Do | Really Need to Keep this Stuff?
An Overview of Records Retention at
Oregon State University
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Presentation Notes
Welcome!  

I appreciate your interest in learning more about records retention at Oregon State..

The size of the group (and the room we are in)  limits how interactive this session can be … but we will have time at the time of my presentation for a few questions. 

I have distributed some note cards and “planted” some out there among you – if you have a question during or after the presentation … jot it down … 

I will answer what I can at the end of the presentation … or reply to you later by e-mail.


Introduction

N0 am |?

NO are you?

nat | will cover today
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So let’s get started with some basics … 


Who am I?

Elizabeth Nielsen
University Archivist

Archivist at OSU since 1990.
Appointed University Archivist in May 2014.

Elizabeth.nielsen@oregonstate.edu
541-737-0543
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I am Elizabeth Nielsen – University Archivist.

My department is the Special Collections and Archives Research Center in the OSU Libraries and Press.

I have been an archivist at OSU since 1990 … with responsibilities in various aspects of the archival enterprise.

mailto:Elizabeth.nielsen@oregonstate.edu

Who are YOU?
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I’d like to know a little about you … 

Do you work in a academic department or college? 
Anyone from Student Services or Student Affairs? 
Do you work in a Business Center?
Central Administration?
Extension?

Do you work somewhere other than the Corvallis campus?
Newport?
Bend?
Somewhere else?

How long have you been at OSU?
1 year or less?
More than 1 year and less than 10?
More than 10  and less than 25
More than 25?

4.  Did you vote?  You can drop off your ballot in Valley Library anytime today!


What Will be Covered Today

Background and Definitions

History Lesson — How Did we Get Here?
Policy

Policy Details

General Schedule

Unit Schedules

How to Apply a Retention Period

Recent Developments and Future Activities
Other Services

Wrap-Up and Questions
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Emphasize that today’s session is an OVERVIEW.

The primary focus of this presentation will be OSU’s Records Retention Policy, the General Records Retention Schedule, and Unit-Specific Schedules.

I am basing today’s presentation on the current policy (which was effective in July 2015).  There are some changes underway that I will talk about near the end of my presentation.  


Background and Definitions
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First … some background and defnintions


What are Records?

Have 3 fixed characteristics:
— Content

— Structure

— Context

Do they document a transaction?
Can they be used as evidence or proof?

Materials that we create or maintain in order
to do our job
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Big question:  What are records? 

There have been many papers and even books written by/for archivists trying to pin down exactly what materials qualify as records.
These are the characteristics and questions I keep in mind
Example of a letter:
	content
	structure
	context – with other letters … in time … 

And you will note that these characteristics do not require or assume a particular format (such as paper)


What is Records Retention?

Certain records need to be retained (i.e. kept)
because:

e Legal requirements
* Professional practice
 They are still active and being used
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We keep records because we need them to do our work … and then for some records, we realize that when we are no longer using them actively … we still need to keep them for a while … 


What is a Retention Period?

Period of time that records will be retained.

e Usually expressed in years.
e Sometimes in months.

e Can be very short (24 hours).
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The retention period is that period of time that we keep a body of records after they were created … or are no longer active …

Period of time … from what point?  Is critical

+


Records Retention Schedule

A document that identifies and describes an
organization’s records and provides instructions
for their retention

(and perhaps their disposition).
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A Records Retention Schedule is a standard document for government entities, non-profit and educational organizations, and corporations.  Some individuals even have a retention schedule for there personal records ..   Not me …


Retention and E-Records Systems

Retention periods for records should be
determined based on federal or state law or
statute, other legal or policy requirements,

and/or professional practice.

And THEN:

Electronic Records Systems reflect and
implement those retention periods.
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I want to insert this concept here … and can expand upon it later.

Bottom line:  As professionals in a particular discipline … whether it be accounting, or student advising, or HR … or research administration … you know best these elements that should be used to determine the retention period for a body of records …

And then the electronic record systems reflect and implement those retention periods …




History Lesson: How Did We Get
Here?
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OK … we now have some common language … 

So, how did we get to this point?



Timeline

July 2014: OSU became a legal entity separate from OUS (Oregon
University System) and the Oregon State Board of Higher Education
(OSBHE).

