
Records Retention 
 
It’s hard to keep track of what needs to be kept secure and what doesn’t, and when/how to dispose of 
documents, such as students’ test results, rosters and emails. Please use these resources to help guide 
you. If you have any questions, please don’t hesitate to reach out to ITS (757-683-3192) for guidance.  
  

• The state policy for records retention and disposal: Schedule as well as the manner in which 
they should be disposed. Everything is addressed from advising notes to faculty evaluations to 
course evaluations to letters of reference to IRB approval letters to research notes and 
more! http://www.lva.virginia.gov/agencies/records/sched_state/GS-111.pdf 

• Attached is records retention information for clinical practices on campus. 
• Regulated Data Guidelines are here, https://www.odu.edu/ts/security/regulated-data , and the 

storage matrix is on this page (https://itsapps.odu.edu/storage_options/ ).  
• In addition, there is information on the Software Decision Analysis 

here, https://www.odu.edu/ts/security/risk-assessment/software-decision-analysis. The 
University Policy included some detail about what is included in software decision 
analysis, https://www.odu.edu/about/policiesandprocedures/university/3000/3509 , and the 
SDA Guideline includes information about 
exceptions, https://www.odu.edu/about/policiesandprocedures/computing/standards/08/01/0
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Clinical Guidelines 
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Information copied and modified for the ODU Speech and Hearing Clinic from Purdue’s SLHS Audiology and Speech-Language 
Clinics Protected Health Information Data Handling and Disposal Guidelines and Medcom Trainex website  
https://www.medcomrn.com/index.php/articles/hippa-social-media-and-the-healthcare-worker-safeguarding-client-data 


