Data Retention Policy

Policy Monitoring, Evaluation and Review

This policy is effective for all schools within The Mead Educational Trust, the Teaching School, the
SCITT and all other activities under the control of the Trust and reporting to the Trust Board.
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8 Records retention schedule

1. Management of the School
This section contains retention periods connected to the general management of the school. This covers the work of the Trust Board and academy councils, the
principals and the senior management teams, the admissions process and operational administration.

1.1 Governing Body

Basic file description Data Protection Statutory Provisions Retention Period [Operational] ~ Action at the end of the
Issues administrative life of the record

1.1.1  Agendas for Trust Board and There may be data
academy council meetings



1.1 Governing Body (continued)

Basic file description Data Protection Statutory Provisions Retention Period [Operational] ~ Action at the end of the
Issues administrative life of the record




1.2 CEO/Principal and Trust/School Senior Management Team

Basic file description Data Protection Statutory

Issues Provisions










2. Human Resources

This section deals with all matters of Human Resources management within the Trust and school.

2.1 Recruitment

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

IProtection Provisions administrative life of the record
ssues

2.1.1  All records leading up to the




2.2 Operational Staff Management

Data ~ Statutory Retention Period [Operational] Action at the end of the
Protection pyqyisions administrative life of the record

Issues
2.2.1 Staff Personal File Yes Limitation Act 1980  1grmination of Employment + 6 years SECURE DISPOSAL
(Section 2)
2.2.2  Timesheets Yes Current year + 6 years SECURE DISPOSAL
2.2.3  Annual appraisal/ assessment Yes Current year + 5 years SECURE DISPOSAL
records

2.3 Management of Disciplinary and Grievance Processes

Basic file description Data ~ Statutory Provisions Retention Period [Operational] Action at the end of the
Protection administrative life of the record
Issues
2.3.1 Allegation of a child Yes Keeping Children Safe in Education Until the person’s normal retirement SECURE DISPOSAL
protection nature against a age or 10 years from the date of the

member of staff including
where the allegation is

allegation whichever is the longer then
REVIEW. Note allegations that are
found to be malicious should be
removed from personnel files. If found
they are to be kept on the file and a
copy provided to the person

Working together to safeguard children.
A guide to inter-agency working to
safeguard and promote the welfare of
children March 2018

unfounded5

concerned.
2.3.2 Disciplinary Proceedings: Yes

oral warning Date of warning_ + 6 months
written warning — level 1 Date of warning + 6 months SECURE DISPOSAL

[If warnings are placed on personal files
written warning — level 2 Date of warning + 12 months then they must be weeded from the file]
final warning Date of warning + 18 months
case not found If the incident is child protection SECURE DISPOSAL

related then see above otherwise
dispose of at the conclusion of the case

5 This review took place as the Independent Inquiry on Child Sexual Abuse was beginning. In light of this, it is recommended that all records relating to child abuse are retained until the Inquiry is
completed. This section will then be reviewed again to take into account any recommendations the Inquiry might make concerning record retention.

6 Where the warning relates to child protection issues see above. If the disciplinary proceedings relate to a child protection matter please contact your Safeguarding Children Officer for further advice



2.4 Health and Safety

Basic file description

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

Protection

administrative life of the record
Issues

2.4.1 Health and Safety Policy No Life of policy + 3 years STANDARD DISPOSAL
Statements

2.4.2 Health and Safety Risk No Life of risk assessment + 3 years STANDARD DISPOSAL
Assessments

2.4.3 Records relating to accident/  Yes Date 0of 9.96 p9D 40/La+er 3yl 1 fars

injury at work









3.3.6  Records relating to the collection and No Current financial year + 6 years SECURE DISPOSAL
banking of monies

3.3.7  Records relating to the identification and No Current financial year + 6 years SECURE DISPOSAL
collection of debt

3.4 Contract Management

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

:Drotectlon Provisions administrative life of the record
ssues

3.4.1  Allrecords relating to the management of No Limitation Act| a5t payment on the contract + 12 year the con
contracts under seal 1980






4.2 Maintenance

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

Protection  pyqyisions
Issues

administrative life of the record

4.2.1  All records relating to the maintenance of the No Current year + 6 years SECURE DISPOSAL
Trust/school carried out by contractors

4.2.2  All records relating to the maintenance of No Current year + 6 years SECURE DISPOSAL
the Trust/school carried out by Trust
employees including maintenance logbooks






5.2 Attendance

Basic file description Data ~ Statutory Provisions Retention Period [Operational]
Protection

Issues




5.4 Biometric Data

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

Protection administrative life of the record
Issues

5.4.1 Pupil biometric data including Yes Protection of biometric information of children in
fingerprints for library or meal schools and colleges — DfE March 2018

Whilst pupils use the system only.
Delete when pupil no longer uses
payment systems the system including when he or
she leaves the school or where a
parent withdraws consent or the
pupil objects.

SECURE DISPOSAL




5.5.4 CCTV images Yes Unless CCTV records a specific SECURE DISPOSAL
incident then it is unlikely to be
justifiable to retain any recorded
images for more than 28 days

6. Curriculum Management

6.1 Statistics and Management Information

Basic file description Data ~ Statutory Retention Period [Operational] Action at the end of the
Protection pyoyisions administrative life of the record
Issues
6.1.1  Curriculum returns No Current year + 3 years SECURE DISPOSAL
6.1.2  Examination Results Yes Current year + 6 years SECURE DISPOSAL
(Schools Copy)

SATS records — Results  Yes



6.2 Implementation of Curriculum

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

Protection pqyisions
Issues

record

6.2.1  Schemes of Work No Current year + 1 year . )
It may be appropriate to review these records at the end

6.2.2  Timetable No Current year + 1 year of each year and allocate a further retention period or
SECURE DISPOSAL


http://oeapng.info/

7.1.2  Records created by schools No
to obtain approval to run an
Educational Visit outside the
Classroom — Secondary Schools


http://oeapng.info/

7.3 Family Liaison Officers and Home School Liaison Assistants

Basic file description Data ~ Statutory Retention Period [Operational] Action at the end of the
Protection pyqyisions administrative life of the record
Issues

7.3.1  Day Books Yes Current year + 2 years then review

7.3.2  Reports for outside agencies - where the Yes Whilst child is attending school and then destroy

report has been included on the case file
created by the outside agency



8. Central Government and Local Authority

This section covers records created in the course of interaction between the school and the local authority.

8.1 Local Authority

Data ~ Statutory Retention Period [Operational] Action at the end of the
Protection prqyisions administrative life of the record

Issues
8.1.1 Secondary Transfer Sheets (Primary) Yes Current year + 2 years SECURE DISPOSAL
8.1.2 Attendance Returns Yes Current year + 1 year SECURE DISPOSAL
8.1.3 School Census Returns No Current year + 5 years SECURE DISPOSAL
8.1.4 Circulars and other information sent fromthe ~ No Operational use SECURE DISPOSAL

Local Authority

8.2 Central Government

Basic file description Data ~ Statutory Retention Period [Operational] Action at the end of the
Protection prqyisions administrative life of the record
Issues
8.2.1 OFSTED reports and papers No Life of the report then REVIEW SECURE DISPOSAL
8.2.2 Returns made to central government No Current year + 6 years SECURE DISPOSAL
8.2.3 Circulars and other information sent from central No Operational use SECURE DISPOSAL
government

Source: Information Management Toolkit for Schools - v5 - 01 February 2016 - www.irms.org.uk


http://www.irms.org.uk/

