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INFORMATION PROTECTION AND SECURITY POLICY 
 

 

Name of School:  Headlands Primary School 
 

Person(s) Responsible: Headteacher and Governors  
 

Review Date:  December 2012 (Annual) 
 

Distribution: Governors and whole staff 
 

Web Page: www.headlandsprimary.co.uk 
 

 

Policy Written October 1996 by Jill Roy (Data Protection Policy) 

Reviewed October 1997   New Data Collection Sheet inserted 

Reviewed October 1998 No changes made-awaiting outcome of new directives to arrive Summer 1999 

Reviewed October 1999   Awaiting confirmed new directives from LEA. 

  Meanwhile minor changes page 4 & 6, updated Appendix 1. 

Reviewed October 2000  Included renewal of registration date, new principles of the Data              

 Protection Act, amended Data Sheet ï Appendix 1 and replacement of NEMIS to .ICT. 

Reviewed October 2001   Addition of photograph and speech therapy paragraphs ï page 5 and add Appendix letter. 

Reviewed October 2002   Major changes only one registration page 2, advice on Unique Pupil Numbers 

 page 8, change of ethnic codes page 16 and addition of actual registration as  

 Appendix 1. 

Reviewed October 2003   Name change, minor updating to all pages.  Addition of new appendix 2 (Fair Processing Notice ï 

Sample Text) as advised by IMRS April 2003.  Additional sentence under Disclosure concerning 

exclusions to disclosure (page 8). 

Reviewed October 2004   Amendments made to pages, 4, 5, 6, 9, 10, 16 ,18,19, 20 

Reviewed April 2005    Personnel Sub-Group, Minor changes to pages 4, 5, 6, 9 and 10 

Reviewed October 2005   Personnel Sub-Group.  Change of name from Data Protection Policy to Information Protection 

and Security Policy.  Minor amendments to pages 2, 3, 4, 9 and 12.  Page 5 change to paragraph 

regarding internet, page 6 removal of paragraph re Removals Book and insert new paragraph.  

Remove page 11. Major changes to Data Protection letter (Appendix 2), new layout of Data 

Collection Sheet (Appendix 3), renumber appendices 4 and 4a to 3a and 3b, addition of Appendix 

4 Staff Data Collection Sheet, addition of item 7 on Appendix 5, removal of existing Appendix 6, 

new letter to staff (Appendix 6), updated retention guidelines (new Appendix 7 which replaces 

existing Appendix 7). 

Reviewed October 2006 Personnel Sub-Group, Slight amendment to Appendix 3 to include more detailed travel 

arrangements, change of wording to paragraph 5 in Appendix 3a and change of layout to 

Appendix 3b. 

Reviewed December 2007 Personnel Sub-Group ï No changes. 

Reviewed December 2008 Reviewed by Andrew Lakatos, Angela James- Systems Manager and Personnel Sub-Group. 

Reviewed December 2009 Reviewed by Andrew Lakatos, Angela James ï Systems Manager and Personnel Sub-Group. 

Minor change to page 2, ParentMail information added to page 5, .ICT changed to Capita on all 

pages, page 6, 7, 9, Appendices updated. 

Reviewed December 2010 Reviewed by Andrew Lakatos, Angela James ï Systems Manager and Personnel Sub-Group.  

 Changes made throughout the policy. 

Reviewed December 2011 Reviewed by Andrew Lakatos, Angela James and Personnel Sub-Group ï minor changes made

 to pages 2, 4, 10, 12 and 14 

http://www.headlandsprimary.co.uk/
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The Office of the Data Protection Registrar 
Wycliffe House 
Water Lane  
Wilmslow 
Cheshire SK9 5AF 
 
Telephone 01625 545745 

 

 

 
The Data Protection Registrar holds details of all users of personal data.  It is a requirement that this school 
registers its name and address as a data user. 

 

Headlandsô new annual registration was renewed on 27 March 2011.  The school pays by direct debit 

to renew our registration annually at a cost of £35.  This is paid in March. 

 

A copy of the current Register Entry Report can be found as Appendix 1 and is also kept in the School office 

in a Data Protection file. 

  
The LA has a separate registration covering some activities i.e. 

 
1. Staff records (teaching and non-teaching) held in the school on behalf of the authority to enable it to 

fulfil its duties in connection with operation of the payroll, appointment of staff etc.   
 
2. Supplier and contractor records where these are held in the school in connection with spending a 

budget delegated by the authority. 
 
 
The LA to contact for advice and guidance:- 

 
Freedom of Information and Data Protection Team 
Resources Directorate 
Northamptonshire County Council 
PO Box 136 
County Hall 
Northampton  
NN1 1AT 
 
Telephone: 01604 236719 
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DATA PROTECTION ACT  

A copy of the Data Protection Act 1998 (Standards and Department Guidelines) is available in the school 
office (back office) in the Data Protection File. 

 
The Data Protection Act 1998 is underpinned by eight, common sense principles.  As data controllers school 
will ensure that it handles pupil data in line with these principles. A copy of these principles is pinned to the 
office wall (back office) for easy reference.  

 
Principle One 

 
Personal data shall be processed fairly and lawfully and, in particular, shall not be processed unless:- 

 
a. At least one of the conditions for processing is met and 
b. In the case of sensitive personal data, at least one of the conditions for processing sensitive personal 

data is also met. 

 

Principle Two 

 
Personal data shall be obtained only for one or more specified and lawful purposes and shall not be further 
processed in any manner incompatible with that purpose or those purposes. 
 
Principle Three 
 
Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes for which 
they are processed. 
 
Principle Four 
 
Personal data shall be accurate and, where necessary, kept up to date. 
 
Principle Five 
 
Personal data processed for any purpose or purposes shall not be kept for longer than is necessary for that 
purpose or those purposes. 
 
Principle Six 
 
Personal data shall be processed in accordance with the rights of data subjects under this Act. 
 
Principle Seven 
 
Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing 
of personal data and against accidental loss or destruction of, or damage to, personal data. 
 
Principle Eight 
 
Personal data shall not be transferred to a country or territory outside the European Economic Area unless 
that country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in 
relation to the processing of personal data. 
 
The school will adhere to the eight principles of the Data Protection Act.  These principles will be referred to 
every time when the policy is reviewed by the Headteacher, Governing Body and the designated member of 
staff - annually. 
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REGISTRATION RENEWAL AND ALTERATION  

 

The registration renewal is due annually in March and a direct debit has been set up to cover renewal of this 

registration.  

 

Application forms for Alteration or Removal of Register entries are held in the Data Protection File in the 

school office (back office) and can be used at any time ie at annual review or for a specific purpose not 

covered previously. 

 

 

INFORMING PARENTS OF THE DATA PROTECTION ACT  

 

In March 2010 Fair Processing Notices were replaced with a Privacy Notice.  In September 2010 Headlands 

adopted the new Privacy Notice to inform its parents about the Data Protection Act (this was revised in 

2011/12).  A letter (Appendix 2) is given to parents when their child first starts school and is sent out each 

September.   

 

 

UPDATING INFORMATION  

 

An annual update of information held on the school MIS (Management Information System) for pupils takes 

place in October and a Data Collection Sheet (Appendix 3) is sent in a sealed envelope to parents of current 

pupils so that they can see what is held on the school office computer system and also have the opportunity of 

amending any details.  The school uses text advised by the LA Information, Management and Research 

Services (IMRS), LA Data Protection Officer, together with text advised by the Multicultural Service to 

accompany the Data Collection Sheet (Appendices 3a and 3b). 

 

Administration staff are required to keep this information securely until Data Collection Sheets have been 

dealt with and finally shredded (as per Retention Guidelines for Schools document Version 3.1 (Appendix 8). 

 

In addition to this annual update the school office updates pupil data continually with any information passed 

to the office concerning data held on the MIS.  Update of information held on the computer for staff is 

ongoing and is maintained by the Office Manager/Systems Manager. 

 

Members of the school staff are given a print out of their details held on the computerised system annually in 

October for checking (Appendix 4). 

 

ACCESS TO PERSONAL INFORMATION  

 

The Northants LA have a general policy which this school endorses of "Wherever possible everybody may be 

allowed ready access to personal information that the County may hold about them on computer".   

 

Parents of children in the school and staff see this annually as per previous section "Updating Information".  

If a parent wishes to view the data held about either themselves, or their child, they should contact the 

Headteacher in writing.  Staff may request to see their personal file at any reasonable time. 
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PARENTAL PERMISSION  

 

In September (or when a new pupil enters the school) parents are sent a permission slip (Appendix 6).  This 

slip is an opportunity for parents to indicate if they give their permission for their child/ren to:- 

 

a. have photographs/videos taken (to be used in school or displayed on website) 

b. watch U/PG rated films 

c. take part in local visits 

d. participate in food tasting 

e. walk to and from school 

 

Photographs of children are considered data on a child.  If photographs of children  are to be taken for a wider 

audience, then parents would be contacted separately.  Images of children will not be displayed alongside 

their names. 

