Function
Early vears and childcare
Early years and childcare

Early years and childcare

Early years and childcare

Early years and childcare
Educational suoport

Educational support
Educational support

Educational support
Educational support

Educational support
Educational support
Educational support
Educational support

Educational support
Educational support
Educational support
Educai it

Service
Childcare out of school hours

Childminding

Nursery school places.

School holiday schemes

Behaviour development
Book exibitions

Gtzenship educa
Educaton consutatons

Education in hospital
Extended schools
Home schooling
Instrumental tution

Language and cultural support in school
Learning mentors

Mentoring schemes

Musical

Educational support

Educational support
Educational support

Musical

Peyhclaica, pyeio o soc ok snoes b schoss
ok book ucase sche

PP
Educational support

Educational support

Educational support

Educational support
Educational support
Educational support

Sl hesth promotion
School library loans
School library service - advice and training

School transport

School transport

School transport
School transport
School transport

Educational support Support or gifted children
Educational support Support when leaving education
Educational support Teenage pregnancy
Educational support Toy libraries.
PP Transition
Traveller PP

PP
Hiaher education

Higher education
0ols

Schools

Schools
Schools
Schools

Schools

Schools

Schools

Schools
Schools
Schools
Schools

Schools
Schools
Schools
Schools
Schools
Schools
Schools
Schools
Schools
Schools

Schools
Schools

Schools

Schools
Snecial education needs.
Special education needs

needs.

16 10 19 bursary fund
Education transport for 16-19 year olds
Education transport for 16-19 year olds
Education transport for 16-19 year olds
Education transport for 16-19 year olds
Education transport for 16-19 year olds
Education transport for 16-19 year olds
Education transport for 16-19 year olds
Education transport for 16-19 year olds
Education transport for 16-19 year olds

Exclusion of school pupils

tead lice
Home school agreement
Local curriculum

Local schools

Permitied absence from school

Primary school places

School admission appeals
School assessment and performance
School bullying and harassment policy
School catering

School closures
School clubs and activiies
School complaints procedure
School curriculum

School governors

School health and safety
School pupil records

School term and holiday dates
School visits

School visits

School visits
Schools development plans

Secondary school place:
Stanting Ahisorycounl on religous ecucaton (SACRE)
Supervsed medicaton i schoo

Work experience plac

Young peopie' eaming prospectus

Snecial edicatianal needs - placement in mainsiream schon

needs.

support plan

needs.

[Ref: Schooks Retertion Schedue.sx.Pupil records |

Records Description

Al records relafing to the orovision of child care out of school hours
Al records refating to the provision of information about registered chidminders and daycare facilies in the area for parents and carers of
ore-school ane chidren

Al records relating to the allocafion of nurserv places.

Al recorts relating to the mananement of schanl holiday schemes

Al recorts relating to the provision of eduicational nsveholony senices
Al recorts relating to the nrovision of haok exhibitions 10 schols

Al records relaiina ta the provision of ciizenshin education
Al records relaiina to educarion consulations

Al recorts relating to the nrovision of educational sunnort tn chidren who are in hosnital

Al recorts relatinn to the orovision of instrumental ion in sehonls

Al records relaiing to lanauaae and culural sunnort in schools
Al records relatina to the manaaement of leamina meniors

Al records relaiina to the administration of learnina mentor

Al ot rlain 0 he adminsraion of muscal msument i schemes

Al records relaiina ta the administration of the musical insiruments nurchase scheme.

Al recorts relating to nsvcholoaical. nsvchiatic or scial wrk sences (ot incliuding ehild nrotection) in schonls
Al recorts relating to the adminisiration af school honk nurchase scher
et Hreakinet il s Al secort i 1 foe e

Al recorts relatinn to the administration of school transnor - where fransnort is nat orovided
Al recorts relatinn to the administration of school transnor - where transnort is nrovidect

‘Annlications for provision of schaol transnor - Primarv and Secondary Schools - electronic annlications

Annlications for nrovision of schol transnor - Primans and Sacandary Sehonls - electrnic annlications
Home to Schanl Transnort Anneals

I ettors refusing annlications for Home ta Schonl Transnart

Al records relaiina to the provision of Sunnort for aified children
Al recardis relaiina ta the orovision of Sunnort for voun neaole when leavin education

Al records relaiina ta the rovision of information and adice nrovided f0 sunnor teenaae parents
Al recaris relating to the orovision of tov ibraries.

