Waddesdon Village Primary School — a Pathway to Excellence

RECORDS RETENTION SCHEDULE




Management of the School

This saction contalns retention periods connected o the general management of the school. This cowers the work of the Governing Body,
the Headteacher and the senlor management team, the admissions process and operational admilnistration.

1.1 Governing Body

Basic file description Data Prot lssues

Statutory Provisions

Action at the end of the
administrative life of the recond

Retention Period [Opeational)

1.1.1  Agendas for Govarning Body
meetings

There may be data
protection Esues IF
the mesting Is dealing
with confidantial
Issues ralating to staff

One copy should be ratained with SECURE DISPOSALT
the master set of minutes. All othear

coples can be disposad of

1.1.2  Minutes of Governing Body meetings  There may be data
protection ssues If
the mesating Is dazling
with confidential

Issues relating to staff

Principal Set (signed) PERMAMENT If the school 1s unable to store these
then they should be offered to the
County Archives Servica
Irspection Coples? Date of meeting + 3 vears If thesa minutes contaln any
sensitive, parsonal Information they
must be shredded.
1.13  Reports presentad to the Governing There may be data Reports should be kept for a SECURE DISPOSAL or
Body protection ksues If minimum of & years. However, IFthe  retain with the signed set of the
the report daals with minutes refer diractly to Indhvidual minutes
confidential ssues reports then the reports should be
relatimg to staff kept permanently
1.14  Meeting papers relzting totheanmual Mo Education Act 2002, Date of the meating + a minimum SECURE DISPOSAL
parents'meating held under section Section 33 of & yaars

33 of the Education Act 2002

1 Inthis contest SECURE DEPOSAL should be taken to maan disposal wsing confidanttal wasta bins, or if the school has tha
fadiity, shredding using 2 ooss cut shreddan
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1.1 Governing Body

Basic file description Data Prot lssues Statutory Provisions Retention Pericd [Operational] Action at the end of the
administrative life of the record

115 Instruments of Government Including Mo PERMAMNENT Thesa should be retained In the
Articles of Assoclation school whilst the school Is open
and then offerad to County Archives

Sarvice when the school closes.

1.16  Trusts and Endowments managed by Mo PERMANENT Thesa should be retzimed in tha
the Governing Body school whilst the school Is opan
and then offered to County Archives
Senvice when the school Closes.
1.1.7  Action plams created and administered Mo Life of the action plan + 3 vears SECURE DISPOSAL
by the Governing Body
118  Policy doouments created and Mo Life of the policy + 3 yaars SECURE DISPOSAL
administared by the Governing Body
1.19  Records relating to complaints dealt Yas Data of the resalutlon of the SECURE DISPOSAL
with by the Gowarning Body complaint + 3 minimum of & vears

than review for further retention in
case of contentious disputes

1.1.10  Aninual Reports created under tha Mo Education {Governars Crate of report + 10 years SECURE DISPOSAL
reqguiraments of the Education Annual Reports)
{Govermor's Annual Reports) (Emgland) (England) (Amendmert)
{Amendment) Regulations 2002 Regulations 2002 51 2002
Mo 1171
1.1.11  Proposals concaming the change Mo Ciate proposal accepted or dedined  SECURE DISPOSAL
of status of 2 maintalined school + 3 years
Induding Spedalist Status Schools
and Academies

Please note that all information about the retention of records concerning the recrutment of Head Teachers can be found Inthe Human Resources section below.
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1.2 Head Teacher and Senlor Management Team

Basic file description

Data Prot Issuss

Provisions

Statutory

Retention Period [Operational]

