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Introduction
Priory Woods School is committed to maintaining the confidentiality of its information and ensuring
that all records within the school are only accessible by the appropriate individuals. In line with the
requirements of the General Data Protection Regulation (GDPR), the school also has a responsibility to
ensure that all records are only kept for as long as is necessary to fulfil the purpose(s) for which they
were intended. The school has created this policy to outline ow records are stored, accessed,
monitored, retained and disposed of, in order to meet the school’s statutory requirements. This
document complies with the requirements set out in the GDPR, which come into effect on 25th May
2018. The government has confirmed that the UK’s decision to leave the EU will not affect the
commencement of the GDPR.
Signed by

1. Legal Framework
1.2

This policy has due regard to legislation including, but not limited to, the following:



General Data Protection Regulation (2016)
Freedom of Information Act (2000)



Limitation Act 1980 (as amended by the Limitation Amendment Act 1980)

1.3

This policy also has due regard to the following guidance:


Information Records Management Society ‘Information management Toolkit for Schools’
2016.

1.4

This policy will be implemented in accordance with the following school polices and
procedures:


Data Protection Policy




Freedom of information policy
E-security policy



Security Breach Management Plan

2. Responsibilities
2.1
The school as a whole has a responsibilities for maintaining its records and record-keeping
systems in line with statutory requirements.
2.2

The Head Teacher hold overall responsibility and ensuring that it is implemented correctly

2.3

The data protection officer (DPO) is responsible for the management of records at Priory
Woods School

2.4

The DPO is responsible for promoting compliance with this policy and reviewing the policy
on an annual basis, in conjunction with the Head Teacher.

2.5

The DPO is responsible for ensuring that all records are stored securely, in accordance
with the retention periods outlined in this policy, and are disposed of correctly.

2.6

All staff members are responsible for ensuring that any records for which they are
responsible for are accurate, maintained securely and disposed of correctly, in line with the
provisions of this policy.

3

Management of pupil records
3.1

Pupil records are specific documents that are used throughout a pupil’s time in the
education system – they are passed to each school that a pupil attends and includes all
personal information relating to them, e.g. date of birth, home address, as well as their
progress and achievement.

3.2

The following information is stored on the front of a pupil record, and will be easily
accessible:

3.3



Forename, surname, gender and date of birth



Unique pupil number



Note of the date when the file was opened



Note of the date when the file was closed, if appropriate

The following information is stored , and will be easily accessible:



Ethnic origin, religion and first language (if not English)



Any preferred names



Position in their family, e.g. eldest sibling



Emergency contact details and the name of the pupil’s doctor



Any allergies or other medical conditions that are important to be aware of



Names of parents, including their home address(es) and telephone number(s)



Name of the school, admission number, the date of admission and the date of leaving,
where appropriate



Any other agency involvement, e.g. speech and language therapist

3.4

3.5

The following information is stored in a pupil record, and will be easily accessible:



Admissions form



Details of any SEND



If the pupil has attended an early years setting, the record of transfer



Fair processing notice – only the most recent notice will be included



Annual written reports to parents



National curriculum and agreed syllabus record sheets



Notes relating to major incidents and accidents involving the pupil



Any information about an education and healthcare (EHC) plan and support offered in
relation to the EHC plan



Any notes indicating child protection disclosures and reports are held



Any information relating to exclusions



Any correspondence with parents or external agencies relating to major issues, e.g.
mental health



Notes indicating that records of complaints made by parents or the pupil are held

The following information is subject to shorter retention periods and, therefore, will be
stored separately in a personal file for the pupil in the school office :

3.6



Absence notes



Parental and, where appropriate, pupil consent forms for educational visits,
photographs and videos, etc.



Correspondence with parents about minor issues, e.g. behaviour

Hard copies of disclosures and reports relating to child protection are stored in a sealed
envelope, in a securely locked filing cabinet in the Head Teachers office – a note indicating
this is marked on the pupil’s file.

3.7

Hard copies of complaints made by parents or pupils are stored in a file in the SBM policy –
a note indicating this is marked on the pupil’s file.

3.8

Actual copies of accident and incident information are stored separately on the school’s
management information system and held in line with the retention periods outlined in this
policy – a note indicating this is marked on the pupil’s file. An additional copy may be placed
in the pupil’s file in the event of a major accident or incident.

3.9

The school will ensure that no pupil records are altered or amended before transferring
them to the next school that the pupil will attend.

3.10

The only exception to the above is if any records placed on the pupil’s file have a shorter
retention period and may need to be removed. In such cases, the DPO responsible for
disposing records, will remove these records.

3.11

Electronic records relating to a pupil’s record will also be transferred to the pupils’ next
school. Section 10 of this policy outlines how electronic records will be transferred.

3.12

The school will not keep any copies of information stored within a pupil’s record, unless
there is ongoing legal action at the time during which the pupil leaves the school. The
responsibility for these records will then transfer to the next school that the pupil
attends.

3.13

If any pupil attends the school until statutory school leaving age, the school will keep the
pupil’s records until the pupil reaches the age of 25 years.

3.14

The school will, wherever possible, avoid sending a pupil record by post. Where a pupil
record must be sent by post, it will be sent by registered post, with an accompanying list of
the files included. The school it is sent to is required to sign a copy of the list to indicate
that they have received the files and return this to the school.

4

Retention of pupil records and other pupil-related information
4.1

The table below outlines the school’s retention periods for individual pupil records and the
action that will be taken after the retention period, in line with any requirements.

4.2

Electronic copies of any information and files will be destroyed in line with the retention
periods as evidenced in Appendix 1 to this policy.