Summer 2014: It was determined that OSU had the authority to establish
our own records retention policy and schedule. Office of General Counsel
(OGC) and University Archivist began developing a draft.

Fall 2014 thru Spring 2015: New policy and general schedule were
developed by University Archivist with input from stakeholders and in
collaboration with OGC. Policy approved by Executive Policy and Standards
Committee effective July 1, 2015.

July 2015: New policy adopted by the Executive Committee on Policy and
Standards and General Schedule was published.

Thru early 2018: Unit-specific schedules were prepared.

Spring 2018: 3-year review and revision of policy began. More about that
later.
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As of July 2014 … OSU because a separate legal entity 

The Office of General Counsel determined that OSU had the authority to establish our own records retention policy and schedule

During the 2014-2015 academic ear, I sought input from stakeholders and in collaboration with the General Counsel developed a Records Retention Policy and General Records Retention Schedule specific for OSU. 

Policy approved July 1, 2015 and General Schedule was published.  Since then, unit schedules have been created … and the 3-year review has  begun.  A revision of the policy was undertaken in 2018 … and I’ll say more about that later.





3 Elements

e Records Retention Policy
 General Records Retention Schedule
e Unit-Specific Records Retention Schedule

http://scarc.library.oregonstate.edu/records-management.html
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Records retention at Oregon State University is guided by 3 elements:
The Records Retention Policy
A General Records Retention Schedule – which is separate from the policy
And Unit Specific Retention Schedules.

I’m going to walk you through each of these … 

All of these are linked from the Records Management website here:
http://scarc.library.oregonstate.edu/records-management.html


http://scarc.library.oregonstate.edu/records-management.html

OSU Records Retention Policy

University Policy 04-010

Available online here:
http://leadership.oregonstate.edu/sites/leadership.oregonstate.edu/files/04-

010 records retention policy.pdf
Purpose:

Establish a uniform practice for retention of records

e created or maintained in the course of university
business

* that document the university and its functions,
policies and procedures, and decisions
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The OSU Records Retention Policy is an official university policy  with the primary purpose of establishing a uniform practice for retention of records that are created or maintained in the course of university business.

These records document the university and its functions, policies and procedures, and decisions.

Open up link to the Policy

http://leadership.oregonstate.edu/sites/leadership.oregonstate.edu/files/04-010_records_retention_policy.pdf

... The Policy ...

Requires that specified university records be
retained for minimum period of time

Supersedes previous schedules and policies
Applies to paper and electronic — including e-
mail

Does NOT apply to ephemeral items such as
voicemails or text messages


Presenter
Presentation Notes
Essence of the policy .. Requires that specific university records be retained for a minimum period of time ..

[from slide]


... The Policy ...

e Establishes a General Records Retention
Schedule

e Authorizes the creation of “unit specific”
retention schedules to address UNIQUE
records held by that unit and ONLY the records
held by that unit
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And … the policy establishes a General Records Retention Schedule – one of the other critical elements

And also authorizes the creation of “unit specific” retention schedules

For example:  The OSU Libraries and Press will be developing a unit-specific schedule – to address records unique to our function … library circulation records; ILL records; records of donations of collections … 



3 major elements of the policy

1. Minimum retention period set for certain
records in the General Schedule.

— After minimum retention period met, unit can
decide whether or not to retain longer.

— If do not retain, records that include sensitive or

protected information should be destroyed in
secure mannetr.
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[from slide]


3 major elements of the policy

2. The General Schedule identifies records that
may have long-term administrative or historical
value.

— University Archivist will work with units to

identify those records and develop a plan for
preservation and access.
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[from slide]

One Example:

Capital Construction Project Records – document planning, administration, and implementation of capital construction projects. 

In the current schedule, these have a minimum retention period of 10 years after substantial completion … 

And they are “flagged” as records that may have long-term administrative or historical value … for obvious reasons …


3 major elements of the policy

3. The minimum retention period may be
suspended due to

— Audit
— Investigation
— Pending litigation

In these cases, units must obtain approval from
the Office of the General Counsel before
resuming the retention period.
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[from slide]

So, in summary the policy states:

There is a general records retention schedule that says how long certain materials need to be kept.

