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	School/Department etc.

	Respondent & Role
	Record
	Record
	Record
	Record
	Record

	1
	Rough category (minute, correspondence, spreadsheet, file meeting papers, report etc.)
	
	
	
	
	

	2
	Is it created within the Department?
	
	
	
	
	

	3
	Who created this record?
	
	
	
	
	

	4
	Who controls/maintains this record?
	
	
	
	
	

	5
	Is this record kept as hard copy (H), microform (M) or electronically (E)?
	
	
	
	
	

	6
	Is this document unique, i.e. the identified Master copy?
	
	
	
	
	

	7
	Are copies available elsewhere?
	
	
	
	
	

	8
	Where?
	
	
	
	
	

	9
	Is a back-up/duplicate of this record necessary?
	
	
	
	
	

	10
	Is an adequate back-up/duplication system in place? 
	
	
	
	
	

	11
	If this record was destroyed what would be the consequences? i.e. minor problem, serious, very serious disastrous
	
	
	
	
	

	12
	Do you regard this record as sensitive, moderately sensitive, or none sensitive?
	
	
	
	
	

	13
	Is there a known statutory or regulatory requirement to keep this record for a known period of time? If yes, What is it?
	
	
	
	
	

	14
	What is the regulation or authority for this?
	
	
	
	
	

	15
	Are these being met currently?
	
	
	
	
	

	16
	How is this record stored?
	
	
	
	
	

	17
	Is the storage secure?
	
	
	
	
	

	18
	How many individuals have access to this record?
	
	
	
	
	

	19
	Could the record be altered?
	
	
	
	
	

	20
	Is there a system of document control/versioning in place?
	
	
	
	
	

	21
	How quickly could the record be retrieved?
	
	
	
	
	

	22
	Does it have easy identifiers/metadata?
	
	
	
	
	

	23
	Is there a tracking system for movement of the record?
	
	
	
	
	

	24
	Is the record archived to another site after being stored in the department for a period of time?
	
	
	
	
	

	25
	Is that transfer recorded?
	
	
	
	
	

	26
	How is the record destroyed when no longer needed?
	
	
	
	
	

	27
	Is a regular record kept of documents sent for destruction?
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