5. Storing and protecting information
5.1

The DPO will undertake a risk analysis to identify which records are vital to school
management and these records will be stored in the most secure manner.

5.2

The DPO will conduct a back-up of information on a weekly basis to ensure that all data can
still be accessed in the event of a security breach, e.g. a virus, and prevent any loss or
theft of data.

5.3

Where possible, backed-up information will be stored off the school premises, using a
central back-up service operated by the LA.

5.4

Confidential paper records are kept in a locked filing cabinet, drawer or safe, with
restricted access.

5.5

Confidential paper records are not left unattended or in clear view when held in a location
with general access.

5.6

Digital data is coded, encrypted or password-protected, both on a local hard drive and on a
network drive that is regularly backed-up off-site.

5.7

Where data is saved on removable storage or a portable device, the device is kept in a
locked and fireproof filing cabinet, drawer or safe when not in use.

5.8

Memory sticks are not used to hold personal information unless they are passwordprotected and fully encrypted.

5.9

All electronic devices are password-protected to protect the information on the device in
case of theft.

5.10

Where possible, the school enables electronic devices to allow the remote blocking or
deletion of data in case of theft.

5.11

Staff and governors do not use their personal laptops or computers for school purposes.

5.12

All members of staff are provided with their own secure login and password, and every
computer regularly prompts users to change their password.

5.13

Emails containing sensitive or confidential information are password-protected to ensure
that only the recipient is able to access the information. The password will be shared with
the recipient in a separate email.

5.14

Circular emails to parents are sent blind carbon copy (bcc), so email addresses are not
disclosed to other recipients.

5.15

When sending confidential information by fax, members of staff always check that the
recipient is correct before sending.

5.16

Where personal information that could be considered private or confidential is taken off
the premises, to fulfil the purpose of the data in line with the GDPR, either in an
electronic or paper format, staff take extra care to follow the same procedures for
security, e.g. keeping devices under lock and key. The person taking the information from
the school premises accepts full responsibility for the security of the data.

5.17

5.18

Before sharing data, staff always ensure that:



They have consent from data subjects to share it.



Adequate security is in place to protect it.



The data recipient has been outlined in a privacy notice.

All staff members will implement a ‘clear desk policy’ to avoid unauthorised access to
physical records containing sensitive or personal information. All confidential information
will be stored in a securely locked filing cabinet, drawer or safe with restricted access.

5.19

Under no circumstances are visitors allowed access to confidential or personal information.
Visitors to areas of the school containing sensitive information are supervised at all times.

5.20

The physical security of the school’s buildings and storage systems, and access to them, is
reviewed termly by the Head Teacher in conjunction with the DPO If an increased risk in
vandalism, burglary or theft is identified, this will be responded to and extra measures to
secure data storage will be put in place.

5.21

The school takes its duties under the GDPR seriously and any unauthorised disclosure may
result in disciplinary action.

5.22

The DPO is responsible for continuity and recovery measures are in place to ensure the
security of protected data.

5.23

Any damage to or theft of data will be managed in accordance with the school’s Security
Breach Management Plan.

6

Accessing information
6.1

Priory Woods School is transparent with data subjects, the information we hold and how it
can be accessed.

6.2

All members of staff, parents of registered pupils and other users of the school, e.g.
visitors and third-party clubs, are entitled to:



Know what information the school holds and processes about them or their child and why.



Understand how to gain access to it.



Understand how to provide and withdraw consent to information being held.



Understand what the school is doing to comply with its obligations under the GDPR.

6.3

All members of staff, parents of registered pupils and other users of the school and its
facilities have the right, under the GDPR, to access certain personal data being held about
them or their child.

6.4

Personal information can be shared with pupils once they are considered to be at an
appropriate age and responsible for their own affairs; although, this information can still
be shared with parents.

6.5

Pupils who are considered to be at an appropriate age to make decisions for themselves are
entitled to have their personal information handled in accordance with their rights.

6.6

The school will adhere to the provisions outlined in the school’s GDPR Data Protection
Policy when responding to requests seeking access to personal information.

7

Digital continuity statement

7.1

Digital data that is retained for longer than six years will be named as part of a digital
continuity statement

7.2

The DPO will identify any digital data that will need to be named as part of a digital
continuity statement.

7.3

The data will be archived to dedicated files on the school’s server, which are passwordprotected – this will be backed-up in accordance with section 5 of this policy.

7.4

Memory sticks will never be used to store digital data, subject to a digital continuity
statement.

7.5

The IT technician will review new and existing storage methods annually and, where
appropriate add them to the digital continuity statement.

7.6

The following information will be included within the digital continuity statement:



A statement of purpose and requirements for keeping the records



The names of the individuals responsible for long term data preservation



A description of the information assets to be covered by the digital preservation
statement



A description of when the record needs to be captured into the approved file formats



A description of the appropriate supported file formats for long-term preservation



A description of the retention of all software specification information and licence
information



A description of how access to the information asset register is to be managed in
accordance with the GDPR

8

Information audit

8.1

The school conducts information audits on an annual basis against all information held by
the school to evaluate the information the school is holding, receiving and using, and to
ensure that this is correctly managed in accordance with the GDPR. This includes the
following information:



Paper documents and records



Electronic documents and records



Databases



Microfilm or microfiche



Sound recordings



Video and photographic records



Hybrid files, containing both paper and electronic information

8.2

The information audit may be completed in a number of ways, including, but not limited to:



Interviews with staff members with key responsibilities – to identify information and
information flows, etc.



