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1. Preamble 

1.1 Purpose 

The Canterbury Institute of Management (‘the Institute’) has developed the Records Management 

Policy (‘the Policy’) to outline the management principles regarding the creation, maintenance, 

security and disposal of the Institute’s records. 

The objective of this Policy is to establish a records management program in accordance with 

relevant legislative and regulatory requirements, standards and best practices to ensure that 

records are properly created, managed and maintained in the interests of corporate accountability, 

orderly administration and memory. 

1.2 Related Standard 

The relevant International Standard on Records Management is ISO 15489. This standard has been 

adopted by Standards Australia and supersedes Australian Standard on Records Management 

AS4390. 

1.3 Definitions 

For definitions, refer to Glossary of Terms. 

 

2. Scope 

This Policy applies to any record in any format, created, received or maintained by the Institute’s staff or 

anyone performing work on behalf of the Institute (including contractors and consultants), in the course 

of carrying out a function or activity of the Institute. 

All staff, consultants and contractors performing work on behalf of the Institute must comply with the 

standards and procedures outlined in this Policy. 

 

3. Policy Statement 

The Institute is committed to implementing best practice in its records management and security 

practices and systems. All practices and procedures concerning records management within the Institute 

are to be in accordance with this Policy. 

 

4. Policy Principles 

4.1 The Institute ensures that appropriate records of the business of the Institute are kept securely and 

in accordance with relevant regulatory requirements. 

4.2 The Institute’s records are important and must only be used for Institute purposes. 

4.3 Records must be maintained and stored in a way which ensures they are accessible. 

4.4 Records must be disposed of in accordance with the requirements of this Policy. 

4.5 Individual staff are responsible for managing records which they create or maintain in the course 

of their employment in accordance with this Policy and any related procedures. 

 

5. Record Types 

The Institute uses a recordkeeping system which captures, manages and provides access to records. These 

systems can either be in electronic or paper form. This recordkeeping system should: 

a. routinely capture all records within the scope of any business activity at the Institute; 

b. organise the records in a way that reflects the relevant business processes; 



Records Management Policy_v3.0 

Page 5 of 9 

 

c. protect the records from unauthorised alteration, destruction or transfer; 

d. routinely function as the primary source of information about actions that are documented in 

the records; 

e. provide an audit trail of who has viewed or altered a record; and 

f. provide ready access to all relevant records and related metadata. 

The Institute’s recordkeeping system has accurately documented policies, assigned responsibilities and 

formal methodologies for the management of its business. 

 

5.1 Institute Record 

5.1.1 An Institute record is a record created or captured in any kind of medium which is required 

under this Policy. 

5.1.2 The Institute records are those that relate in some way to the Institute’s business. Examples 

of such records are those which: 

a. constitute formal communication between staff or between staff and students. Often what 

appears to be an informal exchange may develop into a more serious matter requiring 

formal intervention. A ‘file note’ which briefly records the principal matters discussed, the 

people involved, and the date and time of the exchange should be made and filed; 

b. constitute formal communication between an entity of the Institute and another internal 

or external entity which approves or authorises actions or expenditure; 

c. signify changes in policy, procedure or procedural development; 

d. contain an instruction or advice which constitutes a precedent; 

e. involve negotiations on behalf of the Institute; 

f. impact upon other members of the Institute’s community individually or upon 

organisational entities within the Institute. 

 

5.2 Student Records for PRISMS 

5.2.1 The following types of student records are to be maintained: 

a. Student files 

An individual file must be maintained for each student. Student files must contain copies 

of all documents related to the student’s admission, enrolment, results and important 

communications. Student files must be kept secure and be archived for at least two (2) 

years after the student has graduated. 

b. Unsatisfactory course progress or attendance 

Information systems and electronic records are maintained, securely and confidentially as 

necessary to maintain accurate and up‐to‐date records of course progression and 

attendance of students during their entire study period. Based on those records, a student 

may be reported to regulatory authorities via PRISMS. 

c. Enrolment records 

Electronic and paper records of student enrolments for each enrolment period must be 

kept for at least two (2) years. 

d. Assessment records 

Records of final semester grade/marks must be kept in electronic form. A copy of 

individual student results must also be kept on individual student files. 

e. Reporting records 
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All records of external reports about a student must be recorded on the individual 

student’s file. 

f. All hardcopy non-current student records are stored off-site at a secure location, under 

management agreement. This management agreement allows safe custody of student 

records with unlimited authorised access. 

g. Electronic records are be backed up daily by automatic procedure and stored off-site 

on a weekly basis by the Institute’s IT Officer. 

 

The Institute keeps records for the period(s) mentioned in Appendix A ‐ Student Records - 

Retention Periods. Employees who wish to dispose records should send the approval email to 

the Campus Director & Dean. 

 

5.3 Staff Records 

5.3.1 To keep a complete record of staff employed within the Institute, staff files must be maintained 

securely. 

5.3.2 As a minimum, the following information must be included in individual staff files: 

a. curriculum vitae; 

b. verification of qualifications and experience; 

c. employment contract/service contract; 

d. record of all important communication between the staff member and the Institute; 

e. record of annual performance reviews. 

 

5.4 Electronic Records for PRISMS 

5.4.1 Electronic records are all records communicated and maintained by means of electronic 

equipment. 

5.4.2 As a general principle, information created on, or maintained and processed in, the 

Institute's IT based systems or personal computers is to be managed by observing the 

same practices and standards as for conventional paper-based records. 

5.4.3 Communication via e-mail constitutes official communication that is conducted 

electronically. 

5.4.4 Records are added to the Institute’s record keeping system at the time of creation or 

upon receipt of a document. 

