
Guidelines for Managing Faculty Files

Introduction 

The Harvard University Archives is the oldest and one of the largest institutional academic archives in the nation.  
It collects, organizes, preserves and provides access to a comprehensive record of more than 375 years of life at 
Harvard.  From 17th and 18th century diaries and scientific observations to 21st century web sites, the Harvard 
University Archives’ collections comprise over 51,000 feet of University records and related historical materials, 
including faculty papers. 

This activity is integrally tied to records management services for Harvard University staff, administrators and 
faculty.  Records management staff provide guidance and resources for all stages in the records and information 
lifecycle, from creating records through destruction of non-permanent records or transfer of permanent records 
to the Harvard University Archives. 

About These Guidelines 

The guidelines are based on best practices, federal and state privacy and confidentiality regulations, University 
records policies.  They will:   

 help you to distinguish between University records and personal/professional files;

 outline how to donate personal archives to the University;

 discuss privacy and confidentiality requirements.

These guidelines should be applied to managing both paper and electronic files.  E-mail and other 
electronic documents are important communication tools for conducting University business.  All formats 
may contain evidence of policies, decisions, procedures, operations, research, teaching and other activities 
faculty engage in at the University as outlined below. These records can also be historically valuable because 
of the information they contain.  

University Records  

It can be difficult to distinguish between personal/professional files and university records when both have 
historical value over the long term. Official university records are evidence of the institution’s functions, policies, 
decisions, procedures, operations, and activities. University records are governed by University policies, 
including Harvard’s General Records Schedule.   These records are protected by a 50 year access restriction rule 
that applies from the date the record was created in order to protect information and its subjects; personnel 
and student records are closed to research for 80 years from their date of creation. Research use is allowed after 
these restrictions have elapsed.  The categories below are a quick guide to record types. 

Harvard University Archives, Pusey Library – Harvard Yard, Cambridge, MA 02138 
COLLECTION DEVELOPMENT // 617.384.7786  |  archives_collections@harvard.edu  |  archives.harvard.edu 

http://library.harvard.edu/university-archives/managing-university-records/electronic-records-email
http://grs.harvard.edu/icb/icb.do


University Records generally include: event files, department and committee records and research files as 
defined below.  However, some records (including correspondence, Harvard student and colleague letters of 
recommendation, presentations, research materials, and project files) that are created by research center and 
affiliate directors, deans, curators, department chairs, and house masters are considered to be University 
Records. 

Department and Committee records - records created when a faculty member serves as a University 
administrator, department chair, or University committee chair or member; includes arrangement memos, 
meeting preparation materials, meeting notes, agendas, minutes, and reports.  Files collected in an official 
capacity (department and/or committee chairs) should be returned to the relevant department when no longer 
needed. 

Search, review and tenure records – records created in the course of the selection process for advertised faculty 
positions and professional positions in the department; and that document individual faculty academic work 
histories, including promotion and senior review (tenure) decision records.  

Research files - Administrative Records: records created in the course of a sponsored research project.  Includes 
grant proposals, applications and contract files, policy and procedure manuals, financial records, search and 
personnel records, equipment maintenance records, logistics and meeting arrangement records, reports and 
links to/persistent identifiers of online publications or data. 

Research files – data – in whatever form or medium,  that are created or acquired in the process of performing 
research, whether supported by University resources or by external sponsors or donors. These records can 
comprise research notes (such as lab and field notebooks), documentation, analyses, photographs, drawings, 
maps and plans, audio-visual materials, and reports of findings, correspondence, and meeting minutes. (See also 
OSP guidance at http://osp.finance.harvard.edu/retention-research-data-and-materials.) 

Events files - records created in the course of organizing University events, such as conferences, including 
program descriptions, samples of promotional materials, reports, programs, brochures, announcements, 
attendance lists, conference proceedings or minutes, and summary evaluations. 

For further information or for guidance on file groups not listed here, contact Records Management 
Services, HUA at: archives_rms@harvard.edu. 

