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External Relations

8
Public Relations Management

The function of raising and maintaining the institution’s public profile, and of managing its relationships with groups or individual members of the public.

8.1
Public Relations Strategy Development
	Description
	
	Retention Period
	
	Notes

	Records documenting the development and establishment of the institution's public relations strategy.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal



8.2 Public Relations Management Planning 

	Description
	
	Retention Period
	
	Notes

	Records documenting the formulation of plans for the implementation of the institution's public relations strategy.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal



8.3 Public Relations Management Performance Management 

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
	
	Notes

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

	Records containing reports of performance against the plans for the implementation of the institution's public relations strategy.
	
	Current academic year + 5 years
	
	Review for archival value

Consult Records Manager before disposal

	Records documenting the conduct and results of audits and reviews of the public relations function, and responses to the results.
	
	Current academic year + 5 years
	
	Review for archival value

Consult Records Manager before disposal



8.4 Public Relations Management Policy Development 

	Description
	
	Retention Period
	
	Notes

	Records documenting the development and establishment of the institution's public relations management policies.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal



8.5 Public Relations Management Procedures Development 

	Description
	
	Retention Period
	
	Notes

	Records documenting the development of the institution's public relations management procedures.
	
	Superseded + 3 years
	
	


8.6 Public Communication Management 

The activities involved in managing the institution’s communications with groups or individual members of the public.

Activities include: handling enquiries, suggestions and complaints from the public about the institution’s policies, activities or conduct, or the activities or conduct of its staff
	Description
	
	Retention Period
	
	Notes

	Records documenting enquiries from members of the public and the responses provided.
	
	Last action on enquiry + 1 year
	
	

	Records documenting unsolicited feedback from members of the public, the internal handling of this feedback and the responses provided.
	
	Last action on feedback + 1 year
	
	

	Records documenting the design and conduct of surveys to assess public attitudes towards the institution.
	
	Completion of survey + 3 years
	
	Review for archival value

Consult Records Manager before disposal

	Results of public surveys: individual responses.
	
	Completion of analysis of survey responses
	
	

	Results of public surveys: summaries and analyses of responses.
	
	Completion of survey + 3 years
	
	Review for archival value

Consult Records Manager before disposal

	Records documenting complaints from members of the public, the internal handling of these complaints and the responses provided.
	
	Last action on complaint + 1 year
	
	


8.7
Public Relations Event Management
The activities involved in organising public events and co-ordinating the institution’s input to, or participation in, events organised by others to enhance its public profile.

Public events include ceremonies, celebrations, exhibitions, open days, artistic performances and sporting events.
Activities include: representing the institution officially at events.
	Description
	
	Retention Period
	
	Notes

	Records documenting the planning and impact/results of public events.
	
	Completion of event + 3 years
	
	

	Records documenting the organisation and administration of public events.
	
	Completion of event + 1 year
	
	


8.8
Corporate Identity & Brand Management
The activities involved in managing the institution’s corporate identity and brand.

Activities include: designing the institution’s corporate identity marks (logos, etc); compiling and ensuring use of corporate style guides; determining official use of corporate identity marks and corporate style. 

	Description
	
	Retention Period
	
	Notes

	Records documenting the design of the institution's corporate identity marks (logos etc.).
	
	While current
	
	Review for archival value

Consult Records Manager before disposal

	Records documenting the development of corporate style guides for official use of corporate identity marks.
	
	While current
	
	


8.9
Sponsorship Management
The activities involved in managing the institution’s corporate sponsorship of public events to enhance its public profile.

Public events include ceremonies, celebrations, exhibitions, open days, artistic performances and sporting events. 

	Description
	
	Retention Period
	
	Notes

	Records documenting the negotiation of corporate sponsorship of public events by the institution.
	
	Termination of sponsor relationship + 5 years
	
	Review for archival value

Consult Records Manager before disposal


8.10
Donation Management

The activities involved in managing:

•
The institution’s relationship with donors of money, property or other items to the institution (other than in response to fundraising campaigns)

•
The process of donating money, property or other items to third parties (other than in response to fundraising campaigns) and the institution’s ongoing relationship with the organisations or individuals concerned

•
The process of donating money or other items to third parties in response to fundraising campaigns

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the management of the institution's relationship with donors to the institution (other than in response to fundraising campaigns).
	
	Duration of relationship + 6 years
	
	1980 c.58 
Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting the process of making donations to third parties.
	
	Last action on donation + 6 years
	
	1980 c.58 
Review for archival value

Consult Records Manager before disposal



8.11
Honorary Award Management
The activities involved in conferring honorary awards.

Activities include: co-ordinating the award of honorary awards; liaising with the recipients of honorary degrees; organising honorary award ceremonies.

For managing media coverage of honorary awards ceremonies, use 9.6 Media Relations Management – Media Communication Management. 

	Description
	
	Retention Period
	
	Notes

	Records documenting nominations for honorary awards, and decisions made on individual nominations.
	
	Current academic year + 10 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting the organisation of honorary awards ceremonies.
	
	Completion of ceremony + 1 year
	
	


