Document retention schedule - pupils

1.3|Admissions Process
Dat
- - a a' .. . . . Action at the end of the
Basic File Description Protection Statutory Provisions Retention Period (Operational) . o
administrative life of the record
Issues
School Admissions Code Statutory
All records relating to the creation guidance for admission authorities,
1.3.1 |and implementation of the School No governing bodies, local authorities, Life of the policy + 3 years then review SECURE DISPOSAL
Admissions' Policy schools adjudicators and admission
appeals panels December 2014
School Admissions Code Statutory
Admissions - if the admission is guidance for admission authorities,
1.3.2 Yes governing bodies, local authorities, Date of admission + 1 year SECURE DISPOSAL
successful . .
schools adjudicators and admission
appeals panels December 2014
School Admissions Code Statutory
Admissions - if the admission is guidance for admission authorities,
133 Yes governing bodies, local authorities, Resolution of case + 1 year SECURE DISPOSAL
unsuccessful . .
schools adjudicators and admission
appeals panels December 2014
REVIEW - Schools may wish to
School attendance: Departmental advice . L . consider keeping the admission
L . Every entry in the admission register must be .
. . for maintained schools, academies, . register permanently as often
1.3.4 |Register of Admissions Yes . .. |preserved for a period of three years after the date . »
independent schools and local authorities . schools receive enquiries fro
on which the entry was made. . .
October 2014 mpast pupils to confirm the
dates they attended the school.
Admissions - Secondary Schools -
1.3.5 Casual ¥ Yes Current year + 1 year SECURE DISPOSAL
School Admissions Code Statutory
. guidance for admission authorities,
Proofs of address supplied by parents
1.3.6 . [:?p yP Yes governing bodies, local authorities, Current year + 1 year SECURE DISPOSAL
as part of the admissions process Lo L
schools adjudicators and admission
appeals panels December 2014
Supplementary Information form
1.3.7 lincluding additional information such |Yes

as religion, medical conditions etc

For successful admissions

This information should be added to the pupil file

SECURE DISPOSAL




For unsuccessful admission

|Unti| appeals process completed

[SECURE DISPOSAL

2.4|Health and Safety
Dat
- - a a' .. . . . Action at the end of the
Basic File Description Protection Statutory Provisions Retention Period (Operational) . .
administrative life of the record
Issues
2.4.1 |Health and Safety Policy Statements |No Life of policy + 3 years SECURE DISPOSAL
2.4.2 |Health and Safety Risk Assessments |No Life of risk assessment + 3 years SECURE DISPOSAL
Records relating to accident / injury at Date of incident + 12 years. In the case of serious
2.4.3 work 8 Jury Yes accidents a further retention period will need to be  |SECURE DISPOSAL
applied
Social Security (Claims and Payments)
Regulati 1979 Regulation 25. Social
2.4.4 |Accident Reporting Yes egufa 'ons . egu ation OCIa,
Security Administration Act 1992 Section
8. Limitation Act 1980
Adults Date of the incident + 6 years SECURE DISPOSAL
Children DOB of the child + 25 years SECURE DISPOSAL
Control of Substances Hazardous to
Health Regulations 2002. SI 2002 No 2677
Control of Subst H dous t Regulation 11; R ds kept under th
2.4.5 | OOl OF substances Hazardousto euliation ~-; Records keptundering = 1o rent year + 40 years SECURE DISPOSAL
Health (COSHH) 1994 and 1999 Regulations to be kept as if
the 2002 Regulations had not been made.
Regulation 18 (2)
Process of monitoring of areas where
2.4.6 |employees and persons are likelyto  |No Control of Asbestos at Work Regulations 2(Last action + 40 years SECURE DISPOSAL
have come in contact with asbestos
Process of monitoring of areas where
2.4.7 |employees and persons are likely to  |[No Last action + 50 years SECURE DISPOSAL
have come in contact with radiation
2.4.8 |Fire Precautions log books No Current year + 6 years SECURE DISPOSAL
Pupil Management
5.1|Pupil's Educational Record
Data
Action at the end of the
Basic File Description Protection Statutory Provisions Retention Period (Operational) . o
administrative life of the record
Issues
Pupil's Educational Record required The Education (Pupil Information)
5.1.1 |by the Education (Pupil Information) |Yes (England) Regulations 2005 SI 2005 No.