 

Existing members of staff are asked, as part of their annual data check, to give permission for their 

photograph and name to be used on the school website.  New members of staff are given a letter (Appendix 

5) as part of their welcome pack requesting their permission for their photograph and name to be used around 

the school and on the school website. 

 

INTERNET  

 

All pupils and staff are made aware of the importance of their responsibilities when using any on-line 

technologies and this is covered in the Acceptable Use Policy. 

 

PARENTMAIL  

 

Parent Mail is a totally secure school-to-home communications system and is registered with the Data 

Protection Registrar (No. Z8936949) to contact Parents electronically via email or via text messages.  Parents 

have the option whether they wish to ósign upô to this service (Appendix 7).  Any personal data provided to 

Parent Mail by the School, is by written consent of the parent and is covered by the Data Protection Act.  

Parents are allocated their own password and only have access to their own data. 

 
SECURITY  

 
A copy of the Data Protection Security Action List is also pinned to the office wall (back office) for easy 
reference. 

 
1. Make sure that there is a member of staff with overall responsibility for the development, 

implementation and follow up of security procedures. 

 
2. Prepare and issue security guidelines/procedures to appropriate members of staff who operate 

computer equipment (including word processors) and who handle input and output documents. 

 
3. Site all equipment in a secure location not vulnerable to vandalism or theft, and where access can be 

restricted to authorised personnel. 

 
4. Site VDU screens and printers so that they cannot be seen by members of the public. 
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5. Keep all diskettes, magnetic tapes or other media in secure lockable storage when not in use. 
 

6 Ensure access rights are clearly defined for everyone.  Restrict access to computer files from a 
manufacturer of recognised software house, and use anti-virus software to protect your system. 

 
7. Enforce appropriate use of passwords.  Choose passwords with more than 4 characters keep them safe 

and change them regularly. 

 
8. Prevent access to personal data by staff whose reliability cannot be ensured. 

 
9. Generate audit trails to monitor access to sensitive data. 

 
10. Establish clear "back-up" procedures to ensure that data can be recovered in the event of accidental 

loss or damage.  Test contingency plans.  Ensure they will work. 

 
11. Keep back-up copies in a fireproof safe or off-site where loss of data would have serious 

consequences. 

 
12. Ensure that obsolete data is erased from computer disks and tapes. 

 
13. Establish strict procedures for the secure distribution, storage and disposal of printed output. 

 
14. Ensure manual records of children and staff are kept as securely as is feasible. 
 
All members of staff are required, as part of their annual data check, to sign confidentiality and security of 
information clause (Appendix 4). 

 
All hardware and software used by the school office staff is purchased through LA, ESPO or Capita approved 
suppliers or is supplied direct by Capita under a Service Level Agreement.  Any maintenance or repairs are 
arranged through Capita by approved personnel or via the Capita approved supplier. 

 
The school has a mixture of leased hardware and purchased hardware.  All leased equipment has a sticker to 
clearly identify it as the property of the supplier.  All school owned hardware is security marked.  In both 
instances the school keeps a record of the serial numbers in an inventory. 
 
Classroom computers are not security marked because they are only in school under a lease arrangement.  
However, at the end of each school day classroom computers are covered and classroom blinds drawn.  
Offices are locked. 
 
The school office also operates a strategy whereby all portable equipment is locked away each night.  Back up 
of data held on these office computers is taken each night on the schoolôs network server and the current tape 
stored off site.  All other tapes are secured in a fire-proof safe. 

 
Computers are shut down in the absence of authorised operating staff.  Passwords are in place to prevent 
unauthorised entry to the office system. 
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CONTINGENCY PLANS  

 
The following contingency plans are in place: 

 
A. Theft 
 
 A form is kept at the front of the blue Capita System Handbook (kept in the school back office) to be 

completed in the event of theft of the administrative computer equipment from the school office. 

 
B. Malfunction 

 
 In the event of any malfunction of office computers Capita operate a help desk 01604 824999 and will 

arrange for repair by authorised personnel. 

 

C. Virus  

 
 A copy of this contingency plan can be found on the wall in the office for quick and easy reference:- 

 
1. Avoid panic reactions.  Much of the reported damage has been as a result of people panicking. 

 
2. Inform Capita office at once on 01604 824900.  It is important that the message is taken by a member 

of the Capita team in person. 
 
3. If a stand alone machine is suspected - switch it off at once, stick tape over the disk drive door and 

label the machine clearly to ensure that it is not used. 
 
 If a network station is suspect - seek assistance from Capita in taking the network down in a 

controlled manner as soon as possible.  Label the server and all stations to ensure they are not used. 

 
 If memory sticks/DVDôS etc are suspect - seal in an envelop carefully labelled SUSPECTED 

INFECTED DISKS - include any other information that will help identify the disks e.g. where they 
came from, what is on them ..... 

 
 In the above respects Capita are acting under the authority of the Corporate Director of Education & 

Libraries. 
 

4. Start to make a written record of: 

 
 All actions taken from now on. 

 
 The name of the member of the Capita team to whom you report the problem. 

 
 The time and date you report the problem. 

 
 The exact reasons for suspecting a virus infection. 

 
 The course of the infected machine/disk/memory stick. 

 
 Everyone who has had access to the machine(s) for example maintenance engineers. 
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 The sequence of events that led to the infection including any previous users of the disk/machine.  

Attempt to identify, in particular, whether infected disks that have been used on infected machines 

could have been taken away from the site of the infection and where they have gone. 

 
 Provide all these details to the Capita team when asked for them.  You will be required to document 

this at a later stage. 

 
5. Gather together all the disks/memory sticks that you believe have been used on that machine and seal 

them in an envelope carefully labelled "POSSIBLE INFECTED DISKS" 

 
6. DO NOT inform or discuss the suspected infection with ANY outside agency. 
 
The office computerised system is regularly checked for viruses and checks recommended by Capita. 
 

An antivirus programme is also in place for the curriculum network. 

 

DISCLOSURE 

 
Personal details concerning pupils or staff ie data subjects, are not given out to third party without their prior 
consent.   The school will not disclose anything on a pupilôs record that would be likely to cause serious harm 
to the pupilôs physical or mental health, or that of anyone else.  Nothing will be disclosed which suggests that 
a pupil has, or has been, either the subject of, or at risk of, child abuse. 
 
Should pupils move to another LA without prior notification to this school, details of their education to date 
will be forwarded to their present school on request from the school. 

 
However, appropriate details of personal information held on computer are disclosed to the Health Authority 
and Northants. LA ie data users, on request as part of this school's registration ie name date of birth, address, 
telephone number, name of doctor and any medical conditions. 
 
Unique Pupil Numbers 

 

Schools have been advised by the NCC Data Protection Officer that they should not generally advise pupils 

(or parents) of their UPN, nor indeed take any positive steps to inform them of the introduction of the UPN 

system (in 2002).  Schools are advised to deal with any enquiries from pupils or parents honestly and without 

evasion, and as pupils have the right to receive, on request, a copy of any information held about them their 

UPN should not be an exception. 

 

Schools should not enter UPNs on admission registers or on pupilôs paper files.  Admission numbers rather 

than UPNs should be used as a general pupil reference number within the school. 
 
Questionnaires 

 
Parents and staff (data subjects) are asked for their prior permission before releasing any personal information 
concerning data held in school. 
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SAFE DISPOSAL 

 
This school holds a computerised log book of all pupils and therefore details such as first name, surname, 
date of birth and last known address will remain on this computerised system indefinitely. 

 
Personal details of staff are also held on the office computerised system. 

 
All documentation concerning data on pupils and staff is stored securely until it becomes out of date or no 
longer required (Appendix 7).  It is then disposed of by machine shredding.  A shredder for safe disposal of 
all sensitive data is situated in the school office area. 

 
 
RETENTION OF SCHOOL DOCUMENTS  

 
The records produced by schools in course of their business need to be retained for specific periods of time in 
order to comply with legislative or administrative requirements.  These retention periods can vary widely 
depending on the nature of the records. A copy of the retention schedule for schools appears as Appendix 8. 

 
When records are no longer in current use, they are transferred to the Northamptonshire Record Office where 
they will be stored until permission has been given for their destruction or permanently preserved in a proper 
environment. 

 
Minimum personal details on staff are also held on the office computerised system until such time as Capita 
advise otherwise. 

