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VI. Contacts  

For policy clarification and interpretation, contact the University Archivist at 941-6341. For 
questions about the policy process, contact the Office of Planning & Institutional Effectiveness 
at 941-6567.   For particular questions about records, data, or other materials included or 
addressed in the Records Retention Schedule, refer to the responsible department identified in 
the Schedule. For information regarding security of data and information contained in electronic 
records, contact the Information Security Office at 941-4226. 

 

VII. Definitions  

Active Records: Documents including both written and printed matter, books, drawings, maps, 
plans, photographs; microfiche; films, sound and video recordings; computerized data on disk or 
tape; or copies thereof made or received by any academic or administrative office of the 
University in connection with the transaction of University business, and retained by such office 
as evidence of the activities of the University or because of the information contained therein. 
 
Administrative Value: The usefulness of records in current or future University operations. 
 
Archival Records: University records which are inactive and are not required to be retained in 
the office in which they originate or are received. These records have permanent or enduring 
legal, fiscal, administrative, research or historical value and therefore should be retained and 
preserved indefinitely. 
 
Correspondence: Any form of written communication sent or received in the course of the 
business of a department. The term includes letters, memos, notes, e-mail, faxes, etc. 
 
Creator: The 
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Preserving or D
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University records (regardless of the storage medium) can be disposed of upon reaching the 
minimum retention period stated in this policy, provided the department does not need the 
records for future administrative, legal, research/historical, or fiscal purposes. 

• administrative value: contain information applicable to current or future university 
operations. 

• legal value: contain evidence of legally enforceable rights or obligations of the 
• University. 
• research or historical value: document the purpose, growth, history, services, programs, 

and character of the campus. 
• fiscal value: required for budget development, financial reporting, or audit purposes. 

 
The data steward is responsible for performing, at least annually, a review to determine the 
value or usefulness of departmental records. During this review, the data steward should 
identify and designate for disposal (destruction or transfer to an archive) the records with 
elapsed retention periods (time maintained in office plus time in inactive records area) that are 
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(b) records of a sitting administration; 
(c) records the disclosure of which might expose the University to legal liability. 

 
 
 
Recommended Procedures for Confidential Destruction 
1. Retention Period: Only those records retained for a period of time equal to or greater than 
the applicable retention schedule may be disposed of in accordance with these guidelines. The 
retention schedules may be viewed at: 
http://academic.scranton.edu/organization/rmr/rrsad.shtml. 
 
2. Suspension of Records Destruction in the Event 
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Film, audio and videotapes containing confidential information should also be physically 
destroyed, not simply thrown away. It is possible to overwrite audio and videotapes with other,sically 
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Appendix A: Archival Record Categories  

Special Collections and the University Archives located in Room 400 in Weinberg Memorial 
Library (x6341) is the primary repository on campus for records of permanent historical, 
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Appendix B: Flow Chart 
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Appendix C: Records Retention Schedule  

 

 



 

University of Scranton  
Records Retention Schedule  

Record Category  Retention Schedule  Responsible Department  

   

Admissions Records  





Student Health Services Files  7 years after last scheduled 

appointment  

Student Health Services  

Student Groups and 

Organizations  

Permanent  Student Affairs  

Student Handbooks  Transfer to Archives as 

distributed; permanent  

Student Affairs  

Judicial System Sanctions  12 months after student 

graduates or withdraws; 

permanent if record of 

suspension or expulsion  

Judicial Affairs Office  

Student Housing Contracts  5 years  Residence Life  

Team Rosters, Athletic 

Contest Scores and Statistics; 