Donating Your Personal Archives to the University 

The University Archives is the primary repository for Harvard’s faculty personal and professional archives.  Since 
its founding, we have collected and preserved over 1500 faculty collections in a broad range of disciplines across 
the University. This ensures that your personal contribution to the university, your discipline and society in 
general is recognized over the very long term. The University Archives will make your archives s broadly 
available for research and scholarship. However, personal information is restricted for 80 years from the time of 
creation and third-party copyright is honored. 

Among the many faculty represented by their HUA archives are: Annie Jump Cannon, John K. Fairbank, Oscar 
Handlin, Ruth Hubbard, Nathan Huggins, George Kistiakowsky, Wassily Leontief, Samuel Eliot Morison, Henry 
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Murray, Talcott Parsons, John Rawls, David Riesman, Barbara Rosenkrantz, Josiah Royce, B. F. Skinner, Eileen 
Southern, Helen Vendler, Emily Vermeule, George Wald, Fred Whipple, and John Winthrop.   
 
If you are interested in placing your archives (as defined below in the section Personal and Professional 
Archives) at the University, please contact the Associate University Archivist for the Collection Development and 
Records Management Services: archives_collections@harvard.edu    

 

 
Personal and Professional Archives  
 
These are materials created or collected by faculty as part of their teaching, research and other non-
administrative professional work, including: 

 Annotated published works:  articles and books heavily annotated by the faculty member as part of his/her 
scholarship; 

 Autobiographical materials: curricula vitae and bibliographies, honors, awards, degrees, press releases, 
diaries, oral histories and interviews, photographs, memorabilia, audiovisual materials, genealogies, your 
review and promotion records, biographical publications; 

 Consulting files: proposals, contracts, reports, correspondence, and notes; 
 Correspondence: letters and e-mail correspondence; 
 Collected resources:  papers and articles, news clippings, curriculum vitae and applications; 
 Evaluations and recommendations for non-Harvard students and colleagues; 
 Professional organization and external conference files—“travel files” (see also speeches and presentations):  

agendas, meeting minutes, reports, correspondence, and notes; 
 Published writings: reprints; 
 Research files: proposals and planning records for non-University managed research; 
 Research/data records: research notes (such as lab and field notebooks), documentation, analyses, 

photographs, drawings, maps and plans, audio-visual materials, and reports of findings, correspondence, 
and meeting minutes for non-University managed research; 

 Speeches, talks and presentations: notes or text of speeches, abstracts, slides and transparencies, 
PowerPoint presentations; 

 Teaching files: lecture notes or class notes, course syllabi and outlines, blank assignments and exams, 
grading guidelines, manuals, notebooks, slides; 

 Unpublished writings:  manuscripts, unpublished papers, drafts or notes, publishers’ contracts and related 
correspondence, comments, referees’ reports, galley proofs. 

 
 

Privacy and Confidentiality 
 
The University is required by law to protect some categories of information about individuals, including health 
records, student records, records concerning human subject research, and some financial and employment 
records. As noted above, University Records in general are restricted from unauthorized external use for 50 
years from their time of creation. 
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 The Family Educational Rights and Privacy Act (FERPA) requires any school, college, or university receiving 
federal funds to protect the confidentiality of student information. See also notes above regarding the 80 
year restriction period. 

 The Health Insurance Portability and Accountability Act of 1996 (HIPAA) restricts access to medical 
information about individuals, including medical records and other personal health information. HIPAA 
privacy regulations may also apply to records of human subject research, including biomedical, 
psychological, and epidemiological research. 

 The Department of Health and Human Services regulations (45 CFR 46) govern all records of research 
involving human subjects. Compliance with these regulations is overseen by: 
o The Standing Committee on the Use of Human Subjects in Research (CUHS) for the Faculty of Arts and 

Sciences, the Graduate School of Education, and the Kennedy School of Government 
o The Office of Human Research Administration and Committee on Human Studies at the Medical and 

Dental Schools 
o The Office of Human Research Administration and the Human Subjects Committee at the Harvard T.H. 
Chan School of Public Health. 

For more detailed information, see the Harvard University Information Privacy and Security web site.  
 

http://www.security.harvard.edu/