 

VISIT FROM INVESTIGATING OFFICER  
 
Guidelines are held in the school office for action when an investigating officer from the Office of the Data 
Protection Registrar visits. 
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Appendix 1 
 

Copy of Register Entry 
Information Commissionerôs Office 

 
 
 
MR A LAKATOS 
HEADLANDS PRIMARY SCHOOL 
BUSHLAND ROAD 
NORTHAMPTON 
NN3 2NS 
 
 
28 March 2011 
 
 
 
Data Controller Name HEADLANDS PRIMARY SCHOOL  
Registration Number Z6274534 
Security Number 10295828 
 
For the attention of MR A LAKATOS  
 
Data Protection Act 1998 ï Confirmation of Renewal 
 
We have renewed your register entry Z6274534 and the new expiry date is 27 March 2012.  A copy of the 
renewed entry can be found on the register of data controllers at www.ico.gov.uk. 
 
If you requested any amendments at the time of renewal they will have been processed separately and 
confirmation may have been sent already or will follow under separate cover. 
 
 
 
 
 
 
 
 
 
 
 
NOTIFICATION DEPARTMENT  
 
 
 
 
 
 
 
 
 
 
 

Notification Department 
Information Commissionerôs Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF 

e-mail address: notification@ico.gsi.gov.uk, Fax 01625 545748, Helpline 01625 545740



 

 11 

 
 
Our current Register Entry Report can be viewed on the following Website:- 
 
www.ico.gov.uk   
 
Look under óInformation for Organisationsô (highlighted in yellow bottom right of screen) 
Click on óRegister of data controllersô 
Under óSearch the registerô click on óôSearch the register hereô 
Then enter the Z registration number quoted on the letter on page 10 of this Policy. 

http://www.ico.gov.uk/
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Appendix 2 

 
September 2011 

 
Privacy Notice - Data Protection Act 1998 

 

Headlands Primary School is the Data Controller for the purposes of the Data Protection Act. We collect information about your child and may 

receive information about your childôs previous school and the Learning Records Service. We hold this personal data and use it to:  

 

¶ Support your childôs teaching and learning; 

¶ Monitor and report on your childôs progress; 

¶ Provide appropriate pastoral care, and 

¶ Assess how well your childôs school is performing. 

 

This information includes your childôs contact details, national curriculum assessment results, attendance information and personal characteristics 

such as ethnic group, special educational needs and any relevant medical information.  

 

We will not give information about your child to anyone outside the school without your consent unless the law and our rules allow us to. 

 

We are required by law to pass some of your childôs information to the local authority, Northamptonshire County Council (NCC) and the 

Department for Education (DfE).  

 

If you want to see a copy of the information we hold and share about your child then please write to me at Headlands Primary School.  

 

If you require more information about how NCC and the DfE hold and use your childôs information, then please go to the following websites: 

 

Northamptonshire County Council | Privacy Notices 

http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/cypd_info/Pages/FPN.aspx  

 

Please note that the above page may be updated throughout the year and parents are responsible for checking for any changes, particularly in 

terms of how the data is used and shared.  

 

Department for Education | Schools | Administration and Finance | Information about children, education and schools | Data management 

| Privacy notices 

http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datamanagement/privacynotices/a0077959/what-the-department-does-

with-pupils-and-childrens-data  

 

If you are unable to access the DfE website, please use the following information: 

 

¶ Public Communications Unit 

Department for Education 

Sanctuary Buildings 

Great Smith Street 

London 

SW1P 3BT 

 Website:  www.education.gov.uk  

 Email:  info@education.gsi.gov.uk   

Telephone: 0870 000 2288 

 

Yours sincerely 

 

 

 

Mr A Lakatos 

Headteacher 

http://www.northamptonshire.gov.uk/en/councilservices/EducationandLearning/services/cypd_info/Pages/FPN.aspx
http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datamanagement/privacynotices/a0077959/what-the-department-does-with-pupils-and-childrens-data
http://www.education.gov.uk/schools/adminandfinance/schooladmin/ims/datamanagement/privacynotices/a0077959/what-the-department-does-with-pupils-and-childrens-data
http://www.education.gov.uk/
mailto:info@education.gsi.gov.uk
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  Appendix 3 

 

 

Headlands Primary School - Data Collection Sheet 
 

Please check that the information below is correct.  Complete any missing details. 

 

Surname: 

 

 Legal 

Surname: 

 

Forename: 

 

 Middle name:  

Chosen name:  Gender:  

Date of Birth:  Year:  Reg Group:  House:  

Address:  

Telephone:   

 
Please give details of all persons who have parental responsibility and anyone else you wish to be contacted in an emergency.   

Place them in the order that you wish for them to be contacted in an emergency. 

 
 Name/Relationship Home Address/Phone/Mobile Work Address/Phone 

1  Tel:         

Mobile:   

  

Tel:  

2  Tel:         

Mobile:   

  

Tel:  

3  Tel: 

Mobile:   

  

Tel:  

4  Tel: 

Mobile:   

  

Tel:  

 

Current Travel Arrangements  

If the above information is incorrect, please tick the appropriate choice 

  Bicycle  Train  Car/Van  Walk  Taxi  School Bus  Car Share  

  London Underground  Public Bus Service  Metro/Train/Light Rail  Other  

Date Permission To Walk 

Received (Years 4, 5, 6 only) 

 

 

Current Dietary Needs  

Meal Arrangement  

If the above information is incorrect, please tick the appropriate choice 

  Free School Meal  Paid School Meal  Sandwiches  Home  Other  

 

Medical Practice:  

Address:   

Telephone Number:  

Medical Conditions: 

Medical Notes: 

 

Ethnicity :  

Home Language:  Religion:  

Data Protection Act 1998:  The school is registered under the Data Protection Act for holding personal data. The school 
has a duty to protect this information and to keep it up to date. The school is required to share some of the data with the 
Local Authority and with the DfES. 

Signature: Date: 

 

Name and class  

of child 
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Appendix 3a   
 
 
Dear Parents/Carers           October 2011 

 

IMPORTANT INFORMATION REGARDING COMPLETION OF SCHOOL CENSUS  

 

As you may be aware, all primary schools are required to complete a School Census three times per year (October, January and 

May).  The information contained within the Census is used for a variety of reasons, all of which are covered by the Data Protection 

Act, by our Local Authority (LA) and by the Department for Education (DfE).  

 

It is extremely important that we represent our school accurately.  Information submitted is used when financing the school and in 

making assumptions about the school when it is compared nationally with other schools.  The information provided as part of this 

Census will not allow individual children to be identified and the information will not be used for any other purpose.   

 

As you may be aware, our school has a computerised administration system and the information you give us about your child is 

stored on that system.  This information is used for educational purposes, for example; registration, monitoring of students, 

planning and control of the curriculum and examinations. In order to provide an accurate picture of our school and to enable us to 

best meet the individual needs of each child, we need to ensure that our computerised information is up-to-date.   

 

An essential part of the information required for the Schoolsô Census is the ethnic make up of the school population.  This 

information enables the LA to provide resources to meet the needs of the pupils who perhaps need to learn English.  It also helps 

the LA to monitor the equality of opportunity we provide for all of our pupils.  It is also important that we accurately record how many 

of our children are eligible for free school meals.  You may be able to claim free school meals if you are receiving Income Support, 

Income Based Job Seekers Allowance, Child Tax Credit only, National Asylum Seekers Support, Guarantee Element of the State 

Pension Credit or Employment and Support Allowance (income related). If you are receiving any of these benefits and think you 

may be eligible to claim free school meals for your child please contact the Free School Meals Team on 01604 236656 or 

freeschoolmeals@northamptonshire.gov.uk. 

 

Enclosed with this letter you will find a Data Collection Sheet, which is a copy of the information currently held on our administration 

system. It is important that you check all of the information carefully, making any adjustments clearly, preferably in red pen. In 

particular ethnicity (please see overleaf for a guide to the DCSF ethnic codes used within Northamptonshire), religion and fi rst 

language (ie mother tongue, language used by a child during the early years and which continues to be used at home or in the 

community).  Also it is extremely important that contact telephone numbers, to be used in the event of emergency, are completely 

up to date. On a number of occasions we have tried to contact parents etc only to find that the telephone number provided does not 

accept incoming calls.  

 

I would appreciate it if you could sign, date and return the Data Collection Sheet to your childôs class teacher, in the original 

envelope, by Wednesday 19 October 2011, even if the information is correct and no amendments are necessary.  This will provide 

us with all the information we require to pass onto the DfE. 

 

Also enclosed is a questionnaire which I would be grateful if you could take the time to complete and return in the same envelope. 

 

Thank you for your help in this very important matter. 

 

Yours sincerely 

 

 

 

Mr A Lakatos 

Headteacher 
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Appendix 3b 

 

Guide to DCSF Ethnic Codes used within Northamptonshire 
 
 

Please use this as a guide when completing the óEthnicityô section of the Data Collection Sheet. 
 

For the purpose of completing your Data Collection Sheet please select the  

 most appropriate Ethnic Type (not Category). 
 