Al rocouets relatinn to the nrovision of Sunnort to nunils when movina hetwsen schnols
Al recovrts relatinn to the nrovision of teachin Snnor for raveller children

Al records relaiina to the administration of the 16-19 bursary fund
Al records relaiina to the provision of transnort for 16-19 vear olds

Annlications for provision of schaol transnor - Years 12 and 13 - electronic annlications
Annlications for provision of schaol transnor - Years 12 and 13 - electronic annlications
Home to Calleas Transnort annlications - accented

Home to Colleas Transnart annlications - refusals for students under 16 and over 19
Home to Colleas Transnart annlications - student withdrawals

Home to Calleas Transnort annlications - accented

Home to Colleas Transnart annlications - refusals for students under 16 and over 19
Home to Colleas Transnart annlications - student withdrawals

Al records relating ta the exclusion af school nunils (fixed term and nermanent

Al records relafina to the orovision of advice to schools. oarents and children on brevention and dealina with head lice:
Al records relating to the creation and mananement of Home School Aareements
All record relatina to the develooment. imolementation and mananement of local curricula in Wales

Al records relatina to the nrovision of information and schonl contact details

Al records relafina to nermitted absence from school

Al records relatina ta the allocation of nrimary schaol nlaces

Al records relafina to the administration of school anneals
Al records relafing to the development and imolementation of school performance and assessment renorts.
Al records relafing to the creation and imolementation of the school bullvina and harassment oolicy

All records relatina ta the orovision of school catering services.

Al records relatina 1o the provision of information relating to schonl closuires

Al records relaiina to the creation and oublication of school term and holidav dates
Al records relatina 10 the administration of outdoor activiy centres by local authorities
Al records relating to the administration of school vists. inclidin nermission fram the Incal autharit. risk Assessments. iineraries eic:

Schol Visis: Parental Consent Foms where here has been a mair incident
Al records relafina ta of school

Al records relatina to the allocation of secandary schoal nlaces
Al recorts relating to the administration of Standina Advisarv Councils on Reliaiots Fdiication
Al records relating to the sunenvision of medication administrafion in schools

Al records relating to the allocation and manacement of work exnerience nlacements

Al records relating to the develonment of  vorna neanle's learnin rosnectis

Al records relating to the allocation of school nlaces to children with snecial ediicational needs

Al records relafina to of snecial educational

Al records relating to the develanment and imolementation of snerial needs cnordinated sinnort nlans
Al recordts relatina to the allocation and nrovision of home o school transnor for Saecial needs pinils

Start Event
Date of bith of ounil

ear records created

Year records created
Date of the nlay scheme

Date of birth of the nunil
Vear records created

Date of course

Date of consultation

Date of hinth of the nunil

Vear records created

Date of hirth of the nunil

Fnd of contract

Date of birth of the nunil
ate hire ceases

ear records created

Date of hirth of child

Date transnort ceases

ear records created

Vear recorts crented
Date of hirth of child
Date of hirth of child
Date of birth of the nunil
ear records created
ear records created
Date of loan

Date of hirth of the nunil
Date of hirth of the nunil

ear records created

ear records created

Date of birth of the nunil
ear records created
Creation of acreement
Date currcula relaced

ear records created

Date of absence

ear records created

End of the anneal nrocess
d

End of the contract

Date information nuiblishedt
ear records created

Date of resolution of comlaint

Date curtculum sunerseded

Termination of servce as a schaol aovernar

Date of the trin

Result of the investiaation
Date plan sunerseded

Vear records created
Date meetina held

Date of birth of the nunil

Date of work exnerience nlacement
Date nrosnectus renlaced

Date of birth of child

Date of birth of child

Date of birth of child
Date transnor nrouision ceases.