(England) Regulations 2005
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Primary

Retain whilst the child remains at the primary school

The file should follow the pupil
when he/she leaves the primary
school. This will include:

- to another primary school

- to a secondary school

- to a pupil referral unit

if the pupil dies whilst at primary
school the file should be
returned to the Local Authority
to be retained for the statutory
retention period.

If the pupil transfers to an
independent school, transfers to
home schooling or leaves the
country the file should be
returned to the Local Authority
to be retained for the statutory
retention period.

5.1.2 [Examination Results - Paper Copies Yes
All uncollected certificates
Public This information should be added to the pupil file should be retured to the
examination board.
Internal This information should be added to the pupil file
"Keeping children safe in education
Statutory Guidance for schools and If any records relating to child protection issues are
513 Child Protection information held in Yes colleges March 2015"; "Working together |placed on the pupil file, it should be in a sealed SECURE DISPOSAL - these
7 |pupil file to safeguarding children. A guide to inter- [envelope and then retained for the same period of  |records MUST be shredded
agency working to safeguard and promote |time as the pupil file.
the welfare of children March 2015"
"Keepi hild fe in educati
eeping I, ren sate in education DOB of the child + 25 years then review. This
Statutory Guidance for schools and retention period was agreed in consulation with the
Child protection information held in colleges March 2015"; "Working together p . & . SECURE DISPOSAL - these
5.1.4 Yes Safeguarding Children Group on the understanding

separate files

to safeguarding children. A guide to inter-
agency working to safeguard and promote
the welfare of children March 2015"

that the principal copy of this information will be
found on the Local Authority Social Services record.

records MUST be shredded

5.2

Attendance




Dat
- A e a' .. . . . Action at the end of the
Basic File Description Protection Statutory Provisions Retention Period (Operational) . .
administrative life of the record
Issues
School attendance: Departmental advice . .
. . Every entry in the attendance register must be
. for maintained schools, academies, .
5.2.1 |Attendance Registers Yes . » preserved for a period of three years after the date o |SECURE DISPOSAL
independent schools and local authorities .
nwhich the entry was made.
October 2014
Correspondence relating to
5.2.2 p ng Education Act 1996 Section 7 Current academic year + 2 years SECURE DISPOSAL
authorised absence
5.3|Special Educational Needs
Data
Action at the end of the
Basic File Description Protection Statutory Provisions Retention Period (Operational) . .
administrative life of the record
Issues
REVIEW - this retention period is
the minimum retention period
that any pupil file should be
kept. Some authorities choose to
keep SEN files for a longer
period of time to defend
Special Educational Needs files, themselves in a "failure to
5.3.1 P ) . Yes Limitation Act 1980 (Section 2) DOB of the pupil + 25 years . - o
reviews and Individual Care Plans provide a sufficient education
case. There is an elemnt of
business risk analysis involved in
any decision to keep records
longer than the minimum
retention period and this should
be documented.
Statement maintained under section
SECURE DISPOSAL unless the
234 of the Education Act 1990 and Education Act 1996 Sepecial Educational |DOB of the pupil + 25 years (this would normally be . .
5.3.2 Yes o . . e document is subject to a legal
any amendments made to the Needs and Disability Act 2001 Section 1 retained on the pupil file) hold
statement
SECURE DISPOSAL unless the
Advice and information provided to . . L DOB of the pupil + 25 years (this would normally be ; .
5.3.3 . . Yes Special Educational Needs and Disability Ag . e document is subject to a legal
parents regarding educational needs retained on the pupil file) hold
SECURE DISPOSAL unless the
DOB of the pupil + 25 years (this would normally be
5.3.4 |Accessibility Strategy Yes Special Educational Needs and Disability Ag . pup . y ( y document is subject to a legal
retained on the pupil file)
hold
Curriculum Management