Thank you. 
 

 

 

Category Ethnic Type 
 

DfES Main Code 
 

White 

British WBRI 

Irish WIRI 

Traveller of Irish Heritage WIRT 

Gypsy/Roma WROM 

Any other White background WOTH 

Mixed 

White and Black Caribbean MWBC 

White and Black African MWBA 

White and Asian MWAS 

Any other mixed background MOTH 

Asian or Asian British 

Indian AIND 

Pakistani APKN 

Bangladeshi ABAN 

Any other Asian Background AOTH 

Black or Black British 

Caribbean BCRB 

Other Black African BAOF 

Somali BSOM 

Any other Black Background BOTH 

Chinese Chinese CHNE 

Any other ethnic group 
Any other ethnic group OOEG 

Vietnamese OVIE 

Not to be Recorded Refused REFU 

Information Not Yet Obtained Information Not Yet Obtained NOBT 
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Appendix 4 
Capita .ict    Headlands Primary School      CONFIDENTIAL 

       

Basic Data and SWC Checking Sheet:     Staff Code:  
 

Given Name:  Family Name:   Title:  
     

Gender:  Date of Birth:    NI No:   

(F=Female M=Male) Ethnicity:      Disabled:    

QTS:   QTS Route:       
 

Teacher No:  Emp. Start:  HLTA:    TA:    
     

Previous Name History 

Previous Surname Date Changed Reason 

   
 

Address and Contact Information 

Address . 

Home Telephone  Mobile Telephone  Home Email  
 

Next of Kin Information 

Name  

Address  

Home Telephone  Mobile Telephone  Work Telephone  

Vehicle Details 

Type:  Colour:  Reg:  
 

Doctorôs Details  

Medical Conditions  
 

Permission to use my personal data V 

I do give my permission for my photo and name to be used within the school and for any other school related advertising purposes (eg school booklet, website)  

I do not give my permission for my photo and name to be used within the school and for any other school related advertising purposes (eg booklet, website)  
 

Confidentiality and security of information 

I understand that:- 

¶ Any personal information I have access to whilst being employed by Headlands Primary School is confidential and that it must not be divulged to any person not currently 
employed by Headlands Primary School. 

¶ I have a responsibility to protect any personal data that I take off the school premises (eg on memory sticks, disks, tapes, laptops, paper) and that I will take all 
precautions necessary to ensure that it is kept secure (ie it is not left unattended, passwords are in place, paper is shredded when finished with etc). 

 

 

Signature:                                                                                                                                                           Date: 
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Qualifications 

Qualification Title Date  

Awarded 

Level Class of Degree 1
ST

 Subject 2
nd

 Subject Country of  

Origin 

Verified 

         

 

Contracts Basic 

Service Term 

 

Start 

Date 

End 

Date 

Origin SWR Post SWR Role Employment 

Type and 

Payroll No. 

FTE  

Hrs / Wk 

Hrs / Wk Wks / Yr Salary 

Safeguard 

(T=Yes 

F=No)  

           

 

Contracts Pay 

S. Term Payscale Region Point Amount 

     

 

Allowances 

Allowance Category Amount 

  £ 

 

Service Agreements 

Start 

Date 

End Date QTS Status Reason SWR Post Type Daily Rate FTE Hrs/Wk Hrs / Wk Wks / Yr 
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Appendix 5 
 
 
Dear Staff Member 
 
Data Protection ï Permission Request 
 
As you may be aware, our school has a computerised administration system and the information you 
give us about yourself is stored on that system.  The school has a responsibility under the Data 
Protection Act 1998 to ensure that this information is kept secure, accurate and up-to-date.  
 
In October of each year you will be given a printed copy of the data held on this system for you to 
check, amend if necessary and return to the Office Systems Manager.   
 
At the beginning of each academic year this information is used to produce a complete staff contact list 
which is circulated to senior members of school staff.  This list contains each staff memberôs name, 
address, home telephone and mobile telephone number.   
 
Also, during the year we may take individual staff photographs as well as group photographs eg to 
display on the school notice boards and on the school website.  We also use basic information (eg staff 
memberôs name and job title) in the school booklet and on the school website. 
 
So that we can be sure that all aspects of the principles of Data Protection are covered, please could you 
complete the slip below giving your permission for the school to use your details for the reasons 
mentioned above. 
 
Yours sincerely 
 
 
 
 
Mr A Lakatos 
Headteacher 
 
---------------------------------" ------------------------------------" ------------------------------------ 
 
Permission to use staff memberôs personal details 
(Please return this slip to the Systems Manager in the school office) 
 
Name ééééééééééééééééé.. Job Title é............................................... 
 
I *give/do not give my permission for my photograph and name to be used within the school, 
in the school booklet and on the school website.  
 
I *give/do not give my permission for my name, address and contact telephone numbers to be 
circulated to senior staff. 
 
(* please delete as appropriate) 
 
 
Signed ééééééééééééééé..   Date éééééééé.ééééééé.. 
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Appendix 6 
 

 
Headlands Primary School 
 

Permission Slip  
 

 

 

 

 

 

 

 
 

Photographs 
 

During the course of the school year we often take videos and photographs of your child for a 

variety of reasons, these may be displayed in the schoolôs log book, school displays or on the 

website. Occasionally, when children are involved in special activities/events, we may ask 

the local press along (if photographs are published in the local press only forenames will be 

used).  We need your permission to allow your child to be photographed for these reasons. 

 

 

Permission 

(Please circle) 
 

 

 

Yes / No 

 

Films 
 

From time to time, U certificate films for Reception to Year 4 and PG films for Years 5 and 6 

may be used in school to either support the curriculum or during Golden Time etc. We need 

your permission for your child to watch a U/PG rated film.   

 

 

 
 

 

Yes / No 

 

Local Visits 
 

In support of the curriculum studies, School may take the children on a walk around the local 

area.  (Should any trips involving a longer journey and transport be planned, a separate letter 

and permission slip will be sent to you).  We need your permission for your child to take part 

in local visits. 

 

 

 

 

 

Yes / No 

 

Food Tasting 
 

Throughout the school year children are given the opportunity of tasting and handling 

various foods.  We need your permission to allow your child to participate.  (Please notify us 

of any allergies your child may have in the space below). 

 

____________________________________________________________________ 

 

 

 

 
 

 

Yes / No 

 

Please also complete the sections overleaf

 

 
Pursuing      

excellence for   
every child 

 

Childôs Name ___________________________________________      Childôs Class ______________ 

 

In order to safeguard our children and to ensure our records are kept up to date please could you indicate below that 

you agree/do not agree to the following:- 
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Children travelling to and from school alone 
 

I would personally rest a lot easier if Primary School age children were accompanied by a parent or a delegated 
responsible adult (over the age of 14 years) on their way to and from school.  However now that our older 
children (Years 4, 5 and 6) are increasing in their independence, a large number of them are walking to and 
from school either alone or with friends.   
 
As parents/guardians it is your responsibility to decide how your child travels to and from school. 
If you are happy for your Year 4, 5 or 6 child to travel to and from school without adult supervision on a regular 
basis or on specific days then please could you indicate below.  Please note that these children must not be 
asked to supervise younger brothers or sisters to or from school. 
 
If your child needs to be taken home during the school day due to illness then we will contact you and ask you 
to collect your child from school or arrange for a delegated responsible adult to collect your child.  In these 
circumstances we would not expect your child when they are ill to walk home alone. 
 
Finally, could you please note that there is no adult supervision on the playground in the morning and the school 
doors open at 8.45 am.  Until this time your children remain your responsibility. 
 

FORMAL AUTHORISATION FOR CHILD TO TRAVEL TO  AND FROM SCHOOL ALONE  

AND/OR TO MEET AN ADULT WITHIN THE SCHOOL SITE  

 

I give my permission for my child to travel to school on his/her own every day 
 
I give my permission for my child to travel home from school on his/her own every day 
 
I give my permission for my child to travel to school on 
his/her her own on (please specify a specific day/days) 
 
I give my permission for my child to travel home from 
school on his/her her own on (please specify a specific day/days) 
 

I give my permission for my child to leave class at the end of the school day and meet 

a responsible adult at a pre-arranged point within the school site 

 

 

Collection from school 

 

For safety reasons, School also needs to know who would usually collect your child at the end of the school day 

and would therefore request that you confirm below the usual arrangements that are in place. 

 

Usual Arrangements 

 

 

 

 

 

 
(When a different arrangement occurs, please either inform the Class Teacher direct or contact the School Office.  Persons 

collecting must be aged 14 years or over). 

 

 

Signed _______________________________   Date ________________________________ 

 
Print Name ____________________________  
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Appendix 7 

 
 
Dear Parent/Guardian  
 
Ref: Messages Sent Home  
 
As you will know, we try very hard to improve the service that we deliver to you and to your children by 
communica ting as frequently as possible so that everyone is kept informed.  
 
