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Purpose:  

To establish a framework for the implementation of the University's  information and records management 
programme that ensures full and accurate records of the University's activities are created, captured, maintained, 
made accessible, stored, and legally disposed of in accordance with legislative requirements.  

Audience: 

This policy applies to all university staff and its affiliated organisations, including its business enterprises such as 
wholly owned subsidiary companies, joint venture companies, partnerships, trusts, and research centres. It also 
applies to volunteers and independent contractors in the course of their work for , and on behalf of the University. 

Policy: 

1. Information and records created in the course of the university’s business are owned by the University and 
subject to its control – unless otherwise superseded by another University Policy or Agreement. 

 
2. Information and records created by a contractor during the course of a contract belong to the University and 
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Definitions: 

Business Activity is an umbrella term covering
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records. 

https://masseyuni.sharepoint.com/sites/ITS/SitePages/IRM/Business-Classification-Scheme-(BCS).aspx
https://masseyuni.sharepoint.com/sites/RiskAssurancePoliciesProcedures/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FRiskAssurancePoliciesProcedures%2FShared%20Documents%2FData%20Management%20Policy%20%281%29%2Epdf&parent=%2Fsites%2FRiskAssurancePoliciesProcedures%2FShared%20Documents&p=true&ga=1
https://masseyuni.sharepoint.com/sites/RiskAssurancePoliciesProcedures/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FRiskAssurancePoliciesProcedures%2FShared%20Documents%2FData%20Management%20Policy%20%281%29%2Epdf&parent=%2Fsites%2FRiskAssurancePoliciesProcedures%2FShared%20Documents&p=true&ga=1
https://masseyuni.sharepoint.com/sites/ITS/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FITS%2FShared%20Documents%2FIRM%2FTransfer%20and%20Disposal%2FDisposal%5FProcedure%5FFINAL%2Epdf&parent=%2Fsites%2FITS%2FShared%20Documents%2FIRM%2FTransfer%20and%20Disposal
https://masseyuni.sharepoint.com/sites/ITS/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FITS%2FShared%20Documents%2FIRM%2FTransfer%20and%20Disposal%2FDisposal%5FProcedure%5FFINAL%2Epdf&parent=%2Fsites%2FITS%2FShared%20Documents%2FIRM%2FTransfer%20and%20Disposal
https://masseyuni.sharepoint.com/sites/ITS/SitePages/IRM/General-Disposal-Authority-(GDA).aspx
https://masseyuni.sharepoint.com/:b:/r/sites/ITS/Shared%20Documents/Policies%20and%20Guidelines/Supporting%20Documents%20for%20IRM%20Policy/Offsite%20Storage%20Procedure.pdf?csf=1&web=1&e=2DWoVT
https://masseyuni.sharepoint.com/:b:/r/sites/ITS/Shared%20Documents/Policies%20and%20Guidelines/Supporting%20Documents%20for%20IRM%20Policy/Guidelines%20on%20SharePoint%20Collaboration%20Sites.pdf?csf=1&web=1&e=2ntgSn
/massey/fms/PolicyGuide/Documents/p/privacy_policy.pdf
https://masseyuni.sharepoint.com/:b:/r/sites/ITS/Shared%20Documents/Policies%20and%20Guidelines/Supporting%20Documents%20for%20IRM%20Policy/IRM%20Guidelines%20on%20recordkeeping%20and%20digitisation.pdf?csf=1&web=1&e=sJSvNT
https://masseyuni.sharepoint.com/:b:/r/sites/ITS/Shared%20Documents/Policies%20and%20Guidelines/Supporting%20Documents%20for%20IRM%20Policy/IRM%20Guidelines%20on%20managing%20records%20on%20business%20systems.pdf?csf=1&web=1&e=qObllC
https://masseyuni.sharepoint.com/:b:/r/sites/ITS/Shared%20Documents/Policies%20and%20Guidelines/Supporting%20Documents%20for%20IRM%20Policy/IRM%20Guidelines%20on%20information%20management%20and%20social%20media.pdf?csf=1&web=1&e=olN7Ek
https://masseyuni.sharepoint.com/:w:/r/sites/ITS/Shared%20Documents/IRM/IRM%20Resources/IRM_Policy_Legal_Compliance.docx?d=w1fc64369b86e4ec69b798630effd28a1&csf=1&web=1&e=XVtRtQ
https://masseyuni.sharepoint.com/:b:/r/sites/ITS/Shared%20Documents/Policies%20and%20Guidelines/Supporting%20Documents%20for%20IRM%20Policy/IRM%20Roles%20and%20Responsibilities.pdf?csf=1&web=1&e=aN1Olv
https://masseyuni.sharepoint.com/:b:/r/sites/ITS/Shared%20Documents/Policies%20and%20Guidelines/Supporting%20Documents%20for%20IRM%20Policy/IRM%20Principles.pdf?csf=1&web=1&e=CQ94yy