Action at the end of the

administrative life of the
record

121  Log books of activity In the school There miay ba data protection Issues Date of last entry In the book + a These could be of permanent
maintzined by the Haad Teacher If the log book refers to Indvidual milrirmium of & yaars then raview hilstorical value and should be
puplls or members of staff offered to the County Archives
Senvice If appropriata
122  Minutes of Senilor Management Team  Thera miay be data protection 1ssues Date of the meeting + 3 years then SECUIRE DHSPOSAL
meetings and the meetings of othar If the minutes refers to Individual review
Internal administrative bodias puplls or members of staff
123 Reports created by the Head Teacher Thera may be data protection Issues Diate of the report + a minimuwm of 3 SECURE DHSPOSAL
or the Managament Team If the report refars to Individual yaars then raview
puplls or members of staff
124  Records created by hoad teachars, Thera may ba data protection lssues Current acadermic year 4 & yaars then SECURE DHSPOSAL
deputy hiead teachers, heads of year If the records refar to Individual review
and other members of staff with puplls or members of staff
administrative responsibllities
125 Corespondence created by head Thera may ba data protection lssues Date of correspondence + 3 years then  SECURE DISPOSAL
teachers, deputy head teachers, heads  If the correspondence refers to review
of vear and othar members of staff Individual pupils or members of staff
with administrative responsibilities
126 Professional Development Plans Yes Lifa of the plan + & years SECURE DHSPOSAL
127  School Devalopment Plans Mo Lifa of the plan + 3 years SECURE DHSPOSAL
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1.3 Admisslons Procass

Data Prot

Statutory Provisions

Retention Pericd [Oparational)

Action at the end of the administrative life

Basic file description
lssuas of the record
131 All records relating Mo School Admissions Code Life of the policy + 3 years then SECURE DISPOSAL
to the creation and Statutory guidance for admisslon revlew
Implementation of the authoritles, governing bodies, local
School Admissions' Policy authorttles, schools adjudicators and
admisslon appeals panels December 2014
132 Admisslons — If the Yas Schoal Admizsions Code Date of admission + 1 year SECURE DISPOSAL
admission Is suooessiul Statutory guidanca for admilsslon
authorttles, govemning bodies, local
authortties, schools adjudicators and
zdmission appeals panels Decemibear 2014
133 Admisslons - Iftheappeal s Yas Schoal Admissions Code Resolution of case + 1 vear SECURE DISPOSAL
unsuccessful Statutory guidanca for admilsslon
authorttles, govemning bodies, local
authorttles, schools adjudicators and
admission appaals panels December 2014
134  Registar of Admissions Yas School attendance: Departmental advice  Every entry In the admission REVIEW
for malntained schools, academiles, reglster must be presarved for a Schools may wish to consider keeping the
Independant schools and local authorties  perlod of three years after the date  admilssion reglster permanently as often
COctober 2014 on which the antry was made? schiools recelve enguiries from past pupils to
confirm the dates they attended the school.
135  Admisslons - Secondary Yas urrant year + 1 yaar SECURE DISPOSAL
Schools - Csual
1346  Proofs of address supplied Yas School Admissions Code Currant year + 1 yaar SECURE DISPOSAL
by parents as part of the Statutory guidanca for admilsslon
admisslons process authorttles, governing bodies, local

authorttles, schools adjudicators and
admission appaals panals Decembar 2014

3 School attendanoe: Depertmantal advice for maintained schooks, academies, iIndependent schools and local awthorities Ocbober 2014 pb
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1.3 Admisslons Process

Basic file description Data Prot  Statutory Provisions Retention Period [Operational] Action at the end of the administrative life
ssues of the record

137  Supplementary Information  Yes
fiorm Including additicnal
Infiorrmation such as religlon,
medical conditions etc

For successful admilsslons This Information should be added  SECURE DISPOSAL
to the pupll file
For unsucoessful admissions Until appeals process completad SECURE DISPCSAL
1.4 Operational Administration
Basic file description Data Prot Statutory Retention Period [Dperational) Action at the end of the administrative life
Issues Provisions of the record
141 General file seras Mo Current year + 5 years than REVIEW SECURE DISPCSAL
14.2 Records relating to the aeation and publication . No Current year + 3 years STAMNDHARD DHSPOSAL
of the school brochure or prospectus
143 Records relating to the aeation and distibution Mo Currernt vear + 1 year STANDARD DISPOSAL
of circulars to staff, parants or puplls
144 MNewsletters and other ltems with a short Mo Current vear + 1 year STANDARD DISPOSAL
operational use
145 Misttors'Books and Signing Im Sheets Yes Current vear + & yvears then REVIEW SECURE DISPOSAL
1446 Records relating to the creation and Mo Current vear + 6 years than REVIEW SECURE DISPOSAL
management of Parent Teadher Assoclatlons
anddor Old Puplls Assoclations
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2. Human Resources

This sactlon deals with all matters of Human Resources manzgemeant within the school.

