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Purpose and Scope

The purpose and scope of this policy is to define the controls required for the establishment,
maintenance and control of documents and data that support the activities of The Fernwood
Academy Trust.

The Record Management policy lays down the length of time which the record needs to be
retained and the action which should be taken when it is of no further administrative use.

Members of staff are expected to manage their current record keeping systems using the
retention schedule and to take account of the different kinds of retention periods when they are
creating new record keeping systems.

The retention schedule refers to all information, regardless of the media in which they are stored.

Documented Information

The ‘management system’ is the collective term used to describe the occupational activities
(processes) and written information to control and reflect this (policies, manuals, procedures,
arrangements, forms, etc.). This Documented Information can exist in hard copy and/or
electronic format however any printed or distributed item is always to be considered
‘uncontrolled’.

Instructional documents, such as; policy statements, manuals, handbooks, procedures, flow
charts arrangements, work orders, method statements, etc., are available to read, providing
guidance on the organisation’s requirements and the way in which processes should function.

Working documents include; forms, spreadsheets, databases, drawings, etc. These maybe
project or time specific and information may be added to these during the process, thus creating
‘records’. It is essential that the most up to date version of a document be held, understood and
in place at the point of use.

Control of Records

Physical records generated as a result of operational activity shall be stored under suitable
conditions and adequately protected in order to ensure that they remain legible, readily
identifiable and retrievable.

The information recorded in hard copy may also available electronically, however, for ease of
reference all hard copy records that are of no further administrative use will be a secure location
(the School Archives) or with an approved archiving company at an offsite location. The retention
period of hard copy records will follow the retention criteria found in the Document Retention
section of the policy.

Once the retention period has expired, a senior leader shall authorise destruction via shredding
of any sensitive items, prior to disposal with general company waste paper.
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Electronic records created are held centrally on The Fernwood Academy Trust's servers. Daily
back-ups of data are carried out internally with full system weekly backups copied to tapes. Full
annual system backups are made annually and retained in accordance with our data Record
Management policy. Daily backups of critical data are also copied to an external service
provider.

Data Protection

Data Protection, confidentiality and the best practices to adopt will form part of our training for
all staff and starts with the confidential nature of documentation and records. It is accepted that
all documents are uncontrolled once printed, however it remains imperative that all
documentation and records are treated as operationally sensitive with consideration of data
protection and safeguarding risks.

Document Retention

Once data records are of no further use to the operational administrative requirements of the
establishment the data retention period should be applied. At the end of the data retention
period data records should be destroyed. Please find below definitions of actions which may
apply to the retention or disposal of data record.

# Disposal
Where records have been identified for destruction they should be disposed of in an
appropriate way. All records containing personal information, or sensitive policy
information should be shredded before disposal (Secure Disposal). Records that contain
personal information that made freely available to the public and contain no sensitive
data may be disposed using general waste manage facilities

¥ Transfer of records to the School Archives (Retain)
Where records have been identified as being worthy of long term or permanent
preservation, arrangements should be made to transfer the records to the School
Archives.

¥ Transfer of information to other media (Transfer)
Where lengthy retention periods have been allocated to records, members of staff may
wish to consider converting paper records to other media such as digital media. The
lifespan of the media and the ability to migrate data where necessary should always be
considered.
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1. Management of The Fernwood Academy Trust
1.1 Governing Body
Ref Basic file Data Protection Retention Period Action at the end
description Issues [Operational] of the
administrative life
of the record
111 Agendas for There may be data One copy will be SECURE DISPOSAL
Governing Body protection issues if the retained with the master
meetings meeting is dealing with set of minutes. All other
confidential issues copies are to be securely
relating to staff disposed.
11.2 Minutes of Governing | There may be data
Body meetings protection issues if the
meeting is dealing with
confidential issues
relating to staff
Principal Set (signed) PERMANENT If the Trust is unable
to store these then
they will be offered to
the County Archives
Service
Inspection Copies Date of meeting + 3 years | If these minutes
contain any sensitive,
personal information
they must be
shredded.
11.3 Reports There may be data Reports should be kept SECURE DISPOSAL
presented to the protection issues if the for a minimum df6years. or
Governing Body report deals with However, ifthe minutes . .
confidential issues refer directly to retain with t,he signed
relating to staff individual reports then set of the minutes
the reports should be
kept permanently
114 Meeting papers No Date of the meeting + a SECURE DISPOSAL
relating to the minimum of 6 years
annual parents’
meeting held under
section 33 of the
Education Act 2002
02 June 2021
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1.1 Governing Body (continued...)

