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Records Retention Workshop – Spring 2009


Keep it, File it, Share it, Delete it, Shred it or Archive it: What to do with UNCW Records and When to do it

The State of North Carolina and the UNC General Administration have recently approved a records retention schedule for the UNC system. Employees who are the custodians of records in the office, have responsibility for records management or want to learn more about the legal obligations, should attend this workshop. Learn what constitutes a public record, what key exceptions exist for keeping records confidential, the length of time required to keep records before they may be destroyed, the types of UNCW information gathered by Archives, how to request a modification to the schedule for specific records, the university's policies on FERPA and public records requests, and how to best maintain the enormous number of electronic records received and sent on a daily basis. Personnel from the General Counsel's Office, ITSD and Randall Library will present this workshop.


Steve Miller/Eileen Goldgeier, University Counsel
Adina Riggins, UNCW Archives 
Zachery S. Mitcham, IT Security

KEY WEBSITES

1.
UNCW General Counsel
http://www.uncw.edu/generalcounsel/legal.htm

· UNCW General Counsel>Legal Topics>Records Retention
http://www.uncw.edu/generalcounsel/LTRecordsRetention.htm

· Records Retention Workshop (PowerPoint) http://www.uncw.edu/generalcounsel/documents/recordsworkshopFall07.ppt

· UNCW’s FERPA Policy http://www.uncw.edu/policies/04-150-ferpa.htm

· UNCW’s Public Records Policy http://www.uncw.edu/policies/02-110-publicrecordspolicy.htm

· Guideline to Public Records (from the Government Records Branch, Raleigh, NC) http://www.records.ncdcr.gov/
Covers paper and electronic records, with very useful information on managing email and information about digital imaging systems

2.
UNCW Archives
http://library.uncw.edu/web/collections/archives/


· UNCW Randall Library>UNCW Archives>Records Management> http://library.uncw.edu/web/collections/archives/management/index.html

· Government Records Branch, Raleigh, NC 
http://www.records.ncdcr.gov

AND

· Government Records Branch>Guidelines for Public Records
http://www.records.ncdcr.gov/guidelines.htm

· Email

· E-mail as a Public Record in North Carolina (http://www.ah.dcr.state.nc.us/records/e_records/Email_8_02.pdf) What email should be kept and what email should be deleted, and when?  Electronic mail is a public record when sent or received in normal business processes. See also
· Email User Guidelines Checklist http://www.records.ncdcr.gov/e_records/Emailchecklist.pdf
· NEW Online Tutorial: Managing Your Inbox: Email as a Public Record 

· Government Records Branch>University Records>Retention/Disposition Schedule
http://www.ah.dcr.state.nc.us/Records/schedules/unc_system_general_schedule.pdf 

AND

Schedule is also available from UNCW Archives website:
UNCW Randall Library>UNCW Archives>Records Management>

· Contact person for Wilmington Record Center offsite storage is George Syles, Manager of Warehouse Services: sylesg@uncw.edu


3.
I.T. Security
http://www.uncw.edu/itsd/itsecurity.htm


· Responsible Use of Electronic Resources Policy
http://www.uncw.edu/policies/07-100-useelectronicres.htm

· How to Set up Local-Only and Password-Protected Web Areas
	http://www.uncw.edu/itsd/Web-internal.htm

· File Server Resources
http://www.uncw.edu/itsd/fileservices.htm  This website describes Sammy and how to use it. For more details, see the “File Management handout” (http://www.uncw.edu/local/itsd/File_Management.pdf), which gives step-by-step instructions on how to store files on Sammy; how to map to Sammy; and how to set up a VPN (Virtual Private Network)
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