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Dalhousie University Records 
Management



Agenda

• Dalhousie University Records Management

• Records Management Policy

• Records Management Resources
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Dalhousie University Records 
Management

Records Management Program comprised of:

• University Records Committee

• University Librarian - Champion

• University Archivist – Oversight approval of 

Dispositions

• University Records Manager 

• Records Management Staff
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Dalhousie University Records 
Management

Records:

Are valuable assets.

Format: 

A record is a record regardless of format.

University Records: 

Information that is created, received, and 

maintained that documents the business activities 

of the university.
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Dalhousie University Records 
Management

Records Management is a systematic approach to 

properly dealing with records.

It considers business needs, legislation, regulatory and  

statutory requirements, risk, and other university 

policies when making decisions for keeping and/or 

disposing of records
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Dalhousie University Records 
Management
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Life cycle of a record



Records Management Policy

Policy Highlights

Governance for University-wide records management

• Applies to only University Administrative records

• Excludes Faculty individual teaching materials, 

scholarship and research and Personal non-University 

records

• Shared responsibility among the University

• Records designated for disposal are subject to review 

and selection by the University Archives for long‐term 

preservation.
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Records Management Resources

Website

• Records Management Policy

• DalCLASS

• Procedures, and tools 

• Email Management – NEW!!!

• NAS set ups / clean ups

• Naming conventions

• Forms and more
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https://www.dal.ca/
https://www.dal.ca/content/dam/dalhousie/pdf/dept/university_secretariat/policy-repository/RecordsManagementPolicy-Final-2016Nov.pdf
https://libraries.dal.ca/find/university-archives/records-management/dalclass.html
https://dalu-my.sharepoint.com/personal/mr771089_dal_ca/_layouts/15/onedrive.aspx?id=/personal/mr771089_dal_ca/Documents/email-management-2018.mp4&parent=/personal/mr771089_dal_ca/Documents&slrid=e6699e9e-50da-7000-431c-38cd373cb385


Courtney Bayne
University Records Manager
courtney.bayne@dal.ca
494-2498
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Contact:

mailto:courtney.bayne@dal.ca

