Function Service
Early vears and childcare
Early years and childcare Childcare out of school hours

Early years and childcare Childminding

Early years and childcare Nursery school places.

Early years and childcare
Educational suoport

School holiday schemes

Educational support Behaviour development

Educational support
Educational support
Educational support

Citizenship education
Education consultations.
Extended schools

Educational support
Educational support
Educational support
Educational support
Educational support

Language and cultural support in school

School health promotion
School library visits
Educational support Support for gifted children
‘Teenage pregnancy

Toy libraries

Traveller children support

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

Higher education Education transport for 16-19 year olds

0ols
Schools Exclusion of school pupils

Schools Head lice

Schools Local curriculum

Schools Local schools

Schools Permitied absence from school
Schools Primary school places

Schools School admission appeals

Schools School assessment and performance
Schools School bullying and harassment policy
Schools School catering

Schools School closures

Schools School clubs and activties

Schools School complaints procedure
Schools School curriculum

Schools School g

Schools School health and safety

Schools School pupil records

Schools School term and holiday dates
Schools School visits

Schools School visits

Schools Schools development plans

Schools Supervised medication in school
Schools Work experience placements.

Special education needs.

Special education needs Snecial aducational neeis - placement in mainsiream schon

needs. "

needs. support plan

{Ret: Pupi retenton schedule, Pupd 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 records relating to the mananement of school holiday schemes
Al recorts relating to the provision of eduicational nsveholony sences

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

Al recorts relatinn to lanaiane and cultural sinnort in schonls
Al recorts relatinn to the mananement of leaminn mentors

Al recorts relatinn to the provisinn of schanl hreakfast clubs finclidina all records relatin 10 fad huniens)
Al recorts relatinn to school health nromotion

Al recortts relating to the nrovision of schao lieary visis

Al records relaiina to the provision of sunnort for aifted children
Al records relaiina ta the rovision of information and achice rovided f0 Sunnor teenaae parents
Al records relating to the orovision of tov ibraries.

Al records relaiina ta the orovision of teachin sunnort for raveller children

Al recorts relating to the adminisiration of the 16-19 bursany fund
Al recorts relatinn to the nrovision of transnort for 16-19 vear alrs

Annlications for nrouision of schaol transnor - Years 12 and 13 - elecranie annlications
Annlications for nrovision of schol transnor - Years 12 and 13 - electranic annlications
Home to Colleas Transnart annlications - accented

Home to Colleas Transnart annlications - refisals for stidents under 16 and over 19
Home to Colleas Transnart annlications - Student withdrawals

Home to Colleas Transnart annlications - accented

Home to Colleas Transnart annlications - refisals for stidents nder 16 and over 19
Home to Colleas Transnart annlications - student withdrawals

Al rocowts relatinn to the sxelsion af sehnol aunils (fied term and nermanent

Al records relaiina to the provision of adice ta schaols. narents and children an nrevention and dealina with head lice:
Al record relatina to the develonment. imnlementation and manaaement of Incal curricula in Wales

Al rocewrts relating to the nrovision of information and schanl cantact details

Al records relaiina o nermitted absence from school

Al roceuets relatinn to the allocation of nrimary schanl nlacas

Al records relaiina to the administration of school anneals
Al records relaiina to the develanment and imolementation of schaol nerformance and assessment renarts.
Al records telaiina to the creation and imnlementation of the school hullvin and harassment nolioy

Al records relaiina to the rovision of school catering services

Al rocewets relatinn to the nrovisinn of information relating t schon! clnsires.

Al recevtts relatinn to the maintenance of health and safety in schonls
Al recevets relatinn o <chonl ol

Al receuets relatinn to the creation and aublication of schonl term and haliday dates

Al recevets relatinn to the administration of School visis inclidina nermission fram the Incal authariny risk Assssments. ifineraries sic

School Visits: Parental Cansent Forms where ther has heen a maior incident

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

Al records relaiina 1o the allocation of schoal nlaces to children with snecial ediicational needs

Al records relatina to of soecial educational need:

Al records relating 1o the develanment and imolementation of snecial needs coordinated sinnort nlans

Start Event

Date of bith of ounil

ear records created

Year records created

Date of the nlay scheme

Date of birth of the nunil

Date of course
Date of consultation
Year records created

Date of hinth of the nunil

Vear records created

Date of birth of the nunil
Year records created
Date of loan

Date of bith of the nunil

Vear records created
Vear records created
Vear records created
Vear records created
Vear records created
Vear records created
Vear records created
Vear records created
Vear records created
Vear records created

Date of hirth of the nunil

ear records created
Date curtcula renlaced

Vear recorts crented

Date of ahsence

Vear recorts crented

End of the anneal nracess

End of the contract

Date information nuihlishedt

Date of the

Result of the investiaation
Date plan sunerss

Date of birth of the nunil

Date of wark exnerience nlacement
Date of birth of child

Date of birth of child

Date of birth of child

Retention Rules
25 vears

1 vear

1vear

& vears

Itis anticipated that this will
consist of course material which
s heina constantly undated