6.1

Statistics and Management Information




Data

Action at the end of the

Basic File Description Protection Statutory Provisions Retention Period (Operational) . .
administrative life of the record
Issues
6.1.1 |Curriculum returns No Current year + 3 years SECURE DISPOSAL
6.1.2 |Examination Results (Schools Copy) |Yes
SATS records - Yes
The SATS results should be recorded on the pupil's
educational file and will therefore be retained unti
Ith il hes th f 25 . The school
Results € puprireaches the age ot 2> years. The SN0l = | gp - )rE DISPOSAL
may wish to keep a composite record of all the whole
year SATs results. These could be kept for current
year + 6 years to allow a suitable comparison.
Th inati hould be kept until
Examination Papers © examination papers should be Keptuntitany oe cRE DISPOSAL
appeals/validation process is complete
Published Admission Number (PAN
6.1.3 |Published Admission Number (PAN) —f, Current year + 6 years SECURE DISPOSAL
Reports
6.1.4 [Value Added and Contextual Data Yes Current year + 6 years SECURE DISPOSAL
6.1.5 [Self Evaluation Forms Yes Current year + 6 years SECURE DISPOSAL
6.2 |Implementation of Curriculum
Dat
- _— @ a. L . . . Action at the end of the
Basic File Description Protection Statutory Provisions Retention Period (Operational) . .
lssues administrative life of the record
6.2.1 [Schemes of Work No Current year + 1 year It may be appropriate to review
6.2.2 |Timetable No Current year + 1 year these records at the end of each
6.2.3 [Class Record Books No Current year + 1 year year and allocate a further
6.2.4 |Mark Books No Current year + 1 year retention period or SECURE
6.2.5 |Record of homework set No Current year + 1 year DISPOSAL
Where possible pupils' work should be returned to
6.2.6 |Pupils' Work No the pupil at the end of the academic year if this is not |SECURE DISPOSAL

the school's policy then current year + 1 year

Extra Curricula Activities

7.1

Educational Visits outside the Classroom

Basic File Description

Protection

Data

Issues

Statutory Provisions

Retention Period (Operational)

Action at the end of the
administrative life of the record




Records created by schools to obtain
approval to run an Educational Visit

Outdoor Education Advisers' Panel
National Guidance website

7.11 . . No http://oeapng.info specifically Section 3 - |Date of visit + 14 years SECURE DISPOSAL
outside the Classroom - Primary . N
Legal Framework and Employer Systems
School . " .
and Section 4 - "Good Practice".
Although the consetn forms
could be retained for DOB + 22
years, the requirement for them
Parental consent forms for school . .
) . . . being needed is low and most
7.1.3 |trips where there has been no major |Yes Conclusion of the trip
L schools do not have the storage
incident . . .
capacity to retain every single
consent form issued by the
school for this period of time.
. . DOB of the pupil involved in the incident + 25 years.
Parental permission slips for school The permission slips for all the pupils on the trip need
7.1.4 |trips - where there has been a major |Yes Limitation Act 1980 (Section 2) P P pup P

incident

to be retained to show that the rules had been
followed for all pupils.

7.3|Family Liaison Officers and Home School Liaison Assistants
Data
. o . . . . . Action at the end of the
Basic File Description Protection Statutory Provisions Retention Period (Operational) L o
administrative life of the record
Issues
7.3.1 |Day Books Yes Current year + 2 years then review
Reports for outside agencies - where
the report has been included on the
7.3.2 .p . Yes Whilst child is attending school and then destroy
case file created by the outside
agency
7.3.3 |Referral forms Yes While the referral is current
Current year then review, if contact is no longer
7.3.4 [Contact data sheets Yes . y &
active then destroy
. Current year then review, if contact is no longer
7.3.5 |Contact database entries Yes .
active then destroy
7.3.6 |Group Registers Yes Current year + 2 years then review

Central Government and Local Authority

8.1

Local Authority

Basic File Description

Protection

Data

Issues

Statutory Provisions

Retention Period (Operational)

Action at the end of the
administrative life of the record




8.1.1

Day Books

No

Outdoor Education Advisers' Panel
National Guidance website

http://oeapng.info specifically Section 3 -
"Legal Framework and Employer Systems"

and Section 4 - "Good Practice".

Date of visit + 14 years

SECURE DISPOSAL

7.13

Parental consent forms for school
trips where there has been no major
incident

Yes

Conclusion of the trip

Although the consetn forms
could be retained for DOB + 22
years, the requirement for them
being needed is low and most
schools do not have the storage
capacity to retain every single
consent form issued by the
school for this period of time.

7.1.3

Parental consent forms for school
trips where there has been no major
incident

Yes

Conclusion of the trip

Although the consetn forms
could be retained for DOB + 22
years, the requirement for them
being needed is low and most
schools do not have the storage
capacity to retain every single
consent form issued by the
school for this period of time.




