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SCHOOL RECORDS MANAGEMENT POLICY and PROCEDURES  

SCOPE  

1. This policy applies to all records created, received or maintained by staff of the Academy in the  course 

of carrying out its functions. 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. All personal information in hard copy format is kept in a locked cabinet.  The cabinet 

should be locked when the room is unattended. Electronic personal information should  be 

adequately password protected.  

RESPONSIBILITIES  

2. The school has a corporate responsibility to maintain these records and record keeping systems in  

accordance with the GDPR and other regulatory requirements. The person with overall responsibility  

for this policy is the Compliance Manager who will give guidance for good records management  

practice under the GDPR and will promote compliance with this policy so that information will be  

retrieved easily, appropriately and in a timely fashion.   

All staff whether permanent, contracted, or temporary must ensure that records for which they are  

responsible are accurate, fit for purpose, kept securely, and are maintained and disposed of in  

accordance with the school’s Records Retention Schedule.  

2.1 PUPIL FILES   

Pupil admission records, including correspondence with parents or outside agencies, details of  

complaints made by parents and other information relating to the child’s education should be kept  

in one organised file. Any relevant medical information, safeguarding, child protection  

reports/disclosures should be stored in the file in an envelope clearly marked as such. The 

following information is subject to shorter retention periods and, therefore should be stored  

separately in the personal file for the pupil in the school office:  

∙ Absence notes  

∙ Parental and, where appropriate, pupil consent forms for educational visits, photographs,  

videos, etc   

∙ Correspondence with parents about minor issues, e.g. behaviour  

2.2 SEND FILES   

Pupils SEN information and any EAL support information must be stored separately and  

securely in another location. For demarcation and inspection purposes, a colour or card  

system must be placed on the pupil file in the secretary’s office. The file must also contain  

reference to the online place if any key information is stored.  
 
 
 
 
 
 
 
 
 



 
 

3.    STORAGE OF PUPIL and STAFF RECORDS   

All pupil and staff records should be kept securely at all times in lockable storage areas with  

restricted access, and the contents should be secure within the file. Equally, electronic records  

should have appropriate security.   

Access arrangements for pupil and staff records should ensure that confidentiality is maintained  

whilst equally enabling information to be shared lawfully and appropriately, and to be accessible for  

ONLY those authorised to see it.  

On exit of an SEND pupil from the Academy, their PUPIL file must be combined with their SEND file  

and then stored in the archive section of the SEND department.  

A consistent file cover should be used for ALL pupil records. This assists when records are 

transferred within the academy or elsewhere.  

Many retention periods are triggered after the ‘closure’ of a record, therefore Leavers files must have  

a date of leaving (DOL) and year group of pupil clearly written on the front cover of files for ease of  

identification of files to ensure retention or disposal at the appropriate times.  

All filing cabinet drawers used for the storage of pupil or staff files, both current and leavers, MUST  

also be clearly marked to indicate contents and year range. They must also remain locked.  

4. IT RECORDS  

The storage and retention of digital information will be handled on a day-to-day basis by the IT team  

under the guidance of the Director General, ensuring that records are held securely, backed up on  

suitable systems, archived when necessary and checked regularly for ease of retrieval when required.  

5. HR RECORDS OF STAFF   

Staff files should contain information relating to initial recruitment and checks, then any  

information or decisions that affect the employment terms and conditions, i.e. the employment  

history and/or pay and pensions. Outcomes from formal processes such as disciplinary, grievance,  

dignity at work, capability, investigation files/ notes, disciplinary warnings etc. must be held in  

accordance with retention schedule requirements and only weeded out for disposal at the  

appropriate times.  

6. ARCHIVES   

Once a file has been closed it will be moved out of the current filing system and stored in the archive  

room until it has reached the end of its retention period. Some records (including accounting and  

staff) may be archived until being disposed of. Archived records will be treated as being as  

confidential as current records. They will not necessarily be as accessible as current records but will  

still be retrievable.  

 

7. HANDOVER PROCESS   

When a staff member moves on from their current role or leaves a position, they are expected to  

carry out a proper handover process of their organised filing system and archives to ensure a  

smooth transition. The handover must be done face-face and supported by a written document.  

Line Managers have the responsibility of ensuring staff they manage receive a detailed handover.  

 

 



 

 

8. REVIEWING   

This policy will be reviewed annually. Unscheduled reviews will take place in the event of a significant  

change.  

9. RELATIONSHIP WITH EXISTING POLICIES  

This policy has been drawn up within the context of:  

● Data Protection Policy  

● Data Retention Policy  

● Safer Recruitment Policy  

● Staff & Pupil Privacy Notice  

10. MONITORING AND COMPLIANCE  

Ongoing monitoring of compliance with this policy will be undertaken on a regular basis by  

the Compliance Manager and team, with assistance from the SLT. A compliance audit will  

be performed every 6 months.  

.  