Questionnaires to key staff members to identify information and information flows, etc.



A mixture of the above

8.3

The DPO is responsible for completing the information audit. The information audit will
include the following:



The school’s data needs



The information needed to meet those needs



The format in which data is stored



How long data needs to be kept for



Vital records status and any protective marking



Who is responsible for maintaining the original document

8.4

The DPO will consult with staff members involved in the information audit process to
ensure that the information is accurate.

8.5

Once it has been confirmed that the information is accurate, the DPO will record all
details on the school’s Information asset register.

8.6

The information displayed on the information asset register will be shared with the Head
Teacher to gain their approval.

9

Disposal of data

9.1

Where disposal of information is outlined as standard disposal, this will be recycled
appropriate to the form of the information, e.g. paper recycling, electronic recycling.

9.2

Where disposal of information is outlined as secure disposal, this will be shredded or
pulped and electronic information will be scrubbed clean and, where possible, cut. The DPO
will keep a record of all files that have been destroyed.

9.3

Where the disposal action is indicated as reviewed before it is disposed, the DPO will
review the information against its administrative value – if the information should be kept
for administrative value, the DPO will keep a record of this.

9.4

If, after the review, it is determined that the data should be disposed of, it will be
destroyed in accordance with the disposal action outlined in this policy.

9.5

Where information has been kept for administrative purposes, the DPO will review the
information again after three years and conduct the same process. If it needs to be
destroyed, it will be destroyed in accordance with the disposal action outlined in this
policy. If any information is kept, the information will be reviewed every three subsequent
years.

9.6

Where information must be kept permanently, this information is exempt from the normal
review procedures

10

Monitoring and review

10.1

This policy will be reviewed on an annual basis by the DPO in conjunction with the Head
Teacher – the next scheduled review date for this policy is April 2019.

10.2

Any changes made to this policy will be communicated to all members of staff and the
governing board.
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1.1 Governing Body
Basic file desscription

Data Prot IIssues

Statu
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Retention Perriod [Operational]

Action at the end of the

administrative
e life of the record
1.1.1

Agendas for G
Governing
Body meeting
gs

There mayy be data
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r
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SECURE DISPO
OSAL1
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the meeting
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1.1.4
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ucation Act 2002

Educcation Act 2002,
Section 33

Date of the meeting
m
+ a minimum SECURE DISPOSAL
of 6 years

1.1 Governing Body
y
Basic file desscription

Data Prot Issues

Statu
utory Provisions

Retention Period [Operational]]

Action at the
e end of the
administrativ
ve life of the recorrd

1.1.5

Instruments o
of Government including No
Articles of Association

PERMANENT
T

These should be retained in th
he
school whilst the school is ope
en
and then offerred to County Archivves
Service whe
en the school close
es.

1.1.6

Trusts and En
ndowments managed by No
the Governing
g Body

PERMANENT
T

These should be retained in th
he
school whilst the school is ope
en
and then offerred to County Archivves
Service whe
en the school close
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1.1.7

Action plans created and adminisstered No
by the Govern
ning Body

Life of the acttion plan + 3 yearrs

SECURE DISPOSAL

1.1.8

Policy docum
ments created and
No
administered by the Governing Body

Life of the policy + 3 years

SECURE DISPOSAL

1.1.9

Records relatiing to complaints dealt
d
with by the Governing Body

Date of the re
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complaint + a minimum of 6 ye
or further retention in
then review fo
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case of conte
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1.1.10 Annual Reports created under the No
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(Governor’s Annnual Reports) (Eng
gland)
(Amendment)) Regulations 200
02
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Basic file desccription
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ademic year + 6 ye
ears then
Current aca

There may b
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URE
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w
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SECURE DISPOSAL
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administrative re
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ns

Yes

p
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Life of the plan

SECURE DISPOSAL
D

1.22.7 School Develo
opment Plans

No

Life of the plan
p
+ 3 years

SECURE DISPOSAL
D

1.3 Admissions Pro
ocess
Basic file desccription

Datta Prot Statutoryy Provisions
Issues
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etention Period [Operational]

Action at the end of th
he administrative liffe
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ating
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n and
implementatio
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mission
rev
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es, governing bod
dies, local
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es, schools adjudiicators and
admissionn appeals panels Deecember 2014

SECURE DISPOSAL
L

1.3.2 Admissions – if the
admission is ssuccessful

Yes
s

School A
Admissions Code
Da
ate of admission + 1 year
Statutoryy guidance for adm
mission
authoritie
es, governing bod
dies, local
authoritie
es, schools adjudiicators and
admissionn appeals panels Deecember 2014

SECURE DISPOSAL
L

1.3.3
3 Admissions – iff the appeal is Yes
s
unsuccessful

School A
Admissions Code
Re
esolution of case + 1 year
Statutoryy guidance for adm
mission
authoritie
es, governing bod
dies, local
authoritie
es, schools adjudiicators and
admissionn appeals panels Deecember 2014

SECURE DISPOSAL
L

dmissions
1.3.4 Register of Ad
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ental advice
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REVIEW
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must be preserved for a period of
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independe
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thre
ee years after the date on which
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manently as often

October 2014

the entry was made.3

scho
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es from past pupils to
o
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s

confirm the dates they attended
a
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1.33.5 Admissions – Secondary
Schools – Cassual
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s

Cu
urrent year + 1 yea
ar

SEC
CURE DISPOSAL

1.33.6 Proofs of addre
ess supplied
by parents as part of the
admissions prrocess

Yes
s

School A
Admissions Code
Cu
urrent year + 1 yea
ar
Statutoryy guidance for adm
mission
authoritie
es, governing bod
dies, local
authoritie
es, schools adjudiicators and
admissionn appeals panels Deecember 2014

