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Scope  
 
1. The policy and procedures set out in this document apply to all undergraduate, taught 

postgraduate and research programmes of the University.  
 
Purpose 
 
2. This document represents the Retention Schedule for documents relating to the 

examination, validation and review processes of the University. The purpose of the 
Retention Schedule is to establish, for the benefit of academic and professional 
support departments, the length of time that documents should be retained, grouped 
together in categories representing the main activities that form part of these 
processes. In the interests of transparency, the Schedule is openly published.  

 
3. Documentation is retained for the period set out in the Schedule, after which time the 

documents are destroyed.  
 

4. The documents covered by the Retention Schedule may be kept in either a paper or 
electronic form. As long as the documents are kept safely, there is no obligation to 
maintain records in both formats, and may be transferred from one medium to 
another. The term ‘documents’ refers to all documentation irrespective of the medium 
used for its retention.   

 
5. Once a category of document reaches the end of the retention period, there should be 

a disposal all the relevant documents by appropriate means.   
 
Categories of Documentation 
 
6. There are four broad categories used for retention periods: 
 

(a) Documentation that is transactional in nature, but needs to be retained until after 
the period has passed for a student to lodge an academic appeal. This is to be for a 
period of six months after the meeting of the Board of Examiners that makes an 
award. This information is used for the purposes of administering the examination 
process (including the Board of Examiners) and once this process has been 
completed there is no compelling argument for its retention. This documentation 
can be voluminous, especially in relation to student’s assessed work. The 
importance of the six month period is to enable students to lodge a request for an 
appeal against a decision and for the departments concerned to produce the 
required documents.  
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(b) Documentation that is formal in nature. The principal reason for retaining the 
documentation is for reference purposes. Such documentation is retained for a 
period of three years after the conclusion of the relevant event.  
 

(c) Documentation that is formal in nature but may be relevant in the event of an 
action involving the University, and may need to be produced as part of the 
proceedings. Such documentation is to be retained for a period of six years after 
the relevant event, as governed by the Limitation Act 1980 ss 2 and 5.  

 
(d) Documentation that is of fundamental importance and should be retained in 

perpetuity. This is because there may be a need for reference to the documentation 
at any time in the future, and it not known which particular documents may be 
required. 

 
Changes in a Category of Documentation 
 
7. Documents that are transaction or formal in nature may be required for another 

purpose, particularly in relation to an academic appeal or a formal complaint. Such 
documents are to be transferred to the relevant case file as soon as notice is given by 
the student or the relevant professional support department of the need for further 
action. Such documents will be retained for six years after the completion of the 
proceedings relating to the appeal or complain, irrespective of the period of retention 
that might otherwise apply, except for documentation that would be retained in 
perpetuity.  
 

8. Where there are compelling reasons relating to the orderly conduct of University affairs 
or actions involving the University, documents may be retained for longer than is set 
out in the Schedule with the approval of the appropriate head of department or 
University Data Protection Officer or member of the senior management. The retention 
period will be set on the conclusion of the event to which it relates.  

 
The Schedule 
 
9. The Schedule is divided into two sections: 

 
a. Section One concerns Materials Relating to Assessments and Student 

Procedures. These are the main categories of material relating to the 
examination process in the widest sense. The section extends to representations 
that students might make by means of concessions requests, appeals and 
complaints, together with disciplinary proceedings and academic records.  
 

b. Section Two concerns Materials Relating to Validation, Review and Policy. Such 
documents underpin the examination and quality assurance processes and are 
included for completeness.  

 
Implementation  
 
10. The Retention Schedule is effective from 1 September 2011. 

 
11. Existing documentation is covered by the Retention Schedule.  
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12. In the interests of orderly administration, existing documentation may require 
reviewing and appraisal. Such may be retained until such review and appraisal is 
concluded. The disposal of existing documentation in line with the Retention Schedule 
is to be completed by 1 September 2014.  
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Section One: Materials Relating to Assessments and Student Procedures 

   Type of documentation Retention Period Notes 
      
Materials Related to Examined Work     
      
Coursework submissions  A second copy of course work submitted by 

students is to be retained for six months after 
Board of Examiners approving the mark or grade. 