There are also unit-specific schedules that identify the retention period for other records.

There are no requirements for retention of other records UNLESS there is a pending litigation hold, audit, administrative investigation, or public records request.


Policy Outlines Roles and
Responsibilities
e OSU units —that’s you ...

e University Archivist — that’s me ...

e Office of the General Counsel
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And it says who is responsible for what … 




OSU Units’ Responsibilities

Know what records you create or manage and are
required to maintain for a minimum period based
on the General Schedule

Responsible for retention, storage, access of
records in compliance with the General Schedule

Work with the University Archivist to develop a
unit-specific schedule for your unit, if
appropriate.

Make requests for changes to the General
Schedule to the University Archivist.
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These are YOUR responsibilities

[from slide]

It is also your responsibility to be aware of federal / state retention requirements for the records in your unit.  Any questions about that can be referred to UA and OGC

This will be called out more specifically in the next iteration of the policy – more aout that later in the presentation.  


University Archivist’s Responsibilities

Develop the General Schedule.

Educate OSU personnel in records management
policy and procedures.

Assist OSU units in developing unit-specific
retention schedules where appropriate.

Consult with the Office of the General Counsel
before approving changes to the General
Schedule.

Assist OSU units in identifying records with long-
term value and developing plans for preservation
and access.
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Here’s what I’m supposed to do

[from slide]


Office of the General Counsel’s
Responsibilities
e Coordinates discovery and public records

requests.

e Suspends retention schedule for specific
records due to audit, investigation, or
litigation.

e Assists the University Archivist in reviewing
changes to the General Schedule.
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And there is something for the Office of the General Counsel there too!


General Records Retention Schedule

Available online here:

http://scarc.library.oregonstate.edu/general-schedule.pdf
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Open up link to the General Schedule

OK … now to the schedule 



http://scarc.library.oregonstate.edu/general-schedule.pdf

Please Note!

e The General Schedule does NOT include all

records generated or maintained by OSU
units.

e Records that may have long-term

administrative or historical value are flagged
as such.
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A couple of things to note!

From the slide ….



4 Sections of the General Schedule

1. Academic Programs and Student Records
2. Finance and Administration

3. Governance and Leadership
4

. Research
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Schedule divided into 4 major sections.

Within each section, the records “categories” are assigned a 2-part number.  First part is the section number …


Elements for Each Category of Records

Number
Title
Minimum retention period

“Flag” for long-term records that begins, “May
include records with long-term administrative or
historical value.

A brief description that typically includes function
if the records. Does NOT spell out all the
documents or types of materials that are
included in this category.
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From the slide … 


Example

2.13 Employment Records

Minimum retention: 7 years after end-date of employment

Document an individual's employment by Oregon State University
and resulting benefits.
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And here is an example:

The number in red.

Title is black

Retention period is blue 

Description is green … 

No flag on this example … 


Final Note about General Schedule

The minimum retention periods specified in the
General Schedule apply to all records regardless
of the unit that holds them, unless specific units
are called out in the description.

Three types (with examples to follow):
1. Apply to records held in ANY OSU unit.

2. Apply only to specific OSU units that are called out in the
description.

3. Apply to a central administrative unit and OSU unit(s).
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… from slide …


Type 1

Apply to the records held in any OSU unit.

For example:

2.14 Liability Waivers

Minimum retention: 2 years after last contact

Documents releasing or relinquishing a known right, claim, or

privilege. These include, but are not limited to, acknowledgement
of risk waivers.
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From the slide …�


Type 2

Apply to specific unit(s) called out in the
description.

For example:
1.9 Medical Records

Minimum retention: 7 years after last service or contact

Case files that document services provided by Student Health
Services or Counseling & Psychological Services.
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From the slide … 


Type 3

Apply to a central administrative unit
and OSU unit(s).

