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Corporate Management

23
Students’ Union Relations Management

The function of managing the institution’s relationship with its students’ union, to fulfil its responsibilities under the Education Act 1994.

23.1
Students’ Union Relations Strategy Development
The activities involved in developing and establishing the institution’s students’ union relations strategy.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development and establishment of the institution's students' union relations strategy.
	
	Superseded + 10 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


23.2 Students’ Union Relations Management Planning 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development of plans for the implementation of the institution's students' union relations strategy.
	
	Superseded + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



23.3 Students’ Union Relations Management Performance Management 

The activities involved in managing the institution’s performance against the plans for implementing its students’ union relations strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's students' union relations strategy.
	
	Current academic year + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's students union relations strategy.
	
	Current academic year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the students' union relations function, and responses to the results.
	
	Current academic year + 5 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal



23.4 Students’ Union Relations Management Policy Development 

The activities involved in developing the institution’s procedures for the management of its relationships with its students’ union.

The activities involved in developing and establishing the institution’s policies for the management of its relationships with its students’ union. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development and establishment of the institution's students' union relations management policies.
	
	Life of institution
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal

	Records documenting the development and establishment of the institution's code of practice on the oversight of the operations and finances of its students' union, as required by Section 22(3) of the Education Act 1994.
	
	Issue of revised Code of Practice + 1 year
	
	Education Act, 1994 c.30 
	
	Review for archival value
	Consult Records Manager before disposal

	Code of Practice required by Section 22(3) of the Education Act 1994.
	
	Life of institution
	
	Education Act, 1994 c.30
	
	Review for archival value
	Consult Records Manager before disposal



23.5 Students’ Union Relations Management Procedures Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development of the institution's students' union relations management procedures.
	
	Superseded + 5 years
	
	NA
	
	
	



23.6 Students’ Union Constitution Review & Approval 

The activities involved in reviewing and approving the students’ union constitution, other than formal review and approval by the institution’s governing body.

The institution’s governing body is required to formally review and approve the students’ union constitution. For records relating to this process, use 16.3 Governance – Governing Body Management. Use this section for all other activities.
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the process of reviewing the students' union's constitution, other than formal review and approval by the institution's governing body #.
# The governing body's formal review and approval of the students union's constitution will be recorded in the minutes of the appropriate meetings of the governing body, and copies of the students union's constitutions will be retained with the papers of those meetings.
	
	Issue of revised constitution + 1 year
	
	Education Act, 1994 c.30
	
	
	


23.7 Students’ Union Funding 

The activities involved in providing funding for the students’ union.

For payment of funds, use 28.7 Finance Management – Financial Accounting. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the process of negotiating and agreeing funding to be provided by the institution to its students' union.
	
	Current financial year + 1 year
	
	NA
	
	
	



23.8 Students’ Union Financial Monitoring 

The activities involved in monitoring the financial affairs of its students’ union, other than formal monitoring and, where appropriate, approval by the institution’s governing body.

The institution’s governing body is required to formally review and approve the budgets of the students’ union and monitor its expenditure. For records relating to these processes, use 16.3 Governance – Governing Body Management. Use this section for all other activities. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the process of reviewing the students' union's budgets, other than formal review and approval by the institution's governing body. #
# The governing body's formal review and approval of the students union's budgets will be recorded in the minutes of the appropriate meetings of the governing body, and copies of the students union's budgets will be retained with the papers of those meetings.
	
	Current financial year + 1 year
	
	Education Act, 1994 c.30
	
	
	

	Records documenting the monitoring of the students' union's financial affairs, other than the review of formal monitoring reports by the governing body. #
# The governing body's formal review and approval of the students union's financial reports will be recorded in the minutes of the appropriate meetings of the governing body, and copies of the students union's financial reports will be retained with the papers of those meetings.
	
	Current financial year + 1 year
	
	Education Act, 1994 c.30
	
	
	


23.9 Students’ Union Operations Monitoring 

The activities involved in monitoring the operations of the institution’s students’ union.

Activities include: monitoring the conduct of the students’ union’s elections; monitoring the students’ union’s affiliations; monitoring and, where appropriate, investigating complaints against the students’ union.

For records relating to the review of reports and other official action by the institution’s governing body, use 16.3 Governance – Governing Body Management. Use this section for all other activities. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the monitoring of elections to major offices in the institution's students' union.
Formal reports on the conduct of the students' union's elections will be retained in the papers of the institution's governing body. For retention of the papers of the institution's governing body, see Governance - Governing Body Management.
	
	Current year + 2 years
	
	Education Act, 1994 c.30
	
	
	

	Records documenting the monitoring of students' union affiliations.
Copies of notices of the students' union's decisions to affiliate, and formal reports of affiliations, will also be retained with the papers of the institution's governing body.
	
	Current year + 2 years
	
	Education Act, 1994 c.30
	
	
	

	Records documenting the monitoring of complaints against the students' union, and the handling of these complaints by the union.
	
	Last action on complaint + 6 years
	
	Limitation Act 1980 c.58
	
	
	

	Records documenting the investigation and reporting on complaints against the students' union by independent investigators appointed by the institution's governing body.
	
	Settlement of complaint + 6 years
	
	Education Act, 1994 c.30;
Limitation Act 1980 c.58
	
	
	