Coursework is taken to include all forms of 
assessment other than examination scripts 

  Where no second copy is submitted, the course 
work is returned to students after marking, and 
collected from student before Board of 
Examiners. The work is returned to students after 
the meeting of the Board of Examiners at a date 
to be specified by students in advance, which is 
to be at least one month after the meeting of the 
Board, after which period there is disposal of the 
work. Where a date is not specified in advance, 
disposal of work takes place six months after 
Board. 

  

  There is no requirement for the retention of work 
deemed as impracticable to retain (including 
presentations, recitals, exhibitions and artefacts) 
or where the work is required for professional 
practise. The arrangement is to be published in 
programme handbook. Suitable arrangements are 
to be put in place for the engagement of external 
examiners.  

Samples may be replaced on rolling basis, 
and be anonymised where practicable. 

  Samples may be retained for three years for staff 
development and inspection/audit purposes 
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Assessment feedback Six months after Board of Examiners making the 
award 

Samples may be replaced on rolling basis, 
and be anonymised where practicable 

  Sample may be retained for three years for staff 
development and inspection/audit purposes 

  

  Individual markers may retain comments for three 
years for purposes of benchmarking performance 

  

Dissertations MPhil/PhD lodged in library are retained 
indefinitely 

  

  Masters dissertations may be retained by the 
department for a period of ten years from Board 
of Examiners for reference purposes, with the 
written consent of the student concerned. 

  

  Undergraduate individual studied are treated as 
coursework, except that samples may be retained 
for a period of three years from Board of 
Examiners for reference purposes, with the 
written consent of the student concerned. 

Wherever possible undergraduate individual 
studies should be anonysmised.  

Examination scripts and comments Six months after Board of Examiners making the 
award 

Examination scripts are those assessments 
that are not returned to students, and 
where exemption under the Data Protection 
Act 1998 has been asserted.   

Examination question papers Three years after the end of the year of 
examination 

  

Coursework assessment descriptors and 
criteria 

Six months after Board of Examiners making the 
award 

  

      
Placement and Attendance Records     
      
Placement records Six Years after Board of Examiners making the 

award 
Limitation Act 1980 ss2,5 
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Attendance records Three years after Board of Examiners making the 
award 

HEFCE audit requirement 

      
Concessions Materials      
      
Concessions requests and outcomes where 
the final award is based on more than one 
level of study 

Six months after the meeting of the Boards of 
Examiners making the final award (except where 
the student enters an appeal, in which case the 
materials are to be retained for six years) 

In a three year full time degree programme, 
the award is based on the second and third 
year of the programme. The concessions 
evidence for the second year is to be 
retained for six months after the meeting of 
the Board meeting at the end of the third 
year. 

Concessions requests and outcomes where 
the outcome is based on one level of study 

Six months after the meeting of the Boards of 
Examiners making the decision (except where the 
student enters an appeal, in which case the 
materials are to be retained for six years) 

In a three year full time degree programme, 
the award is based on the second and third 
year of the programme. The concessions 
evidence for the first year is to be retained 
for six months after the meeting of the 
Board meeting at the end of the first year. 

      
Board of Examiners Proceedings     
      
External examiner nominations Six years after term of office by the Quality and 

Standards Office  
  

Papers relating to submission of work Six months after Notification to Students of 
Board's Decision 

  

Mark Sheets Six months after Notification to Students of 
Board's Decision 

  

Minutes of Board of Examiners Six Years after Board of Examiners making the 
award 

Limitation Act 1980 ss2,5 
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Correspondence informing students about 
outcomes of Exam Board decisions 

Six months after Board of Examiners making the 
award 

  

Records documenting marks/grades given 
to submitted/completed summative 
assessments and, where appropriate, 
awards and classifications 