For example:

2.11

Employee Search Records
Minimum retention: 3 years after search completed

Document the recruitment and selection process for paid
academic, classified, or student positions. Includes search
committee records that are maintained in the unit

conducting the search.
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From the slide … 


Unit-Specific Schedules



Unit-Specific Schedules

* Apply only to:
— Records generated by a specific unit OR

— Records generated in the course of a function that
is dispersed across a defined number of units

— Contains the same elements
— Formats vary somewhat
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[from slide]



Examples

International Scholar and Faculty Services
Office of Equal Opportunity and Access

Extension and Experiment Station
Communications

Admissions


Presenter
Presentation Notes
[from slide]

All of these are available online through the Records Management website

Open examples


How to Apply a Minimum Retention
Period

* Apply to a group of records — such as all the
records generated or accumulated in an
academic or fiscal year.

e Begin “clock” with the “youngest” records.
Round up to beginning of next Jan 1 or July 1.

e If decide to retain records beyond minimum
retention period, be consistent. Apply to all in
that category that are within your
responsibility.
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Exercise in how to apply the retention period



Sample Calculation #1

Employee Search Records

Minimum Retention: 3 years after search
completed

Search completed on May 2, 2015
Need to be retained until May 2, 2018.
Round up to July 1, 2018.
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… from slide … 


Sample Calculation #2

Purchase Orders
Minimum retention:

6 years after date of issue

You have file(s) of purchase orders issued in
FY 14 (which ended June 30, 2014).
Retain until when??
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… July 1, 2020


What About Records that Aren’t in the
Schedule?

e Contact University Archivist. | will work with
you to:

— Confirm that they aren’t included (or covered by)
one of the categories in the General Schedule.

— Determine if a Unit-Specific Schedule is
appropriate.

— Discuss the possibility of an addition or change to
the General Schedule.
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But what about records that aren’t in the schedule???

Contact me!




Can | Destroy These Records?

If the records are not covered by litigation,
audit, or public records request ... AND

They have met any federal or state retention
requirements ... AND

They have met minimum retention period
given in the General Schedule or a unit
schedule ... AND

They have been determined not to have long
term administrative or historical value ...



YES!

[But ... if you have any hesitation or questions,
contact me.]



What is in the Future?

Policy = Standard

General Records Retention Schedule —
Expansion and Revision

Preparation of Unit-Specific Schedules will
resume

— What records (regardless of format) does your unit create and/or
maintain that are unique to your unit? [Think about functions that are
unique to your unit ... within OSU generally.]

Best Practice Guidelines and FAQs
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Policy to Standard:  As part of the 3-year review of the policy, it was decided to convert the policy to a standard.  The underlying principles that I have outlined do not change … the standard is stronger as a legal document and aligns the policy with those being adopted at other Oregon public universities.  The standard has been provisionally approved by the Executive Committee on Policies and Standards pending public review. The public review period ended Oct 25th … and I am waiting to hear from the Compliance Office regarding any substantive comments.  Watch for an announcement in OSU Today that the new Standard is in effect.    The Standard is more technical than the current Policy … in the sense that includes more legal and technical language … but the underlying principles are the same.  

Schedule Revision:  An expansion and revision of the General Schedule will begin this winter.  Watch for opportunities (announced in OSU Today) to provide input for additions and changes to the General Schedule.

Unit Schedules:  With the pending review of the Policy and revision to the General Schedule, I have “pressed pause” on creating new unit schedules.  I expect that work will resume in 2019.

Best Practice Guidelines and FAQs:  And once all this is done … I will preparing some guidelines and other “helper tools” for using the new standard and revised schedule.


Other Services

e Records Centers

e House Calls for Records Review and Analysis

 Transferring Materials with Long-Term Value
to Archival Collections in Special Collections
and Archives Research Center
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Very briefly … other services that I (and my colleagues) provide …



Questions?

Elizabeth Nielsen
Elizabeth.nielsen@oregonstate.edu

541-737-0543
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If we have time for questions:

Pick up cards!
Roving microphone?
Example:  How long do I need to documents that are scanned into Nolij? What about to my shared drive?


I will stay out in the lobby area for a while after this presentation if you have specific questions you would like to ask.  I will also be in / out over the next couple of days attending other sessions … it’s perfectly fine to button hole me to ask a question.

OR – send me an e-mail or give me a call.

Thanks!


mailto:Elizabeth.nielsen@oregonstate.edu
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