However, you might also be aware that sending written information home can be rather óhit and missô with 
information often going missing on the way!  We are also increasingly aware of the e nvironmental impact of 
the amount of paper we use.  
 
We recently became aware of a service called ParentMail® which enables schools to send their letters and 
messages direct to parents by email and text message.  The service is already being used by more th an a 
thousand schools around the UK and we would like to give it a try. (We will however and until further notice, 
continue to send paper messages home as well). We hope the result of this will be that you receive 
information from the school in a more reli able and efficient manner, and that you will no longer need to trawl 
through the contents of your childrenôs school bags! 

 
In order to use ParentMail® we need to collect parent email addresses and mobile telephone numbers and 
would ask you all to complete the form below.  Please be assured, the ParentMail® service is registered with 
the Data Protection Registrar and guarantees  that all information supplied will be kept completely private.  
There is also NO advertising associated with the scheme.  
 
Yours sinc erely,  
 
 
 
Mr Lakatos  
Head Teacher  
 

Please return this slip to your childôs class teacher 
PLEASE COMPLETE FORM IN BLOCK CAPITALS  

 
I am able  / not able  (please amend) to receive information and give / do not give permission for my email 

address & mobile no. to be registered with ParentMail®.  
 
Parent Name/s __________________________/_______________________________  
 
Children/s names __________________________    Form/class ______________  
 
                          __________________________    Form/class  ___ ___________  
 
 
My Email address/es _________________________________ (insert email address/es)  
 
                               _________________________________  
 
Mobile Telephone numbers ______________________/_________________________  
 
Signature ________ ___________________   Date _____________  

 

* Additional email addresses and/or mobile numbers can be written overleaf if required . 
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  Appendix 8 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECORDS MANAGEMENT SOCIETY OF GREAT BRITAIN 
 

LOCAL GOVERNMENT GROUP 
 

RETENTION GUIDELINES FOR SCHOOLS 
 
 

Version 3.1 
 

This retention schedule contains recommended retention periods for the different record 
series created and maintained by schools in the course of their business. The schedule 

refers to all information regardless of the media in which it is stored. 
 

Some of the retention periods are governed by statute. Others are guidelines following best 
practice. Every effort has been made to ensure that these retention periods are compliant 
with the requirements of the Data Protection Act 1998 and the Freedom of Information Act 

2000. 
 

Managing record series using these retention guidelines will be deemed to be ñnormal 
processingò under the legislation mentioned above. If record series are to be kept for longer 

or shorter periods than laid out in this document the reasons for this need to be documented. 
 

This schedule should be reviewed on a regular basis.
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1 Child Protection 

 

These retention periods should be used in conjunction with the document ñSafeguarding Children and Safer Recruitment in Educationò 

which can be downloaded from www.everychildmatters.gov.uk. 

 

 Basic file description Data  

Prot 

Issues 

Statutory Provisions Retention Period 

[operational] 

Action at the end of the administrative life of the 

record 

1.1 Child Protection files Yes Education Act 2002, 

s175, related guidance 

ñSafeguarding Children 

in Educationò, September 

2004 

DOB + 25 years
1
 SHRED Child Protection information must be copied 

and sent under separate cover to new 

school/college whilst the child is still under 18 

(i.e. the information does not need to be sent to 

a university for example) 

Where a child is removed from roll to be 

educated at home, the file should be copied to 

the Local Education Authority. 

1.2 Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded 

Yes Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of Disciplinary 

and Grievance) 

Education Act 2002 

guidance ñDealing with 

Allegations of Abuse 

against Teachers and 

Other Staffò November 

2005 

Until the personôs 

normal retirement age, 

or 10 years from the 

date of the allegation 

whichever is the longer 

SHRED The following is an extract from ñSafeguarding 

Children and Safer Recruitment in Educationò 

p60 

ñRecord Keeping 

5.10 It is important that a clear and 

comprehensive summary of any allegations 

made, details of how the allegation was 

followed up and resolved, and a note of any 

action taken and decisions reached, is kept on a 

personôs confidential personnel file, and a copy 

provided to the person concerned. The purpose 

of the record is to enable accurate information 

to be given in response to any future request for 

                                                 
1
 This amendment has been made in consultation with the Safeguarding Children Group. 

http://www.everychildmatters.gov.uk/
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1 Child Protection 

 

These retention periods should be used in conjunction with the document ñSafeguarding Children and Safer Recruitment in Educationò 

which can be downloaded from www.everychildmatters.gov.uk. 

 

 Basic file description Data  

Prot 

Issues 

Statutory Provisions Retention Period 

[operational] 

Action at the end of the administrative life of the 

record 

a reference if the person has moved on. It will 

provide clarification in cases where a future 

CRB Disclosure reveals information from the 

police about an allegation that did not result in a 

criminal conviction. And it will help to prevent 

unnecessary reinvestigation if, as sometimes 

happens, an allegation re-surfaces after a period 

of time. The record should be retained at least 

until the person has reached normal retirement 

age or for a period of 10 years from the date of 

the allegation if that is longer.ò 

 

http://www.everychildmatters.gov.uk/
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2 Governors 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of the record 

2.1 Minutes      

 ¶ Principal set (signed) No  Permanent Retain in school for 6 years 

from date of meeting 

Transfer to Archives 

 ¶ Inspection copies No  Date of meeting + 3 years SHRED 

[If these minutes contain any 

sensitive personal 

information they should be 

shredded] 

 

2.2 Agendas No  Date of meeting  SHRED  

2.3 Reports No  Date of report + 6 years Retain in school for 6 years 

from date of meeting 

Transfer to Archives 

[The appropriate archivist 

will then take a sample for 

permanent preservation] 

2.4 Annual Parentsô meeting 

papers 

No  Date of meeting + 6 years Retain in school for 6 years 

from date of meeting 

Transfer to Archives 

[The appropriate archivist 

will then take a sample for 

permanent preservation] 

2.5 Instruments of Government No  Permanent Retain in school whilst 

school is open 

Transfer to Archives when 

the school has closed 

2.6 Trusts and Endowments No  Permanent Retain in school whilst 

operationally required 

Transfer to Archives 

2.7 

 

Action Plans No  Date of action plan + 3 

years 

SHRED It may be appropriate to 

offer to the Archives for a 

sample to be taken if the 

school has been through a 
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2 Governors 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of the record 

difficult period 

2.8 Policy documents No  Expiry of policy Retain in school whilst 

policy is operational (this 

includes if the expired policy 

is part of  a past decision 

making process) 

Transfer to Archives 

[The appropriate archivist 

will then take a sample for 

permanent preservation] 

2.9 Complaints files Yes  Date of resolution of 

complaint + 6 years 

Retain in school for the first 

six years 

Review for further retention 

in the case of contentious 

disputes 

SHRED routine complaints 

 

2.10 Annual Reports required by 

the Department for Education 

and Skills 

No  Education (Governorsô 

Annual Reports) 

(England) (Amendment) 

Regulations 2002.SI 2002 

No 1171  

Date of report + 10 years Transfer to Archives 

[The appropriate archivist 

will then take a sample for 

permanent preservation] 

2.11 Proposals for schools to 

become, or be established as 

Specialist Status schools 

No   Current year + 3 years Transfer to Archives 

[The appropriate archivist 

will then take a sample for 

permanent preservation] 
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3 Management 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life 

of the record 

3.1 Log Books Yes
2
  Date of last entry in 

the book + 6 years 
Retain in the 
school for 6 years 
from the date of 
the last entry. 

Transfer to the Archives 

3.2 Minutes of the Senior Management 

Team and other internal administrative 

bodies 

Yes
1
  Date of meeting + 5 

years  
Retain in the 
school for 5 years 
from meeting 

Transfer to Archives 
[The appropriate 
archivist will then take a 
sample for permanent 
preservation] 

3.3 Reports made by the head teacher or 

the management team 

Yes
1
  Date of report + 3 

years 
Retain in the 
school for 3 years 
from meeting 

Transfer to Archives 
[The appropriate 
archivist will then take a 
sample for permanent 
preservation] 

3.4 Records created by head teachers, 

deputy head teachers, heads of year 

and other members of staff with 

administrative responsibilities 

Yes
1
  Closure of file + 6 

years 
SHRED 
 

 

3.5 Correspondence created by head 

teachers, deputy head teachers, heads 

of year and other members of staff with 

administrative responsibilities 

No  Date of 
correspondence + 3 
years 

SHRED 
 

 

                                                 
2 From January 1

st
 2005 subject access is permitted into unstructured filing systems and log books and other records created within the school containing details 

about the activities of individual pupils and members of staff will become subject to the Data Protection Act 1998. 
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3 Management 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life 

of the record 

3.6 Professional development plans Yes  Closure + 6 years SHRED  

3.7 School development plans No  Closure + 6 years Review Offer to the Archives 

3.8 Admissions ï if the admission is 

successful 

Yes  Admission + 1 year SHRED  

3.9 Admissions ï if the appeal is 

unsuccessful 

Yes  Resolution of case 
+ 1 year 

SHRED  

3.1
0 

Admissions ï Secondary Schools ï 

Casual 

Yes  Current year + 1 
year 

SHRED  

3.1
1 

Proofs of address supplied by parents 

as part of the admissions process 

Yes  Current year + 1 
year 

SHRED  

 
 

4 Pupils 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative 

life of the record 

4.1 Admission Registers Yes  Date of last entry in the book 
(or file) + 6 years 

Retain in the school for 
6 years from the date 
of the last entry. 

