Can | destroy physical records if | digitise them and
upload to the Data Archive?

UNSW staff are required to comply with the UNSW Record keeping Policy and the
requirements for record retention as provided by the NSW State Records Authority.

These requirements include those of GA45, Original or Source Records that have been
copied.

Before the destruction of digitised paper records, care should be taken to ensure that:

e authentic, complete and accessible copies of the records are made

¢ the copies become the official record of the business of the agency and are kept in
accordance with authorised retention requirements, and

¢ the original, or source records, are kept for quality control purposes for an appropriate
length of time after copying.

Once original data has been digitised and captured in accordance with these
requirements, the scanned records become the ‘original’ and must be maintained as
such.

Further information on the retention requirements relating to records of research can be
located here:

https://www.recordkeeping.unsw.edu.au/documents/Retentionperiodsforrecordsrelatingtoresearch.pdf

The UNSW Records and Archives Office can also be contacted for advice on any records
related issues.

Help and further information:

e To learn more about the Data Archive:
o go to the Start here page
o see all Help Topics
o see all Frequently Asked Questions (FAQS)
o browse through the carousel on the homepage to view all available videos
e To access the Data Archive Web application, use this link, or, go to the Home page for
other access options
e To create, or update, a Research Data Management Plan go to the ResToolkit service
¢ Note: the Data Archive service is also available over SFTP, see the SFTP client guide
for more information
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