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Internal Memo
TO:
Records and Archives Management Services - RAMS


FROM:


SUBJECT:
Routine Disposal Of Confidential Information In The Form Of Completed Examination Papers (Held For 18 Months Or Longer)

DATE:

FILE No.:
SUB/35103
1. Details of Examination Papers: 

	Faculty
	Area/School
	Unit Code
	Semester & Year of Exam (e.g. 01/2010)

	
	
	
	/

	
	
	
	/

	
	
	
	/

	
	
	
	/

	
	
	
	/


2. We understand that in accordance with the Retention & Disposal Schedule for Functional Records (section 3.4.1) that these examination scripts 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. 

3. We also understand that a Master Copy of the relevant examination paper(s) needs to be lodged with University Archives, as it is deemed by the State Records Office to be a permanent record. (Section 3.4.3 Retention & Disposal Schedule for Functional Records).

4. Approval for the destruction of the examination papers must be sought from the Head of School relevant to this destruction application and signed by them here:

Name: __________________________________       Tel: ____________________________________



Signature: ________________________________  Email: ____________________________________

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

	3.0 
	ASSESSMENTS AND EXAMINATIONS 
The process of testing knowledge and understanding of candidates for degrees, programs etc. Includes administrative arrangements for the conduct of examinations and other assessment activities such as supervision, timetabling, eligibility lists, provision of examination/assessment materials, objections to taking part in an assessment/examination due to religious requirements, special arrangements, e.g. for disabled, language or distance education requirements. 

	3.4 
	EXAMINATION PAPERS 

	3.4.1 
	COMPLETED EXAMINATION PAPERS 

Examination papers and associated materials attempted or completed by students as part of their assessment for a particular subject / unit. 


	Destroy

· Approval to destroy must be sought from the Archives Office.
	Destroy 18 months after completion of the subject 
	1.5 
	RD 2000033 § 8.1 

	3.4.3 
	EXAMINATION PAPERS - ORIGINAL 

Approved master set of examination papers 


	AO
	Transfer to University Archives 2 years after last action 
	2 
	RD 2000033 § 8.2 


Key:
RU - retain until reference ceases
R2, R3 … - retain minimum of 2 years, retain minimum of 3 years …
A - archive and retain permanently

*** 
The Archivist must be contacted when record series are due for disposal or transfer


