Record Keeping and Retention Policy
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This policy sets out guidelines for recording, managing, storing and disposing of data, whether they are held on paper or electronically. It should be read and used in conjunction with the following policies:
• Data Protection Policy
• Admissions Policy 
Members of staff are expected to manage their current record keeping systems using the Record Keeping and Retention Policy and to take account of the different kinds of retention periods when they are creating new record keeping systems.
The information held on JAMES electronic database covers: the name, address, emergency contact details, daily attendance etc. Confidentiality of personal information is protected in accordance with JAMES Data Protection Policy.
Young people/ Families with Special Educational, Welfare or Medical Needs
The names of young people/ families with special educational, welfare or medical needs are recorded and any special provision to be made for individual pupils are made available to those staff with a need to know that information.
Access by Staff
Appropriate staff are able to access JAMES’ password protected database. Staff may consult appropriate records held. Access to financial records is restricted to the Finance Manager, the Management Team and the JAMES Board.
Data Protection Policy
Young people and families engage with JAMES in the knowledge that data will be collected periodically and stored and processed in order to allow for the efficient operation of the organisation. 
Staff Induction
All new staff will be given training on accessing and managing records (including the database), as part of their induction.
Security
As a guiding principle, the 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. 
Retention Periods
One consideration in whether it is necessary or desirable to keep records is possible future litigation. Ideally, therefore, records would not be disposed of until the limitation period for bringing a claim has passed. For pupils, limitation periods will only apply from the age of 18 years. We keep all records of past pupils until a pupil is 25 years old. At that point, we securely destroy all records. 
The table at the end of this policy provides guidance on retention periods for different records held by JAMES.
Unless there is a specific statutory obligation to hold or destroy records, the retention periods are not prescriptive limits. Retention periods may be shorter or longer than the suggested document retention period, according to context. If in doubt, advice should be sought through the Management Team.
Disposal of Documents
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. 
Paper records should be shredded using a cross-cutting shredder; CDs / DVDs / diskettes 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 process and dispose of the information securely. 
Transfer of information to other media 
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.
	Trustees 

	Basic File information 
	Statutory Provisions
	Retention Period [operational]
	Action at the end of the administrative life of the record

	Minutes
	
	
	

	· Principal set (signed)
	
	Permanent
	Retain for 6 years from date of meeting

	Agendas
	
	Date of meeting
	DESTROY

	Reports
	
	Date of report + 6 years
	Retain for 6 years from date of meeting

	Instruments of Government
	
	Permanent
	Retain in whilst organisation is operational 

	Policy documents
	
	Expiry of policy
	Retain whilst policy is operational 

	Complaints files
	
	Date of resolution of complaint + 6 years
	Retain for the first six years Review for further retention in the case of contentious disputes Destroy routine complaints

	
	
	
	

	Management 

	Correspondence created by Management Team 
	
	Date of correspondence + 3 years
	DESTROY

	Development plans
	
	6 years
	Destroy / review 

	
	
	
	

	Young People and Families 

	Admission and attendance Registers
	
	Date of last entry in the book (or file) + 6 years
	Retain for 6 years from the date of the last entry

	Pupil files
	
	DOB of the pupil + 25 years
	Destroy 

	Accreditation Files
	
	DOB of the pupil + 25 years
	Destroy

	Special Educational Needs files, reviews and Individual Education Plans
	
	DOB of the pupil + 25 years
	Destroy 

	Examination results

	
	Year of examinations + 6 years
	DESTROY

	Family Files 
	
	Final year of engagement +10 years 
	Destroy or Review to see whether a further retention period is required

	Any other records created in the course of contact with pupils/ families
	
	Current year + 6 years
	Review at the end of 6 years and either allocate a further retention period or DESTROY

	EHCP,  statement or proposed statement
	SEN and Disability Act
	DOB + 30 years 
	DESTROY unless legal action is pending

	Advice and information to parents/ guardians regarding educational/ young person needs
	SEN and Disability Act
	12 years
	DESTROY unless legal action is pending

	Accessibility and other Strategy documents
	SEN and Disability Act
	12 years
	DESTROY unless legal action is pending

	
	
	
	

