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RECORDS MANAGEMENT POLICY

INTRODUCTION

1. Avanti Schools Trust (“the Trust”) processes a significant amount of personal information
about its pupils, parents, staff, volunteers and other individuals that we come into contact

with. This can include sensitive information (“Special Category Data”).

2. The UK General Data Protection Regulation (the retained EU law version of the General Data
Protection Regulation (EU) 2016/679) (“GDPR”) requires that we keep personal information
for no longer than it is necessary for the purposes that it was processed. This is known as the
principle of ‘Storage Limitation’. This Policy has been implemented to ensure that we meet

this important requirement.

3. This procedure applies to all Trust staff, trustees, volunteers and contractors.

THE IMPORTANCE OF STORAGE LIMITATION

4. For those tasked with meeting the requirements of this Policy, it is important to understand

why we must not keep personal information for longer than is necessary.

5. Where the Trust holds personal information, it will always do so for a purpose that is necessary
for it to function effectively. Once it becomes unnecessary to hold personal information, it
creates risks that the data will become irrelevant, excessive or in inaccurate. This can create
risks to individuals because using their data could have negative consequences for them. A
further problem that arises when information is held longer than necessary, is that it creates
operational inefficiencies for the Trust. For example, it can lead to unnecessary costs
associated with storage and security of data, or increased time spent responding to subject

access requests due to the time spent reviewing records unnecessarily.

6. With the above context being understood, those tasked with undertaking the requirements
of this Policy are not only supporting the Trust to meet its legal obligations under the UK GDPR,

but also supporting us to operate efficiently.
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THE PROCEDURE

7. Our Procedure is designed to be user friendly and easy to follow. There are 3 specific stages

which are as follows:

(1) Review
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these. In these circumstances, personal information that is deemed to be no longer

necessary must be
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1. Governance

1.1 Governance of the Academy Trust

Basic file description Data Protection Statutory Provisions Retention Period [Operational] Action at end of administrative
Issues life of the record
1.1.1 | Appointment of Trustees, Yes Life of appointment + 6 years SECURE DISPOSAL
Governors and Directors
1.1.2  Accessibility Plan There may be if

the plan refersto
specific pupils
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1.2.5 | Records relating to the Could be if the Companies Act 2006 (section Minutes must be kept for at least OFFER TO ARCHIVES
management of the Annual | minutes referto | 248) 10 years from the date of the
General Meeting living individuals meeting
Governors
1.2.6 | Agenda for Governing Body | May be data One copy should be retained with SECURE DISPOSAL
meetings protection issues the master set of minutes. All other
if the meeting is copies can be disposed of
dealing with
confidential
issues relating to
staff
1.2.7 | Minutes of, and papers May be data
considered at, meetings of protection issues
the Governing Body and its if the meeting is
committees dealing with
confidential
issues relating to
staff
Principal set (signed) Life of Academy
Inspection copies Date of meeting + 3 years SECURE DISPOSAL
1.2.8 | Reports presented to the May be data Reports should be kept for a SECURE DISPOSAL
Governing Body protection issues minimum of 6 years. However, if or retain with the signed set of
if the meeting is the minutes refer directly to minutes
dealing with individual reports, then the reports
confidential should be kept for the life of the
issues relating to Academy
staff
1.2.9 | Records relating to Yes Date of the resolution of the SECURE DISPOSAL
complaints dealt with by the complaint + a minimum of 6 years
Governing Body then review for further retention in
case of contentious disputes
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1.3.2 | Records held under Yes Regulation 15 Retirement From the end of the year in which | SECURE DISPOSAL
Retirement Benefits Benefits Schemes (Information | the accountswere signed for a
Schemes (Information Powers) Regulations 1995 minimum of 6 years
Powers) Regulations 1995 (S11995/3103)
1.3.3 | Management of the Yes Date of last payment on the SECURE DISPOSAL
Teachers’ Pension Scheme pension + 6 years
1.3.4 | Records relating to pension | Yes Date of last payment on the SECURE DISPOSAL
registrations pension + 6 years
1.3.5 | Payroll records Yes Date of payroll run + 6 years SECURE DISPOSAL
1.3.6 | Student Grant applications Yes Current year + 3 years SECURE DISPOSAL
1.3.7 | School Fund - Invoices No Current year + 6 years SECURE DISPOSAL
1.3.8 | School Fund - Receipts No Current year + 6 years SECURE DISPOSAL
1.3.9 | School Fund — Bank No Current year + 6 years SECURE DISPOSAL
statements
School Meals?
1.3.10 | Free school meals registers Yes Current year + 6 years SECURE DISPOSAL
1.3.11 | School meals registers Yes Current year + 3 years SECURE DISPOSAL

2 Unless it would be unreasonable to do so, school lunches should be provided when they are requested by, or on behalf of, any pupil. A school lunch must be provided free of charge to any
pupil entitled to free school lunches. From September 2014, free school lunches must be provided to all KS1 pupils.
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3. Management of the Academy

3.1 Admissions

. Basic file description Data Protection | Statutory Provisions _
Issues
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5. Curriculum Management

5.1 Statistics and Management Information

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

5.1.1 | Examination results (schools | Yes Current year + 6 years SECURE DISPOSAL
copy)

5.1.2 | SATs records Yes
e Results The SATSs results should be SECURE DISPOSAL

recorded on the pupil’s educational
file and will therefore be retained
until the pupil reaches the age of 25
years. The school 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 suitable comparison
e Examination papers The examination papers should be | SECURE DISPOSAL
kept until any appeals/validation
process is complete
5.1.3  Published Admission Yes Current year + 6 years

Number (PAN) reports
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6. Extracurricular Activities

6.1 Educational Visits outside the Classroom

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

6.1.1 | Parental consent forms for Yes Conclusion of the trip Although the consent forms could
school trips where there be retained for date of birth + 25
has been no major incident® 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

6.1.2 | Parental permission slips Yes Limitation Act 1980 (section 2) | Date of birth of the pupil
for school trips — where involved in the incident + 25
there has been a major years. The permission slips for all
incident the pupils on the trip need to be

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



http://www.gov.uk/government/publications/consent-for-school-trips-and-other-off-site-activities

RECORDS MANAGEMENT POLICY




RECORDS MANAGEMENT POLICY

APPENDIX B
RECORD OF DESTRUCTION
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APPENDIX C
CERTIFICATE