Media Releases and Photo 

Publications  

Transfer to Archives as 

distributed; permanent  

Athletics  

Athletic Injury Files  7 years  Athletics/Sports Medicine  

Student-Athlete Forms  7 years  Athletics/Sports Medicine  

Accident/Incident Reports  7 years  Athletics/Recreation  

Career Services Files  4 years after the last date of 

service  

Career Services  

Waivers and Releases of 

Claims – Non Academic 

Student Travel  

3 years from end of trip  the Student Affairs 

department that gathered the 

releases and/or sponsored the 

trip  

Instrument Records, 

Administrative Records  

5 years  Performance Music  

Music Library, Historical 

Programming Records  

Permanent  Performance Music  

Alcohol Registration Forms, 

Student Leadership Position 

Interviews, Student Staff 

Interviews, Budgets, Reports  

4 years  Student Activities and 

Orientation  

Mission and Ministry 

Records  
  

Ministry Files, Office 

Finance, Search Retreat  

Indefinite  University Ministries  

Personnel Files, Personnel 

Information  

6 years after employment 

ends  

University Ministries  

Student Worker 

Records(budget, time-entry, 

payroll), Drivers’ Training 

Information, Retreat 

Registration Cards 

1 year University Ministries 

Community Outreach Budget  4 years  Community Outreach  

Community Outreach 

Personnel Information  

3 years after employment 

ends  

Community Outreach  

Community Outreach SJLA 1 year  Community Outreach  



Time Sheets  

Current International Service 

Program Applicants, Work 

Orders  

1 year  International Service 

Program  

International Service 

Program Alumni Records  

Permanent  International Service 

Program  

International Service 

Program Evaluations, 

Scholarship/Fellowship 

Information  

3 years  International Service 

Program  

Waivers and Releases of 

Claims – Ministry Student 

Travel  

3 years from end of trip  the Ministries department 

that gathered the releases 

and/or sponsored the trip  

Equity and Diversity 

Records  
  

Affirmative Action Plan  2 years  Equity & Diversity  

Sexual Harassment 

Complaints, Investigations, 

and Findings  

No cause findings, 3 years 

from determination; cause 

findings, permanent  

Equity & Diversity  

Employee Requests for 

Reasonable Accommodations  

2 years from making the 

record or taking the 

personnel action. When a 

charge or lawsuit is filed, all 



Studies/Reports: Assessment, 

Benchmarking, 

Environmental Scans, 

Databriefs, Academic Profile, 

Climate Study. CAP, 

Strategic Plans, Tactical 

Plans  

Permanent. Transfer to 

archives after Middle States 

Self Study (10 year cycle)  

Planning & IE Office ; 

Institutional Research Office  

Middle States: Substantive 

Changes, MSIP, PRR, Self 

Study, Statement of 

Accreditation, Steering 

Committee Minutes & 

Academic Program Review, 

Accreditation Documents 

(also see Provost).  

Permanent. Transfer to 

archives after Middle States 

Self Study (10 year cycle)  

Planning & IE Office   

Planning Committee Minutes  Permanent. Transfer to 

archives after Middle States 

Self Study (10 year cycle)  

Planning & IE Office   

Royal Card and Telephone 

Files  

1 year, then transfer to 

Diversified Storage  

Network Resources  

Off-Campus Telephone Files, 

Verizon Wireless Files  

3 years  Network Resources  

Pinnacle, Voice Mailbox 

Data  

2 years (electronic)  Network Resources  

Auxiliary System Files, 

Hardware Tracking System, 

Records of Servers and 

Peripherals  

5 years  Systems and Software  

 

General Counsel Records  
  

General Counsel Records    

Agreements and Contracts  Duration of contract 

including all renewals, then 

put in closed files  

General Counsel  

Real Estate files (deeds, title 

insurance policies, 

agreements of sale, 

settlement statements)  

Permanent, unless property is 

sold  

General Counsel  

Sworn Police Officers  1 year after the officer is no 

longer employed here  

General Counsel  

Patents and Trademarks  Permanent  



Minutes of Board of Trustees 

Meetings  

Permanent  President’s Office (1985 on); 

Archives (prior years)  

Minutes of Board Committee 

Meetings  

Permanent  President’s Office  

Honorary Degree Files  Permanent  President’s Office  

University Council Meeting 

Minutes  

After 1 year, transfer to 

Archives  

University Council 

Chairperson  

Human Resources Records    

Individual Employee Files 

(including application, 

resume, payroll, 

appointment/salary forms)  

6 years after employment 

ends. When a charge or a 

lawsuit is filed, all relevant 

records must be kept until 

final disposition.  

Human Resources  

Federal Reporting of Fringe 

Benefit Plans (form 5500)  

6 years after employment 

ends  

Human Resources  

Individual Employment 

Contracts  

3 years after employment 

ends  

Human Resources  

Master Salary Records/Files  5 years (electronic)  Human Resources  

Vets 100 Report  1 year (electronic)  Human Resources  

PA New Hire Reports  3 years (electronic)  Human Resources  

Health Insurance (HIPAA) 

Records  

6 years  Human Resources  

I-9 Forms (Faculty and Staff)  3 years, or 1 year after end of 

employment (whichever is 

greater)  

Human Resources  

Occupational Injury or 

Illness Records  

5 years following the end of 

the calendar year they cover.  

Public Safety  

 

Performance Evaluations  

  Human Resources  

Performance Review Records  3 years after end of 

employment.  When a charge 

or a lawsuit is filed, all 

relevant records must be kept 

until final disposition. 

Human Resources 

Search Committee Records  



Applicant Flow Information  1 year. If adverse impact 

discovered, records kept until 

2 years after adverse impact 

is eliminated.  When a charge 

or a lawsuit is filed, all 

relevant records must be kept 

until final disposition.  

Human Resources  

Hiring Records (resumes, 

offers and hiring records, job 

advertisements, promotion or 

training opportunities)  

1 year (paper)  Human Resources 



Financial Committee Minutes 

(Financial Management 

Committee, Committee on 

Responsibility in Investing, 

Mid Atlantic Catholic Risk 

Management Group, Capital 

Facilities Committee)  

5 years, then transfer to 

Archives  

Vice President for 

Finance/Treasurer  

Insurance Records (Policies, 

Claims, Art Collection 

Records, Auto Fleet and 

Insurance Consortium Files)  

5 years after the insurance is 

in effect  

Vice President for 

Finance/Treasurer  

Investment Advisor/Manager 

Agreements and Reports  

7 years  Vice President for 

Finance/Treasurer  

Real Estate Tax Files and 

Voluntary Contribution Files  

Permanent 



Financial Data with 

supporting Documentation.  

