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1. Purpose 

This policy establishes standards for the retention, storage, and disposal of VIUFA’s 
documents to ensure compliance with legal, regulatory, ethical, and organizational 
requirements, and to preserve important records, especially those related to 
bargaining and member representation. 

2. Scope 

This policy applies to physical and digital records created or received by VIUFA 
staff, officers, and committees in the course of union business. [Refer to the 
retention schedule] 

3. Guiding Principles 

●​ Maintain confidentiality and security of sensitive records, and ensure best 
practices consistent with the protection of personal information. 

●​ Prioritize retention of bargaining-related and grievance related documents, 
as well as materials that substantially demonstrate a right, practice, or 
interpretation of our members’ employment related rights. 

●​ Prioritize, in addition, access, retrieval, and searchability for storage of all 
documents 

●​ Use a secure, online storage solution for digital document storage and 
backup. 

●​ Utilize on-site office storage and offsite storage locker for physical 
records. 

●​ Recognize resource limitations with digitizing legacy paper records. 
●​ Ensure timely and appropriate disposition (destruction, deletion, or 

archival retention) of records at end of active life. 
●​ Digital archives require investment in design and maintenance, and regular 

ingest, to be effective and useful. 

 



 
●​ Digital information may be kept for longer than the retention schedule 

indicates if it is marked for selective long term retention, and if costs permit.

 



 
4. Roles and Responsibilities 

●​ Office Manager: Maintains document systems, applies retention timelines, 
and ensures appropriate access and secure destruction. 

●​ Staff Representative: Assists in identifying significant records. 
●​ VIUFA Executive Members: Approve any major policy changes. 

5. Document Type Management and Retention Schedule  

To function as an organization and to fulfil its mandate in service of members, 
VIUFA manages information of the following types. Data is kept in analog and/or 
digital format, and may be transferred from one to the other, to meet both 
operational and long term stewardship requirements of the organization: 
 

Document Type Retention Period 

Collective Agreements (Final) Permanent 

Bargaining Proposals & Notes Permanent 

Grievance Files (Resolved) Permanent 

Executive Meeting Minutes Permanent 

General Membership Minutes Permanent 

Committee Reports 7 years 

Financial Records 7 years 

Employment Records (VIUFA Staff) 7 years post-termination 

Correspondence (non-critical1) 3 years 

Communications2 5 years 

General Administrative Files 5 years 

6. Exceptions 

●​ Records involved in litigation, grievances, or investigations must be retained 
until resolution, regardless of this schedule.  

●​ Documents may be subject to selective retention beyond the scheduled 
period to serve organizational purposes, at the discretion of the Executive. 

 

2 Mass email, newsletters, press releases, and other communications to our members or the public. 

1 Non-Critical correspondence does not have a long term material impact on our members. If there 
is debate on this, refer this to the Executive. 

 



 

Procedure  

1. Filing and Storage 

Digital Records 

●​ Store digital files on Google Drive using consistent folder structures by year 
and category (e.g., “2024_Bargaining_Proposals”). 

●​ Regularly back up key documents and restrict access to sensitive folders. 
●​ https://library.viu.ca/c.php?g=188929&p=5231205 

Physical Records 

●​ Keep current and high-use documents in the VIUFA office. 
●​ Store older, archived records in clearly labeled boxes at the offsite locker. 
●​ Labels should include document type, date range, and scheduled 

destruction date. 

2. Annual Review 

●​ The Office Manager conducts an annual review each summer to: 
○​ Identify records past their retention period. 
○​ Confirm that sensitive or bargaining-related files are not destroyed 

prematurely. 
○​ Update the inventory of physical records stored offsite. 

3. Secure Disposal 

●​ Physical Documents: Shred in-office or use a secure document shredding 
service. 

●​ Digital Files: Permanently delete expired documents from Google Drive. 
●​ Log all disposals in a Document Destruction Log (digital or paper format). 

4. Documentation 

Maintain the following records: 

●​ Master retention schedule 
●​ Annual review checklist 
●​ Document Destruction Log 
●​ Inventory of offsite records 
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