Retention Rules

25 vears

1 vear

1vear

6 vears

6 vers
1 vear

Itis anticipated that this will

consistof couse matel which

ist
s heina constantly
7 vears

25 vers

imary School applications

Kept uniil child leaves primary

ol;

completes year 11 1

school; Secondary School
applications kept until child
th

Zoptcations keptuntl ehld

completes year 11 then

reviewed depending on whether
the chid continies in education

25 vears
Lvear

Puoilleaves the school
6 vears

1 vear

2vears

document._ constanily
6vears

6 vers
25 vears

6 vers
6vears

dating

Leaal or Busine Leaislation Name

LEGAL Limitafion Act 1980 (Section 2)
RAUSINFSS
LEGAL School Admissions Code 2012
IFaal Vimitation Act 1980 (Section 2)
Faal Vimitation Act 1980 (Section 2)
RUSINFSS
BUSINESS
BUSINESS
Faal Vimitation Act 1980 (Section 2)
FGal Vimitation Act 1980 (Section 2)
FGal Vimitation Act 1980 (Section 2)
FGal Vimitation Act 1980 (Section 2)
LEGAL Limitation Act 1980 (Section 2)
LEGAL Limitation Act 1980 (Section 2)
LEGAL Limitation Act 1980 (Section 2)
LEGAL HMRC - Gomaliance Handhaok Manual CH15400
LEGAL HMRC - Comaliance Handhook Manual CH15400
Faal Vimitation Act 1980 (Section 2)
FGal HMRC. - Comnliance Handhaok Manial CH15400
Faal Vimitation Act 1980 (Section 2)
RUSINFSS
RUSINFSS
al Vimitation Act 1980 (Section 2)
RUSINFSS
al Vimitation Act 1980 (Section 2)
RUSINFSS
Faal Vimitation Act 1980 (Section 2)
"
BUSINESS
BUSINESS
RUSINFSS
RUSINFSS
LEGAL Limitation Act 1980 (Section 2)
LEGAL Limitation Act 1980 (Section 2)
LEGAL Limitation Act 1980 (Section 2)
LEGAL
FGa Vimitation Act 1980 (Section 2)
Faa Vimitation Act 1980 (Section 2)
LEGAL Comnlianca Handhaok Manual CH15400
LEGAL Comnlianca Handhaok Manual CH15400
LEGAL Comnlianca Handhaok Manual CH15400
LEGAL Comnlianca Handhaok Manual CH15400
LEGAL Comnlianca Handhaok Manual CH15400
RUSINESS
LEGAL Limiaton fct 1980 Socton 2
LEGAL IMRC. - Comnliance Handhaok Maniial CH15400
RUSINESS
LEGAL Limitation Act 1980 (Section 2)
Faal Limitation Act 1980 (Section 2)
BUSINESS
BUSINESS
BUSINESS
Faal Limitation Act 1980 (Section 2)
BUSINESS
Faal School Admissians Code 2012
LEGAL School Admissions Aooeals Code 2012
BUSINESS
BUSINESS
LEGAL HMRC - Comaliance Handbook Manual CH15400
BUSINESS
FaAl Limitation Act 1980 (Section 2)
Faal Limitation Act 1980 (Section 2)
RUSINESS
EGAl Limitation Act 1980 (Section 2)
Faal Limitation Act 1980 (Section 11}
Faal Limitation Act 1980 (Secion 2)
RUSINESS
Faal Limitation Act 1980 (Section 2)
IFaal Vimitation Act 1980 (Section 2)
LEGAL Limitation Act 1980 (Section 2)
BUSINESS
I1Faal School Admissions Code 2017
RAUSINFSS
Faal Vimitation Act 1980 (Section 111
IFaal Vimitation Act 1980 (Section 2)
RAUSINFSS
RAUSINFSS
BUSINESS
AUSINFSS
Faal Vimitation Act 1980 (Secion 2)

Leaislation URL

htto: A ecislation.aov.Lkluknaa/1980/58section/2

hool-admissions-code-
2012haoi%20admissions20cadet4202012

it s ecisiation aow 1klknaa/ 980/SRIsectian>

it s ecisiation aow 1klknaa/ 980/SRIsectian?

it s ecisiation aow 1kliknaa/ SR0/SRISectian>

it s ecisiation aow 1kliknaa/ SR0/SRISecrian?

it ecisiation.aov.Lkluknaa/1980/58secrian/2

it Ao ecisation.aov.Lkluknaa/1980/58secrian/?.

it s ecisiation aow 1klknaa/ SR0/SAISectian>

it s ecisiation aow kliknaa/ SR0/SRISecrian>

it s ecisiation aow 1klknaa/ SR0/SRISectian>

it s cisiation aow 1kliknaa/ SR0/SRISectian>

it s ecisiation aow 1kliknaa/ SR0/SRISectian>

it i ecisiation. aov. Lkl knaa/1 980/58secrian/2
knaa9B0/SIsecrian’?

knaa9B0/SIsecrian?

