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Records Management Policy 
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Policy Statement on Records Management

1 Context and rationale

The University of Wolverhampton recognises the need for implementing and maintaining an effective records management programme for the following purposes: -

· To support the management, objectives and business activities of the organisation 

· To ensure legal compliance with Information Legislation and other relevant Acts

· To ensure that the records created are authentic, accessible and reliable

· To support openness and accountability

· To ensure the effective use of information assets of the University 

The policy has been developed in response to recent legislation, regulations, recommendations and codes of practice, which require that data is accessible and retained for specified periods.  The Freedom of Information and Data Protection Acts place specific demands on organisations for the effective management and review of the data held. The main aim of the policy is to promote good practice in records management and to ensure the effective management of the records of the University.

2 Definitions: –
2.1 Records are any information which documents the University’s relationship with its students, staff and others, records decisions, activities and transactions or has value for business, audit, or evidential purposes.

2.2 Metadata – data which informs the context and characteristics of information, e.g. creator, date, keywords, format etc.

3 Scope – The policy applies to all records created or held by the organisation regardless of format or type.

4 Responsibility – 

4.1 The Board of Governors will be responsible for the adoption of this policy

4.2 Information and Records Manager will be responsible for recommending and reviewing the policy, and for providing supporting guidance 

4.3 All staff will be responsible for ensuring that they comply with the policy and adhere to supporting guidance

4.4 Members of the Executive will have responsibility for ensuring adequate resourcing to maintain compliance with this policy

4.5 Members of the Information Management and Legislation group will be responsible for disseminating good practice within their teams
4.6 IT Services will be responsible for ensuring that staff have access to the approved technology and IT training to enable them to comply with the policy

5 Policy Statement

5.1 Principles 

· Adequate, relevant and accurate records of the University’s activities, functions and decision making processes will be created

· Records of the University will be maintained to ensure authenticity, access and usability for as long as required

· Retention periods will be adhered to, to ensure records meet regulatory and good practice requirements

· Appropriate metadata, classification and labelling will be applied to records to ensure ease of retrieval and meet evidential requirements

· Records of long term or permanent value will be identified and steps taken to ensure their preservation and continued accessibility to authorised users

· Records will be stored with a level of security appropriate to their content

· Records will be reviewed and disposed of confidentially when no longer required

6 Review

The policy will be reviewed regularly by the Information and Records Manager, at least once every three years or in response to any relevant changes in legislation, to ensure that it is meeting the needs of the organisation and statutory requirements.

7 Related Documents

7.1 Guidance on the management of records
7.2 Freedom of Information and Publication Scheme



7.3 Statement on Data Protection
7.4 Electronic Information Security Policy
7.5 Confidential Waste Procedure
8 Contact – Information and Records Manager 01902 322444 

	Version
	2.2
	Author
	Information and Records Manager

	Approved date
	11/05
	Approved by
	Board of Governors

	Review date
	02/10
	Reviewed 
	12/07


Policy Statement on Records Management v 2 2 (3)

[image: image1.png]