SEC
CURE DISPOSAL

1.3 Admissions Pro
ocess
Basic file desccription

Datta Prot Statutoryy Provisions
Issues

Retention Period [Op
perational]

Actiion at the end of th
he administrative liffe

of th
he record

1.3.7 Supplementarry Information Yes
form including
g additional
information su
uch as religion,
medical conditions etc
ul admissions
For successfu

This information sho
ould be added SEC
CURE DISPOSAL
to the
t pupil file

For unsuccesssful admissions

Until appeals proces
ss completed

SEC
CURE DISPOSAL

1.4 Operational Adm
ministration
Basic file desccription

Da
ata Prot
Isssues

Statuttory
Provissions

Retention
n Period [Operatio
onal]

Action at the end off the administrative
A
e life
off the record

1.4.1 General file se
eries

No
o

Current year
y
+ 5 years then
n REVIEW

S
SECURE
DISPOSAL

nd publication
1.4.2 Records relating to the creation an
of the school b
brochure or prospe
ectus
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o
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y
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S
STANDARD
DISPO
OSAL

1.4.3 Records relating to the creation an
nd distribution
of circulars to sstaff, parents or pupils
p

No
o

Current year
y
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S
STANDARD
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OSAL

1.4.4 Newsletters an
nd other items with a short
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o

Current year
y
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S
STANDARD
DISPO
OSAL

1.4.5 Visitors’ Bookss and Signing in Sheets
S
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Current year
y
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S
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DISPOSAL

ng to the creation and
1.4.6 Records relatin
management o
of Parent Teacher Associations
and/or Old Pup
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o
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y
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S
SECURE
DISPOSAL

2. H
Human Re
esources
hin the school.
This section deals with all matters of Human Resources management with
2.1 Recruitment
Basic file desccription

Data Prot Sttatutory
Issues
Prrovisions

Retention Period
d [Operational]

Action at the end of the
administra
ative life of the reco
ord

2.1.1 All records lea
ading up to the
Yes
appointment off a new headteacher

Date of appointm
ment + 6 years

SECURE
E DISPOSAL

2.1.2 All records lea
ading up to the
Yes
appointment o
of a new member of
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s

Date of appointm
ment of successfu
ul candidate + 6 months
m

SECURE
E DISPOSAL

2.13
3

All the relevant information should
d be added to the staff
personal file (see below) and all othe
er information retain
ned for
6 months

SECURE
E DISPOSAL

All records lea
ading up to the
Yes
appointment o
of a new member of
staff – successsful candidate

2.1.4 Pre-employme
ent vetting
information – DBS Checks

No

DB
BS Update Service The school does not
n have to keep copies of DBS certificates. If
Em
mployer Guide
the school does so
s the copy must NOT
N
be retained fo
or more
Ju
une 2014: Keeping than 6 months
ch
hildren safe in
ed
ducation.
Ju
uly 2015 (Statutoryy
Guidance from
De
ept. of Education))
Se
ections 73, 74

2.1.5 Proofs of identity collected as
Yes
part of the pro
ocess of checking
“portable” enh
hanced DBS disclo
osure

Where possible th
hese should be chec
cked and a note kep
pt
of what was seen and what has been
n checked. If it is feltt
necessary to keep
p copy documentatio
on then this should be

p
file
placed on the member of staff’s personal
2.1.6 Pre-employme
ent vetting
Yes
information – Evidence proving
g
the right to work in the United
Kingdom4

An
n employer’s

Where possible the
ese documents should be added to the Sttaff

gu
uide to right to

Personal File [see below], but if they are
e kept separately the
en

wo
ork checks [Home

the Home Office re
equires that the docum
ments are kept for

Off
ffice May 2015]

termination of Emp
ployment plus not less
s than two years

2.2 Operational Stafff Management
Basic file desccription

Datta Prot Statutoryy Provisions
Issu
ues

Rete
ention Period [Op
perational]

2.2.1 Staff Persona
al File

Yes
s

Term
mination of Emplo
oyment + 6 years SECURE DISPO
OSAL

2.2.2 Timesheets

Yes
s

Current year + 6 yearrs

SECURE DISPO
OSAL

2.2.3 Annual appraisal/
assessment re
ecords

Yes
s

Current year + 5 yearrs

SECURE DISPO
OSAL

Rete
ention Period [Operational]

Action at the end
d of the administrattive
life of the record
d

Limitation
n Act 1980 (Sectio
on 2)

Action at the end
d of the administrattive
life of the record
d

2.3 Management of Disciplinary and
d Grievance Proc
cesses
Basic file desccription
2.3.1

Datta Prot Statutory Provisions
Issu
ues

Allegation of a child
Yes
s
protection natu
ure against a
member of sta
aff including
where the alle
egation is
unfounded5

2.3.2 Disciplinary P
Proceedings

“Keeping children safe in e
education
Statutory guidance for schools and
colleges M
March 2015”; “Workking together
to safegu
uard children. A gu
uide to
inter-agen
ncy working to saffeguard and
promote tthe welfare of children March
2015”

Until the person’s norrmal retirement
SECURE DISPO
OSAL
age or 10 years from the date of the
These records must
m
be shredded
alleg
gation whichever is the longer then
REV
VIEW. Note allegatio
ons that are found
to be
e malicious should be removed from
pers
sonnel files. If foun
nd they are to be
keptt on the file and a copy provided to
the person concerned
d

