F
Resources Management

27
Estate Management

The function of managing the institution’s real property.

Real property means land and buildings or other fixed structures on land.

27.1
Estate Strategy Development
The activities involved in developing and establishing the institution’s estate strategy.

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

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	Superseded + 10 years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


27.2 Estate Management Planning 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the formulation of plans for the implementation of the institution's estate strategy.
	
	Superseded + 10 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


27.3
Estate Management Performance Management
The activities involved in monitoring the institution’s performance against the plans for implementing its estate 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 estate strategy.
	
	Current year + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's estate strategy.
	
	Current year + 10 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the estate management function, and responses to the results.
	
	Current year + 10 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


27.4 Estate Management Policy Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development and establishment of the institution's estate management policies.
	
	Superseded + 10 years
	
	NA
	
	Review for archival value
	Consult Records Manager before disposal


27.5 Estate Management Procedures Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the development of the institution's estate management procedures.
	
	Superseded + 3 years
	
	NA
	
	
	


27.6
Property Acquisition
The activities involved in acquiring ownership or use of properties by purchase, transfer, donation, lease or rental.

For obtaining legal advice associated with the acquisition of properties, use 20.6 Legal Affairs Management – Legal Interpretation & Advice Provision.
For drawing up legal agreements and other documents associated with the acquisition of properties, use 20.3 Legal Affairs Management – Contracts & Agreements Management.
For managing litigation arising from the acquisition of properties (e.g. compulsory purchase), use 20.5 Legal Affairs Management – Litigation Management.
For processing financial transactions associated with the acquisition of properties, use 28.7 Finance Management – Financial Accounting. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the acquisition of ownership of properties.
	
	Ownership of property
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Deeds and certificates of title for properties owned by the institution.
	
	Ownership of property
	
	NA
	
	Transfer to new owner when property is disposed of
	

	
	
	
	
	
	
	
	

	Records documenting negotiations for properties where the property was not acquired.
	
	Closure of negotiations + 6 years
	
	1980 c.58 
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the acquisition of use of properties by lease or rental.

Note: For retention of formal legal agreements, see Legal Affairs Management - Contracts & Agreements Management
	
	Disposal of property + 6 years
	
	1980 c.58 
	
	
	


27.7 Property Development 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the development of properties.
	
	Ownership of property
	
	NA
	
	Transfer to new owner when property is disposed of
	

	Records documenting the restoration of contaminated land.
	
	Ownership of land
	
	NA
	
	Transfer to new owner when property is disposed of
	


27.8
Property Maintenance
The activities involved in maintaining properties.

Activities include: conducting general inspections of properties; carrying out routine maintenance on properties; carrying out repairs to properties; preventing and exterminating pests from properties; carrying out inspections to determine the presence of hazardous materials in buildings or on land; removing hazardous materials from properties; undertaking ’making good’ works prior to disposal of properties.

For regular health and safety inspections, including routine inspections of hazardous substances (e.g. asbestos), use 25.11 Health & Safety Management – Health & Safety Inspection.
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting inspection, maintenance and repair of properties.
	
	Completion of work + 2 years
	
	S.I. 1997 / 1840 
	
	
	

	Records documenting the history of major maintenance works on properties.
	
	Ownership of property
	
	NA
	
	Transfer to new owner when property is disposed of
	

	Records documenting inspections undertaken to assess whether asbestos is (or is liable to be) present in a building or on land.
	
	Review of assessment *
	
	S.I. 2012 / 632 
	
	
	

	Records documenting the removal of hazardous materials from properties.
	
	Removal of material + 5 years
	
	NA
	
	
	

	Records documenting the monitoring of the condition of asbestos in premises.
	
	Removal of asbestos + 5 years OR Subsequent inspection + 5 years
	
	S.I. 2012 / 632 
	
	
	


 27.9
Property Disposal
The activities involved in disposing of properties no longer required by the institution through sale, transfer, termination of lease, auction, donation or demolition.

Activities include: obtaining valuations; undertaking surveys. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the disposal of properties.
	
	Disposal of property + 6 years
	
	1980 c.58 
	
	
	


27.10
Property Compliance Management
The activities associated with complying with statutory or regulatory requirements relating to the ownership, occupancy and management of properties.

Activities include: conducting required internal inspections; facilitating inspections by enforcing authorities; ensuring the proper maintenance of legally required certification (e.g. fire certificates).

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of inspections of properties by the enforcing authorities, and action taken to address issues raised.
	
	Completion of subsequent inspection
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Fire certificates
	
	Issue of new certificate
	
	NA
	
	
	


27.11
Property Security Management
The activities involved in planning, implementing and reviewing measures to protect properties from accidental or intentional damage and to prevent unauthorised access.

Activities include: conducting security inspections; conducting routine surveillance operations (e.g. guarding, patrol and CCTV surveillance) to prevent and detect unauthorised access to properties; responding to, and investigating, security breaches or incidents.

For installation of security equipment, use 27.13 Estate Management – Facility Development or 33.8 Equipment & Consumables Management – Equipment & Consumables Installation, depending on the type of equipment.

