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RECORDS MANAGEMENT 
 
Introduction 
The Wharf Nursery School recognises that the efficient management of its records is necessary to comply with its legal and 
regulatory obligations and to contribute to the overall successful management of our school.  

 
This Retention Schedule is based on the guidelines set out in the Institute of Records Management Society’s Toolkit for schools 
2019. It has been cross-checked with the Local Authority expectations and updated to reflect the legislation in place in April 2022 
e.g. UK GDPR, the 2022 Keeping Children Safe in Education (KCSIE). 
 
Guidance  
This document should be used with reference to the school’s Information Management Policy.  
Records can include electronic information; there is no requirement to retain duplicate records in electronic and paper format 
and doing so would not meet the data minimisation requirements of the UK GDPR.  
 
Organisation and Storage  
Staff are strongly recommended to create electronic filing systems (folders) which reflect the categories below in order to ensure 
efficient management of records on an ongoing basis and timely disposal as required.  
Where information is held in third party systems e.g. SIMS/Arbor, there is no requirement to also hold a paper copy and the 
duplication of records is not considered good practice.  
All records must be securely stored. Schools must risk assess those records held only in paper format, assessing the risks of loss of 
access, for example through fire or theft, in particular those records of a confidential nature, such as personnel records and 
consider appropriate back up.  
Confidential waste disposal or crosscut shredders must be used for the secure disposal of records where required.  
 
Review  
This Schedule will be reviewed every 2 years as part of the bi-annual review of data protection policies and documents.  
 
Glossary  
EHCP = Education, Health & Care Plan  
IICSA = Independent Inquiry into Child Sexual Abuse  
KCSIE = Keeping Children Safe in Education 2022  
SEND = Special Educational Needs & Disabilities 
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    Records Retention Schedule 

1.  Governing Body 
This section contains retention periods connected to the work and responsibilities of the governing body.  
For further information about governing body records, see: “The constitution of governing bodies of maintained schools: 
Statutory guidance for governing bodies of maintained schools and local authorities in England August 2017” 
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2. Management of the School 
 

This section contains retention periods connected to the processes involved in managing the school, including Human Resources, 
Financial Management, Payroll and Property Management. 
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3. Pupil Management 
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4. Curriculum and Extra-Curricular Activities 
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