Some records are more valuable to Curtin than others. University (or corporate) records are those
documents that are required to support and provide evidence of business operations, decisions and
authorisations, as well as support planning. These records need to be captured into the University’s
recordkeeping and information management systems.
Ephemeral records, on the other hand, have no continuing value to Curtin and are generally only needed
for a short period of time. These records can be destroyed when their usefulness or reference ceases.

Does the information:
 Authorise or seek authorisation for
an action?
 Provide evidence of a decision that
has been made?
 Contain information that could
have financial or legal implications
for the University (e.g. a contract, a
grievance case, an industrial
matter).
 Signify change or development in
policy?
 Contain information that relates to
official business of the University
that is of value to other staff of the
University?
 Create a precedent?
 Give formal advice?
 Relate to the protection of the
rights of staff or students?
 Involve negotiations on behalf of
the University?
Is the information an official
communication between:
 Employees of the University?
 An employee of the University and
an external party?
 An employee of the University and
a student?

Yes

Yes

Is it a working document or draft
of a:
 Policy or procedure?
 Legal agreement or contract?
 Legislation or standard?
 Course being delivered?

 Formal publication?
 Committee minutes?
 An official audit?
Is it a working document or draft
that:
 Has been circulated for comment
and/or feedback?
 Contains meaningful
annotations not found on the
final document that add value to
the records for the University or
show decision making
occurring?

No

Yes

Is it a copy of another record or
publication that has been
annotated with meaningful
information that is of additional
value to the original record?

No

University Records:
 Are documents that have been
created in the course of conducting
a function or activity of the
University.
 Are documents that are show
evidence of a decision,
authorisation or advice on some
University function or activity.
 Must be retained for the minimum
periods as set out in approved
disposal authorities.
Must be placed on official folders.
Examples of high value University
records:
 Decision papers.
 Policies and procedures.
 Official reports.
 University publications.
 Minutes and agendas of meetings.
 Correspondence, memoranda and
file notes of decisions, actions etc.
 Legal documents.
 Research data.

Ephemeral Records:
 Contain information that has very
short term value and contains
information that has little or no
value to the University or anyone
else.
 Are often personal and private
records not related to University
business.
 Are those that do not arise from or
contribute to University functions or
activities.
 Can be destroyed when no longer
required.
 Should not be placed on official
files or on shared network drives.

If you require assistance, please do not hesitate to contact us via phone on 9266 7050, or by email at:
rim@curtin.edu.au. For information management advice of a general nature, you may wish to visit our
website at: rim.curtin.edu.au.