Ref Basic file Data Protection Retention Period Action at the end

description Issues [Operational] of the
administrative life
of the record

1.1.5 Instruments of No PERMANENT These will be

Government retained in the

including Articles of school whilst the

Association Trust is open and
then offered to
County Archives
Serviceifthe Trust
closes.

1.1.6 Trusts and No PERMANENT These will be
Endowments retained in the
managed by the school whilst the
Governing Body Trust is open and

then offered to
County Archives
Serviceifthe Trust
closes.

117 Action plans created | No Life of the action plan + 3 | SECURE DISPOSAL
and administered by years
the Governing Body

1.1.8 Policy documents No Life of the policy + 3 years | SECURE DISPOSAL
created and
administered by

the Governing
Body

1.1.9 Recordsrelatingto Yes Date of the resolution of SECURE DISPOSAL
complaintsdealt the complaint + a
with by the minimum of 6 years then
Governing Body review for further

retention in case of
contentious disputes

1.1.10 Annual Reports No Date of report + 10 years SECURE DISPOSAL
created under the
requirements of the
Education
(Governor'sAnnual
Reports)(England)

(Amendment)
Regulations 2002
111 Proposals No Date proposal accepted or | SECURE DISPOSAL

concerning the
change of status
of a maintained
school including
Specialist Status
Schools and
Academies

declined

+ 3 years
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1.2 Head Teacher and Senior Management Team

Ref Basic file Data Protection Retention Period Action at the end
description Issues [Operational] of the
administrative life
of the record
121 Log books of There may be data Date of last entry If the data is
activity in the protection issues if the in the book + a considered to be
school log book refers to minimum of 6 of permanent
maintained by individual pupils or years then review historicalvalue
the Head members of staff they will be
Teacher offeredtothe
County Archives
Service if
appropriate
122 Minutes of Senior There may be data Date of the meeting + SECURE DISPOSAL
Management Team protection issues if the 3yearsthen review
meetings and the minutes refers to
meetings of other individual pupils or
internal members of staff
administrative
bodies
1.2.3 Reports created There may be data Date of the report + a SECURE DISPOSAL
by the Head protection issues if the minimum of 3 years
Teacher or the report refers to then review
Management individual pupils or
Team members of staff
124 Records created There may be data Current academic year SECURE DISPOSAL
by head teachers, protection issues if the + 6 years then review
deputy head records refer to
teachers, heads individual pupils or
of year and other members of staff
members of staff
with
administrative
responsibilities
125 Correspondence There may be data Date of correspondence + | SECURE DISPOSAL
created by head protection issues if the 3 years then review
teachers, deputy correspondence refers to
head teachers, individual pupils or
heads of year and members of staff
other members of
staff with
administrative
responsibilities
126 Professional Yes Life of the plan + 6 years SECURE DISPOSAL
Development Plans
127 School Development | No Life of the plan + 3 years SECURE DISPOSAL
Plans
02 June 2021
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1.3 Admissions Process