2.1 Recrultment

Basic file description Data Prot  Statutory Retention Period [Operational) Action at the end of the
Esues Provisions admiinistrative life of the record

211 Al records l=ading up to the Yos Date of appointment + & years SECURE DISPOSAL
appointment of a new headteacher

212 All records leading up to the Yes Date of appointment of suocessful candidate + 6 months SECURE DISPOSAL
appaintmeant of a new member of
staff — unsuccessiul candidates

213 All records leading up to the Yas All the relavant Information should be addad to the staff SECURE DISPOSAL
appointmeant of 3 new member of personal file (saa below) and all other informiation retained for
staff — successful candidate & mionths

214  Pre-employment vetting MNo DB5 Update Service  Thie school does not have to keep coples of DB certificates. I
Imformation — DBS Checks Employer Guide the school does so the copy must NOT be retained for more

June 2074: Keeping  than & months
childrem safe In

education.

July 2015 (Statutaory

Guldanca from

Dept. of Education)

Sectlons 73, 74

215  Proofs of identity collected as Yas Where possible these should be checked and a note kept
part of the process of chiecking of what was sean and what has been chacked. If It 15 felt
"portable” enhanced DES disclosure necessary to keep copy documentation then this should be

placed on the memiber of staffs personal file

2156 Pre-employmeant vetting Yos An employar's Where possible these documents should be addad to the
Imformation — Evidence proving guide to fght to 5taff Parsonal Flle [see below], but If they are kept separately
the right to work In the United wiork checks [Home  then the Home Cffica requires that the documents are kept
Kingdom®* Ciffice May 2015) for termination of Employment plus not less than two years
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2.2 Operational 5taff Management

Basicfiledescription  DataProt StatutoryProvisions ~ RetentionPeriod [Operational]  Action at the end of the administrative
Issues life of the record
221 5taff Personal Fie Yos Limation Act 1980 (Section 2) Termination of Employmant + & years SECURE DISPOSAL
222 Timesheets Yas Current vear + 6 years SECURE DISPOSAL
223 Annual appratsal! Yas Current vear + 5 years SECURE DISPOSAL

assessment records

2.3 Management of Discliplinary and Grievance Processes

Basic file description DataProt Statutory Provisions Retention Period [Operational] Action at the end of the administrative
Issues life of the record
231  Allegation of a child Yas "Kieeping children safe In education Lintll the person’s normal retirement SECURE DISPOSAL
protaction nature against 3 Statutory guidance for schools and age or 10 years from the date of the These records must be shredded
member of staff including colleges March 20157 "Working together  allegation whichever Is the lorger then
where the allegation Is to safeguard chilldran. A guide to REVIEW. Mota allagations that ara found
unfounded® Inter-agency working to safeguard and to be malicious should be removed from
promote the welfare of children March personnel files. If fownd they are to be
25" kept on the file and a copy provided to

the person concemed

232 Dsodplinary Procesdings Yas

oral warning Diate of warning® + & months
written wamning - leval 1 Date of warning + & months SECURE DISPOSAL

[If warmings are placed on personal filas
written waming - level 2 Diate of warning + 12 months then they must be weeded from the fila]
final warnimg Date of warming + 18 months
case not found If the Incident Is child protection related SECURE DISPOSAL

then see above otherwise disposa of at
the conclusion of the case
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2.4 Health and Safety

Data Prot  Statutory Provisions Retention Period [Operational] Action at the end of the

Basic file description

administrative life of the record

241 Health and Safety Policy Mo Lifa of pollcy + 3 years SECURE DISPOSAL
Statements
242  Haalth and 5afaty Risk Mo Life of risk assessment + 3 years SECURE DISPOSAL
Assessments
243 Records relating to accident’  Yes Date of incident + 12 years SECURE DISPOSAL
Injury at work Im the casa of serlous accidents 2
furthier ratention pariod will need to
be applied
244 Accdent Reporting s Soclal Security (Claims and Payments) Reguilztions
1979 Regulation 25. Sodal Security Administration
Act 1992 Section 8. Limikation Act 1980
Adults Date of the Incldent + & yaars SECURE DISPOSAL
Chilldren DOB of the child + 25 years SECURE DISPOSAL
245 Control of Substances Mo Control of Substances Hazardous to Health Current year + 40 years SECURE DISPOSAL
Hazardous to Health (COSHH) Regulations 2002, 5 2002 Mo 2677 Regulation
11; Records kept under the 1994 and 1999
Regulations to be kept as If the 2002 Regulations
had mot been made. Regulation 18 (2)
246  Process of monitoring of areas Mo Control of Asbestos at Work Regulations 2012 51 Last action + 40 years SECURE DISPOSAL
wherz employees and persons 1012 Mo 632 Requlation 19
are lkety to have becoma In
contact with asbestos
247 Procass of monkonng of areas Mo Last action + 50 yaars SECURE DISPOSAL
where employees and persons
are lkety to have becoma In
contact with radlation
248 [Fire Pracautions log books Mo Current year + & years SECURE DISPOSAL

