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The school needs to create and maintain accurate records in order for it to function. The policy for managing records at Norton Free C of E Primary has been drawn up in conformity with legislation, regulations affecting schools and best practice as publicised by the Records Management Society of Great Britain.

This policy sets out guidelines for recording, managing, storing and disposing of data, whether they are held on paper or electronically in order to assist staff, and the School, to comply with the General Data Protection Regulation (2018) and the Freedom of Information Act 2000 (FIA).

It should be read and used in conjunction with the following school policies and documents:
· Data Protection Policy
· Privacy Notices
Members of staff are expected to manage their current record keeping systems using the Retention Policy and to take account of the different kinds of retention periods when they are creating new record keeping systems.


Purpose of the Retention Policy
There are a number of benefits which arise from the use of a complete Retention Policy:
· Managing records against the Retention Policy is deemed to be “normal processing” under the GDPR (2018) and the Freedom of Information Act 2000. Provided members of staff are managing record series using the Retention Policy they cannot be found guilty of unauthorised tampering with files once a freedom of information request or a subject access request (SAR) has been made.
· Members of staff can be confident about destroying information at the appropriate time and in a secure manner.
· Information which is subject to Freedom of Information and GDPR legislation will be available when required.
· The school is not maintaining and storing information unnecessarily.


Current Pupil Records
The information held on the school's electronic database SIMS is provided by parents on admission. Information includes: the pupil's name, address, house, emergency contact details, free school meals status, statutory test results and daily attendance. Confidentiality of personal information is protected in accordance with the BCPS Management Information Systems and Data Protection Policy.
Pupils with Special Educational Needs

The names of pupils with special educational needs are recorded in SIMS and information regarding these individual pupils are made available to those staff with a need to know that information. Electronic copies of documents are stored, securely, on the staff server managed by our SENCO. Paper copies of documents are stored, securely, in a locked filing cabinet in the SENCO office.

Pupils receiving Pupil Premium (PP) funding / Looked After Children (LAC)

The names of pupils in receipt of additional funding due to their PP or LAC funding are recorded in SIMS. Information regarding these individual pupils are made available to staff with a need to know that information. Electronic copies of PP review / LAC review documents are stored on the staff server managed by our Headteacher.

Medical Records

Information regarding medical needs is provided by parents / carers on admission. Information provided includes any significant known drug reactions, major allergies and notable medical conditions. This information is available to staff likely to administer medication or treatment. This information is shared with external providers (trips) or external bodies (caterers) only with parental permission. All students who have a more serious level of medical need (e.g. diabetes, anaphylaxis) have an individual Health Care Plan (HCP) which is put together by the parents/guardian with the GP’s/consultant’s instructions for care within school should the event arise. The HCPs are then checked by Helen Gill and stored securely on the staff server.
These records will be shared with school staff to ensure pupil safety. The photographs of children (for whom parents have given permission) will be displayed in the staff room to help identification. The Headteachers hold the original copies in a locked cabinet in their office. These records are shared with the medical services in case of emergency.

Financial Records

The finance and office staff have access to information regarding school dinner payments and school trip payments through ParentPay.

Access by Staff
All teaching and office staff are able to access the school's password protected database (SIMS). Teaching staff may consult the pupil records held in the School Office including emergency contact phone numbers. Other data e.g. discretionary absence request letters / attendance letters etc. are stored securely and only available to the necessary staff on request.
Data Protection Policy

Parents accept a place for their child at Norton Free C of E Primary School in the knowledge that data about pupils and their parents will be collected on admission to allow for the efficient operation of the school. This data will be updated regularly and stored/ processed in order with the GDPR (2018) rules for good information handling.
Staff Induction
All new teaching and office staff will be given training on accessing and managing school records to ensure compliance with these retention time scales. As a guiding principle, GDPR requires that personal data is only retained for as long as necessary - that is, necessary for the specific lawful purpose (or purposes) it was
acquired. Any information which is held is to be kept in accordance with BCPS’ Management Information System and Data Protection Policy.

Retention Periods
The table at the end of this policy provides guidance on retention periods for different records held by Norton Free C of E Primary School. Unless there is a specific statutory obligation to hold or destroy records, the retention periods are established by the school for guidance purposes.

Disposal of Data
When information is no longer required, it can be disposed of. For confidential, sensitive or personal information to be considered securely disposed of, it must be in a condition where it cannot either be read or reconstructed. Skips and 'regular' waste disposal are not considered to be secure. Paper records should be shredded using a cross-cutting shredder; CDs / DVDs should be cut into pieces. Hard-copy images, AV recordings and hard disks should be dismantled and destroyed. Where third party disposal experts are used they should ideally be supervised but, in any event, under adequate contractual obligations to the school to process and dispose of the information securely.

Document Retention Schedule

The schedules are based on the Information Records Management Society document. Please see this for more details


	Management of the School

	Basic file description
	Retention Period
	Action at the end of the administrative life of the record

	Agendas for GB meetings
	Paper copies stored prior to 2018. One electronic copy to be kept on Google drive since 2018.
	Shred any extra copies

	Minutes of GB meetings
	Permanent. Paper copy plus electronic copy on googledrive
	Shred any extra copies

	Reports presented to the GB
	One copy should be retained with the master set of minutes. All other copies to be disposed of.
One electronic copy to be kept on Google drive
	Shred any extra copies

	Action plans created and administered by the Governing Body
	Life of the action plan +3 years
	SBM to remove from network

	SLT minutes
	Date of meeting +3 years then review. To follow Ofsted cycles.
	Secure Disposal