This includes Financial 

Statements; Federal and State 

Returns; reports to third 

parties such as IPEDS; 

NACUBO; HEGIS; Banks; 

Rating Agencies, Peer 

Institutions; etc. Also 

included are reports 

applicable to payroll and 

various labor statistical 

reports and applications for 

permits, licenses, tax refunds, 

etc.  

10 years  Comptroller  

Monthly Investment Reports 

applicable to endowments; 

bonds; unitrust; annuities; 

bank statements and related 

documents including all 

supporting documentation 

applicable to the transactions 

indicated in the respective 

report.  



Purchasing Records    

Bids (not construction 

related)  

Accepted bids – 7 years after 

bid awarded; rejected bids – 

3 years  

Purchasing  

Construction Contracts, 

including bids, RFPs, IFBs, 

specifications, justifications, 

etc.  



Parking Ticket Appeals 

Records, Budget Transfer 

Requests, and Lost and 

Found Information  

2 years  Public Safety/Parking  

Records of Inventory, Use 

and Control of Radioactive 

Materials  

30 years  Public Safety/Environmental 

Health & Safety (H&S)  

Records of Disposal or 

Abatement of Toxic and 

Hazardous Waste  

30 years  Public Safety/Environmental 

H&S  

Records of Hazardous Waste 

Generation  

Permanent  Public Safety/Environmental 

H&S  

Records of Hazardous 

Substances Exposure  

30 years after end of 

employment  

Public Safety/Environmental 

H&S  

Records of Disposal or 

Abatement of Asbestos  

30 years  Public Safety/Environmental 

H&S  

Records of Testing, 

Inspection and Repair of Fire 

Protection Equipment  

7 years  Public Safety/Environmental 

H&S  

Records Related to 

Measurement of Noise in 

Work Environment  

30 years after end of 

employment  

Public Safety/Environmental 

H&S  

 

Records of Periodic 

Inspections of Extinguishing 

Systems  

  

Records of Periodic 

Inspections of 

Extinguishing Systems 

Until container is reinspected 

or its life 

Physical Plant  

Bucket Truck, Personnel 

Lifts, and Elevator Standards 

and Certification Records  

5 years  Physical Plant  

Records of Inspection, 

Performance, and Repairs of 

Emergency Power 

Equipment and Systems  

4 years  Physical Plant  

Evidence of Required 

Hydrostatic Testing on 

Portable Fire Extinguishers  

Until hydrostatically retested 

at stated intervals or until 

taken out of service  

Physical Plant  

Mechanical and Electrical 

Equipment Checks and 

Electrical System Inspection 

Records  

10 years  Physical Plant  

Operational Manuals  Life of building  Physical Plant  

Records of Fire, Internal 

Disaster and Evacuation Plan 

Drills  

 

4 years  Physical Plant  



Record of Fire Department 

Inspection  

Permanent  Physical Plant  

Written Report and 

Evaluation of External 

Disaster Plans  

4 years  Physical Plant  

Roof Warranty  Life of building  Physical Plant  

Utility Readings, Tool Issue  Until person leaves  Physical Plant  

Office Equipment Files  Until equipment is replaced  Physical Plant  

Physical Plant Policies and 

Procedures  

Until information is updated  Physical Plant  

Maintenance and Repair 

Files  

Until equipment is replaced  Physical Plant  

Building Maintenance 

Records  

Life of building  Physical Plant  

Boiler and AC Water 

Treatment Records  

3 years  Physical Plant  

Campus House Records  Life of building  Physical Plant/Residence 

Hall (RH) Maintenance  

Student Damage Records  3 years  Physical Plant/RH 

Maintenance  

 

Sick/Dock Report  

  

Sick/Dock Report Until person leaves  Physical Plant/RH 

Maintenance 

Equipment Warranties and 

Manuals  

Until equipment is replaced  Physical Plant/RH 

Maintenance  

Vehicle Service Records  Until equipment is replaced  Physical Plant/ RH 

Maintenance  

Key Records, Signatures, 

Receipts  

Permanent  Physical Plant/Trades  

Shop Personnel Records  Until person leaves  Physical Plant/Trades  

Trades Time Cards, Payroll 

Receipts  

3 years  Physical Plant/Trades  

Building Work Order Files  2 years  Physical Plant/Trades  

Electrical/Mechanical 

Preventive Maintenance Files  

3 years  Physical Plant/Trades  

Event Work Orders and 

Sketches  

3 years  Physical Plant/Trades  

Radio Inventory  Until equipment is replaced  Physical Plant/Trades  
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