For disciplinary action resulting from security breaches by, or involving, institutional staff, use 29.14 Personnel Management – Employee Contract Management.
For disciplinary action resulting from security breaches by, or involving students, use 3.12 Student Administration – Student Disciplinary Case Handling.
For prosecutions resulting from security breaches or incidents, use 20.5 Legal Affairs Management – Litigation Management. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of security inspections of properties, and action taken to address issued raised.
	
	Completion of subsequent inspections
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting property access controls to secure areas (e.g. access registers, key registers, security data logs).
	
	Creation + 2 years
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records of security passes issued to visitors.
	
	Expiry of pass + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records of security passes issued to employees, other staff and students.
	
	Expiry of pass + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the conduct of routine security surveillance of properties.
	
	Creation + 1 month
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting security breaches or incidents, and action taken.
	
	Last action on incident + 1 year
	
	NA
	
	
	


27.12
Property Leasing-out
The activities involved in leasing property to third parties.

For obtaining/providing legal advice associated with the leasing-out of property, use 20.6 Legal Affairs Management – Legal Interpretation & Advice Provision.
For legal support for the negotiation, establishment, maintenance and review of lease agreements, use 20.3 Legal Affairs Management – Contracts & Agreements Management.
For litigation arising from the leasing-out of property, use 20.5 Legal Affairs Management – Litigation Management.
For managing financial transactions associated with the leasing-out of property, use 28.7 Finance Management – Financial Accounting. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting leasing-out arrangements for properties.
	
	Termination of lease + 6 years
	
	1980 c.58 
	
	
	


 27.13
Facility Development
The activities involved in designing and fitting-out facilities within buildings.

Facilities include offices, teaching rooms, laboratories, workshops, storage facilities, grounds and common areas.

Activities include: specifying facilities requirements; drawing up interior design schemes; decorating; laying floor coverings; installing fixtures and fittings (e.g. lighting, floor coverings, internal decoration, furniture and furnishings).

For engaging design consultants, building contractors and other services, use the appropriate section of 35
Procurement.
For installing equipment and consumables, use 33.8 Equipment & Consumables Management – Equipment & Consumables Installation. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the specification of requirements for facilities.
	
	Next fit-out + 1 year
	
	NA
	
	
	

	Records documenting the development of interior design and fit-out schemes.
	
	Next fit-out + 1 year
	
	NA
	
	
	

	Records documenting the carrying out of interior decoration and fitting-out works.
	
	Next fit-out + 1 year
	
	NA
	
	
	


27.14
Facility Maintenance
The activities involved in maintaining the internal decoration, fixtures and fittings in facilities.

Activities include: inspecting facilities; carrying out planned preventive maintenance works; carrying out repairs.

For maintaining equipment and consumables, use 33.10 Equipment & Consumables Management – Equipment & Consumables Maintenance.
	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	Records documenting the conduct and results of inspections of facilities, and action taken to address issues raised.
	
	Completion of subsequent inspection
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the carrying out of planned preventive maintenance works within facilities.
	
	Current year + 1 year
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the carrying out of repairs to interior decoration, fixtures and fittings.
	
	Current year + 1 year
	
	NA
	
	
	



27.15
Facility Security Management
The activities involved in planning, implementing and reviewing security measures to prevent unauthorised access to facilities.

Activities include: undertaking security inspections and surveillance operations to prevent and detect unauthorised access to facilities; responding to security breaches or incidents.

For installation of security equipment, use 27.13 Estate Management – Facility Development or 33.8 Equipment & Consumables Management – Equipment & Consumables Installation, depending on the type of equipment. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of security inspections of facilities, and action taken to address issues raised.
	
	Completion of subsequent inspection
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the conduct of routine surveillance of facilities.
	
	Creation + 1 month
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting occurrences of unauthorised access to facilities, and action taken.
	
	Last action on incident + 1 year
	
	NA
	
	
	



27.16
Facility Compliance Management
The activities associated with complying with statutory or regulatory requirements relating to the ownership, occupancy and management of facilities.

Activities include: conducting required internal inspections; facilitating inspections by enforcing authorities. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting the conduct and results of inspections of facilities by enforcing authorities, and action taken to address issues raised.
	
	Completion of subsequent inspection
	
	NA
	
	Longer retention periods may be required by enforcing authorities concerned with particular types of facilities
	


27.17
Facility Relocation Management 
The activities involved in relocating facilities within the same building, or to other buildings.

For hiring removal contractors, use the appropriate section of 35 Procurement. 

	Description
	
	Retention Period
	
	Citation
	
	Notes
	

	
	
	
	
	
	
	
	

	Records documenting plans for the relocation of facilities within buildings or to other buildings.
	
	Completion of relocation + 10 years
	
	NA
	
	
	

	
	
	
	
	
	
	
	

	Records documenting the physical relocation of facilities.
	
	Completion of relocation + 2 years
	
	NA
	
	
	