Yes
s

oral warning

Date
e of warning6 + 6 months
m

ng – level 1
written warnin

Date
e of warning + 6 months
m

written warnin
ng – level 2

Date
e of warning + 12 months

final warning

Date
e of warning + 18 months

case not found

If the
e incident is child protection
p
related SECURE DISPO
OSAL
then
n see above otherw
wise dispose of at
the conclusion
c
of the case

SECURE DISPO
OSAL
[If warnings are pllaced on personal files
then they must be
e weeded from the file]
f

2.4 Health and Safetty
Basic file desccription

Data Prot Statuto
D
ory Provisions
Is
ssues

Retention Period
P
[Operationa
al]

Action at the
t end of the
administra
ative life of the record

2.4.1 Health and Safety Policy
Statements

N
No

Life of polic
cy + 3 years

SECURE DISPOSAL

2.4.2 Health and Safety Risk
Assessments

N
No

Life of risk assessment
a
+ 3 years
y

SECURE DISPOSAL

2.4.3 Records relatin
ng to accident/ Yes
Y
injury at work

2.4.4 Accident Repo
orting

Y
Yes

Date of inciident + 12 years
SECURE DISPOSAL
In the case of serious accide
ents a
further reten
ntion period will ne
eed to
be applied
Social S
Security (Claims andd Payments) Regula
ations
1979 Reegulation 25. Sociall Security Administration
Act 199
92 Section 8. Limitation Act 1980

Adults

Date of the incident + 6 yearrs

SECURE DISPOSAL

Children

e child + 25 years
DOB of the

SECURE DISPOSAL

2.4.5 Control of Sub
bstances
N
No
Hazardous to H
Health (COSHH)

Control of Substances H
Hazardous to Health
Current yea
ar + 40 years
Regula
ations 2002. SI 200
02 No 2677 Regula
ation
11; Reccords kept under the 1994 and 199
99
Regulattions to be kept as if the 2002 Regulations
had no
ot been made. Reg
gulation 18 (2)

SECURE DISPOSAL

2.4.6 Process of mon
nitoring of areas No
N
where employees and persons
are likely to ha
ave become in
contact with assbestos

Control of Asbestos at Wo
ork Regulations 201
12 SI Last action + 40 years
1012 N
No 632 Regulation
n 19

SECURE DISPOSAL

2.4.7 Process of mon
nitoring of areas No
N
where employees and persons
are likely to ha
ave become in
contact with ra
adiation

Last action + 50 years

SECURE DISPOSAL

2.4.8 Fire Precaution
ns log books

Current yea
ar + 6 years

SECURE DISPOSAL

N
No

2.5 Payroll and Pens
sions
Basic file desccription

Data Prot Statu
utory Provisions
Issues

Reten
ntion Period [Operrational]

Action at the end of th
he administrative liffe
of the
t record

2.5.1 Maternity pay records

Yes

Current year + 3 years

SECURE DISPOSAL
L

2.5.2 Records held under Retirement
Benefits Schem
mes (Information
Powers) Regulations 1995

Yes

Current year + 6 years

SECURE DISPOSAL
L

Statuttory Maternity Pay (General)
Regulations 1986 (SI1986/1960),
revise
ed 1999 (SI1999/567)

3. F
Financial M
Manageme
ent of the S
School
he financial manag
gement of the sch
hool including the administration of school meals.
This section deals with all aspects of th
3.1 Risk Managemen
nt and Insurance
e
Basic file desccription

Data Prot Statu
utory Provisions
Issues

Retention
R
Period [O
Operational]

Action at the en
nd of the
administrative liffe of the record

Employer’s Lia
ability Insurance
Certificate

No

Closure
C
of the school + 40 years

SECURE DISP
POSAL

Basic file description

Data Prot Statu
utory Provisions
Issues

Retention
R
Period [O
Operational]

Action at the en
nd of the
administrative liffe of the record

3.2.1

Inventories off furniture and
equipment

No

Current
C
year + 6 years

SECURE DISP
POSAL

3.2.2
2

Burglary, theftt and vandalism
report forms

No

Current
C
year + 6 years

SECURE DISP
POSAL

3.1.1

3.2 A
Asset Management

3.3 Accounts and Statements includ
ding Budget Man
nagement
Basic file desscription

Data Prrot
Issues

3.3.1

Annual Accou
unts

No

3.3.2

Statutory
Provisions

Retention Period [Operational]

Action at the end of the
administra
ative life of the reco
ord

Current year + 6 years

STANDARD DISPOSAL

Loans and gra
ants managed by th
he school No

Date of last paym
ment on the loan + 12
1 years then REVIEW

SECURE
E DISPOSAL

3.3.3

Student Gran
nt applications

Current year + 3 years

SECURE
E DISPOSAL

4
3.3.4

All records re
elating to the creattion and No
managementt of budgets includ
ding
the Annual Bu
udget statement and
a
background p
papers

Life of the budget + 3 years

SECURE
E DISPOSAL

3.3.5
5

Invoices, rece
eipts, order books
s and
requisitions, d
delivery notices

No

al year + 6 years
Current financia

SECURE
E DISPOSAL

3.3.6
6

Records relatting to the collection and
banking of mo
onies

No

Current financia
al year + 6 years

SECURE
E DISPOSAL

3.3.7
7

Records relating to the identifica
ation and No
collection of d
debt

Current financia
al year + 6 years

SECURE
E DISPOSAL

Statutory
Provisions

Retention Period [Operational]

