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Pre amble  

This policy out lines some basic records management  procedures to be  followed by 
the  College  in order t o manage  College  records in an e ffect ive  and accountable  
manner. 

A record is defined by The Archives Act , 2004 No. 491 Administ rat ive Records 
Management  System 2014 as “a record of informat ion in any form and it  includes 
informat ion that  is writ t en, photographed, or elect ronic”. Records are  t he  “inst it ut ional 
memory” of t he  organizat ion; t hey are  necessary for decision making, policy 
deve lopment , program implement at ion and for almost  every aspect  of day-to-day 
office  work. 

An official record can be  an original record, the  only copy of a record re t ained by the  
College , or any copy deemed to be  t he  official record. The  official record is re t ained to 
sat isfy legal, fiscal and administ rat ive  re t ent ion requirement s included in t his Policy. 
Any addit ional copies of official records can be  disposed of when they are  no longer 
needed, providing they contain ident ical informat ion; an official record is ident ified; 
it s comple t eness, authent icit y and int egrit y is ve rified; and it  is re t ained for t he  pe riod 
of t ime  required by this Policy. 

The  re t ent ion schedule  is applicable  t o records t hat  fall under t he  above  de finit ion 
regardless of format . 

Cert ain mate rial has no evident ial, fiscal, administ rat ive  or historical value  and 
the re fore , is not  subject  t o t his policy. It  can be  dest royed when it  is no longer needed 
without  historical review by the  Archives Board. 

This includes: 

• ext ra copies creat ed for convenience  of re ference  
• exte rnal Publicat ions i.e ., books, magazines, cat alogues, advert ising mate rial 
• blank forms, obsole t e  st at ionary/forms 



• t ransit ory records, i.e ., draft s t hat  do not  document  significant  st eps in t he  
deve lopment  of a document  or are  summarized or produced in othe r form. 

Policy 

Refe r t o ARMS 2014 manual for guide lines on Re tent ion Periods, Disposal of Records 
and List ing of Records Series. See  Appendix A: List ing of Records 
Series. www.saskarchives.com 
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Refe r t o ARMS 2014 manual for guide lines on Re tent ion Periods, Disposal of Records 
and List ing of Records Series. See  Appendix A: List ing of Records 
Series www.saskarchives.com 

• Records should be  organized, re t ained for appropriat e  lengths of t ime  and 
disposed of in a safe  and secure  manner. 

• The  same  rules and re t ent ion pe riods apply t o both e lect ronic and hard copy 
records. 

• When a department  is purging file s for storage , st orage  boxes should be  clearly 
labe led with a descript ion of content s and t he  appropriat e  dat e  of disposal 
based on the  disposal schedule . Each College  department  is re sponsible  for 
annual disposal of it s records. 

• Records should be  dest royed upon recommendat ion of a witness based on the  
Carlt on Trail College  Records Re tent ion and Disposal Policy. It  is recommended 
that  all sensit ive  informat ion be  dest royed by confident ial shredding se rvices. 

• If a part icular record is not  list ed, use  t he  re t ent ion pe riod list ed for a record 
that  is similar in nature  and kind. If you are  unsure , t he  Execut ive  Assist ant  will 
be  responsible  for contact ing Saskat chewan Archives Board for direct ion. 

• All records must  be  removed from College  owned or leased equipment  be fore  
it  is t ransfe rred out side  of t he  College  or disposed of by any othe r means. 

The  Appendix A re t ent ion schedule  is copied from the  ARMS 2014 manual (Records 
Re tent ion, Classificat ion and Disposal Schedule  491). 

2.24 - ARMS 2014 Records Re tent ion, Classificat ion and Disposal Schedule  491)  

http://www.saskarchives.com/
http://www.saskarchives.com/
https://www.carltontrailcollege.com/about-us/our-policies-and-procedures/section-2-finance/2.24-records-retention-and-disposal/2.24-procedure-appendix-a-records-retention-and-disposal.pdf

