
EXTRACT FROM ACADEMIC POLICY COMMITTEE MINUTES:  17.5.00

00.114
Data Protection Act 1998 (Item 15)


The Sub-Committee [on Taught Courses] had received a paper on relevant issues contained in the report of the Data Protection Act Working Party’s Sub-Committee on Student Matters.  They related to the arrangements to obtain student consent; the retention of pass and conferment lists in the public domain; the period of retention of data and records; and student rights of access to examination marks and examiners’ comments.


The Committee noted that it was now proposed to retain computer records for applicants indefinitely.  The Committee also considered that the retention period for application forms from applicants who were not admitted should be increased to one year.  It was noted that Corporate Services would undertake the wider dissemination of information about the implications of the Act.

AGREED:
(i)
that it be recommended to Senate that the Regulations for the Enrolment of Students, section 3, be amended as follows, with effect from 2000/01:



“The Senate shall prescribe the procedures to be followed at enrolment.  Enrolment is conditional upon the fulfilment by students of the following requirements:



(a)
the provision to the University of information required by the University, and the granting of consent to the University to process this information, for such purposes as are necessary for the University to perform its objectives to its Charter and for the efficient and smooth running of the University in accordance with legislation in force; and



(b)
the payment of fees and debts as determined by the Council.”


(ii)
that student pass and conferment lists continue to be in the public domain;


(iii)
that the following periods of retention of data and records be approved

	TYPE OF DATA
	PERIOD OF TIME

	Data on the student record computer system.

Application forms for applicants who are not admitted.

Computer records for applicants who are not admitted.

Manual student files.

Copies of annual reports to ELBs, DEL and other awarding bodies.

Central examination records (paper) including invigilators reports, copies of communication of results forms
, correspondence relating to appeals, pass2 and conferment lists2. 

Signed examination broadsheets.
	Indefinitely.

31 December of the year after proposed entry.

Indefinitely.

10 years
 after student leaves the University (with the exception of disciplinary warnings which should be erased when spent).

1 year after issue.

4 years from lodgement in the Examination Office.

Indefinitely.



(iv)
that, in the interests of security and ease of access by data subjects, Faculties should retain only one file for each student and the practice by some schools and individual staff of retaining secondary or duplicate file databases cease.

� Subsequently revised to six in accordance with University’s Retention and Disposal Schedule 2012.





� The data on which these documents are based are stored in the student record computer system.