Transfer to the 
Archives 

4.2 Attendance registers Yes  Date of register + 3 years SHRED 
[If these records are 
retained electronically 
any back up copies 
should be destroyed at 
the same time] 
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4 Pupils 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative 

life of the record 

4.3 Pupil record cards Yes     

4.3
a 

¶ Primary   Retain for the time which the 
pupil remains at the primary 
school 

Transfer to the 
secondary school (or 
other primary school) 
when the child leaves 
the school. In the case 
of exclusion it may be 
appropriate to transfer 
the record to the 
Behaviour Service 

 

4.3
b 

¶ Secondary  Limitation Act 
1980 

DOB of the pupil + 25 years
3
 SHRED  

 
 

4.4 Pupil files Yes 
 

    

4.4
a 

¶ Primary   Retain for the time which the 
pupil remains at the primary 
school 

Transfer to the 
secondary school (or 
other primary school) 
when the child leaves 
the school.  
In the case of 
exclusion it may be 
appropriate to transfer 
the record to the 
Behaviour Service 

 

                                                 
3 In the case of exclusion it may be appropriate to transfer the record to the Behaviour Service 
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4 Pupils 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative 

life of the record 

4.4
b 

¶ Secondary  Limitation Act 
1980 

DOB of the pupil + 25 years
4
 SHRED 

  
 

4.5 Special Educational Needs 

files, reviews and Individual 

Education Plans 

Yes  DOB of the pupil + 25 years 
the review 
 
NOTE: This retention period 
is the minimum period that 
any pupil file should be kept. 
Some authorities choose to 
keep SEN files for a longer 
period of time to defend 
themselves in a ñfailure to 
provide a sufficient educationò 
case. There is an element of 
business risk analysis 
involved in any decision to 
keep the records longer than 
the minimum retention period. 

SHRED  

4.6 Letters authorising absence No  Date of absence + 2 years SHRED  

4.7 Absence books   Current year + 6 years SHRED  

4.8 Examination results Yes     

                                                 
4 As above 
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4 Pupils 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative 

life of the record 

4.8
a 

¶ Public No  Year of examinations + 6 
years 

SHRED Any certificates 
left unclaimed 
should be 
returned to the 
appropriate 
Examination 
Board 

4.8
b 

¶ Internal 
examination  
results 

 

Yes  Current year + 5 years
5
 SHRED  

4.9 Any other records created in 

the course of contact with 

pupils 

Yes/No  Current year + 3 years Review at the end of  3 
years and either 
allocate a further 
retention period or 
SHRED 

 

4.1
0 

Statement maintained under 

The Education Act 1996 -  

Section 324 

Yes Special 
Educational 
Needs and 
Disability Act 
2001 Section 1 

DOB + 30 years SHRED unless legal 
action is pending 

 

                                                 
5 If these records are retained on the pupil file or in their National Record of Achievement they need only be kept for as long as operationally necessary. 
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4 Pupils 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative 

life of the record 

4.1
1 

Proposed statement or 

amended statement 

Yes Special 
Educational 
Needs and 
Disability Act 
2001 Section 1 

DOB + 30 years SHRED unless legal 
action is pending 

 

4.1
2 

Advice and information to 

parents regarding 

educational needs 

Yes Special 
Educational 
Needs and 
Disability Act 
2001 Section 2 

Closure + 12 years SHRED unless legal 
action is pending 

 

4.1
3 

Accessibility Strategy Yes Special 
Educational 
Needs and 
Disability Act 
2001 Section 14 

Closure + 12 years SHRED unless legal 
action is pending 

 

4.1
4 

Childrenôs SEN Files Yes  DOB of pupil + 25 years then 
review ï it may be appropriate 
to add an additional retention 
period in certain cases 

SHRED unless legal 
action is pending 

 

4.1
5 

Parental permission slips 

for school trips ï where 

there has been no major 

incident 

Yes  Conclusion of the trip SHRED  
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4 Pupils 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative 

life of the record 

4.1
6 

Parental permission slips 

for school trips ï where 

there has been a major 

incident 

Yes Limitation Act 
1980 

DOB of the pupil involved in 
the incident + 25 years 
The permission slips for all 
pupils on the trip need to be 
retained to show that the rules 
had been followed for all 
pupils 

SHRED  

4.1
7 

Records created by schools 

to obtain approval to run an 

Educational Visit outside 

the Classroom - Primary 

Schools 

N 3 part 
supplement to 
the Health & 
Safety of Pupils 
on Educational 
Visits 
(HASPEV) 
(1998). 

Date of visit + 14 years
6
 N SHRED or 

delete securely 

4.1
8 

Records created by schools 

to obtain approval to run an 

Educational Visit outside 

the Classroom - Secondary 

Schools 

N 3 part 
supplement to 
the Health & 
Safety of Pupils 
on Educational 
Visits 
(HASPEV) 
(1998). 

Date of visit + 10 years
7
 N SHRED or 

delete securely 

                                                 
6
 This retention period has been set in agreement with the Safeguarding Childrenôs Officer 
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4 Pupils 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative 

life of the record 

4.1
9 

Walking Bus registers Yes  Date of register + 3 years 
 
This takes into account the 
fact that if there is an incident 
requiring an accident report 
the register will be submitted 
with the accident report and 
kept for the period of time 
required for accident reporting 

SHRED 
[If these records are 
retained electronically 
any back up copies 
should be destroyed at 
the same time] 

 

 

5 Curriculum 

 

 Basic file 

description 

Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention 

Period 

[operational] 

Action at the end of the administrative life of the record 

5.1 Curriculum 

development 

No  Current year + 6 
years 
 

SHRED 

5.2 Curriculum 

returns 

No  Current year + 3 
years 

SHRED 

5.3 School syllabus 

 

No  Current year + 1 
year 

It may be appropriate to review these records at the end of 
each year and allocate a new retention period or SHRED 

5.4 Schemes of work No  Current year + 1 
year 

It may be appropriate to review these records at the end of 
each year and allocate a new retention period or SHRED 

5.5 Timetable No  Current year + 1 
year 

It may be appropriate to review these records at the end of 
each year and allocate a new retention period or SHRED 
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5 Curriculum 

 

 Basic file 

description 

Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention 

Period 

[operational] 

Action at the end of the administrative life of the record 

5.6 Class record 

books 

No  Current year + 1 
year 

It may be appropriate to review these records at the end of 
each year and allocate a new retention period or SHRED 

5.7 Mark Books No  Current year + 1 
year 

It may be appropriate to review these records at the end of 
each year and allocate a new retention period or SHRED 

5.8 Record of 

homework set 

No  Current year + 1 
year 

It may be appropriate to review these records at the end of 
each year and allocate a new retention period or SHRED 

5.9 Pupilsô work No  Current year + 1 
year 

It may be appropriate to review these records at the end of 
each year and allocate a new retention period or SHRED 

5.1
0 

Examination 

results 

Yes  Current year + 6 
years 

SHRED 

5.1
1 

SATS records Yes  Current year + 6 
years 

SHRED 

5.1
2 

PAN reports Yes  Current year + 6 
years 

SHRED 

5.1
3 

Value added 

records 

Yes  Current year + 6 
years 

SHRED 

 

6 Personnel Records held in Schools 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory Provisions Retention Period 

[operational] 

Action at the end of 

the administrative 

life of the record 

6.1 Timesheets, sick pay Yes Financial Regulations Current year + 6 years SHRED 

6.2 Staff Personal files Yes  Termination + 7 years SHRED 
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6 Personnel Records held in Schools 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory Provisions Retention Period 

[operational] 

Action at the end of 

the administrative 

life of the record 

6.3 Interview notes and 

recruitment records 

Yes  Date of interview + 6 months SHRED 

6.4 Pre-employment vetting 

information (including CRB 

checks) 

No CRB guidelines Date of check + 6 months SHRED 
[by the designated 
member of staff] 

6.5 Disciplinary proceedings: Yes Where the warning relates to child protection issues see 1.2. If the disciplinary 

proceedings relate to a child protection matter please contact your safeguarding 

children officer for further advice. 