26 vears
6vears

Date loan ends
26 vears

25 vers

1vear
6vears

1 vear

2 vears

This will be a dynamic

docuiment cnnstantly sindating

25 vears

25 vears

25 vears

Leaal or Busine Leaislation Name

LEGAL

RAUSINFSS

LEGAL

IFaal

Faal

BUSINESS
BUSINESS
LEGAL

RUSINFSS

LEGAL

Faal

RUSINESS
RUSINESS

Faal

BUSINESS

Faal
LEGAL
RUSINESS
RUSINESS
LEGAL

BUSINESS
Faal

1Faal

RUSINESS

BUSINESS

RUSINESS

Limitafion Act 1980 (Section 2)

School Admissions Code 2012

Vimitation Act 1980 (Section 2)

Vimitation Act 1980 (Section 2)

Limitation Act 1980 (Section 2)

Vimitation Act 1980 (Section 2)
Vimitation Act 1980 (Section 2)
Vimitation Act 1980 (Section 2)

Limitation Act 1980 (Section 2)
Limitation Act 1980 (Section 2)

Limitation Act 1980 (Section 2)

HMRC. - Comnliance Handhaok Manial CH15400
il CHI5a00
il CHI5a00
il CHI5a00
il CHISa00

HMRC. - Comnliance Handhook Man:

Vimitation Act 1980 (Section 2)
HMRC. - Comnliance Handhaok Manial CH15400

Vimitation Act 1980 (Section 2)

Vimitation Act 1980 (Section 2)

Vimitation Act 1980 (Section 2)

Sehnol Admissinns Corde 2017
Schnol Admissians Anneals Code 2012

HMRC. - Gomnliance Handhaok Manial CH15400
Vimitation Act 1980 (Section 2)

Vimitation Act 1980 (Section 2)

Vimitation Act 1980 (Sectinn 2)

Vimitation Act 1980 (Section 111

Vimitation Act 1980 (Section 2)

Vimitation Act 1980 (Section 2)

Limitation Act 1980 (Section 2)

Uimitation Act 1980 (Section 11}
Limitation Act 1980 (Section 2)

Leaislation URL

hitolhwwnw leaislation.aov.ukiuknaa1980/S8section/2

hool-admissions-code-
2012honl%%20admissions%20codet202012

hitor sy Iecistation 0w ikiiiknaal 1 9A0/SRIsection!?

hitor sy Iecistation aow ikihiknaal 1 9A0ISRIsection/?

hitoxfhwaw leaistation.aov.ukluknaa/19R0/SRsection/2

hitorhwsaan Incislation aow ikiiiknaal19A0VSRIseetion!2

hitorhwsaay Iecislation aow ikiiiknaal 1 9A0VSRIseetion/2

hitohwaw leaisiation.aov.ukluknaa/1980/5Rsection/2
hito:hww leaislation.aov.ukluknaa/19R0/SRIsection/2

hito:hwnw leaistation.aov.ukluknaa/19R0/SRsection/2

hitorhusaas Incislation aow ikiiiknaal19A0VSRIseetion/2

hitor sy Iecisiation aow ikiiiknaal19A0/SRIseetion/2

hiterhusaas Incisiation aow ikiiiknaal\9A0VSRIseetion/2

hiter s Incisiation aow ikiiiknaal19AVSRIseetion/2

hool-admissions-code-
201 henlh20admissionshcorsh07017

honl-admission-anneals-cade-2012

hiterhusaas Incisiation aow ikiiiknaal19A0VSR/seetion/2
hiter sy Incisiation aow ikiiiknaal 9AVSR/seetion/2

hiterhusaas Incisiation aow ikiiiknaal19A0VSR/seetion/>
hiter s Iesislation aow ikiiknaal19R0/SRSeetion/1 1
hiter sy Incislation aow nkiiiknaal\9AVSR/seetion/?

hiter s Incisiation aow ikiiiknaal19A0VSRIseetion/2

hitox s Ieaistation.aov.ukiknaa/19R0/SRIsection!2

o Ieaistation cou. kiiiknaal 198015 Risection/1 1
hitor s Ieaistation 0w, ukiiiknaal 19R0/SRIsection?

Persona Imact Le Notes
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Itis expected that this il be a dynamic list which is constantly updating, if not Year records

6 years is a minimum recommendation. In some cases it will be appropriate to hold the.
records far DOR of the narticinants s 25 vears

Under normal circumstances this information should be included on the main pupil fle but if
ot date of hirth + 76 vears

6 vears is a minimum recommendation
Under normal like this would the general pupil
fle i ot then these world need to be kent for date of hirth of the ninil + 75 vears

Under normal circumstances these records would be included on the individual pupil file if not
then date of birth + 25 vears

Under normal like this would
file i o then these would nee t he kent for date of hirth of 1
Itis expected that his will be a dynamic lst which is constantly updating, if not Year records
created +1

the general pupil
ihe ounil + 75 vears

“This s liely to be a dynamic database which is constantly updating. If not then current
cademic vear + 1 vear

See The Education Act 1996 (Section 4444); Education and Inspections Act 2006 (Section
1031

2 vears is a minimum recommendation

Aftor & uears review for further retention in the case of contentinns disnites
2 uears & months is A minimum recammendation

s is A minimim racommendatian
“The documents vill become part o the incident investigation and should be kept for a.
minimum of 6 vears from the resiilt of the invesiination

6 vears is a minimum recommendation

Under normal circumstances this information should be retained on the child's personal file
of date of hirth + 25 v

d for a minimum of date of birth + 25 vears
Under normal circumstances this information should be retained on the child's personal file
othenise the records need 1o he retained for a minimum of date of hirth + 25 vears
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