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1.0 Purpose

To define retention periods and disposal actions for Kumasi Technical 
University paper and electronic records in order to meet the 
requirements of the Public Records and Archives Administration 
Department (PRAAD) ACT 535, 1997, Public Financial Management 
Act, 2016 (Act 921), Financial Administration Regulation, 2004, L.I. 
1802 and other relevant legislations in force.

2.0 Compliance

This Policy shall be in accordance with provisions of the Public 
Records and Archives Administration Act 535 of 1997.

3.0 Definitions

Public Records and Archives Administration: The 
Department of Civil Service responsible for managing 
public records and setting standards around public 
records under the direction of the Vice-Chancellor.

Director:  The Director of PRAAD, with the function 
of exercising leadership in the management of 
recordkeeping in public offices and in the management 
of public archives in Ghana.

Disposal: It includes destruction, submission to the Director 
for assessment or retention as a public archive.

Electronic Records: records that can be processed in 
a computer system and/or stored in a way which 
requires electronic or computer equipment to access 
them.
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Public Records: records created or received by a public 
office in the conduct of its affairs and includes 
records created or maintained electronically. It does 
not include records created by the academic staff or 
students of a tertiary education institution, unless 
the records have become part of the records of that 
institution. Teaching materials of staff and research 
materials generated by staff are not public records.

NCTE: National Council for Tertiary Education.

NAB: National Accreditation Board.

NABPTEX: National Board for Professional and Technical 
Examination

3.0 Policy

i.	 The University will store, retain and dispose of all its public 
records inaccordance with the relevant legislation, and 
the Records Management Standards, Record Keeping 
Standards, and General Disposal Authorities (GDAs) 
issued by PRAAD ACT 535, 1997 .

ii.	 The University will store, retain and dispose of its public 
records created electronically, which includes those 
created in an email system, inaccordance with PRAAD 
ACT 535, 1997 Standards.

iii.	 The University will store and retain its public records 
in the form in which they were originally created for 
the relevant retention period, unless the University 
has chosen to digitize any records, in which case those 
records will be retained only in digitize form. For 
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published records, such as annual reports, the record will 
not be considered created until it exists in its published 
form.

iv.	 The University’s public records, whether paper or 
electronic, will beretained in accordance with the PRAAD 
Retention andDisposal Schedule.

v.	 At the end of the relevant retention period, the  University 
will dispose ofall its public records in line with the current 
General Disposal Authorities issued by PRAAD ACT 535, 
1997.

vi.	 If the University chooses to digitize any of its public 
records, it will do soin accordance with the current 
Digitization Standard issued by PRAAD ACT 535, 1997.

vii.	The University Council, Academic Board or the Vice-
Chancellor may issue a notice known as a “Legal Hold”, 
suspending the destruction of records due to pending, 
threatened or otherwise reasonably foreseeable 
litigation, audits, government investigations or similar 
proceedings. No records specified in any ‘Legal Hold’ 
may be destroyed, even if the scheduled destruction 
period has passed, until the ‘Legal Hold’ is withdrawn in 
writing by the issuer.

viii.	If the University considers any of its public records to 
be of significantpublic value which would otherwise 
be disposed of in accordance with a General Disposal 
Authority by means of secure destruction, then it will 
submitthose records to the Vice-Chancellor of PRAAD 
for appraisal.
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ix.	 This Policy represents the University’s policy regarding 
the retention and disposal of paper and electronic 
documents.

4.0 Procedures

4.1 Responsibilities

i.	 The following responsibilities exist for the University’s 
public records:

(a)	 The Registrar shall be responsible for the following:

•	 The University’s record keeping systems 
and storage, including this Policy, shall be in 
consonance  with the legislation and other 
mandatory standards issued by PRAAD;

•	 University staff are informed and trained to 
managerecords in accordance with this Policy;

•	 University students records are managed and 
protected in accordance with this Policy;

•	 Managing Academic Board records;

•	 Managing records of employees;

•	 The University’s public records are transferred 
and appraised by the Director of PRAAD where 
required; and

•	 Managing records relating to the governing 
Council.

(b)	 The Director of Finance shall be responsible for 
managing financial and accounting records;
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(c)	 The Vice-Chancellor’s Office shall be responsible for 
managing records relating to the Vice-Chancellor’s 
Office and meetings of Key Officers of the University;

(d)	 The Director of Planning and Quality Assurance 
shall be responsible for managing records relating 
to academic programmes, assessment of records, 
accreditation, and appraisal of teaching staff;

(e)	 The Medical Director shall be responsible for 
managing all staff and students medical records;

(f)	 All Deans and Heads of Department shall be 
responsible for managing the administration and 
general housekeeping records specific to their 
functional area of management;

(g)	 The University Archivist shall be in charge of the 
administration of this Policy and its implementation 
to ensure that the Record Retention Schedule is 
followed; and

(h)	 The Academic Board shall be responsible for making 
modifications to the Record Retention Schedule from 
time to time and ensure that it is in compliance with 
PRAAD and other relevant legislations. These include 
the appropriate document and record categories for 
the University; monitor PRAAD ACT 1997 (Act 535),  
laws Record Retention; annually review the Record 
Retention and Disposal Programme and monitor 
their compliance with this Policy. See Appendix I 
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