the information is no longer relevant.

As mentioned earlier, records retention periods must be strictly adhered to in order to ensure compliance
with legislative requirements, i.e. records must not be kept for longer than is stated in the ‘Disposal Action’
column of the schedule.

Custody
This entry indicates who is responsible for storing the records. Where ‘Transfer to Intermediate Storage’ is
instructed, then the records should be transferred to Records Services for longer term retention.

Alternative Source

This entry specifies where an alternative source for the record is located. In some instances, the alternative
source is also the holder of the prime record and the department named is responsible for maintaining it in
accordance with legislative, financial, administrative and archival recordkeeping requirements. In those
instances, the user of this records disposal schedule can be assured that their work unit holds a duplicate
record or copy and that the prime record is held elsewhere. But that does not mean that the prime record
will be retained by that department permanently. The recordkeeping requirement for prime records will have
been identified and specified in a records disposal schedule e.g. the Human Resources Records Disposal
Schedule, Financial Records Disposal Schedule, Property and Buildings Records Disposal Schedule or the
Risk Management Office Records Disposal Schedule.

In other instances, the alternative source named will be a complementary source of records to those kept by
the faculty administration.

7.2 To Identify The Retention Period:
1. Check the table of contents for the subject or the index for the activity or subject;
2. Turn to the appropriate disposal class and identify the appropriate activity or record;
3. ldentify the disposal action;
4. Carry out the disposal action.

It is important not to try to make a file or record fit a disposal class if there is not an appropriate class listed in
the disposal schedule. A list should be made of these types of records as the Faculty Administrative Records
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Disposal Schedule may need updating or alteration. If you are unable to find an appropriate disposal class
for specific records you should seek assistance from Records Services.

8. DESTRUCTION AS ‘NORMAL ADMINISTRATIVE PRACTICFE’

Certain types of records and information can be destroyed as a ‘normal administrative practice’ without
reference to a disposal authority issued by Records Services. Destruction as ‘normal administrative practice’
usually occurs because the information is:

e duplicated elsewhere (e.g. a handwritten draft or information copy, spare copies of minutes & agendas);
e unimportant (e.g. telephone message slips);

o of short term facilitative value (e.g. compliments slips, reference materials, address lists);

e publications, superseded manuals, catalogues, trade journals held for informational purposes;

¢ unsolicited advertising material.

9. DESTRUCTION AUTHORISATION, NOTIFICATION & METHODS

There are three types of records authorised for destruction which require different methods of disposal:
e sensitive
e confidential

e normal routine
9.1 Hardcopy Records

Sensitive records contain information about individuals (e.g. staff, students, donors), tender bids, financial
reports, information given in confidence or records related to investigations.

Sensitive records in paper format should be shredded. The security provided by the shredding of records
depends on how fine the paper is shredded. For highly sensitive records, cross shredding may be
necessary.

Confidential records are those which do not contain sensitive information but also need to be disposed of in
a secure manner due to their confidential nature.

Confidential wheelie bins can be obtained from Cleaning Services. Alternatively, if you are destroying a
large volume of sensitive records a contractor can be used to destroy records on your behalf. Contractors
providing secure destruction services can collect records from your department for destruction, or you can
deliver records to them.

For sensitive and confidential records the use of lockable wheelie bins is appropriate. These bins are
collected by the contractor and the contents destroyed in a secure manner. Records Services can provide
details of contractors providing secure document destruction services.

Normal routine records which are neither confidential or sensitive can be destroyed using the usual
methods of recycling or waste disposal methods.

Note - Pins, staples, clips and folders should be extracted from all records prior to destruction.
9.2 Electronic records

When destroying sensitive, confidential and routine records in electronic format, you must ensure that they
are completely deleted from the electronic system and that this includes all back-up tapes, disks, CDs etc.
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Simply pressing the delete key is not sufficient to ensure the deletion of an electronic record. You need to
ensure that the hard drive of a computer or a disk is completely reformatted or overwritten. Records stored
on magnetic media can be erased by subjecting them to a strong magnetic field. Records stored on optical
media or even on the hard drive of a computer, can be cut, crushed or otherwise physically destroyed — this
may be necessary for example, in the case of records of a particularly sensitive nature.

9.3 List the records you are destroying

It is essential to keep a list of the individual files that have been destroyed according to the Records Disposal
Schedule, and the date on which they were destroyed. It is also just as important to document the
destruction of electronic records from electronic systems, hard drives or other media. This list should then
be signed by the Dean or General Manager of the Faculty. This is an accountable record that needs to be
maintained for accountability and evidential requirements.

