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Where the format of records has changed (for example, from paper-based to electronic) 

this does not prevent the disposal decisions in the authority from being applied to records 

which perform the same function. The information contained in non paper-based or 
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1.0.0 STUDENT ADMINISTRATION 

The administration and management of students from application for admission to 

completion or discontinuation.  

See General Retention and Disposal Authority Administrative records FINANCIAL 

MANAGEMENT - Accounting for records relating to administering student fees and 

charges. 

1.1.0 Admission, enrolment and progression 

The process of applying for, enrolling and progressing through a course or subject. 

See General Retention and Disposal Authority Administrative records COMMITTEES for 

records relating to committees responsible for assessing student progression cases. 

See General Retention and Disposal Authority Administrative records FINANCIAL 

MANAGEMENT - Accounting for records relating to the payment of fees 

 

1.1.1 
STUDENT A DMINISTRATIO N - Admissi on,  enrolm ent and progression 



Higher and further education 

Authority number: GA47 Dates of coverage: Open 
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STUDENT ADMINISTRATION - Admission, enrolment and progression 
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contact with children. 

Note: This information is generally recorded on the 

student record system as a pre-requisite to enrolment 

in a subject/unit. 

action completed, 

then destroy 

1.1.5 
STUDENT A DMINISTRATIO N - Admissi on,  enrolm ent and progression 

Records relating to the provision of student 

identification and the arrangement and management of 

student concessions. 

Retain minimum of 

1 year after action 

completed, then 

destroy 

1.1.6 
STUDENT A DMINISTRATIO N - Admissi on,  enrolm ent and progression 

Records relating to: 

 administrative arrangements for the 

management of enrolment processes 

 supporting documentation for variation of 

student details for graduation 

 notifications for change of address or contact 

details. 

Retain until 

administrative or 

reference use 

ceases, then 

destroy 
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STUDENT ADMINISTRATION - Scholarships, Prizes, Fellowships & Awards 
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lapsed offers.  destroy 



Higher and further education 
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TEACHING - Course delivery 
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 reading lists 

 assignment lists 

 lecture notes 

 timetables, rosters, organising venues, teaching 

allocations 

 feedback data collection/survey forms 

 assessment of data/feedback on course delivery. 

2.3.2 
TEACHING - Cours e deli ver y 

Masters of examination papers. 

Note: if no other course material is available these 

should Cc3
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TEACHING - Transfer of courses 
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RESEARCH - Research data 
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humans, gene therapy or which are not of regulatory 

or community significance. 

then destroy 
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GOVERNANCE - Elections 
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4.2.0 Elections 

The management of elections. Includes elections for student bodies where such elections 

are managed by the institution. 

 

4.2.1 
GOVERNANCE - Elections 

Records relating to the conduct of elections for 

membership of governing or student bodies, 

committees, etc. Includes management of electoral 

rolls, advertising, balloting, nominations, notices, 

papers, results, scrutineers, tally sheets, etc. 

Note: Institutions should consider their own 

requirements to refer back to election results in the 

event of a vacancy arising during office. 

Retain minimum of 

1 year after action 

completed, then 

destroy 

4.3.0 Licencing/accreditation 

Activities relating to institutional accreditation as an educational provider. 

 

4.3.1 
GOVERNANCE - Licencing/accr editation 

Records relating to the accreditation of the institution 

as an education provider. 

Required as State 

archives 

4.3.2 
GOVERNANCE - Licencing/accr editation 

Records of accreditation to deliver externally 

accredited short or non-award courses. 

Retain minimum of 

30 years after 

discontinuation of 

course, then 

destroy 
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SUPPORT SERVICES - Student support services 
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5.2.1 
SUPPOR T SERVICES - Student support services 

Records relating to the establishment, negotiation, 

maintenance and review of agreements to provide and 

operate services to students, etc. Records include: 

 correspondence and records of negotiations 

 final, approved versions and significant drafts of 

agreements 

 reviews of agreements. 

Retain minimum of 

7 years after expiry 

or termination of 

agreement or after 

action completed, 

whichever is later, 

then destroy 

5.2.2 
SUPPOR T SERVICES - Student support services 

Records relating to the provision of financial assistance 

services (loans, bursaries, etc.), special needs and 

accessibility services (e.g. interpreters, reading 

assistance for sight impaired students, disabled access, 

etc.,) and other tailored advisory or study support 

services and assistance to individual students.  

Note: for loan services, action completed is when the 

loan is repaid. 

Retain minimum of 

7 years after action 

completed, then 

destroy 

5.2.3 
SUPPOR T SERVICES - Student support services 

Records relating to unsuccessful applications for 

student support services. 

Retain minimum of 

1 year after action 

completed, then 

destroy 

5.2.4 
SUPPOR T SERVICES - Student support services 

Records relating to the provision and administration of 

residential accommodation and placement services for 

students; careers, employment and general services; 

mentoring, peer networking services, etc. 

Retain minimum of 

2 years after action 

completed, then 

destroy 

5.2.5 
SUPPOR T SERVICES - Student support services 

Records relating to the interaction between the 

institution and student associations such as the 

students’ union, sporting clubs, special interest groups 

etc. 

Retain minimum of 

7 years after action 

completed, then 

destroy 

5.2.6 
SUPPOR T SERVICES - Student support services 

Records relating to liaison between the university and 

service providers where the service is not provided 

directly by the university. For example, child care 

services, religious services, student accommodation, 

medical and dental services. 

Retain minimum of 

5 years after action 

completed, then 

destroy 

5.2.7 
SUPPOR T SERVICES - Student support services 

Records relating to the provision of counselling by a 

professional counsellor. Includes case files. 

Note: Case files may be destroyed prior to the expiry 

of the minimum retention period in certain 

circumstances e.g. agreement between counsellor and 

client. 

Retain minimum of 

7 years after action 

completed or until 

until the person 

reaches the age of 

25, whichever is 

longer, then destroy 

5.3.0 Library services 

The provision of library services to the public, staff and students etc. 






