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Our Mission Statement:

‘The aim of St Cyprian’s Greek Orthodox Primary Academy is to provide its children with
primary education of the highest quality in a supportive learning environment through the
National Curriculum in core subjects, enriched by the progressive teaching of the Greek

language and Christian Orthodox religion.

The children will be equipped with the knowledge, skills and spirituality to enable them to
achieve their full potential and prepare them for transition to secondary education and to
contribute positively to the challenges of a diverse multicultural society.’

The term ‘parents’ in this policy also refers to carers.

Statement of intent

St Cyprians is committed to maintaining the confidentiality of its information and ensuring
that all records within the school are only accessible to the appropriate individuals. In line
with the requirements of GDPR, the school also has a responsibility to ensure that all
records are only kept for as long as is necessary to fulfil the purpose for which they were
intended.

The school has created this policy to outline how records are stored, accessed, monitored,
retained and disposed of to meet the school’s statutory requirements.

This document complies with the requirements set out in the GDPR and Data Protection
Act 2018.

Responsibility & Monitoring

The whole school has a responsibility for maintaining its records and record keeping
systems in line with statutory requirements.

The Headteacher holds the overall responsibility for this policy and for ensuring it is
implemented correctly.

The School Business Manager has primary and day-to-day responsibility for implementing
this policy.

The Data Protection Officer, in conjunction with the School is responsible for

monitoring its use and effectiveness and dealing with any queries on its interpretation.
Internal control systems and procedures will be subject to regular audits to provide
assurance that they are effective in creating, maintaining and removing records.
Management at all levels are responsible for ensuring those reporting to them are made
aware of and understand this Policy and are given adequate and regular training on it
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Data

Data Protection Retention Action at end of
Description Period records life
Issue
Retain in school for 7
Admissions years from entry. Can
Registers HES Entry + 7 years archive these records
if needed.
Are retained whilst
the pupils are still at
. school and for three
gtete?sc::psce Yes ?%te eo;rrseglster years after the last
9 y date in the register.
After it must be
securely disposed.
Public Year of
Examination No examination +6 Secure disposal
results years
Internal Current year
Examination Yes N y Secure disposal
5 years
results
We recommend
reviewing these
Current vear records at the end of
Pupil’s work Yes +1 y each year and
year
allocate a new
retention period.
Secure disposal.
We recommend
reviewing these
Current vear records at the end of
Timetable No +1 y each year and
year
allocate a new
retention period.
Secure disposal.
Staff
timesheets, Yes Sé' renLyear Secure disposal.
. years
sick pay
Staff Terminati
ermination }
personnel Yes +25 vears Secure disposal.
files y
Accessibility Yes Current year Secure disposal.
plans +6 years
Incident Current year + .
Reports Yes 20 years Secure disposal.
School No Current year + Disposal & recycle.
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Brochure or 3 years
prospectus
Annual Current year + Secure disposal.
Accounts 6 years
Free school Current year
meals Yes y Secure disposal.
. +6 years
registers
Replace former Review to see if
ngr-[Egn d report with new further retention
ap - inspection period required.
pap report Secure disposal.
. . Transfer the files to
Retain for time .
Pupil files which the pupil their secondary
: Yes . school (or other
primary is at the

primary school

primary school) when

the child leaves.
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