10. TRANSFER OF RECORDS TO STORAGE

Records identified for permanent or temporary retention in Records Services’ intermediate records storage
should be listed (including retention period), boxed and transferred to Records Services in accordance with
the Transferring Records to Intermediate Storage Instructions (available at
http://www.unimelb.edu.au/records/pdf/transferfactsheet.pdf)

Records Services should be contacted prior to the transfer of records to obtain a records transfer number
and archives boxes (if required). The Records Transfer List should be forwarded to Records Services prior to
the transfer of records.

Electronic records and databases that have been identified as a permanent record must be appropriately
maintained within the faculty administration and strategies adopted to ensure the accessibility, integrity and
authenticity of the records over time.

11. AMENDMENT AND UPDATING

The Faculty Administrative Records Disposal Schedule is a reflection of current practice and procedures and
will need to be updated on a regular basis as the types of records being created by the University will alter
over time.

The Faculty Administrative Records Disposal Schedule will be regularly reviewed to ensure that it complies
with current recordkeeping practices. Retention periods may need to be altered due to legislative change
and additions to the Schedule may need to be made due to new activities or changes which affect the types
of records created and their retention periods.

Suggested inclusions, amendments and reviews of retention periods should be referred to the Manager,
Records Services or Information Management Analysts.

When planning to undertake records disposal, Records Services’ website should be checked to ensure that
your copy of a records disposal schedule is the most current version
(http://www.unimelb.edu.au/records/rmp/disposal.html).

12. CONTACTS

Manager, Records Services Donna Mc Rostie X 46996

Information Management Analysts Peter Bode X 44225
Lucinda Davies X 49741

Webpage http://www.unimelb.edu.au/records/
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DISPOSAL CLASS

DISPOSAL ACTION

Entry Subject and Activity Retention/Destruction Custody Alternative Source
No.

1 ACCOMMODATION

1.1 Allocation of rooms Destroy 3 years after file Retain in faculty office Faculty Office
closed until destroyed

1.2 Redesign or alteration of accommaodation Destroy 3 years after file Retain in faculty office Faculty Office
closed until destroyed

1.2.1 Redesign or alteration - Plans Destroy 3 years after file Retain in faculty office Faculty Office
closed until destroyed

1.3 Hire

1.3.1 Hire of University Buildings Destroy when reference Retain in faculty office Property & Buildings
ceases until destroyed

1.3.2 Hire of Non-University Buildings Destroy when reference Retain in faculty office Property & Buildings
ceases until destroyed

1.4 Security

14.1 Security Arrangements Destroy when reference Retain in faculty office Property & Buildings
ceases until destroyed

1.4.2 Keys Destroy 2 years after file Retain in faculty office Property & Buildings
closed until destroyed

1.5 Cleaning Destroy 2 years after file Retain in faculty office Property & Buildings
closed until destroyed

1.6 Maintenance Destroy 5 years after file Retain in faculty office Property & Buildings
closed until destroyed

2 ACCOUNTS See also BUDGETS

2.1 Financial Statements Destroy 2 years after file Retain in faculty office Finance & Accounting

closed

until destroyed

10
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DISPOSAL CLASS

DISPOSAL ACTION

Entry Subject and Activity Retention/Destruction Custody Alternative Source
No.
2.2 M.U.F.A.S Details Destroy when superseded Retain in faculty office Finance & Accounting
until destroyed
2.3 D.A.S Details Destroy when superseded Retain in faculty office Finance & Accounting
until destroyed
2.4 Petty Cash Destroy 2 years after last Retain in faculty office Finance & Accounting
action until destroyed
25 Procedures Destroy when superseded Retain in faculty office Finance & Accounting
until destroyed
2.6 Purchase Orders (Departmental Copy) Destroy 2 years after date of | Retain in faculty office Finance & Accounting
order until destroyed
2.7 Buildings Request Forms Destroy 2 years after date of | Retain in faculty office Finance & Accounting
request until destroyed
2.8 Requests for Payment (Departmental Copy) Destroy 2 years after Retain in faculty office Finance & Accounting
finalisation of request until destroyed
2.9 Internal Orders (Departmental Copy) Destroy 2 years after Retain in faculty office Stationery Store
finalisation of order until destroyed
2.10 Stationery Requisitions (Departmental Copy) Destroy 2 years after Retain in faculty office Stationery Store

finalisation of request

until destroyed

2.11 Invoices (Departmental Copy) Destroy 2 years after Retain in faculty office Finance & Accounting
finalisation of invoice until destroyed

3 ADVERTISING

3.1 Arrangements Destroy 2 years after last Retain in faculty office Finance & Accounting
action until destroyed

4 AMALGAMATION

4.1 Proposed Affiliations Retain Permanently Transfer to Intermediate

Storage 2 years after file
closed

11
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DISPOSAL CLASS

DISPOSAL ACTION

Entry Subject and Activity Retention/Destruction Custody Alternative Source
No.