6.5
a 

¶ oral warning   Date of warning + 6 months SHRED
7
 

 

6.5
b 

¶ written warning ï 
level one 

  Date of warning + 6 months SHRED 

6.5c ¶ written warning ï 
level two 

  Date of warning + 12 months SHRED 

6.5
d 

¶ final warning   Date of warning + 18 months SHRED 

6.5
e 

¶ case not found   If child protection related please see 1.2 
otherwise shred immediately at the 
conclusion of the case 

SHRED 

6.6 Records relating to 

accident/injury at work 

Yes  Date of incident + 12 years 
In the case of serious accidents a further 
retention period will need to be applied 

SHRED 

6.7 Annual appraisal/assessment 

records 

No  Current year + 5 years SHRED 

                                                 
7
 If this is placed on a personal file it must be weeded from the file. 
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6 Personnel Records held in Schools 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory Provisions Retention Period 

[operational] 

Action at the end of 

the administrative 

life of the record 

6.8 Salary cards Yes  Last date of employment + 85 years SHRED 

6.9 Maternity pay records Yes Statutory Maternity 
Pay (General) 
Regulations 1986 (SI 
1986/1960), revised 
1999 (SI 1999/567) 

Current year, +3yrs SHRED 

6.1
0 

Records held under Retirement 

Benefits Schemes (Information 

Powers) Regulations 1995 

Yes  Current year + 6 years SHRED 

6.1
1 

Proofs of identity collected as 

part of the process of checking 

ñportableò enhanced CRB 

disclosure 

Yes  Where possible these should be checked 
and a note kept of what was seen and 
what has been checked. If it is felt 
necessary to keep copy documentation 
then this should be placed on the 
member of staffôs personal file. 

 

 

7 Health and Safety 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory Provisions Retention Period 

[operational] 

Action at the end of 

the administrative 

life of the record 

7.1 Accessibility Plans  Disability Discrimination Act Current year + 6 years SHRED 
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7 Health and Safety 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory Provisions Retention Period 

[operational] 

Action at the end of 

the administrative 

life of the record 

7.2 Accident Reporting  Social Security (Claims and 
Payments) Regulations 1979 
Regulation 25. Social Security 
Administration Act 1992 Section 8. 
Limitation Act 1980 

  

7.2
a 

¶ Adults Yes  Date of incident + 7 years SHRED 

7.2
b 

¶ Children Yes  DOB of child  + 25 years
8
 SHRED 

7.3 COSHH   Current year + 10 years 
[where appropriate an 
additional retention period 
may be allocated] 

SHRED 

7.4 Incident reports Yes  Current year + 20 years SHRED 

7.5 Policy Statements   Date of expiry + 1 year SHRED 

7.6 Risk Assessments   Current year + 3 years SHRED 

7.7 Process of monitoring of areas 

where employees and persons are 

likely to have become in contact 

with asbestos  

 

  Last action + 40 years SHRED 

                                                 
8 A child may make a claim for negligence for 7 years from their 18

th
 birthday. To ensure that all records are kept until the pupil reaches the age of 25 this retention 

period has been applied. 
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7 Health and Safety 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory Provisions Retention Period 

[operational] 

Action at the end of 

the administrative 

life of the record 

7.8 Process of monitoring of areas 

where employees and persons are 

likely to have come in contact with 

radiation 

  Last action + 50 years SHRED 

7.9 Fire Precautions log books   Current year + 6 years SHRED 

 

8 Administrative 
 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of the 

record 

8.
1 

Employer's Liability 

certificate 

  Closure of  the 
school + 40 years 

SHRED  

8.
2 

Inventories of equipment 

and furniture 

  Current year + 6 
years 

SHRED  

8.
3 

General file series 

 

 Current year + 5 
years 

Review to see whether 
a further retention 
period is required 

Transfer to Archives 
[The appropriate archivist will 
then take a sample for 
permanent preservation] 

8.
4 

School  brochure or 

prospectus 

 

 Current year + 3 
years 

 Transfer to Archives 
[The appropriate archivist will 
then take a sample for 
permanent preservation] 

8.
5 

Circulars 

(staff/parents/pupils)  

 Current year + 1 
year 

SHRED  
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8 Administrative 
 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of the 

record 

8.
6 

Newsletters, ephemera 

 

 Current year + 1 
year 

Review to see whether 
a further retention 
period is required 

Transfer to Archives 
[The appropriate archivist will 
then take a sample for 
permanent preservation] 

8.
7 

Visitors book 

 

 Current year + 2 
years 

Review to see whether 
a further retention 
period is required 

Transfer to Archives 
[The appropriate archivist will 
then take a sample for 
permanent preservation] 

8.
8 

PTA/Old Pupils 

Associations 

 

 Current year + 6 
years 

Review to see whether 
a further retention 
period is required 

Transfer to Archives 
[The appropriate archivist will 
then take a sample for 
permanent preservation] 
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9 Finance 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of 

the record 

9.1 Annual Accounts  Financial 
Regulations 

Current year + 6 
years 

 Offer to the Archives 

9.2 Loans and grants  Financial 
Regulations 

Date of last 
payment on loan + 
12 years 

Review to see 
whether a further 
retention period is 
required 

Transfer to Archives 
[The appropriate archivist 
will then take a sample for 
permanent preservation] 

9.3 Contracts      

9.3
a 

¶ under seal   Contract 
completion date + 
12 years 

SHRED  

9.3
b 

¶ under signature   Contract 
completion date + 
6 years 

SHRED  

9.3c ¶ monitoring records   Current year + 2 
years 

SHRED  

9.4 Copy orders   Current year + 2 
years 

SHRED  

9.5 Budget reports, budget 

monitoring etc 

  Current year + 3 
years 

SHRED  

9.6 Invoice, receipts and other 

records covered by the Financial 

Regulations 

 Financial 
Regulations 

Current year + 6 
years 

SHRED  

9.7 Annual Budget and background 

papers 

  Current year + 6 
years 

SHRED  
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9 Finance 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of 

the record 

9.8 Order books and requisitions   Current year + 6 
years 

SHRED  

9.9 Delivery Documentation   Current year + 6 
years 

SHRED  

9.1
0 

Debtorsô Records  Limitation Act 
1980 

Current year + 6 
years 

SHRED  

9.1
1 

School Fund ï Cheque books   Current year + 3 
years 

SHRED  

9.1
2 

School Fund ï Paying in books   Current year + 6 
years then review 

SHRED  

9.1
3 

School Fund ï Ledger   Current year + 6 
years then review 

SHRED  

9.1
4 

School Fund ï Invoices   Current year + 6 
years then review 

SHRED  

9.1
5 

School Fund ï Receipts   Current year + 6 
years 

SHRED  

9.1
6 

School Fund ï Bank statements   Current year + 6 
years then review 

SHRED  

9.1
7 

School Fund ï School Journey 

books 

  Current year + 6 
years then review 

SHRED  

9.1
8 

Applications for free school 

meals, travel, uniforms etc 

  Whilst child at 
school 

SHRED  

9.1
9 

Student grant applications   Current year + 3 
years 

SHRED  

9.2
0 

Free school meals registers Yes Financial 
Regulations 

Current year + 6 
years 

SHRED  
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9 Finance 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of 

the record 

9.2
1 

Petty cash books  Financial 
Regulations 

Current year + 6 
years 

SHRED  

 

10 Property 

 

 Basic file 

description 

Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention 

Period 

[operational] 

Action at the end of the administrative life of the record 

10.
1 

Title Deeds   Permanent Permanent 
these should follow the property 
unless the property has been 
registered at the Land Registry 

Offer to Archives if the 
deeds are no longer 
needed 

10.
2 

Plans   Permanent Retain in school whilst operational Offer to Archives
9
 

10.
3 

Maintenance and 

contractors 

 Financial 
Regulations 

Current year + 6 
years 

SHRED  

10.
4 

Leases   Expiry of lease + 
6 years 

SHRED  

10.
5 

Lettings   Current year + 3 
years 

SHRED  

                                                 
9 If the property has been sold for private housing then the archives service will embargo these records for an appropriate period of time to prevent them being used 
to plan or carry out a crime. 
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10 Property 

 

 Basic file 

description 

Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention 

Period 

[operational] 

Action at the end of the administrative life of the record 

10.
6 

Burglary, theft and 

vandalism report 

forms 

  Current year + 6 
years 

SHRED  

10.
7 

Maintenance log 

books 

  Last entry + 10 
years 

SHRED  

10.
8 

Contractorsô Reports   Current year + 6 
years 

SHRED  

 

11 Local Education Authority 

 