5.4.5 Wherever possible records are held in electronic format. 

5.4.6 All records are classified according to the Institute’s policies and procedures. 

 

6. Responsibilities 

The following Officers of the Institute have specific responsibilities for records management: 

a. The Campus Director & Dean - has overall responsibility for managing Institute records. 

b. The Student Support Manager – is responsible to the Campus Director & Dean for: 

i. the development and review of the Records Management Policy. 

ii. provision of record keeping advice and assistance to Institute staff in accordance with this 

Policy. 

iii. the management of records and provision of storage facilities for the preservation and 
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control of records. 

iv. records management training programs and provision of records management training to 

address the roles and responsibilities of the Institute’s staff under this Policy. 

 

7. Creation and Capture 

7.1 All staff are required to keep appropriate and accurate records which document decisions and 

actions for which the Institute may be held accountable and to incorporate those records into the 

Institute’s record keeping systems in accordance with this Policy. 

7.2 Staff are to capture information from its creation, rather than at a later stage. If a delay occurs in 

capturing records, continuity and contextual information is often lost, reducing the evidentiary 

value and usefulness of the record. This can make it harder to establish the integrity of a record 

and can hinder decision making processes, especially if it affects other areas of the Institute. 

7.3 All documents must be identified with version control. 

7.4 The date on which a document is created or amended must be clearly marked in the footer of the 

document. 

7.5 The aim is to hold complete and accurate records and have the knowledge of their existence and 

who holds them and the tools to be able to retrieve these records regardless of where in the 

Institute they are created or stored. 

 

8. Storage 

8.1 Staff must not relinquish control over, damage, alter or destroy records of the Institute without 

authorisation. 

8.2 All records, both current and non-current, must be stored in such a way that they can be accessed 

and retrieved upon demand. 

8.3 When determining appropriate storage for non-current records, due consideration must be given 

to the protection afforded by the storage area (in the case of paper-based records), sensitivity of 

the records, retention period and access rate. 

 

9. Accessibility and Security 

9.1 Access to any records of the Institute is only permitted by an authorised officer of the Institute. 

Under no circumstances are records to be accessed or used for non-Institute related business. 

9.2 Personal information held on corporate records must only be used for the purpose with which it 

was collected and must only be disclosed to the delegated authorised person(s). Records 

containing personal information must be captured, stored, accessed, and disposed of in line with 

the requirements of relevant legislation (including, but not limited to the Information Privacy Act, 

Freedom of Information Act and Public Records Act). 

9.3 The sensitivity and value of records should be assessed at the time of creation or receipt, preferably 

by those staff who created or received the records, so that appropriate arrangements are made 

for their accessibility and security. 

9.4 Records must be securely maintained to prevent unauthorised access, alteration or removal. This 

includes the Institute’s obligations under relevant privacy legislation to protect sensitive student 

and staff information. 

 

10. Electronic Data Security 

10.1 All electronic records of the Institute including student records, staff records, electronically saved 

course material and the other records must be kept in a safe and secure condition. 
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10.2 All electronic records are to be backed up daily and a backup taken off-site once a week. 

 

11. Retention and Disposal 

Staff may destroy or dispose of records of the Institute only after the following retention periods 

have expired: 

a. Business records: seven (7) years after creation; 

b. Student records: two (2) years after the student ceases to be a student. However, sufficient 

information to re-issue a testamur or academic transcript is to be kept in perpetuity; 

c. Staff records: five (5) years after the staff member ceases to be a staff member. 
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Appendix A ‐ Student Records - Retention Periods 

STUDENT RECORD MANAGEMENT POLICY RETENTION PERIODS 

Documents retained Minimum retention period(s) 

Records of all students, including: 
 

a. Current residential address; 

b. Mobile phone number or other contact numbers (if any); 
c. Email address (if any); 

d. Amount of money paid to the Institute; 
e. Duration of course paid for; 
f. Amounts owing to the Institute; 
g. Written agreements between the student and the Institute; 

h. Amount that will be charged for the student to access their records; and 

i. Up‐to‐date records of assessment and progression. 

Until two (2) years after the person ceases to be a 

student 

Examinations and assessments Twelve (12) months from the date on which the 

grade decision was made (unless relating to a 

complaint or appeal – see 

below). 

Student complaints and appeals records 5 years from the date the complaint or appeal 

was lodged 

Records relating to proven allegations of misconduct 5 years from the date of the misconduct incident 

Records required for legal action Retained until the completion of that legal action, 

including appeals. 

Certification documentation, including: 
a. A testamur; and 

b. Records of results 

Indefinite – electronic records containing 

information on student results for Australian 

Qualifications Framework (AQF) qualifications will 

be retained for 30 years after the student’s course 

completion date, to enable re‐issuance of statements 

of attainment or qualifications (if required) 

OVERSEAS STUDENT RECORDS 

Details of accepted students, including: 

a. Name and gender; 

b. Name, start date and expected duration of the student’s course at the 
Institute; 

c. Date of birth, country of birth and nationality; 

d. Details of person who has legal authority to act on the student’s 
behalf (if the student is under 18 years old); 

e. Course and location; 
f. Agreed start date of the student’s course at the Institute; 

g. Day when the student is expected to complete their course at the Institute; 

h. Amount of tuition and non‐tuition fees received before confirming the 
student’s enrolment using PRISMS; 

i. Total tuition fees required to be paid to undertake full course; 

j. Whether premiums have been paid for student health insurance 
before the course commences; 

k. If the student has undertaken a test to determine their English 
competency, the name of the test and the course taken, and the 
score; 

l. The location of the Australian government immigration office 
where the student’s visa application was lodged; 

m. The student’s passport number; and 
n. If the student holds a visa, the visa number. 

Until the information is entered into PRISMS – 

within 14 days of the student being accepted into 

their course at the Institute (unless retained for 2 

years above – such as through the written student 

agreement) 

 