It s cisiation aow kliknan/ SR0/SRISacrinn>
It s cisiation aow klsknaa/1 9R0/SRISacrian>

it ecisiarion. aov. Lkl knaa/1 980/58secrian/?

it A ecisiation. aov ki knaa/1 980/58secrian/?

it s ecisiation. aov ki knaa/1 980/58Isecrian/?

it s ecisiation. aov ki knaa/1 980/S8secrian!?

hool-admissions-code-
2012hani920admissionso620cared4202012.

hool-admission-anneals.code-2012.

it s ecisiation. aov ki knaa/1 980/S8secrian!?
it s ecisiation. aov ki knaa/1 980/S8secrian!?

it s ecisiation. aov ki knaa/1 980/S8secrian/?
it s ecislation aov Lklknaal SR0/S8lsection/11
it s ecisiation. aov ki knaa/1 980/S8secrian?

it s ecisiation. aov ki knaa/1 S80/S8Isecrian/?
it s ecisiation aow 1klknaa/1 980/SRIsecrian?

htto: e ecisiation.aov.ulkluknoa/1980/58section/2

hool-admissions-code-
2012haniok20admissionso20cared4202017.

it s ecislation aov Lklknaal SR0/S8lsection/11
it s ecisiation aow 1klknaa/1 980/S&Isecrian>

it s ecisiation aov 1klknaa/ 980/S&Isectian?

Persona Imact Le Notes

It s expected that this will be a dynamic list which is constantly updating, if not Year records
[T created +1vear

No Lo
6 years is a minimum In some cases it il pr the
ves o records far DOR of the narticinants nlus 25 vears
Under normal circumstances this information should be included on the main pupilfle but it
ves o ot date of hirth + 75
[T
NO Lo
No o
Under normal circumstances any information ke this would be included on the general pupil
ves w2 file i no then these world need t be kent for date of hirth of the nunil + 75 vears
N0 0 A uears is A minimim recommendatian
ves w2
[T
Under noma umstances an nformation ke s wouldbe ncluded on th generl upi
vEs w2 il if not then these would need to be kent for date of birth of the pupil + 25 ve
vES 12
vES 12
No o
No o
Under normal circumstances this information should be retained on the child's personal file
ves  na othenise the racords need 1o b retained for  minimum of date of hirth + 25 vears
No o
N0 o
No 0
No o
No o
No 0
ves  na
ves w2
ves w2
YES 12
YES 12
ves w2
ves w2
Under normal circumstances these records would be included on the individual pupil file if not
YEs 2 then date of hirth + 25 vears
vEs 1
N0 o
No o
Under normal circumstances this information should be included on the main pupil file but i
ves w2 ot date of hir
ves uo
YEs 12
YES 12
YES 12
YES 12
YES 12
YES 2
YES 12
YES 12
YES 12
YEs 12
Under norml circumstances any information like this would be included on the general pupil
vEs 1o fle i nof then these wold need to be kent for date of hirth of the unil + 26 vears

Itis expected that this will be a dynamic lst which is constantly updating, if not Year records
No o created +1

YES 12
No 1o
“This s likely o be a dynamic database which s constantly updating. If not then current
[T acader + 1 vear
See The Education Act 1996 (Section 4444); Education and Inspections Act 2006 (Section
vES 12 »
[T
YES 12 2 vears is a minimum recommendation
No D
No o
[T
NO Lo
YEs 12
YEs 2 After 6 vears review for further retenion in the case of contentious disnites
N0 0
YEs 2
N0 0 3 vears 4 months is & minimum recammendation
YEs 2
[T
No o
[T A vears is A minimum recommendatian
“The documents il become part of the incident investigation and should be kept for a
vES 12 minimum of 6 vears from the result of the investiaation
o o
No o
No 0
YEs o
YFEs a2 A vears is A minimum recommendatian
[T
Under nonma rcustances this nfomaton shod be etained on the chid's prsona le
ves o thenise the records need 1o be retained for  minimum of date of hirth +
Under nonmal rcumstances tis nfonatan shold b etined on the iy persnna\ file
YES 12 athenise the records need 1o be retained for a minimum of date of birth
Uncir normalcreumeances ths nformation hold be e on the chid's personal fe
ves o thenise the records need 10 be retained for  minimum of date of hirth + 25 vears
YEs 2
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