 Basic file 

description 

Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of the record 

11.
1 

Secondary transfer 

sheets (Primary) 

Yes  Current year + 2 
years 

SHRED  

11.
2 

Attendance returns Yes  Current year + 1 
year 

SHRED  

11.
3 

Circulars from LEA   Whilst required 
operationally 

Review to see whether a 
further retention period is 
required 

Transfer to Archives 
[The appropriate archivist will then 
take a sample for permanent 
preservation] 
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12 Department for Children, Schools and Families 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative life of the 

record 

12.
1 

HMI reports   These do not need to 
be kept any longer 

 Transfer to Archives 
[The appropriate archivist will 
then take a sample for 
permanent preservation] 

12.
2 

OFSTED reports and 

papers 

  Replace former report 
with any new 
inspection report 

Review to see 
whether a further 
retention period is 
required 

Transfer to Archives 
[The appropriate archivist will 
then take a sample for 
permanent preservation] 

12.
3 

Returns   Current year + 6 years SHRED  

12.
4 

Circulars from 

Department for Children, 

Schools and Families 

  Whilst operationally 
required 

Review to see 
whether a further 
retention period is 
required 

Transfer to Archives 
[The appropriate archivist will 
then take a sample for 
permanent preservation] 

 

13 Connexions 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the administrative 

life of the record 

13.1 Service level agreements   Until superseded SHRED 

13.2 Work Experience agreement   DOB of child + 18 years SHRED 
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14 Schools Meals 

 

 Basic file description Data  

Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[operational] 

Action at the end of the 

administrative life of the record 

14.1 Dinner Register   C + 3 years SHRED 

14.2 School Meals Summary Sheets   C + 3 years SHRED 

 

15 Family Liaison Officers and Parent Support Assistants 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

Method of 

Disposal 

15.
1 

Day Books Y  Current year + 2 years then review SHRED 

15.
2 

Reports for outside agencies ï where the report has 

been included on the case file created by the outside 

agency 

Y  Whilst the child is attending the 
school then destroy 

SHRED 

15.
3 

Referral forms Y  While the referral is current then  SHRED 

15.
4 

Contact data sheets Y  Current year then review, if contact 
is no longer active then destroy 

SHRED 

15.
5 

Contact database entries Y  Current year then review, if contact 
is no longer active then destroy 

DELETE 

15.
6 

Group Registers Y  Current year + 2 years SHRED 
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16 Early Years Provision  

 

16.1 Records to be kept by Registered Persons  - All Cases 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

16.1.
1 

The name, home address and date of birth of each 

child who is looked after on the premises 

Y  Closure of setting + 50 years 
[These could be required to show whether or 
not an individual child attended the setting in 
a child protection investigation] 

16.1.
2 

The name, home address and telephone number of a 

parent of each child who is looked after on the 

premises 

Y  If this information is kept in the same book 
or on the same form as in 16.1.1 then the 
same retention period should be used as in 
16.1.1 
If the information is stored separately, then 
destroy once the child has left the setting 
(unless the information is collected for 
anything other than emergency contact) 

16.1.
3 

The name, address and telephone number of any 

person who will be looking after children on the 

premises 

Y  See 16.4.5 below 

16.1.
4 

A daily record of the names of children looked after 

on the premises, their hours of attendance and the 

names of the persons who looked after them 

Y The Day Care and 
Child Minding 
(National Standards) 
(England) 
Regulations 2003 

The regulations say that these records 
should be kept for 2 years (SI20031996 
7(1b)). If these records are likely to be 
needed in a child protection setting (see 
16.1.1 above) then the records should be 
retained for closure of setting + 50 years 
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16 Early Years Provision  

 

16.1 Records to be kept by Registered Persons  - All Cases 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

16.1.
5 

A record of accidents occurring on the premises and 

incident books relating to other incidents 

Y The Day Care and 
Child Minding 
(National Standards) 
(England) 
Regulations 2003

10
 

DOB of the child involved in the accident or 
the incident + 25 years  
If an adult is injured then the accident book 
must be kept for 7 years from the date of the 
incident 

16.1.
6 

A record of any medicinal product administered to 

any child on the premises, including the date and 

circumstances of its administration, by whom it was 

administered, including medicinal products which 

the child is permitted to administer to himself, 

together with a record of parentôs consent 

Y The Day Care and 
Child Minding 
(National Standards) 
(England) 
Regulations 2003

11
 

DOB of the child being given/taking the 
medicine + 25 years 

16.1.
7 

Records of transfer Y  One copy is to be given to the parents, one 
copy transferred to the Primary School 
where the child is going 

16.1.
8 

Portfolio of work, observations and so on Y  To be sent home with the child 

                                                 
10

 The regulations say that these records should be kept for 2 years (SI20031996 7(1b)). The Statute of Limitations states that a minor may make a claim for 7 years 
from their eighteenth birthday, therefore the retention should be for the longer period. 
11

 The regulations say that these records should be kept for 2 years (SI20031996 7(1b)). The NHS records retention schedule states that any records relating to a 
child under the age of 18 should be retained until that child reaches the age of 25 years. Therefore, the retention should be DOB of the child being given/taking the 
medicine + 25 years 
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16 Early Years Provision  

 

16.1 Records to be kept by Registered Persons  - All Cases 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

16.1.
9 

Birth certificates Y  Once the setting has had sight of the birth 
certificate and recorded the necessary 
information the original can be returned to 
the parents. There is no requirement to keep 
a copy of the birth certificate. 

 

16.2 Records to be kept by Registered Persons  - Day Care 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

16.2.1 The name and address and telephone number of the registered person 

and every other person living or employed on the premises 

Y  See 16.4 below 

16.2.2 A statement of the procedure to be followed in the event of a fire or 

accident 

N  Procedure superseded + 7 years 

16.2.3 A statement of the procedure to be followed in the event of a child being 

lost or not collected 

N  Procedure superseded + 7 years 

16.2.4 A statement of the procedure to be followed where a parent has a 

complaint about the service being provided by the registered person 

N  Until superseded 
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16.2 Records to be kept by Registered Persons  - Day Care 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

16.2.4 A statement of the arrangements in place for the protection of children, 

including arrangements to safeguard the children from abuse or neglect 

and procedures to be followed in the event of allegations of abuse or 

neglect 

N  Closure of setting + 50 years 
[These could be required to show 
whether or not an individual child 
attended the setting in a child 
protection investigation] 

 
 

16.3 Records to be kept by Registered Persons  - Overnight provision ï under 2ôs 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

16.3.1 Emergency contact details for appropriate adult to collect the child if 

necessary 

Y  Destroy once the child has left the 
setting (unless the information is 
collected for anything other than 
emergency contact) 

16.3.2 Contract, signed by the parent, stating all the relevant details regarding 

the child and their care, including the name of the emergency contact 

and confirmation of their agreement to collect the child during the night 

Y  Date of birth of the child who is the 
subject of the contract + 25 years 
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16.4 Other Records - Administration 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

 Financial Records 

 

   

16.4.1 Financial records ï accounts, statements, 

invoices, petty cash etc 

N  Current year + 6 years 

 Insurance 

 

   

16.4.2 Insurance policies ï Employers Liability N Employers 
Liability 
Financial 
Regulations 

The policies are kept for a minimum of 6 years and a 
maximum of 40 years depending on the type of policy 

16.4.3 Claims made against insurance policies ï 

damage to property 

Y  Case concluded + 3 years 

16.4.4 Claims made against insurance policies ï 

personal injury 

Y  Case concluded + 6 years 

 Human Resources 

 

   

16.4.5 Personal Files - records relating to an 

individualôs employment history 

Y
12

  Termination + 6 years then review  

                                                 
12

 For Data Protection purposes the following information should be kept  on the file for the following periods : 

¶ all documentation on the personal file Duration of employment 

¶ pre-employment and vetting information Start date + 6 months 

¶ records relating to accident or injury at work Minimum of 12 years 

¶ annual appraisal/assessment records Minimum of 5 years 

¶ records relating to disciplinary matters (kept on personal files)  

o oral warning 6 months 
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16.4 Other Records - Administration 

 

 Basic file description Data  

Prot 

Issue

s 

Statutory 

Provisions 

Retention Period 

[operational] 

16.4.6 Pre-employment vetting information (including 

CRB checks) 

N CRB guidelines Date of check + 6 months 

16.4.7 Staff training records ï general Y  Current year + 2 years 

16.4.8 Training (proof of completion such as 

certificates, awards, exam results) 

Y  Last action + 7 years 

 Premises and Health and Safety 
 

   

16.4.9 Premises files (relating to maintenance) N  Cessation of use of building + 7 years then review 

16.4.10 Risk Assessments N  Current year + 3 years 

 

                                                                                                                                                                                                                                                    
o first level warning 6 months 

o second level warning 12 months 

o final warning 18 months 
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