4 Emplovers are mouined to tzke 2 "Haar copy”of tha documants which thay am shown x part of this process
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2.5 Payroll and Penslons

Basic file description Statutory Provisions Retention Period [Operational] Action at the end of the administrative life
of the record
251 Matemity pay raconds Yes Statutory Maternity Pay (Generall  Current viear + 3 years SECURE DISPOSAL
Regulations 1986 (511986/1960),
revised 1999 (S11999/567)
252 Records held under Retirement Yes Current year 4+ & years SECURE DISPOSAL
Banafits Schemes (Information

Powars) Ragulations 1995

3. Financial Management of the School

Thils section deals with all aspacts of the financial management of the school Including the administration of school meals.

3.1 Risk Managemant and Insurance

Basic file description DataProt  Statutory Provisions Retention Period [Operational] Action at the end of the
Issues administrative life of the record
3.1.1  Employer's Lizbility Insuranca Mo Closura of the school + 40 vears SECURE DISPOSAL
Certificata
3.2 Asset Management
Basic file description DataProt  Statutory Provisions Retention Period [Opemtional] Action at the end of the
Issues administrative life of the record
321 Inventorles of furniture and Mo _urrent year + 6 y2ars SECURE DISPOSAL
equipment
322 Burglary, theft and vandalism Mo i_urrent year + 6 yaars SECURE DISPOSAL
report forms
5 This review took placs 25 the Indepandent | nguiny on Child Sesoual Abwuss wes beginning. In ightof this, it is recommandad & 'Whera the warning relates to dhild protection ksues sae zbovwe. I tha disciplinary proceedings rebita to a child protection

that all reooinds relading bo child abuse are mtzinad untll tha Inquiry s completed. This saction will then ba reviewed again o matiar plaasa contact your Saleguarding Chiidren Officer for further advica
taka Imio acoount any Rcommendations the Inquiny might make conceming recoed retention
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3.3 Accounis and Statements Induding Budget Managament

Basic file description Data Prot Statutory Retention Period [Operational] Action at the end of the

Issues Prowisions administrative life of the recond

331 Annual Accounts Mo Current year + 6 years STANDARD DISPOSAL

332z Loans and grants managed by the school  No Dhate of last payment on the loan + 12 yaars then REVIEW SECURE DISPOSAL

333 Stodent Grant applications Yas Currant year + 3 y=ars SECURE DISPOSAL

334  Allrecords relating to the creatlon and Mo Life of the budgst + 3 yaars SECURE DISPOSAL
manzgemeant of budgats Induding
the Annual Budget statement and
background papers

335  Imvoices, recalpts, order books and No Current financlal year + & yaars SECURE DISPOSAL
requisitions, dellvery notices

335  PRecords relating to the collection and MNo Currant financizl year + 6 years SECURE DISPOSAL
banking of monies

337  Records relating to the identticationand  No Current financlal year + & yaars SECURE DISPOSAL
collactian of debt

3.4 Contract Management
Basic file description Data Prot Retention Period [Operational] Action at the end of the

Issues administrative life of the record

341 All records relating to the management of  No Limitation Last payment an the contract 4 12 years SECURE DISPOSAL
contracts under seal Act 1980

34z Al records redating to the management of  No Limitation Last payment on the contract + 6 years SECURE DISPOSAL
contracts under signature Act 1980

343  Records relating to the monitoring of No Currant year + 2 years SECURE DISPOSAL
COMraces
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3.5 School Fund

Basic file description

DataProt  Statutory

Issues Provisions

Retention Period [Operational]