Six Years after Board of Examiners making the 
award 

Limitation Act 1980 ss2,5 

Decision Sheets Six Years after Board of Examiners making the 
award 

Limitation Act 1980 ss2,5 

External examiner reports Six Years after date of report   
      
Disciplinary Procedures     
      
Procedures Documentation Three Years after last changes   
Outcomes of formal plagiarism 
investigations, including panels 

See PPE26 Procedures for Dealing with Alleged 
Plagiarism  

Retention dependent on the stage of 
proceedings 

Academic Misconduct Panels Six years after the student has left the programme Retained in Registry 
Formal Disciplinary Proceedings Six years after the student has left the programme  Retained in department undertaking 

investigation 
Student Fitness to Practise Panel Papers, 
including case log 

Six years after the student has left the programme  Retained in faculty 

Any disciplinary proceedings that do not 
lead to a panel or formal proceedings 

Six months after the closure of the investigation Retained in department undertaking 
investigation 

Cause for concern letters/ 
correspondence/records of meetings 

Six months after the closure of the investigation Retained in department undertaking 
investigation 

      
Appeals and Complaints     
      
Academic Appeals papers   Six years after the last formal event associated 

with the appeal or complaint 
Retained in Registry 
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Office of the Independent Adjudicator 
papers 

Six years after the last formal event associated 
with the appeal or complaint 

Retained in Solicitor's Office 

Formal Complaints Six months after the student has left the 
programme  

Retained in department undertaking 
investigation 

      
Student Academic Record     
      
Papers relating to a student's registration 
on programme and module 

Six months after Student leaves programme   

QL academic records and microfilmed 
academic records, including classification 
of awards  

In perpetuity  Retained in Registry  

   
  



9 
 

Section Two: Materials Relating to Validation, Review and Policy 

   Policy Materials     
      
PPEs and Policy Documentation Six Years after last changed or withdrawal Retained by Quality and Standards Office 
Professional, Statutory and Regulatory 
Body Approval and Monitoring 
Information 

Six Years after date of documentation or end date 
of approval 

Retained by Quality and Standards Office 

      
Validation Materials      
      
Planning Forms Six years after last cohort  by the Planning Office Departments hold copies as working 

documents for duration of the Programme 
Final validation document In perpetuity by the Quality and Standards Office  Departments hold copies as working 

documents for duration of the Programme 
Validation minutes  Six Years after Validation Panel by the Quality and 

Standards Office  
Departments hold copies as working 
documents during finalisation of validation 
document 

Validation evaluation forms Six months after Validation Panel by the Quality 
and Standards Office  

  

Validation  and External expenses claims In line with Finance Requirements by the Quality 
and Standards Office  

  

Programme modifications In perpetuity by the Quality and Standards Office  Departments hold copies as working 
documents for duration of the Programme 

Short courses  Six years after last cohort  by the Quality and 
Standards Office  

Departments hold copies as working 
documents for duration of the short course 

      
Materials Relating to Partnerships     
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Memorandum of Agreement Six years after last cohort  by the Quality and 
Standards Office  

  

Memorandum of Understanding Six years after last cohort  by the Quality and 
Standards Office  

  

Financial Arrangements for Collaborative 
Partnerships 

Six years after last cohort  by the Quality and 
Standards Office  

  

Collaborative Provision Sub Committee Six Years after the end of the Academic Year in 
which it took place  by the Quality and Standards 
Office  

  

YMCA George Williams Liaison Committee Six Years after the end of the Academic Year in 
which it took place  by the Quality and Standards 
Office  

  

      
Departmental Reviews     
      
Periodic Internal Review Reports Six years after Approval of Report Retained by Quality and Standards Office 
Annual Departmental Review Reports Six years after Approval of Report  Retained by Quality and Standards Office 
      
Handbooks     
      
Student Handbook Maintained in real time Maintained by Quality and Standards Office 
Programme Handbooks Six years after the year of programme Retained by Department 
Placement Handbooks Six years after the year of programme Retained by Department 
Module Handbooks Three years after the year of programme Retained by Department 
      
Programme and Module Evaluations     
      
Evaluation Forms Three months after completion of report   
Evaluation Report Three years after date of report   
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