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D.1 University Secretary & General Counsel 

 

The University Secretary & General Counsel has overall responsibility for ensuring the 
University manages its information effectively and complies with this policy. The University 

Secretary & General Counsel is supported in this responsibility by the Corporate Records 
Manager, who is based in Legal and Governance and can be contacted at 
DPFOIA@uclan.ac.uk. Any questions or concerns about the operation of this policy or 

requests for training or support should be referred in the first instance to the Corporate 
Records Manager.   

 

D.2 Directors and Heads of Schools 

 

Schools and Services will implement practices to ensure compliance with this policy and 

review them regularly. Directors and Heads of Schools have a responsibility to ensure the 

information created and used by their School or Service is being managed in accordance 
with the requirements laid out in section C.  

 

D.3 Information Asset Owners 

 

Information Asset Owners (IAO) have been appointed in Services and Faculties across the 

University. It is the responsibility of the named IAO to ensure that good housekeeping 
practices are undertaken to ensure the accuracy, security and relevance of information 
assets that reside on the University servers and in University storage areas. The IAO will 

ensure information assets are managed in line with the requirements laid out in section C. 

The IAO is responsible for identifying valuable information assets in their Service or 
School and ensuring their inclusion on the Information Asset Register (see C.5).  

 

D.4 All staff, contractors, volunteers, etc. to whom this policy applies 

 

All staff have a responsibility to ensure they create and maintain records in accordance 

with this policy and other relevant University policies. All staff are responsible for ensuring 

they create accurate records that document the actions and decisions for which they are 
responsible and maintain those records in accordance with the standards laid down in this 

policy. This includes storing records appropriately and securely, identifying obsolete 
records and disposing of them in an appropriate and, if necessary, an auditable manner. 

All staff have a responsibility to be aware of the information management requirements of 
the University, and to seek guidance if they are unsure of how information should be 

processed, stored, shared or disposed of (see F). Furthermore, all staff have a 

responsibility to raise any concerns relating to information management practice in the 
University (see G).  

 

 E  Relationships with existing policies and obligations 
  

This policy should be used in conjunction with other relevant University policies, 
procedures and guidance including:  

  

�‡ Data Protection Policy  

�‡ Freedom of Information Policy  

�‡ University Records Retention Schedule  
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 H  Glossary of 
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Recordkeeping system  A system which captures, manages and provides access to 

records of business activity over time. This may be: 

�‡ Electronic  

�‡ Paper-based  

The following can be defined as a recordkeeping system: 