Action at the end of the

administrative life of the record

351 School Fund - Chaque books Mo Current yvear + & years SECURE DISPOSAL
352 School Fund - Paying In books No Current vear + & years SECURE DISPOSAL
353 School Fund - Ladger Mo Current vear + & years SECURE DISPOSAL
354 School Fund - Ineolices No Current year + 6 years SECURE DISPOSAL
355 School Fund - Recaipts No Current vear + & years SECURE DISPOSAL
356 School Fund - Bank statements Mo Current yvear + & years SECURE DISPOSAL
357 5chool Fund - Journey Books Mo Current vear + & years SECURE DISPOSAL

3.6 5chool Meals Managemeant
' Basiciledescription 'DataProt  Statutory  Retention Period [Operationall ' Action at the end of the
Issues Prowisions administrative life of the record
361 Free School Maals Registers Yas Current vear + & years SECURE DISPOSAL
362  5chool Meals Registers Yes Current yvear + 3 years SECURE DISPOSAL
363 5School Meals Summary Sheets No Current vear + 3 years SECURE DISPOSAL
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4, Property Management

Thils sactlon covers the management of bulldings and property.

4.1 Property Management

Basicfledescipion ~ DataProt  Statutory

Issues

Provisions

Retention Period [Operational] Action at the end of the

administrative life of the record

41.1  Title daads of properties belonging tothe school Mo

PERMAMENT
These should follow the property unless the property
has been ragistered with the Land Registry

412 Plans of property belong to the school Mo Thase should be retained whilst the bullding belongs

to tha school and should be passed onto any new

owners IF the bullding 15 leased or sold.
413  Leases of property leasad by or to the school Mo Expiry of lezsa + & vears SECURE DISPOSAL
414 Records relating to the letting of school pramises Mo Current fingnclal year + & viears SECURE DISPOSAL

4.2 Maintenance
Basic file description Data Prot Statutory Retention Period [Operational] Action at the end of the
lssues Provisions administrative life of the record
421 Al recards relating to the malntenance of the Mo Current yvear + & years SECURE DISPOSAL
schioal carried out by contractors
422  All records relating to the malntenance of Mo Current viear + & years SECURE DISPOSAL

the school carmied out by school emiplovess
Including maintenzance log books
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5. Pupil Management

This saction Includes all records which ara created during the time a pupil spends at the school. For Information about acclidant reporting see under Health and Safety above.

5.1 Pupll’s Educational Record

Retention Period
[Operaticnal]

Action at the end of the administrative life of the record

Basic file description DataProt  Statutory Provisions
Issues
5.1.1  Puplls Educational Record required Yes The Education
by The Education {Pupil Informiation) (Pupll Informaztion)
(England) Regulations 2005 (England) Regulations

2005 5l 2005 Mo, 1437

Primary

Ratain whilst the child
remalns at the primary
schiool

Thie file should follow the pupll when hadsha leaves the primary

school. This will iIndude:

= to ancther primary schoal

- to & secondary school

= to & pupll raferral unit

= [fthe pupil dies whilst at primary schoal the file should be
returmied to tha Local Authortty to be retained for the statutony
retention period.

If the pupil transfers to an Independent school, tramsfars to home

schioolimg or leaves the country the file should be refurned to the

Local Authority to be retained for the statutory retenticn perlod.

Primary Schools do not ardinanly have sufficlent storage space to

store records for puplls whio have mot transferred In the nommal

way. It makes more sensa to transfer the record to the Local

Authority as It Is more Ikely that the puptl will reguest the record

from the Local Authority

Secondary Limitation Act 1980
(Section 2)

Diate of Birth of the pupil
+ 25 yaars

SECLIRE DISPOSAL

5.1.2  Examination Results — Pupll Coplas b=

Public

This Informaticn should
be added tothe pupil file

All uncollected ceriificates should be retumed to the
examinztion board.

Intarnzl

This Informaticn shoulkd
be added tothe pupil file
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5.1 Pupil’s Educational Record

Basic fike description
Issues

Data Prot Statutory Provisions

Retention Period Action at the end of the administrative life of the record
[Operational]

