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1. The principle of public access to information 

The principle of public access to information means that the public and mass media are 
entitled to receive information about state and municipal activities. This principle can be 
manifested in various ways, such as freedom of speech, freedom of the press, freedom of 
communication for officials, and access to court hearings. Another example of the right 
to information is public access to official documents. 
 
Ever since 1766, with the introduction of the first Freedom of the Press Act, access to 
official documents has been a right in Sweden. This means that practically everyone, 
Swedish citizens and citizens of other countries, has the right to read documents from 
Swedish authorities. This right is, however, restricted in two senses. Firstly, not all 
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medium of production. Content is conclusive – not the format in which the information 
is stored. In short, a document is an object containing information of some kind. 
 
The main principle is that all documents are official if they are 
1. held by public authorities, and  
2. considered received or drawn up by the authority. 

 
With ‘held’ is meant that a document can be read, listened to or in some other way be 
comprehended with technical aids at the authority. However, the document does not 
have to be available physically at the authority in order to be considered ‘held’ there. A 
document which is temporarily held at the home of an official, or is held by someone else 
from whom the authority can easily recover the document, is still considered held by the 
authority. 
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Ch. 23, Sec. 5, Par. 2).4 Students’ identities may be protected for various reasons and they 
are then given special aliases in Ladok to avoid identification. Secrecy issues pertaining to 
students’ personal information should be discussed with the officer responsible for the 
academic record system (Ladok). 
 
There are very few secrecy provisions allowing for secrecy to apply to all situations. 
However, an example of such a secrecy at the University is information obtained by 
switchboard
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or as 
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Secrecy applies for the duration of the exam. On completion, the exam paper is usually a 
public document, as the risk of damage no longer exists.5  
 
The student’s exam submissions to the University is a received document and therefore 
official. There is no prohibition against releasing exam submissions and anyone may 
request to read or copy an exam.6 
 

5. Providing an official document 

5.1 
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An assessment must be made in each individual case, but the principle at Karlstad 
University is that sensitive personal data, information on criminal convictions, civic 
registration numbers and other sensitive personal data as well as massive extracts of 
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5.6 Decision in cases of conditional access, etc. 
If there is a question of providing confidential documents with reservation or after they 
have been anonymised, the decision is taken by the vice-chancellor. This also applies if 
confidential documents are to be provided upon the approval to do so by the individual 
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An official document should therefore never be registered in more than one series to avoid 
the problem of knowing where the document is kept. 
 

6.3 What must be registered? 
The general principle is that all official documents must be registered. Exceptions are 
documents that are produced in great numbers and can be kept in other ways. Examples 
of official documents that must be registered are listed in Appendix 2. When in doubt, 
contact the registrar. 
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6.6 Documents of little significance 
Some examples: 
— Marketing material 
— Invitations to courses and conferences 
— Leaflets  
— Routine requests (e.g. questions of the course or programme offering) 
— Minutes of external meetings received for information (registered where they are 

drawn up) 
 

6.7 Documents filed in other ways 
Some official documents are produced in great numbers and/or are of a routine nature. 
Such documents are not as a rule registered but are stored in other ways.  
 
A large part of the University’s official documents is not registered. This applies to most 
of the documents pertaining to the administration of education, research and financial 
management. Some documents are recorded in other systems than the register, for 
example those pertaining to student registration, University finances and staff 
recruitment. 
 
As regards the question of what documents to register and which to file in other ways, it 
is important that routines are as uniform and consistent as possible. 
 
It is also important to remember that even when official documents do not need to be 
registered, they must be handled according to procedure. These documents must be kept 
in some order so that it is possible to determine, quickly and easily, whether they have 
been received or drawn up if they are requested. The easiest way of doing this is to keep 
them in one place and arrange them chronologically, alphabetically, or numerically. 
 

7. Mail 
At Karlstad University, mail is opened at the faculties, the office of the Board for Teacher 
Education, as well as at the Central Service units. An appointed person with knowledge of 
current regulations opens the mail, applies a date stamp, and enters relevant documents 
into the official register, before the mail is delivered to addressees. The person opening 
mail must always decide whether a document should be registered. This applies to both 
paper mail and e-mail.  
 

7.1 Mail addressed to an individual 
University employees should as far as possible avoid private mail to and from the 
University. An appointed person with knowledge of current regulations shall open mail. 
Personally addressed mail (the name of a person is placed first) may not be opened 
without the addressee’s specific consent. In order to fulfil the requirements of the law in 
regard to immediate registration while protecting personal integrity, it is recommended 
that employees authorise the appointed mail opener to open all incoming mail to the 
University. 
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between staff members in their capacities as officials at a public authority and private 
individuals. If an employee uses the University e-
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8.5.1 Trash folder 
“Junk mail,” such as mass advertisements, “spam” or irrelevant messages that are not 
related to University operations may be deleted immediately.  
 
Note that all e-mails in the deleted items/trash folder have not yet been deleted, i.e. they 
are still official documents. 
 

8.5.2 
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		 	 	 	 	 	 	 	 	 Appendix	2	

Examples	of	public,	secret,	and	
non-official	documents	

 

Area Public Secret Non-official 
    
Education Reports of suspected 

cheating 
Applications 
Admissions 
Theses 
Requests for 

reassessment 
Disciplinary Board 

decisions 
Decisions to grant 

exemptions from 
mandatory 
components 

Disciplinary matters 
Course syllabi and 

programme study 
plans 

Course registrations 
Course evaluations9 
Course reading lists 
Submitted papers and 

essays 
Graded exam papers 
Schedules 
Student complaints 
Results and grades 
Exam questions and 
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Appendix 3 
 

Examples	of	documents	that	must	be	
registered	

 
Agreements 
Decisions by vice-chancellor, dean, head, etc. 