4.2 Agreements Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

5 AMENITIES

5.1 Staff

5.1.1 Staff Tearoom / Common Room Destroy 2 years after last Retain in faculty office Faculty Office

action until destroyed
5.2 Student
5.2.1 Student Common Room Destroy 2 years after last Retain in faculty office Faculty Office
action until destroyed
ANNUAL REPORTS See REPORTS

6 APPEALS (for money)

6.1 Appeals Policy Destroy when superseded Retain in faculty office Central Administration
until destroyed

6.2 Specific appeals Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

ASSESSMENT See EXAMINATIONS
7 AWARDS
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Records Disposal Schedule No. 8
Faculty Administrative Records

DISPOSAL CLASS

DISPOSAL ACTION

Entry Subject and Activity Retention/Destruction Custody Alternative Source
No.
7.1 Commonwealth Postgraduate Awards Destroy 2 years after file Retain in faculty office Office for Research

closed

until destroyed

7.2 Research Awards Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

8 BEQUESTS

8.1 Specific Bequest Files Retain Permanently Transfer to Intermediate | Central Administration
Storage 2 years after file
closed

BOARDS See COMMITTEES, BOARDS, SUB
COMMITTEES, WORKING GROUPS

9 BUDGET

9.1 Memoranda from Central Administration Destroy when reference Retain in faculty office Central Administration

ceases until destroyed

9.2 Original Correspondence generated by Faculty Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

9.3 Policy Decisions

931 Faculty Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

9.3.2 Department Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

9.4 Submissions to the Central Budgets Committee Retain Permanently Transfer to Intermediate

Storage 2 years after file
closed
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Records Disposal Schedule No. 8

Faculty Administrative Records

DISPOSAL CLASS

DISPOSAL ACTION

Entry Subject and Activity Retention/Destruction Custody Alternative Source
No.
9.5 Budget Documents Retain Permanently Transfer to Intermediate

Storage 2 years after file
closed

10 BURSARIES

10.1 Specific Bursary Files Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

CHAIRMEN See STAFF

11 CHAIRS

11.1 Procedure Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

11.2 Specific Chair File Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

12 CIRCULARS / MEMORANDUMS

12.1 Policy Masters Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed

12.2 Procedures Destroy when reference Retain in faculty office

ceases until destroyed
12.3 Courtesy Copies (Non Faculty) Destroy when reference Retain in faculty office Central Administration
ceases until destroyed
13 COMMITTEES / BOARDS / SUB-COMMITTEES /

WORKING GROUPS
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Records Disposal Schedule No. 8
Faculty Administrative Records

DISPOSAL CLASS

DISPOSAL ACTION

Entry Subject and Activity Retention/Destruction Custody Alternative Source
No.
13.1 Committees etc of Faculty
13.1.1 Official, Signed Minutes and Agenda Retain Permanently Transfer to Records
Services when signed
13.1.2 Duplicate Copies of Minutes Destroy 2 years after file Retain in faculty office
closed until destroyed
13.1.3 Correspondence and Associated Documents Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed
13.1.4 Membership Destroy when reference Retain in faculty office
ceases until destroyed
13.1.5 Nominations/Elections Destroy 1 year after last Retain in faculty office
action until destroyed
13.1.6 Student Representation on Faculty Committees Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed
13.1.7 Procedures Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed
13.2 Committees etc. of Other Faculties, University
Departments, or External Organisations
13.2.1 Courtesy Copies of the Minutes and Associated Destroy when reference Retain in faculty office Faculties, Departments
Documents of Meetings ceases until destroyed or External
Organisations
13.2.2 Correspondence Retain Permanently Transfer to Intermediate
Storage 2 years after file
closed
13.2.3 Nominations Destroy 1 year after action Retain in faculty office

until destroyed
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Records Disposal Schedule No. 8
Faculty Administrative Records

DISPOSAL CLASS

DISPOSAL ACTION

Entry Subject and Activity Retention/Destruction Custody Alternative Source
No.
13.2.4 Membership Destroy when reference Retain in faculty office
ceases until destroyed
13.3 Committees etc. of Central Administration
13.3.1 Copies of Minutes Destroy when reference Retain in faculty office Central Administration
ceases until destroyed
13.3.2 Membership, Student Representation Destroy when reference Retain in faculty office Central Administration
ceases until destroyed
13.3.3 Procedures Destroy when superseded Retain in faculty office Central Administration
until destroyed
13.3.4 Agenda Destroy when reference Retain in faculty office Central Administration
ceases until destroyed
13.3.5 Correspondence Retain Perman