	Curriculum

	Curriculum development
	
	Current year + 6 years
	Destroy 

	Schemes of work and syllabus 
	
	Current year + 1 year
	Destroy 

	Timetable
	
	Current year + 1 year
	Destroy 

	
	
	
	

	Personnel

	Timesheets, sick pay
	
	Current year + 6 years
	Destroy 

	Staff Personal files
	
	Termination + 6 years
	Destroy 

	Allegations 
	
	Date of allegation investigation + 10 years 
	Destroy 

	Offer letter
	
	While employed at JAMES + 5 years
	

	Pre-employment vetting information (including DBS/CRB checks)
	DBS/ CRB guidelines
	Date of check 
	Check is reviewed by the management team, document number  is only retained 

	Training/ qualification certificates
	
	While employed + 5 years
	

	Disciplinary proceedings
· written warning
	
	Date of warning + 12 months
	Destroy 

	· final warning
	
	Date of warning + 24 months
	DESTROY/ Review 

	Records relating to accident/injury at work
	
	Date of incident + 12 years
	Review at the end of this period. In the case of serious accidents a further retention period will need to be applied

	Annual appraisal/assessment records
	
	Current year + 5 years
	Destroy 

	Maternity pay records
	Statutory Maternity Pay Regulations
	Current year, +3yrs
	Destroy 

	
	
	
	

	Health and Safety

	Accessibility Plans
	Disability Discrimination Act
	Current year + 6 years
	Destroy 

	Accident Reporting
· Adults
	Social Security Regulations
	Current year + 3 years
	Destroy 

	· Children
	Social Security Regulations
	DOB + 25 years
	Destroy 

	COSHH
	
	Current year + 10 years
	Review 

	Incident reports
	
	Current year + 20 years
	Destroy 

	Risk Assessments
	
	Review annually 
	Review / destroy 

	Process of monitoring of areas where employees and persons are likely to have come in contact with asbestos
	
	Last action + 10 years
	Destroy 

	Fire Precautions log books
	
	Current year + 10 years
	Destroy 

	
	
	
	

	Administrative

	Employer's Liability certificate
	
	Permanent whilst the organisation is open – replace certificate when renewed
	DESTROY once the organisation has closed

	JAMES brochure/prospectus
	
	Current year + 6
	Destroy / review 

	Newsletters, publicity
	
	Current year + 3
	Review to see whether a further retention period is required

	Visitors books / sign in sheets 
	
	Current year + 3
	Review to see whether a further retention period is required

	
	
	
	

	Finance

	Annual Accounts
	Financial Regulations
	Current year + 10 years
	Review to see whether a further retention period is required

	Grant agreements
	Financial Regulations 
	Last payment of the grant + 12 years or as grant stipulates 
	Destroy or Review to see whether a further retention period is required

	Contracts
	
	Contract completion date + 10 years
	Destroy 

	Budget reports, budget monitoring etc
	
	Current year + 6 years
	Destroy 

	Invoice, receipts and other records covered by the Financial Regulations
	Financial Regulations
	Current year + 12 years 
	Destroy or Review to see whether a further retention period is required

	Petty cash and related information 
	Financial Regulations 
	Current year + 12 years
	Destroy or Review to see whether a further retention period is required

	
	
	
	

	Property

	Plans
	
	Permanent  
	Retain whilst operations 

	Maintenance and contractors
	Financial Regulations
	Current year + 6 years
	Destroy or Review to see whether a further retention period is required

	Leases
	
	Expiry of lease + 6 years
	Destroy 

	Maintenance log books
	
	Last entry + 10 years
	Destroy 

	
	
	
	

	Communications/ Media

	CCTV
	
	
	Delete data 

	Mobile Phones
	
	Once it is unable to meet update requirements or 6 years
	Delete data, return to factory settings, securely destroy

	Laptop/ Computer/ tablet device
	
	Once it is unable to meet up-date requirements or 10 years 
	Delete data, return to factory settings, securely destroy

	
	
	
	

	DfES
	
	
	

	OFSTED reports and papers
	
	Replace former report with any new inspection report
	No longer required due to de-registration. Historical reports are available publicly
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