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THE NELSON THOMLINSON SCHOOL

RECORDS MANAGEMENT PROCEDURE
PART OF THE GDPBLICY



DATARECORDS & RETENTION

This guidance is linked to sections 24 and 25 of the NTS GDPR policy which outlines our procedures for
dataretention and disposal

Theschool has adopted guidance issuedig Information & Records Management Societgchool
Toolkithttp://irms.org.uk/page/SchoolsToolkit

The relevant sections are shared with staff as part of GDPR training.
All staff should refer to this prior to the secure disposal of any documentation/records.

Facilities are made available for staff to securely dispose of sensitive records.

DATADESTRUCTION LOG

The DPQnanages a destruction log on behalf of all data processors within NTS. The log is maintained
within the GDPRIS tool.


http://irms.org.uk/page/SchoolsToolkit
http://irms.org.uk/page/SchoolsToolkit

Management of the School

This section contains retention periods connected to the general management of the school. This covers the work of the Governing Body,
the Headteacher and the senior management team, the admissions process and operational administration.

1.1 Governing Body

Basic file description

Statutory Provisions

Data Prot Issues Retention Period [Operational]

Action at the end of the
administrative life of the record

1.1.1 Agendas for Governing Body There may be data One copy should be retained with SECURE DISPOSAL!
meetings protection issues if the master set of minutes. All other
the meeting is dealing copies can be disposed of
with confidential
issues relating to staff
1.1.2 Minutes of Governing Body meetings There may be data
protection issues if
the meeting is dealing
with confidential
issues relating to staff
Principal Set (signed) PERMANENT If the school is unable to store these
then they should 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.
1.1.3 Reports presented to the Governing There may be data Reports should be kept for a SECURE DISPOSAL or
Body protection issues if minimum of 6 years. However, if the retain with the signed set of the
the report deals with minutes refer directly to individual minutes
confidential issues reports then the reports should be
relating to staff kept permanently
1.1.4 Meeting papers relating to the annual No Education Act 2002, Date of the meeting + a minimum SECURE DISPOSAL
parents’ meeting held under section Section 33 of 6 years

33 of the Education Act 2002

1 In this context SECURE DISPOSAL should be taken to mean disposal using confidential waste bins, or if the school has the 2

facility, shredding using a cross cut shredder

These are the copies which the clerk to the Governor may wish to retain so that requestors can view all the appropriate

information without the clerk needing to print off and collate redacted copies of the minutes each time a request is made



1.1 Governing Body

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

1.1.5  Instruments of Government including  No PERMANENT These should be retained in the
Articles of Association school whilst the school is open

and then offered to County Archives
Service when the school closes.
1.1.6  Trusts and Endowments managed by ~ No PERMANENT These should be retained in the
the Governing Body school whilst the school is open

and then offered to County Archives
Service when the school closes.

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

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

1.1.9  Records relating to complaints dealt Yes Date of the resolution of the SECURE DISPOSAL
with by the Governing Body complaint +a minimum of 6 years

then review for further retention in
case of contentious disputes

1.1.10  Annual Reports created under the No Education (Governor's Date of report + 10 years SECURE DISPOSAL
requirements of the Education Annual Reports)
(Governor’s Annual Reports) (England) (England) (Amendment)
(Amendment) Regulations 2002 Regulations 2002 SI 2002
No 1171
1.1.11  Proposals concerning the change No Date proposal accepted or declined ~ SECURE DISPOSAL
of status of a maintained school + 3 years

including Specialist Status Schools
and Academies

Please note that all information about the retention of records concerning the recruitment of Head Teachers can be found in the Human Resources section below.






