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Internal Memo
TO:
Records and Archives Management Office - RAMS
FROM:


SUBJECT:
Routine Disposal of Confidential Information in the Form of Assessments / Evaluations Submitted by a Student (Held for 6 Months or Longer)

DATE:

FILE No.:
SUB/12854
1. Assessment / Evaluation


Any work submitted or completed by students for the purpose of assessment/evaluation which would normally be returned to the student. 

2. Action

Retain at least until the end of the semester or appeal period.  If not reclaimed, destroy, after seeking approval of the Archives Office.

	Faculty
	Area/School
	Unit Code
	Semester & Year of Exam

	
	
	
	/

	
	
	
	/

	
	
	
	/

	
	
	
	/


3. We understand that in accordance with the Retention & Disposal Schedule for Functional Records (section 3.8) that these assessments/evaluations are now due for confidential destruction.  Once disposal has been approved, destruction will be carried out by on-site shredding or by a suitable service provider.  The certificate of destruction will be forwarded to the Archives Office as a record of completion. 

4. Approval for the destruction of the assessments/evaluations must be sought from the Head of School relevant to this destruction application and they are required to sign here:

Name: __________________________________       Tel: ____________________________________



Signature: ________________________________  

5. Archives Office only:
Date Checked
____ /____/____
Disposal Authorised By:

_____________________
Signature:
______________________
	
Extract from Retention & Disposal Schedule for Functional Records RD2008001

	Ref No.
	Description 
	Disposition

A = Archive D = Destroy AO = Archive in Organisation R = Retain in Organisation
	Retention (years)
	Comments and References

	3.8 
	RESULTS 
Grading / marking of individual assessment components such as assignments, essays, theses, etc. 
Note: This does not include the final grade for a subject or course. See Section 3.12 TRANSCRIPTS / FINAL RESULTS. 

	3.8.1 
	ASSESSMENT COMPONENTS 

- Records relating to the grading/marking of individual assessment components of a subject or course. 
	Destroy

· Approval to destroy must be sought from Records & Archives Management Services.
	Destroy 1 year after action completed 
	1 
	RD 2000033 § 4.5.1 

	3.8.2 
	NON-ASSESSMENT COMPONENTS 

- Records relating to the grading/marking of assignments, examinations etc. which do not contribute to the final grade for the subject or course. 


	Destroy

· Approval to destroy must be sought from Records & Archives Management Services.
	Destroy when reference ceases 
	
	RD 2000033 § 4.5.2 

	3.8.4 
	ASSESSMENT CHANGES 

- Records relating to changes to assessment results.

	Destroy

· Approval to destroy must be sought from Records & Archives Management Services.
	Destroy 1 year after action completed 
	1 
	RD 2000033 § 4.5.4 


