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INTRODUCTION

RECORD RETENTION AND DISPOSAL

This series of essaysis designed to educate and inform
college decision makers about the critical issues surrounding
document retention. Almost every college official retains docu-
ments. In many cases, the reasons for retention are unclear and
are not based on any college-wide document retention and
disposal palicy.

Thismanual providesan overall analysis of document
retention issues, identifies appropriate retention periods, and
includes several sample policies. The manual addresses many
types of documentsrelevant to college personnel, including the
fallowing:

Personnel and Employment Records
Faculty Records and Files

Student Records

Financial and Tax Records

Gift Records

Alumni Records

Building and Facilities Records
Compliance Records and Environmental Laws
Campus Crime Reports

E-Mail and Other Computerized Data
Litigation Files

Each document category is presented in acommon format:
Overview, Retention Period, Reasons for Retaining, and Access
and Disclosure Considerations. A Selected Bibliography is
provided for each chapter.



State laws do affect records management. When developing
record retention and disposal policies, colleges should review state
laws. Theselawsgovern several areas, including personne files,
tax records, and statutes of limitations. Examples of state laws
may befound in Appendix 6 of thismanual.

Several recent issues reinforce the need to develop and
review record management policies. The issuesinclude destruc-
tion of recordswhen litigation is pending, privacy asrelated to
cyberspace and data access and recent requirements on gover-
nance and documentation.

We welcome your suggestions and commentsregarding this
manud. Themanual will besupplemented periodicaly, assuggestions
for improvement and changesin the law warrant. Supplements may
be ordered by using theform provided in thismanual.

Specific comments on this manual are welcome. For further
information, pleasewriteto College Legd Information, Inc., PO.
Box 150541, Nashville, Tennessee 37215 or call 615-383-3332; or
contact us through our website at: www.collegelegal.com. Copies
can beobtained by sending payment to CollegeLega Information,
Inc., PO. Box 150541, Nashville, Tennessee 37215. Copiesare
$60.00 each or $55.00 each for 2 or more.

In addition to thismanual, others are avail able from College
Legal Information, Inc., each addressing particular topics rel evant
to different college personnel: Sudent Affairs Decisions and
the Law; Faculty Evaluation and the Law; Managing Admis-
sions, Records and the Law; Complying with Federal Law;
Institutional Advancement and the Law; Managing Liability
and Overseas Programs; Managing Campus Conflict
Through Alternative Dispute Resolution; Srategic Legal
Planning: The College and University Legal Audit; and
Managing Departments. Chairpersons and the Law.

IF LEGAL ADVICE OR OTHER EXPERT ASSISTANCE
ISREQUIRED, THE SERVICES OF A COMPETENT
PROFESSIONAL SHOULD BE SOUGHT.
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THEAUTHORS

Kent M. Weeks, apracticing attorney with the law firm of
Weeks, Anderson & Baker of Nashville, Tennessee has adistin-
guished professiond career asateacher, administrator, lawyer, and
author. A Fulbright Scholar, Weeks earned degrees from The
College of Wooster, University of New Zedland, Duke University,
and a Ph.D. from Case Western Reserve University. He edited two
volumesfor the Center for Congtitutional Studiesthat have had
singular impact on the independent sector: A Legal Inventory for
Independent Colleges and Universities and A Legal Deskbook
for Administrators of Independent Colleges and Universities
(Revised 2nd Edition).

He was a Professor of the Practice of Education for many
years at Vanderbilt University and has been invited by many
colleges and their associations to present seminars on higher
education and the law. He has written over 12 books and more
than 43 articles and papersfor scholarly journas, and he currently
edits Lex Collegii, alega newdetter for independent colleges and
universities.

Weeks has consulted with colleges throughout the United
States and serves aslegal counsel to severa colleges and national
and international educational associations. He hasparticipatedin
and directed more than 150 seminars and workshops for college
adminigtrators, faculty and trustees and has addressed many higher
education organizations, associations, and legal groups. Weeksisa
member of the National Association of Independent Collegesand
Universities Lega Services Pandl.

Patricia Kussmann worked closely with Weeks in the prepara-
tion of thismanual. Kussmann haswritten severd articlesand
papersfor publication. She graduated from the University of
Alabamaat Huntsville and received her law degree from Vanderbilt
University Law School. She currently worksin the Tennessee
Attorney Genera’s office.
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