Action at the end of the
administra
ative life of the reco
ord

Yes

3.4 Contract Management
Basic file desscription

Data Prrot
Issues

3.4.1

All records rela
ating to the manage
ement of No
contracts und
der seal

Limitation
Act 1980

Last payment on the contract + 12 years

SECURE
E DISPOSAL

3.4.2

All records rela
ating to the manage
ement of No
contracts und
der signature

Limitation
Act 1980

Last payment on the contract + 6 years

SECURE
E DISPOSAL

3.4.3

Records relatting to the monitorring of
contracts

Current year + 2 years

SECURE
E DISPOSAL

No

3.5 School Fund
Basic file desccription

Data Pro
ot
Issues

Statutory
Provisions

Retention Period
d [Operational]

Action at the
t end of the
administra
ative life of the reco
ord

3.5.1 School Fund - Cheque books

No

Current year + 6 years

SECURE DISPOSAL

3.5.2 School Fund - Paying in books

No

Current year + 6 years

SECURE DISPOSAL

3.5.3 School Fund – Ledger

No

Current year + 6 years

SECURE DISPOSAL

3.5.4
4 School Fund – Invoices

No

Current year + 6 years

SECURE DISPOSAL

3.5.5
5 School Fund – Receipts

No

Current year + 6 years

SECURE DISPOSAL

3.5.6
6 School Fund - Bank statements

No

Current year + 6 years

SECURE DISPOSAL

3.5.7
7 School Fund – Journey Books

No

Current year + 6 years

SECURE DISPOSAL

d [Operational]
Retention Period

Action at the
t end of the
administra
ative life of the reco
ord

3.6 School Meals Ma
anagement
Basic file desccription

Data Pro
ot
Issues

Statutory
Provisions

3.6.1 Free School M
Meals Registers

Yes

Current year + 6 years

SECURE DISPOSAL

3.6.2 School Meals Registers

Yes

Current year + 3 years

SECURE DISPOSAL

s
3.6.3 School Meals Summary Sheets

No

Current year + 3 years

SECURE DISPOSAL

4. P
Property M
Management
he management of
o buildings and prroperty.
This section covers th
4.1 Property Management
Basic file desccription

D
Data Prot
Isssues

Statu
utory
Provisions

Retention
n Period [Operatio
onal]

4.1.1 Title deeds of p
properties belongin
ng to the school N
No

PERMAN
NENT
These sho
ould follow the prop
perty unless the prroperty
has been
n registered with th
he Land Registry

4.1.2 Plans of prope
erty belong to the school

These sho
ould be retained whilst the building be
elongs
to the sch
hool and should be
b passed onto an
ny new
owners iff the building is lea
ased or sold.

N
No

Action at the end of the
administra
ative life of the reco
ord

4.1.3 Leases of pro
operty leased by or
o to the school N
No

Expiry of lease + 6 years

SECURE
E DISPOSAL

ng to the letting of school
s
premises
4.1.4 Records relatin

y
Current financial year + 6 years

SECURE
E DISPOSAL

Retention
n Period [Operatio
onal]

Action at the end of the
administra
ative life of the reco
ord

N
No

4.2 Maintenance
Basic file description

D
Data Prot
Isssues

Statu
utory
Provisions

4.2.1

All records relating to the maintenance of the N
No
school carried
d out by contracto
ors

Current year
y
+ 6 years

SECURE
E DISPOSAL

4.2.2

All records relating to the maintenance of
the school carried out by schoo
ol employees
including main
ntenance log books

Current year
y
+ 6 years

SECURE
E DISPOSAL

N
No

5. P
Pupil Mana
agement
This section includes all records which are created during the ttime a pupil spendss at the school. For information
i
about ac
ccident reporting se
ee under Health and
d Safety above.

onal Record
5.1 Pupil’s Educatio
Basic file desccription

Data Prot S
Statutory Provision
ns
Issues

5.1.1 Pupil’s Educational Record required Yes
by The Education (Pupil Informatiion)
(England) Reg
gulations 2005

Retention Pe
eriod
[Operational]]

Action at the end of the
e administrative life
e of the record

Retain whilst the child
e primary
remains at the

The
e file should follow
w the pupil when he/she
h
leaves the
prim
mary school. This will include:
• to
o another primary school
o a secondary school
• to
o a pupil referral unit
• to
hool the file should
d
• If the pupil dies whiilst at primary sch
be
e returned to the Local
L
Authority to be retained for th
he
sttatutory retention period.
p

T
The Education
(Pupil Information))
(England) Regulatio
ons
22005 SI 2005 No. 14437

Primary

school

If the
e pupil transfers to an independent sch
hool, transfers to ho
ome
scho
ooling or leaves the
e country the file sho
ould be returned to the
Loca
al Authority to be re
etained for the statuttory retention period
d.

Prim
mary Schools do not
n ordinarily have
e sufficient storage
spa
ace to store record
ds for pupils who have
h
not transferrred
in th
he normal way. It makes more sens
se to transfer the
reco
ord to the Local Authority
A
as it is mo
ore likely that the
pup
pil will request the record from the Local
L
Authority
Secondary
5.1.2
2 Examination Re
esults – Pupil Copie
es

L
Limitation Act 1980
(Section 2)

Date of Birth of the pupil SEC
CURE DISPOSAL
L
+ 25 years

Yes

Public

This informattion should All uncollected
u
certifica
ates should be returned to the
be added to the
t pupil file examination board.

