UWFA Policy on record-keeping
The UWFA shall maintain an ongoing relationship with The University of Winnipeg Archives as a deposit site for inactive files and other archivable records. UWFA shall have access to these files as would the public.
The Executive Director and Administrative Assistant shall back up their electronic documents and communications in a hard-drive system, which shall be stored away from the UWFA offices. The Executive Director and the Administrative Assistant shall ensure that all electronic documents are stored on a password-protected device. All such files are considered the property of UWFA and, when they are stored away from UWFA’s offices, shall be returned to UWFA when and if either the Executive Director or the Administrative Assistant leaves the employ of UWFA. 
Letters of appointment of UWFA Members and files to do with grievances are confidential and shall never be archived. Files to do with grievances shall be destroyed after seven years has elapsed while letters of appointment shall be destroyed seven years after the individual they relate to has ceased employment in The University of Winnipeg.
Personnel files of employees of UWFA shall be kept as long as the person in question is employed by UWFA. After the end of the person’s employment in the organization, these files shall be kept for a further seven years and then destroyed.
Records of open meetings of Council, Executive, General Meetings, the Labour-Management Committee, UWFA committees and newsletters shall be archived annually in The University of Winnipeg Library.   

Collective bargaining documents shall be divided into public and private documents. The first category shall be archived annually and the second category shall be kept in UWFA’s offices indefinitely.
CAUT correspondence and documents shall be sent to The University of Winnipeg Archives on the instructions of the Executive Director.
In-camera minutes shall be kept in UWFA’s offices and shall be accessible only to persons who would have been entitled to attend the original in-camera session and thereafter any member of UWFA’s Executive and the Executive Director.
Historical materials that UWFA presently holds shall be sent to The University of Winnipeg Archives. 