This review took place as the Independent Inguiry on Child Sexual Abuse was beginning. In light of this, it Is recommended that all records relating to child
abuse are retalned until the Inquiry Is completad. This sectlon will then be reviewed agaln to take Into account any recommendations the Inguiry might

make concerning record retention
5.1.3  Child Protection Information held on— Yes "Keeping chilldren If any records relating to SECURE DISPOSAL - these records MUST be shredded
pupll file safe In education child protaction 1ssues
Statutory guldanca are placad on the pupil
fior schools and filke, It should be In 3
colleges March 20157 sealed ervelope and then
"Working togetherto retained for the same
safeguard children. A perlod of time as the
guide tointer-agency  pupll file.
working to safeguard
and promote the
welfare of children
March 205"
514  (Child protection information heldin Yes *Keeping children DCE of the child + 25 SECURE DISPOSAL - these records MUST be shradded
separate filas safe In education years them review
Statutory guldanca This retention period was
fior schools and aqgreed Im consultation
colleges March 20157 with the Safeguarding
"Working together to Children Group on the

safeguard children. A
guide to Intar-agency
working to safeguard
and promote the
welfare of children
March 205"

understanding that the
principal copy of this
Information will be found
on the Local Authority
Soclal Services record

Ratention parliods ralating to allegations made against adults can be found In the Human Resources section of this retention schadule.
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5.2 Attendance
Data Prot  Siatutory Provisions
ssues

Basic file description

Action at the end of the
administrative life of the record

Retention Period [Operational)

521 Attemdance Reglsters Yas School attendance: Cepartmental adwice for Every antry Im the attendance SECURE DISPOSAL
malntained schoals, aczdamies, Independent reqgistar must be preserved for a
schiooks and local authoritias period of three wears after tha date
October 2014 anwhich the entry was mada.

522 Cormespondence relating to Education Act 1996 Section 7 Current academic vear + 2 years SECURE DISPOSAL

authonzed absence

5.3 Speclal Educational Needs

Basic file description

Statutory Provisions

Action at the end of the administrative life of the record

53.1 Spodal Educational Meeds  Yas Limitation Act 1980 Date of Birth of the pupll +  REVIEW
files, reviews and Individual {Sactlon 2) 25 yaars MOTE: This retention period Is the minimum retention perkcd that any
Education Plans pupdl file should be kept. Some authorities choose to keep SEM files for
a longer perlod of time to defend themselves In a “fallure to provide 2
sufficlent education” casa. Thera Is an alement of business risk analysls
Irvolved I any dedislon to keep tha records longer than the minimum
retention pariod and this should be documented.
532 Staterment malntalmad Yas Education Act 1996  Date of birth of the pupll SECURE DISPCSAL unless the docurmant Is subject to a legal hold
under sactlon 234 of the Special Educational + 25 yaars [This would
Education Act 1920 and Meeds and Dizabiltty  normally be retained on
any amendments made 1o Act 2001 Section 1 the pupil filg]
the statermant
533 Advice and Informaticn Yas Spodal Educational Date of birth of the pupll SECURE DISPCSAL unless the docurment 15 subject to a legal hold
provided to parenits Meeds and Disability  + 25 yaars [This would
regarding educaticnal Act 2001 Section 2 normally be retained on
neads the pupl file]
534 Accessibility Strategy Yes Special Educational Ciate of birth of the pupll SECURE DISPOSAL unless the docurment Is subject to a legal hold
Meeds and Dizabllity  + 25 yaars [This would
ACt 2001 Section 14 normally be retained on
the pupil file]
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6. Curriculum Management

6.1 Statistics and Management Information

Basic filedescription  DataProt  Statutory  RetentionPeriod[Operationa] ~  Actionattheendofthe
Issues Provisions administrative life of the record
6.1.1 Curriculum returms Mo Current year + 3 years SECURE DHSPOSAL
6.1.2 Examination Rasults Yes Current vear + & years SECURE DHSPOSAL
(5chooks Copy)
SATS records — Yes
Results Thi SATS results should be recorded on the pupll's educational file and will SECURE DISPOSAL

therefore be retalned untll the pupll reaches the age of 25 vears
The school may wish to keep 3 compostte record of all the whiole year SATs results.
These could be kept for current vear + & years 1o allow sultable comparison

EBxamination Papers The examinztion papers should be kept untll any appeals/validation process Is SECURE DISPOSAL
complete
613 Published Admission  Yes Current vear + & years SECURE DISPOSAL
Mumber (PAN) Raports
614 Value Added and Yes Current vear + & years SECURE DHSPOSAL
Contextual Data
615 Solf Evaluation Forms  Yes Current year + & years SECURE DISPOSAL
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6.2 Implementation of Currlculum

Basic file description  DataProt  Statuiory  Retention Period [Operational] Action at the end of the administrative life of the