Internal

This informattion should
be added to the
t pupil file

5.1 Pupil’s Educatio
onal Record
Basic file desccription

Data Prot S
Statutory Provision
ns
Issues

Retention Pe
eriod
[Operational]]

Actio
on at the end of the
e administrative life
e of the record

This review ttook place as the
e Independent Inquiry on Child S
Sexual Abuse was
s beginning. In liight of this, it is recommended th
hat all records
relating to ch
hild abuse are retained until the Inquiry is comple
eted. This sectio
on will then be rev
viewed again to take into accoun
nt any
recommenda
ations the Inquiry
y might make co
oncerning record
d retention
5.1.3 Child Protectio
on information held
d on Yes
pupil file

“Keeping children
ssafe in education
S
Statutory guidance
e
fo
or schools and
ccolleges March 2015”;
“Working togetherr to
ssafeguard children. A
g
guide to inter-agen
ncy
w
working to safegua
ard
a
and promote the
w
welfare of children
n
M
March 2015”

CURE DISPOSAL – thhese records MUST be
b shredded
If any records relating to SEC
child protection issues
are placed on the pupil
file, it should be in a
sealed envelo
ope and then
retained for the
t same
period of time as the
pupil file.

5.1.4 Child protectio
on information held
d in Yes
separate files

“Keeping children
ssafe in education
S
Statutory guidance
e
fo
or schools and
ccolleges March 2015”;
“Working togetherr to
ssafeguard children. A
g
guide to inter-agen
ncy
w
working to safegua
ard
a
and promote the
w
welfare of children
n
M
March 2015”

DOB of the child
c
+ 25
SEC
CURE DISPOSAL – thhese records MUST be
b shredded
years then re
eview
This retention
n period was
agreed in consultation
with the Safe
eguarding
Children Gro
oup on the
understandin
ng that the
principal cop
py of this
information will
w be found
on the Local Authority
Social Servic
ces record

ention periods rela
ating to allegations
s made against ad
dults can be found in the Human Resources
R
section of this retention schedule.
s
Rete

5.2 Attendance
Basic file desccription
5.2.1 Attendance Re
egisters

Da
ata Prot
Iss
sues

Statutory Provisions

Retention Period [Operation
nal]

Ye
es

School attendance: Depa
artmental advice for
f
maintaiined schools, academies, independ
dent
schoolss and local authorrities
Octobe
er 2014

Every entrry in the attendanc
ce
SECURE DISPOSAL
D
register must be preserved for a
period of th
hree years after the
e date
on which the
t entry was mad
de.

Education Act 1996 Secttion 7

Current accademic year + 2 years
y
SECURE DISPOSAL
D

Statutory Provisions Re
etention Period
perational]
[Op

Action at the end of the adm
ministrative life of the record

5.2.2 Corresponden
nce relating to
authorized abssence

Action at th
he end of the
administrative life of the recorrd

5.3 Special Educatio
onal Needs
Basic file desscription

Da
ata Prot
Iss
sues

5.3.1

Special Educcational Needs Ye
es
files, reviews and Individual
Education Pllans

Limitatio
on Act 1980
(Section
n 2)

Da
ate of Birth of the pupil + REVIEW / SECURE DISPO
OSAL
25 years

5.3.2

Statement m
maintained
Ye
es
under section 234 of the
Education Acct 1990 and
any amendm
ments made to
the statemen
nt

Educatiion Act 1996
Speciall Educational
Needs a
and Disability
Act 200
01 Section 1

Da
ate of birth of the pupil
p
+2
25 years [This would
normally be retained
d on
the
e pupil file]

SECURE DISPOSAL
D
unless the
t document is su
ubject to a legal hold
d

5.3.3

Advice and information
provided to p
parents
regarding ed
ducational
needs

Ye
es

Speciall Educational Da
ate of birth of the pupil
p
Needs a
and Disability + 2
25 years [This would
Act 200
01 Section 2 normally be retained
d on
the
e pupil file]

SECURE DISPOSAL
D
unless the
t document is su
ubject to a legal hold
d

5.3.4

Accessibility Strategy

Ye
es

Speciall Educational Da
ate of birth of the pupil
p
Needs a
and Disability + 2
25 years [This would
Act 200
01 Section 14 normally be retained
d on
the
e pupil file]

SECURE DISPOSAL
D
unless the
t document is su
ubject to a legal hold
d

6. C
Curriculum
m Manageme
ent
6.1 S
Statistics and Man
nagement Informa
ation
Basic file desscription Data Prot
P
Issues
6.1.1

Curriculum re
eturns

6.1.2

Examination Results Yes
(Schools Copy)
ds –
SATS record

No

Statutory R
Retention Period [[Operational]
Provisions

Action at the end of the
administra
ative life of the reco
ord

Current year + 3 years

SECURE
E DISPOSAL

Current year + 6 years

SECURE
E DISPOSAL

Yes

Results

The SATS resultss should be record
ded on the pupil’s educational file and
a will SECURE
E DISPOSAL
therefore be reta
ained until the pup
pil reaches the age
e of 25 years.
The school may wish to keep a compo
osite record of all thee whole year SATs results.
r
These could be kkept for current ye
ear + 6 years to allow suitable comp
parison

Examination Papers

The examination papers should be kept until any appe
eals/validation pro
ocess is SECURE
E DISPOSAL
complete

