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Management of the School

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

1.1 Governing Body

Basic file description-

' Data Prot Issues

Statutory Provisions

 Retention Period [Operational]

Action at theend of the
administrative life of the record

1.1.1  Agendas for Governing Body There may be data One copy should be retained with SECURE DISPOSAL'
meetings protection Issues If the master set of minutes. All other
the meeting Is dealing copies can be disposed of
with confidential
Issues relating to staff
1.12  Minutes of Governing Body meetings  There may be data
protection Issues If
the meeting Is dealing
with confidential
Issues relating to staff
Principal Set (signed) PERMANENT If the school 1s unable to store these
then they should be offered to the
County Archives Service
Inspection Copies? Date of meeting + 3 years If these minutes contain any
sensitive, personal Information they
must be shredded.
1.13  Reports presented to the Governing There may be data Reports should be kept fora SECURE DISPOSAL or
Body protection Issues If minimum of & years. However, If the  retaln with the signed set of the
the report deals with minutes refer directly to individual minutes
confidential Issues reports then the reports should be
relating to staff kept permanently
1.14  Meeting papers relating to the annual  No Education Act 2002, Date of the meeting + a minimum SECURE DISPOSAL
parents'meeting held under saection Section 33 of 6 years
33 of the Education Act 2002
1 In this contest SECLURE DISPOSAL should be taken to mean disposal using confidential waste bins, or if the school has the 2 These are the coples which the clesk 10 the Governor may wish to retain so that requestors can view all the appropriate

faciity, svadding using a cross cut shredder

informattion without the clesk needing %o print off and collate radactad coples of the minutes each time 3 request k& made.




11 FIURUSED LONEITINg ue wnange mnNu LdLE PIUpusal dULEREU UI Ueineuy ELUNE LADFUDAL
of status of a maintained school + 3 years
Including Specialist Status Schools
and Academies

Please note that all iInformation about the retention of racords concerning the recrultment of Head Teachers can be found In the Human Resources section below.
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