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University Fiscal Policy 150 University Records* follows guidelines issued by the State of Tennessee Department of General Services and approved by the state’s Public Records Commission.  This fiscal policy sets forth in detail the procedures and guidelines to be followed by departments and offices and should be utilized as the official reference concerning all maintenance, storing and disposition of  records (paper and electronic) with the exception of and in addition to the notations set forth below which are specific to the Health Science Center (HSC).

General Policies
Policy Item 2.     At the end of the retention period some records at the HSC are required to be forwarded to the HSC Archive.  (See Items 4 and 11 below.)

Policy Item 3.       A retention schedule of HSC materials not covered in the University’s retention schedule is set forth in Item 14 below.

Maintenance of University Records
Policy Item 4.    In addition to permanent, vital and inactive records, the HSC recognizes Archival Records as an additional record type.

Archival records are those that are of historical significance in relation to the origin, aims, programs and development of the institution and all its predecessors and parts and are useful in documenting important past events.  These include but are not limited to some materials designated as permanent or inactive records.  Archival materials also include memorabilia and artifacts.  Generally records are forwarded to the HSC Archive following the regular retention period; however, in certain circumstances some materials may be forwarded to the Archive prior to the end of the regular retention period.

Archival records are usually preserved indefinitely.  The HSC Archival Materials Summary provides more specific information on these materials and is appended as Attachment A.  

Compact Storage
Policy Item 6.     Departments transferring records to a compact storage medium are required to maintain equipment required to “read” the compact format.  Once put in compact format the paper records should be forwarded to the HSC Archive for maintenance.

Filing Records in the Department
The department head is responsible for assuring the University’s guidelines regarding maintenance and retention of records are followed.

Central Storage of Records
Policy Item 10.     At the HSC a Records Management Center provides a central site for some older inactive records.  The HSC also has a contract with an off-site storage facility for storage of records.  Departments may obtain information regarding this off-campus storage site by contacting the Purchasing Office.  Any other off-site storage must be approved in advance by the Chief Business Officer.

Disposal of Records
Policy Item 11.     Prior to disposing of records HSC departments and offices should always  determine if the records have historical value and should be forwarded to the Archive.   This may be accomplished by contacting the Archive Office.

Policy Item 12.     Records of materials destroyed should be approved by the department head and maintained permanently in the department.   Records containing sensitive materials should be shredded.   HSC is covered under a state-wide contract for a vendor to be used in document and media destruction.   Purchasing Services should be contacted for  information on  the contract vendor.

Minimum Retention Periods for University/HSC Records
Policy Item 14.    At the HSC all records created, received or maintained must be maintained for a minimum of one year.  Materials not covered in the University or the HSC retention guide below should be discussed with the Vice Chancellor for University Relations to determine an appropriate retention period.

HSC Retention Guide    
Chancellor’s Papers:     The Chancellor’s Office and the Director of the HSC Archive will define a process for maintenance of a Chancellor’s papers in the Archive.

Committee Minutes:      Minutes and membership rosters for campus-wide committees are maintained permanently.    Minutes may be maintained by the committee chair or the reporting channel officer for whatever period of time they serve as useful reference and subsequently are to be forwarded to the HSC Archive for permanent retention.   Minutes of collegiate or departmental committees should be maintained on a permanent basis by the dean or department chair or forwarded to the HSC Archive. 

Dean’s Papers:     The Chancellor’s Office and the Director of the HSC Archive will define a process for maintenance of the Dean’s papers in the Archive.

Personnel Actions (disciplinary) or Hearings:     Records retained permanently by Human Resources or Academic Affairs.    Departments should forward appropriate  materials to Human Resources or Academic Affairs for file.    Permanent records for personnel actions or hearings involving the HSC attorneys  are maintained in the Legal Office.

Search Files:     Maintained for 10 years in the office of the individual appointing the search committee.

_________________

Click here to access Fiscal Policy FI0120 Records Management:  FI0120 Records Management
Attachment A:  Archival Materials Summary List (next page)

University of Tennessee Health Science Center

ARCHIVAL MATERIALS SUMMARY LISTING 

Archival materials are those related to the origins, history, aims, programs and development of The University of Tennessee Health Science Center  and all its predecessors and parts.  Included are such materials as those listed below.

Artifacts, memorabilia relating to history and different periods 

Campus publications (newspapers, yearbooks, catalogs, bulletins, directories, faculty/staff rosters, student and faculty handbooks, alumni magazines, calendars, etc.)

Correspondence relating to planning, development, programs, significant activities of departments, colleges, etc.

Laboratory , hospital, or scientific instruments or equipment that are unique or of special significance

Maps, blueprints, other plans depicting physical growth and development 

Minutes of any committees, faculty meetings that are over five years old (Permanent Records)
Organizational charts and administrative listings

Personnel records prior to 1970

Photographs of events, individuals, programs & other notable items

Policy manuals over five years old (Permanent Records)
Program accreditation reports/supporting documentation over 5 years old (Permanent Records)
Public addresses, resolutions, news broadcast videos and news releases

Portraits, pictures, prints, busts, plaques, certificates 

Special studies and reports created by the University or about the University

Statements of missions, goals, objectives

University related non-print materials regardless of format

Materials not to be retained in the archives include:


Materials associated with the formal records management program


Records of the UT System which are not expected to be in high demand or of particular interest to UT Health Science Center


Reprints normally  maintained in the Library
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