Ref Basic file Data Protection Retention Period Action at the end
description Issues [Operational] of the
administrative life
of the record
1.3.1 All records relatingto | No Life of the policy + 3 years | SECURE DISPOSAL
the creation and then review
implementation of
the School
Admissions’ Policy
1.3.2 Admissions - if Yes Date of admission + 1year | SECURE DISPOSAL
the admission
is successful
1.3.3 Admissions - if the Yes Resolution of case + 1year | SECURE DISPOSAL
appeal is unsuccessful
1.3.4 Register of Yes Every entry in the Review
Admissions admission register must be )
preserved for a period of If there are nossion
threeyearsafterthedate on register
whichthe entry was made. permanently as
often schools
receiveenquiries
frompastpupilsto
confirmthe dates
theyattendedthe
school.
1.3.5 Admissions - Yes Current year + 1 year SECURE DISPOSAL
Secondary Schools -
Casual
1.3.6 Proofs of address Yes Current year + 1year SECURE DISPOSAL
supplied by
parents as part of
the admissions
process
137 Supplementary Yes
Information form
including additional
information such as
religion, medical
conditions etc
For successful Thisinformationwill be SECURE DISPOSAL
admissions added to the pupil file
For unsuccessful Until appeals process SECURE DISPOSAL
admissions completed
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1.4 Operational Administration

Ref

Basic file
description

Data Protection
Issues

Retention Period
[Operational]

Action at the end
of the
administrative life
of the record

1.4.1

General file series

No

Current year + 5 years
then review

SECURE DISPOSAL

1.4.2

Recordsrelatingto
thecreationand
publication ofthe
schoolbrochureor
prospectus

No

Current year + 3 years

STANDARD DISPOSAL|

1.4.3

Recordsrelatingto
thecreationand
distribution of
circularstostaff,
parentsorpupils

No

Current year + 1year

STANDARD DISPOSAL

14.4

Newsletters and
other items with a
short operational
use

No

Current year + 1 year

STANDARD DISPOSAL

1.4.5

Visitors' Books and
Signing in Sheets

Yes

Current year + 6 years
then review

SECURE DISPOSAL

1.4.6

Records
relating to the
creation and
management of
ParentTeacher
Associations
and/or Old
Pupils
Associations

No

Current year + 6 years
then review

SECURE DISPOSAL
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2. Human Resources

2.1 Recruitment
Ref Basic file Data Protection Retention Period Action at the end
description Issues [Operational] of the
administrative life
of the record
211 All records leading | Yes Date of appointment + | SECURE DISPOSAL
up to the 6 years
appointment of a
new headteacher
212 All records leading | Yes Date of appointment of | SECURE DISPOSAL
up to the successful candidate +
appointment of a 6 months
new member of
staff -
unsuccessful
candidates
213 All records leading | Yes All the relevant SECURE DISPOSAL
up to the information will be
appointment of a added to the staff
new member of personalfile (see
staff - successful below)andall other
candidate information retained for
6 months
214 Pre-employment No The school retains SECURE DISPOSAL
vetting information copies of DBS
- DBS Checks certificates for a period
of 6 months.
215 Proofs of identity Yes All the relevant SECURE DISPOSAL
collected as part of information will be
the process of added to the staff
checking personalfile(see
"portable” below)
enhanced DBS
disclosure
216 Pre-employment Yes All the relevant SECURE DISPOSAL
vetting information information will be
- Evidence proving added to the staff
the right to work in personalfile(see
the United below).
Kingdom
2.2 Operational Staff Management
Ref Basic file Data Protection Retention Period Action at the end
description Issues [Operational] of the
administrative life
of the record
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2.2.1 Staff Personal File | Yes Termination of SECURE
Employment + 6 years | DISPOSAL
222 | Timesheets Yes Current year + 6 years | SECURE
DISPOSAL
223 | Annual appraisal/ | Yes I | s:CURE DISPOSAL
assessment
records
Ref Basic file Retention Period Action at the end
description Issues [Operational] of the
administrative life
of the record
Yes SECURE DISPOSAL
Yes
SECURE DISPOSAL
months
months
months
months
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