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I.  Introduction 

As technology allows for the creation of even more records, it is important for College employees to 
understand their role in the creation and disposition—through destruction or archiving—of records so 
we can both meet legal and fiscal recordkeeping requirements and ensure the preservation of records 
with enduring historical or administrative value. The Bryn Mawr College Archives acts as the final 
repository for the historical analog and digital records of Bryn Mawr from its founding in 1885 to the 
present day, as well as provides leadership and expertise in critical engagement with Bryn Mawr history 
and the management of the College’s records in all formats.  

a. What is Records Management? 
Records management is the systematic control of records throughout their life cycle, from creation to 
disposition by destruction or archiving.  Through the control of records, the College is able to obtain 
information about important departmental business activities while disposing of materials and 
information that are no longer needed. 

Records exist in many forms and are defined by their content, not format, and can be paper, electronic, 
audio/visual, or any other method of recording and retrieving information. 

b. Good Records Management Practices 
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II. Records Transfer & Selection 
Records produced by the offices and departments of Bryn Mawr College may only be transferred to the 
College Archives once those records are past their period of active use. Office and departmental records 
that have been transferred to the College Archives cannot be recalled, and are subject to the same 
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III. Retention & Disposal 
Records shall be retained only during their period of use, unless longer retention is required as reflected 
below, or the records are needed for departmental reference or for historical/archival reasons.  Records 
which are no longer needed for ongoing departmental business or as reflected below shall be 
systematically and regularly destroyed or discarded according to disposal guidelines (Section V). Please 
note that this retention schedule is superseded by any document preservation notice issued in 
connection with a litigation hold, as laid out below in Section III (d). 

Questions about the implementation of the record retention schedule should be addressed to the 
College Archivist.  

Alumnae/i Relations and Development Records 
 

Type of Record Retention Period 
Alumnae Association Biofiles (deceased 
alumnae/i) 

Permanent; transferred to the College 
Archives 

Donor Files 3 years after death of donor 
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Librarian’s Office/Office of the CIO Files Permanent; transfer to archives after 2 years 

Minutes of the Board of Trustees Permanent; transfer to the College Archives 

President’s Office Files (including Faculty Files) Permanent; transfer to the College Archives 
after 2 years 

 

Human Resources 
 

Type of Record Retention Period 
Background Check Records 6 years after date of report 
EEO1 Reports 2 years from filing 
Employee Benefit Participant Records2 Permanent 

Employee Benefit Plan Documents3 Life of the plan plus 6 years 
Employee Medical and Exposure Records (related 
to hazardous material exposure) – Not including 
Noise 

Duration of Employment + 30 Years 

Employee Exposure Records – Noise 
OSHA 1910.95(m)(3)(i) 

Measurement Records  end of calendar 
year in which exposure documented + 2 
years 
 
Audiometric Testing – duration of affected 
employee’s employment 

Employment Contracts 
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I9 Forms The later of: (a) 3 years after date of hire, or 
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Mechanical and Electrical Equipment Check 
Records 

4 years 

Operational manuals Life of building 
Records of Fire Department Inspections 4 years 

Records of Required Testing of Fire Protection and 
Other Safety Equipment 

4 years 

EHS Program documentation – Internal EHS 
program documents, policies, procedures, 
guidelines 

Until superseded or outdated + 1 year 

Employee Training Records and Signin Sheets End of calendar year in which course ends 
or separation of employment + 30 years 

Environmental Health and Safety Inspections and 
Audits 

End of calendar year which audit was 
completed +7 years 

Environmental Spill and Emergency Plans 
25 Pa. Code 262a. 100 

Until superseded or outdated +5years 

Equipment Calibration and Testing Records – Non
Radioactive 

Decommissioning of equipment + 30 years 

Equipment Calibration, Testing Records, and 
Equipment Inventories –Radioactive 

Expiration of license + 3 years 

Equipment Testing Records (eyewash and 
showers) 
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Financial Aid Student Files 5 years after graduation 
International Student Forms (I20) 5 years after graduation or date of last 

attendance 
Student Academic Files (Departmental) 5 years after graduation or date of last 

attendance 
Student Medical Records 7 years from date of last service 

 

a. Litigation Hold Policy 
If a legal claim is reasonably anticipated or is filed, or a lawsuit begun, the affected offices should 
immediately contact the College Counsel.  The College Counsel will notify the appropriate senior 
administrators, as applicable, of such pending or threatened litigation, and will issue a litigation hold 
directive which will override any records retention schedule that may have otherwise called for the 
transfer, disposal or destruction of relevant documents.    
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IV. Confidentiality & Privacy 
The Bryn Mawr College Archives recognizes the rights of faculty, students, alumnae/i, and other donors 
to impose reasonable restrictions to protect privacy. Records that contain sensitive personal information 
or other forms of protected information are restricted as outlined below: 

 Student educational records (including grades and letters of recommendation) are governed by 
the Family Educational Rights and Privacy Act (FERPA) of 1974, as amended, and are restricted 
for seventyfive years from the date of creation.  

 Personnel records relating to Bryn Mawr faculty and staff (including search, review, promotion, 
tenure, and disciplinary/grievance records) are restricted for seventyfive years from the date of 
creation. 

 Records of the Board of Trustees and its committees (including meeting minutes and 
correspondence) are restricted for twentyfive years from the date of creation. 

 Records of the President’s Office are restricted for twentyfive years from the date of creation. 
 Financial records and records relating to donors and donations are closed for twentyfive years 

from the date of creation. 
 Medical records, patient/client files, and any sensitive, personally identifiable information 

(including social security numbers, bank account numbers, and credit card numbers) are 
permanently restricted and may be marked for deaccession or redaction at the discretion of the 
College Archivist or in complianc d o th - yn Mawr College’s Data Handling Policies. 

Records of the above types, even 
considered closed following the same policies.  
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I. Glossary 
Definitions taken from the Society of American Archivists8 and National Archives and Records 
Administration9 glossaries. 

Active record: Records that continue to be used with sufficient frequency to justify keeping them in the 
office of creation. 

Archival record: Materials created or received by a person, family, or organization, public or private, in 
the conduct of their affairs that are preserved because of the enduring value contained in the 
information they contain or as evidence of the functions and responsibilities of their creator. 

College Archives: The unit within Bryn Mawr College's Special Collections Department responsible for 
maintaining the College's records of enduring value. 

Disposal: The action taken regarding temporary records after their retention periods expire, and 
consisting usually of destruction/deletion. 

Family Education Rights and Privacy Act: Also FERPA or the Buckley Amendment. The Act provides 
students with the right to inspect and review their education records; insures that in most instances the 
contents of education records may not be disclosed without the student’s consent; and permits 
students to request the modification of inaccurate or otherwise inappropriate education records. 

Fiscal Value: The usefulness or significance of records containing financial information that is necessary 
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Selection: The process of identifying materials to be preserved because of their enduring value, 
especially those materials to be physically transferred to an archives. 

Transfer: The process of moving records as part of their scheduled disposition, especially from an office 
to an archives. 


