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Security Procedures
1. Purpose of the Procedure

The purpose of this procedure is to provide for the secure storage and destruction of Student and College records/documents.  
2. Scope/to whom it applies

This procedure applies to all college staff, Health & Safety Advisor, Principal, Deputy Principals, Course C-Ordinators, Subject Teachers and Auxillary Staff (Maintenance)
3. Procedure Details
3.1
Storage Boxes

a. Documents to be archived are to be stored in proper storage boxes
b. Boxes are not to be overfilled i.e. boxes should not be misshapen, lids must fit and boxes must not be too heavy to lift easily
c. Boxes must be labelled with the correct labels fixed to the box
d. Labels should contain the following details:
a. Department e.g. Personnel, Finance, Course

b. Access – indicate who is authorised to access/remove the documents

c. List of Contents enclosed

d. To storage date

e. Date documents can be destroyed or (not to be destroyed) 

e. Boxes for storage must be authorised

f. Periodically boxes will be destroyed in line with the destruction date by burning or shredding.  Contents are not to be thrown into the bin

3.2
Retention

Refer to the Data Protection Act and other external requirements when deciding on destruction dates for documents and material.  Storage space is limited, do you really need to store the material or could it be destroyed now?  Documents can be:

a. Historic:  Is the document an important part of the College’s history?  Will it be a valuable resource in years to come?

b. Administrative:  How often do you use the material?  What is the value of the information to your daily operation?  At what point would not having the material available cease to be a serious hardship?

c. Legal:  Are there any external requirements to maintain the information, either from government or granting or examination agencies?  Does the document help to prevent a legal liability?

d. Fiscal:  Is the information necessary for tax or audit purposes?

4. Monitoring Process

This procedure is monitored on an on-going basis by the Health & Safety Advisor who prepares an annual report for Senior Management.
5. Associated Documents
Data Protection Act