	School Development Plans (SIDPs)
	Life of plan +3 years
	Secure Disposal

	Admissions
	For the time the children are on role at school.
	Secure Disposal

	Newsletters and other items with a short operational use
	Current year +1 year
	Standard Disposal

	Visitors’ books and signing in sheets
	Current year +6 years then review
	Shred



	Human Resources

	Basic file description
	Retention Period
	Action at the end of the administrative life of the record

	All records leading up to the appointment of a new member of staff - unsuccessful candidates
	Date of appointment of successful candidate.
	Shred

	All records leading up to the appointment of a new member of staff - successful candidate
	Relevant information added to staff personal file and disposed of in line with this
	Shred

	Staff Personal File including ID, proof of right to work in UK and appraisal/assessment records
	Termination of Employment +6 years
	Shred

	Timesheets - extra hours
	Current year +6 years
	Shred

	Data on the Single Central Register and the paper copies of ID and code of conduct for staff, supply staff, contractors staff, agency staff, volunteers, Governors and other people who come in to school to teach the pupils including after school club staff, MAST workers, peripatetic music teachers etc
	Termination of working at the school + 6 years
	Shred paper copies
/ delete data from the system

	Allegation of a child protection nature against a member of staff including where the allegation is unfounded
	Until the person’s normal retirement age or 10 years from the date of the allegation whichever is the longer, then review
	Shred

	Disciplinary Proceedings - oral warning or written warning - level 1
	Date of warning +6 months
	Shred

	Disciplinary Proceedings - written warning - level 2
	Date of warning +12 months
	Shred

	Disciplinary Proceedings - final warning
	Date of warning +18 months
	Shred



	Disciplinary Proceedings - case not found
	If the incident is child protection related see above otherwise dispose of at the conclusion of the case
	Shred

	Health and Safety Risk Assessments
	Life of risk assessment- kept on council database
Internal copies of Tshare + 4 years
	Shred

	Records relating to accident/injury at school
	Adult: Date of incident +12 years. Child: Date of incident
+25 years In the case of serious accidents a further retention period will need to be applied
	Shred

	Asbestos Register/Records
	To be kept whilst school remains open
	Shred

	COSHH Records
	Keep for the life of the chemical used.
	Shred

	Fire Precautions log books
	Current year +6 years
	Shred




	Financial Management

	Basic file description
	Retention Period
	Action at the end of the administrative life of the record

	Employer’s Liability Insurance Certificate
	Closure of the School
	Shred

	Inventories of equipment
	Current year- updated annually
	Shred

	Burglary, theft and vandalism report forms
	Current year +6 years
	Shred

	Annual accounts - incl month end, quarter end, year end
	Current year +6 years
	Shred

	All records relating to the creation and management of the budget
	Life of the budget +3 years
	Shred



	Invoices, receipts, orders, delivery notes
	Current financial year +4 years
	Shred

	Records relating to the collection and banking of monies
	Current financial year +6 years
	Shred

	Best Value Procurement documents
	Current financial year +6 years
	Shred

	School fund records
	Current year +6 years
	Shred

	Free School Meals Registers
	Current year +6 years
	Shred

	School Meals Registers and summary sheets
	Current year +3 years
	Shred




	Property Management

	Basic file description
	Retention Period
	Action at the end of the administrative life of the record

	Title deeds and plans of the School
	Permanent
	

	Records relating to lettings
	Current financial year +6 years
	Shred

	Records relating to maintenance of the School carried out by contractors or by school employees
	Current year +6 years
	Shred




	Pupils

	Basic file description
	Retention Period
	Action at the end of the administrative life of the record

	Pupil’s Education Record
	Retain whilst the child remains at
	The file should

	
	our school + 3 years
	follow the pupil

	
	
	when he/she

	
	
	leaves our school.

	
	
	Transfer to the



	
	
	new school or to the LA

	Child Protection Information
	DOB of the child +25 years then review.
	Shred

	Attendance Registers
	Current year +3 years
	Shred

	Correspondence relating to authorised absence
	Current year +2 years
	Shred

	SEND files, reviews, IEPS
	DOB of pupil +25 years
	Review

	Consent for photos
	DOL + 1 year
	Shred




	Curriculum Management

	Basic file description
	Retention Period
	Action at the end of the administrative life of the record

	SATs results - Individual
	Individual results on pupil’s educational file
	Transfer to new school/LA

	SATs results - composite results and Value added and contextual data
	Current year +4 years
	Shred

	SATs exam papers
	Until any appeals/validation process is complete
	Shred

	SEF
	Current year +3 years
	Secure Disposal

	Schemes of Work, mark books, class record books
	Current year +1 year
	Secure Disposal

	Pupil’s work
	Where possible work returned to the pupil at the end of the academic year
	Shred

	Record of homework set
	Return to pupils at the end of the academic year.
	Secure Disposal



	Extra-Curricular Activities

	Basic file description
	Retention Period
	Action at the end of the administrative life of the record

	Records created to obtain approval to run an educational visit outside the classroom
	Date of visit + keep on evolve for +14 years
	Secure Disposal

	Parental consent forms for school trips where there has been no major incident
	Conclusion of the trip (1 copy attached to the visit documentation and stored as retained as above)
	Shred

	Parental consent forms for school trips where there has been a major incident
	DOB of the pupil involved +25 years. The permission slips for all of the pupils on the trip need to be retained
	Shred




	Communication with the LA/Government

	Basic file description
	Retention Period
	Action at the end of the administrative life of the record

	Secondary Transfer Sheets
	Current year +7 years
	Shred

	School Census Returns
	Current year +6 years
	Shred

	OFSTED reports and papers
	Life of the report, then review
	Shred



