Nether Kellet Primary School

RECORD KEEPING

Nether Kellet School adheres to Lancashire County Council guidelines related to record
keeping as detailed in the Record Keeping Toolkit 2016 attached to this policy.

Records are kept for a variety of purposes. In Nether Kellet School records are kept relating
to the following broad areas in the main:

Pupil records file

Pupil data: admissions, attendance

Pupil data: assessment by teaching staff and external agencies

Pupil data: Special Educational Needs and Disabilities records

Pupil data: Safeguarding related to “Keeping Children Safe in Education”
Financial data

Staffing data

Premises management data

Email and other electronic data

This policy outlines the school’s policy and practice related to each of these areas.
PUPIL RECORDS FILE

Items which are included on the pupil record:
e the pupil has attended an early years setting, then the record of transfer should be
included on the pupil file
- Admission form (application form)
- Privacy Notice [if these are issued annually only the most recent need be on the file]
- Photography Consents
- Years Record
- Annual Written Report to Parents
- National Curriculum and Religious Education Locally Agreed Syllabus Record Sheets
- Any information relating to a major incident involving the child (either an accident or
other incident)
- Any reports written about the child
- Any information about a statement and support offered in relation to the statement
- Any relevant medical information (should be stored in the file in a sealed envelope
clearly marked as such)
- Child protection reports/disclosures (should be stored in the file in a sealed envelope
clearly marked as such)



- Any information relating to exclusions (fixed or permanent)
- Any correspondence with parents or outside agencies relating to major issues
- Details of any complaints made by the parents or the pupil

PUPIL DATA: ADMISSIONS, ATTENDANCE

Admissions records are stored by school for a minimum of 5 years from a child starting at
school as per legal requirements.

Attendance registers are stored for a minimum of 3 years and electronic records of attendance
are also kept.

This data is disposed of via a secure confidential waste disposal service once the period of
retention is complete.

PUPIL DATA: ASSESSMENT BY TEACHING STAFF AND EXTERNAL
This may take a range of formats:

marked and assessed work.

tests and test marks

statutory assessment papers and marks
teacher’s records on individual pupils attainment

Pupil’s work is returned to the pupil at the end of each academic year; the only exception being
the retention of a sample of work ahead of anticipated Ofsted inspections which is returned to
the pupil following the inspection or at the end of the next academic year, whichever is sooner.

Teacher’s records of pupil assessment and progress are kept for the duration of the child
attending the school where relevant but are destroyed securely once the child has left the
school.

Statutory assessment marks are conveyed to parents and pupils via the end of Year Report.
They are stored in assessment files and on computer systems in school. The class files are
stored in each class accessible to staff and are destroyed once the child has left the school.
Computer files are password protected.

PUPIL DATA: SPECIAL EDUCATIONAL NEEDS AND DISABILITIES RECORDS

Data pertaining to Special Educational Needs, disabilities and medical needs are stored
separately from children’s main records in yellow ring binders which are kept in a secure filing
cabinet. Records and information that is relevant to the current class teacher is also
duplicated for the class SEND file which is kept by the class teacher.

All data pertaining to SEND is stored by the school for a minimum of 25 years from the child’s
date of birth. All relevant information is copied and forwarded to secondary schools or other
primary schools as part of transition. This data is stored securely in the school office.

Once the period of retention is over, data is destroyed through secure confidential waste
disposal.

PUPIL DATA: SAFEGUARDING RELATED TO “KEEPING CHILDREN SAFE IN EDUCATION”

Data pertaining to safeguarding is kept in red folders separate from children’s main school
records. These are stored in a locked filing cabinet.



These are passed on in their entirety as per the Lancashire policy to subsequent schools and a
receipt is obtained following the secure hand over of data.

FINANCIAL DATA

All data related to finance in school is stored on password protected electronic programs and
files or files in the school office.

Financial information is retained for the periods as outlined in the Lancashire Record Keeping
Toolkit. The majority of financial data is stored for 6 years.

STAFFING DATA

Information gathered during recruitment is kept for a minimum of 6 years from the date of
recruitment.

Staff files are kept in a secure filing cabinet and this data is stored for a period of 6 years from
the termination of employment.

Single Central record data is stored in the main record for current staff and in an archive
record for previous staff.

PREMISES MANAGEMENT DATA

All premises management and health and safety data is stored in the school office. It is
retained in accordance with the record keeping toolkit guidelines. The majority of records
related to the premises are stored for 6 years with the exception of Land Registry data which is
stored permanently.

EMAIL AND OTHER ELECTRONIC DATA
Staff email accounts are password protected and secure email is further protected.

Data is stored on the Administration network is accessed only via the office PCs and is
password protected.

Data stored on the Curriculum network is accessible only to teaching staff and is password
protected.

Information of sensitive nature pertaining to child safeguarding or other confidential data is
stored only on the head’s laptop which is backed up on the server but is accessible only to the
head.

GENERAL POLICY ON RECORD KEEPING

The School recognises that by efficiently managing its records, it will be able to comply with its
legal and regulatory obligations and to contribute to the effective overall management of the
institution. Records provide evidence for protecting the legal rights and interests of the school,
and provide evidence for demonstrating performance and accountability. This document
provides the policy framework through which this effective management can be achieved and
audited. It covers:

- Scope

- Responsibilities

- Relationships with existing policies



1. Scope of the policy

1.1 This policy applies to all records created, received or maintained by staff of the school

in the course of carrying out its functions.

1.2 Records are defined as all those documents which facilitate the business carried out by the
school and which are thereafter retained (for a set period) to provide evidence of its
transactions or activities. These records may be created, received or maintained in hard copy
or electronically.

1.3 A small percentage of the school’s records will be selected for permanent preservation as
part of the institution’s archives and for historical research. This should be done in liaison
with the County Archives Service.

2. Responsibilities

2.1 The school has a corporate responsibility to maintain its records and record keeping
systems in accordance with the regulatory environment. The person with overall responsibility
for this policy is the Head of the School.

2.2 The person responsible for records management in the school will give guidance for good
records management practice and will promote compliance with this policy so that
information will be retrieved easily, appropriately and in a timely way. They will also monitor
compliance with this policy by surveying at least annually to check if records are stored
securely and can be accessed appropriately.

2.3 Individual staff and employees must ensure that records for which they are responsible are
accurate, and are maintained and disposed of in accordance with the school’s records
management guidelines.

3. Relationship with existing policies

This policy has been drawn up within the context of:

- Freedom of Information policy

- Data Protection policy

- and with other legislation or regulations (including audit, equal opportunities and
ethics) affecting the school.

Signed: ——_ ——_ [Head of School]




