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This is King Edward VII School’s Records Management Policy. It has been 
prepared using guidance provided by Sheffield City Council and the Information 
Management Toolkit for Schools (v5) published by the Information and Records 
Management Society (www.irms.org.uk)  

  
The Governing Body is responsible for maintenance of this Policy.  
 
The School recognises that by efficiently managing its records it will be able to comply 
with its legal and regulatory obligations and to contribute to the effective overall 
management of the organisation. Records provide evidence for protecting the legal 
rights and interests of the School, and provide evidence for demonstrating performance 
and accountability. This document provides the framework through which effective 
management can be achieved. 
 
 
1. Scope of the Policy 

 
a. This policy applies to all records created, received or maintained by staff of the 

School in the course of carrying out its functions. 
 

b. Records are defined as all those documents which facilitate the business 
carried out by the School and which are thereafter retained (for a set period) to 
provide evidence of its transactions or activities. These records may be 
created, received or maintained in hard copy or electronically. 

 
c. Some of the School’s records may be selected for permanent preservation as 

part of the organisation’s archives or for historical research. 
 

2. Responsibilities 
 

a. The School has a corporate responsibility to maintain its records and record 
keeping systems in accordance with the regulatory environment. The 
Governing Body has overall responsibility for this Policy which it has delegated 
to the Headteacher. 

 
b. The Headteacher will give guidance for good records management practice 

and will promote compliance with this policy so that information will be retrieved 
easily, appropriately and in a timely way. They will also monitor compliance 
with this Policy in conjunction with the Governing body. 

 
c. Individual staff and employees must ensure that records for which they are 

responsible are accurate and are maintained and disposed of in accordance 
with the guidelines in Appendix 1. 

 
3. Relationship with other policies 

 
This policy has been prepared in the context of: 
 

- The Freedom of Information policy and Publication Scheme 
- The Data Protection policy 
- Other legislation or regulations (including audit, equal opportunities and 

safeguarding) affecting the School 



 

 

4. Good practice for Records Management 
 

- Information and records should only be shared with those employees and/or 
organisations who need it 

- Records, electronic or paper, should be held securely and are retained no 
longer than is necessary  

- Employees should ensure that records are filed in accordance with the School 
systems and multiple copies should not be retained 

- All attachments in e-mail should be saved into any appropriate filing system 
and not retained in the e-mail folder 

- Electronic records should be backed up regularly and retained in a secure 
environment 

- Records which are not stored on the School’s servers are at greater risk of 
damage by fire and flood as well as a greater risk of loss or unauthorised 
access.  

- Where possible records should not be left on open shelves or on desks. 
Physical records which contain sensitive personal information should be 
removed from desks and retained in a cupboard or drawer.  
 

5. Retention guidelines 
 

The retention schedule at Appendix 1 lays down the basis for normal processing under 
both Data Protection and Freedom of Information legislation.  
 
It is based on V5 of the Information Management Toolkit for Schools which contains 
recommended retention periods for records created and maintained by School in its 
normal course of business. The schedule relates to all information, regardless of the 
media in which it is stored. Some of the retention periods are governed by statute and 
others are guidelines following best practice.  
 
The schedule should be reviewed on a regular basis as part of this Policy review. 
 
Members of staff are expected to manage their current record keeping systems using 
the retention schedule.  
 
For ease of use the Retention Schedule is divided into sections as follows: 
 

1) Management of the School 
2) Human Resources 
3) Financial Management of the School 
4) Property Management 
5) Pupil Management 
6) Curriculum Management 
7) Extra-curricular Activities 
8) Central Government and Local Authority 

 
 

6. Policy review 
 

This policy is reviewed every two years by the governing body. 
 
The scheduled review date for this policy is December 2020. 

 