Issues Provisions recond
621 Schemes of Work Mo Current vear + 1 year
622 Timatable Mo Current vear + 1 year
P I It may be appropriate to review these records at the end

B2 s Anoks o Curent year + 1 year of each year and allocate a further retention perlod or
624  MarkBooks No Current year + 1 year SECURE DISPOSAL

625 Record of homework Mo Current year + 1 year

el
6256 Pupils"Work Mo Wheare possible pupils work should be retumed to the SECURE DISPOSAL

pupll at the end of the academic year If this 1s not the
schools pollcy then cumant year + 1 vear
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7. Extra Curricular Activities

7.1 Educational Visits outslde the Classroom

Basic file description Data Prot  Statutory Provisions Retention Period [Operational]l  Action at the end of the
Esues administrative life of the record

7.1 Records created by schools Mo COutdoor Education Advisars' Famel National Date of vislt + 14 vaars SECURE DiSPOSAL
to obtaln approval to run an Guidanca websita hitpeYoeapnglnfo spacifically
Educational Vistt cutside the Section 3 -"Legal Framework and Emplover
Classroom — Primary Schools Systems and Section 4 -"Good Practice”

7.1.2 Records created by schools Mo Cutdoor Education Advisars' Pamel Maticnal Date of vislt + 10 vaars SECURE DiSPOSAL
to obtaln approval to run an Guidanca websita hitpeYoeapnglnfo spacifically
Educational Vistt cutside the Section 3 -"Legal Framework and Emplover
Classroom — Secaondary Schools Systerns” and Section 4 -"Good Practice”

713 Parental consant forms fior schoal — Yas Conduslon of the tip Although the consent forms
trips whera there has been no could be retained for DOB + 22
major Incldant vears, the requirement for them

being needed 1= low and most
schook do mot have the storage

capacity to retain every single
consant form Issued by the
schiool for this penod of time.

school trips — where there has
boon a major incddent

714 Parantal permission siips for Yas Limittation Act 1980 (Saction 2) DOR of the pupll Involved Inthe

Incldent + 25 yoars

The permission slips for all the
pupills on the tip need to be
retained to show that the rules
had been followed for all pupils
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721

Data Prot Statutory
Isswas Prowvisions

Walking Bus e
Registars

Retention Period [Operational] Action at the end of the administrative

lifix of the record

Diate of register + 3 yaars SECURE DISPOSAL

Thils takes Into account the fact that if there s an Incident regquiring an [If these reconds are retalined

acddent report the register will be submitted with the accldent report and - electronically any back up coples should
kept for the pericd of timea required for accident reporting be destroyed at the same time]

7.3 Familly Liaison Officers and Home S5chool Lialson Assistants

Basic file description

DataProt  Statutory
|ssues Provisions

Retention Period[Operational]  Action at the end of the administrative
life of the record

731 Day Books Yas Cument yaar + 2 years then review
732 Reports for outside agencles - wherethereport Yas Whilst chilld Is attending school and then destroy
has been Included on the case file created by
the outside agency
733 Referral forms as While the rafarral 1s current
734 Contact data shieets Yas Cument waar then review, If contact 5 no longer
active then destroy
735 Contact database entries Yas Curment waar then review, If contact 5 no longer
active then destroy
736 Group Registers Yas Cument yaar + 2 years
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8. Central Government and Local Authority

Thiz saction cowvers records created In the course of Interaction between the school and the local autharlty,

8.1 Local Authority

" Basicfile description DataProtlssues  Statutory ~ Retention Period [Operational]  Action at the end of the
Provisions administrative life of the record

2.1 Secondary Transfer Shaats (Primiany) Yes Currant year + 2 years SECURE DISPOSAL

2.1.2 Attendance Returns Yes Current year + 1 year SECURE DISPOSAL

213 School Census Returms Mo Currant year + 5 vears SECURE DISPOSAL

214 Circulars and other Information sent from the Mo Operational use SECIURE DISPOSAL

Local Authority

8.2 Ceniral Government

| Basicfile description DataProtlssues  Statutory ~ Retention Period [Operational]  Action at the end of the
Provisions administrative life of the record

221 QOFSTED reports and papears Mo Life of the report then REVIEW SECURE DISPOSAL

8232 Returns made to central government Mo Current yaar + & years SECURE DISPOSAL

823 Circulars and other Information sent from central Mo Cparational use SECURE DISPOSAL

QOvVEmment
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