6.1.3

Published Ad
dmission Yes
Number (PAN
N) Reports

Current year + 6 years

SECURE
E DISPOSAL

6.1.4

Value Added
d and
Contextual D
Data

Yes

Current year + 6 years

SECURE
E DISPOSAL

6.1.5

Self Evaluatio
on Forms Yes

Current year + 6 years

SECURE
E DISPOSAL

6.2 Implementation of Curriculum
Basic file desscription

Data Prot
P
Issues

6.22.1

Schemes of Work

No

Current year + 1 year

6.22.2

Timetable

No

Current year + 1 year

6.22.3

Class Record
d Books

No

Current year + 1 year

It may be approopriate to review these records at the ennd
of each year an
nd allocate a furthe
er retention period or

6.22.4

Mark Books

No

Current year + 1 year

SECURE DISPOSAL

6.22.5

Record of ho
omework No
set

Current year + 1 year

6.22.6

Pupils’ Workk

Where possible pupils’ work should be returned to the
pupil at the end o
of the academic ye
ear if this is not the
e
school’s policy th
hen current year + 1 year

No

Statutory Retention Period
d [Operational]
Provisions

Action at the end
e of the adminis
strative life of the
record

SECURE DISPOSAL

7. E
Extra Currricular Actiivities
7.1 Educational Visiits outside the Classroom
C
Basic file desscription

Data Prot Sttatutory Provisionss
Issues

7.1.1

Records crea
ated by schools
to obtain app
proval to run an
Educational V
Visit outside the
Classroom – Primary Schools
s

No

Outdoor Education Advisers’ Panel National
N
Date off visit + 14 years
Gu
uidance website htttp://oeapng.info sp
pecifically
Se
ection 3 - “Legal F
Framework and Employer
Syystems” and Section 4 - “Good Practice”.

SECURE
E DISPOSAL

7.1.2

Records crea
ated by schools
to obtain app
proval to run an
Educational V
Visit outside the
Classroom – Secondary Schools

No

Outdoor Education Advisers’ Panel National
N
Date off visit + 10 years
Gu
uidance website htttp://oeapng.info sp
pecifically
Se
ection 3 - “Legal F
Framework and Employer
Syystems” and Section 4 - “Good Practice”.

SECURE
E DISPOSAL

7.1.3

Parental conssent forms for school Yes
trips where there has been no
o
major inciden
nt

7.1.4

Parental permission slips for
school trips – where there has
s
been a major incident

Yes

Retention Period [Opera
ational] Action at the end of the
administra
ative life of the reco
ord

Conclu
usion of the trip

Limitation Act 1980
0 (Section 2)

DOB off the pupil involved
d in the
inciden
nt + 25 years
The pe
ermission slips for all the
pupils on
o the trip need to
o be
retaine
ed to show that the
e rules
had been followed for all pupils

Although the consent form
ms
could be retained
r
for DOB + 22
years, the
e requirement for them
being nee
eded is low and most
schools do
o not have the storaage
capacity to
t retain every sing
gle
consent form
f
issued by the
e
school fo
or this period of tim
me.

7.2 Walking Bus

7.2.1

Basic file
description

Data Prot
Issues

Walking Buss
Registers

Yes

Statutory
Provisions

R
Retention Period [[Operational]

Action at the end
d of the administrative
life of the record
d

D
Date of register + 3 years
T
This takes into acccount the fact thatt if there is an incident requiring an
a
accident report the register will be submitted with the accident report and
kkept for the period
d of time required for accident reporrting

SECURE DISPOSAL
[If these records
s are retained
electronically anyy back up copies shoould
be destroyed att the same time]

7.3 Family Liaison Offficers and Home School Liaison A
Assistants
Basic file description

D
Data Prot
Issues

Statuttory Retention Period [Operation
nal]
Provissions

7.3.1

Day Books

Y
Yes

Current year + 2 years then review

7.3.2

Reports for ou
utside agencies - where
w
the report
has been included on the case file created by
the outside a
agency

Y
Yes

Whilst child is attending schoo
ol and then destroy

7.3.3

Referral form
ms

Y
Yes

While the referral
r
is current

7.3.4

Contact data sheets

Y
Yes

Current yea
ar then review, if co
ontact is no longerr
active then
n destroy

7.3.5

Contact data
abase entries

Y
Yes

Current yea
ar then review, if co
ontact is no longerr
active then
n destroy

7.3.6

Group Regissters

Y
Yes

Current year + 2 years

Action at the end
d of the administrative
life of the record
d

8. C
Central Go
overnmentt and Local Authority
y
ecords created in the course of inte
eraction between tthe school and the
e local authority.
This section covers re
8.1 Local Authority
Retention Period [Operation
nal]

Action at th
he end of the
administrative life of the recorrd

Yes

Current ye
ear + 2 years

SECURE DISPOSAL
D

Attendance R
Returns

Yes

Current ye
ear + 1 year

SECURE DISPOSAL
D

8.1.3

School Censsus Returns

No

Current ye
ear + 5 years

SECURE DISPOSAL
D

8.1.4

Circulars and
d other information sent from the
Local Authorrity

No

Operationa
al use

SECURE DISPOSAL
D

Retention Period [Operation
nal]

Action at th
he end of the
administratiive life of the record
d

Basic file desscription

Data Prot Issuess

8.1.1

Secondary T
Transfer Sheets (P
Primary)

8.1.2

Statutory
Provisions

8.2 Central Governm
ment
Basic file desscription

Data Prot Issuess

Statutory
Provisions

8.2.1

OFSTED rep
ports and papers

No

Life of the report then REVIE
EW

SECURE DISPOSAL
D

8.2.2

Returns mad
de to central government

No

Current ye
ear + 6 years

SECURE DISPOSAL
D

8.2.3

Circulars and other information sent
s
from central
government

No

Operationa
al use

SECURE DISPOSAL
D

5

6.

