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 Records Management Policy  

The purpose of  this policy is to ensure that Sidrah Gardens School meets the legislative requirements for 
creating, managing, storing and disposing of  the school records. This policy applies to all staff when 
creating, managing, and disposing of  the school’s administrative and student records. All such records 
need to be properly managed. 

In Victoria, the creation, management and disposal of  public records is governed by the Public Records 
Act 1973 (Vic) standards issued by the Public Record Office Victoria (PROV). The Privacy and Data 
Protection Act 2014 and the Health Records Act 2001 govern the collection, disclosure and storage of  
records containing personal information. 

Ministerial Order 1359 - Implementing the Child Safe Standards – Managing the Risk of  Child Abuse in 
Schools and School Boarding Premises – standard 2 requires schools to have a record management 
policy for creating, maintaining and disposing of  records relevant to child safety and wellbeing in 
accordance with PROV Recordkeeping Standards. 

Definitions  

Records  School-related records in any format or media made or received by 
staff or volunteers. Such records are required to be kept for a specific 
period of  time for legislative or other requirements before they can be 
destroyed.  

Normal administrative 
practice 

Working papers, drafts, duplicate copies of  records stored elsewhere, 
CCTV footage, short-term facilitative records (such as phone 
messages), and unimportant records such as unsolicited ‘junk mail’ 
which may be destroyed without approval once administrative use has 
ended. 

The school must have systems and processes in place for managing electronic and hardcopy records to 
ensure the authenticity, security, reliability and accessibility of  these records. All records must be stored in 
safe and secure locations to ensure their integrity and accessibility and prevent unauthorised access.  

The school needs to properly manage records in order to: 

• meet legislative responsibilities, 

• ensure records are stored when needed and destroyed when permissible, 

• meet administrative responsibilities to staff and students. 

In doing so, the school will manage records in a manner that enables staff to easily store (in a secure 
cabinet or electronically), retrieve and dispose of  records when needed. Staff and students/parents can 
access their own personal records on request but will be denied access to the records of  other people 
unless such disclosure is lawful.  

  

https://www.legislation.vic.gov.au/in-force/acts/public-records-act-1973
https://www.legislation.vic.gov.au/in-force/acts/public-records-act-1973
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Records creation  

The school will create full and accurate records, either hardcopy (paper) or electronic, of  the school 
functions and activities, including records relating to: 

• governance 

• operations 

• the handling of  incidents, complaints and investigations, including those relating to child 
safety and wellbeing 

• student management including attendance, academic progress, medication etc. 

Records management and retention 

All school records must be retained for a certain period of  time in line with PROV Guidelines. Records can 
only be destroyed once that period has expired with the written approval of  the Principal. Refer to Appendix 
1 below.  

Records destruction  

Sidrah Gardens School staff must not dispose of  (refer to Appendix 1): 

• any records that are reasonably likely to be required in a legal proceeding, 

• any record that may be required for a current Freedom of  Information request, 

• records that are of  historic value,  

• records relevant to child safety and wellbeing (including incidents or allegations of  
incidents, investigation of  child sexual abuse incidents or staff induction training about 
child safety standards). 

The school will dispose of  records that have reached the required retention period (refer to Appendix 1). 
The Principal must approve the disposal in writing to provide evidence of  the disposal activity. 

In some circumstances, some records created through normal administrative practice may be destroyed 
without the Principal approval and the retention period once administrative use has ended (but such 
documents are recommended to be kept for at least 12-24 months). These records include: 

• working papers 

• drafts 

• duplicate copies of  records stored elsewhere 

• short-term facilitative records (such as phone messages) 

• CCTV footage (as long as there are no records relevant to child safety and wellbeing 
concerns or allegation). 
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The school will ensure electronic and hardcopy records are disposed of  or destroyed in a way that ensures 
the records are unreadable and irretrievable (e.g. the use of  secure disposal bins for hardcopy records). 

Staff should consider the following before a record is destroyed:  

• Is there any further administrative need to retain the record?  

• Are others still using the record?  

• Has the record been held for the required period of  retention? 

• Does the record relate to a child safety and wellbeing matter? 

• Does the type of  record require approval of  the Principal to destroy?  

• If  you believe it is just a duplicate copy, locate the original record prior to destroying the 
copy. 

 

The Principal is responsible for the implementation of  this policy. The Principal will ensure that staff and 
volunteers understand information sharing as well as record management and keeping obligations. Regular 
training will be provided to staff and volunteers. This policy will be made available to students/parents.  

Complaints can be lodged in line with the school’s Complaints process in relation to how the school meets 
the legislative requirements for creating, managing, storing and disposing of  school records.  

Storing and Securing Information 

The school takes reasonable steps to protect information from misuse and loss, and from unauthorised 
access, modification and disclosure. All third-party contractors must comply with this policy to mitigate 
against any information handling risk. 

To ensure appropriate oversight, the Board will receive compliance reports, including any issues or 
breaches, from the Principal at its regular meetings or as appropriate.  

Related documents  

• Duty of  Care Policy 

• Child Safety Policies  

• First Aid Policy 

• Anaphylaxis Management Policy 

• Excursions Policy  
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Appendix 1: Retention and Disposal of Students & Other Records Schedule 

General Information  
Retention and Disposal Authority for School Records 

For more information about this section - Click and download the 
document.  

This document contains information with regard to the following 

1. School Governance  
2. School Operations  
3. Incidents, Complaints and Investigations 
4. Student Management  
5. Teaching and Learning  
6. Student Support, Health and wellbeing 
7. Legacy Records  

 

 

Retention and Disposal Authority for School Records 
Document and information retained Minimum retention period 

Administrative and facilitative records supporting student management 
including: 

• daily class attendance records 
• absence and attendance variation approvals 

and explanations 
• final student class allocations 
• records of  class allocation including liaison with 

parents/guardians and students during 
development or in response to timetables 

• detailed student enrolment forms 
• transition records between Department schools 
• consents and agreements, including acknowledgement of  

code of  conduct, student ICT use agreements, photograph 
and media consents provided by parents/guardians. 
Excludes consent and agreements related to camps and 
excursions 

• records relating to the collection of  students outside of  
normal school hours 

• application records for schools that have pre-enrolment 
processes beyond a standard 
enrolment form. Includes specialist high 
schools and enrolment-restricted schools 

• issuing of  student identification cards 
• routine notices to parents/guardians including 

school newsletters that do not reference 
arrangements for off-site events or activities 
or student learning, health and wellbeing 

Destroy 7 years after action 
completed 

 

https://prov.vic.gov.au/recordkeeping-government/document-library/pros-2206-school-records
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• records of  student disciplinary matters, up to 

and including suspension and expulsion. 
Education records, which cover: 

• attainment of  units of  competency 
• statements of  attainment and 
• qualifications. 

30 years from the student’s 
course completion or 
cessation date. 

Student health and wellbeing records  Destroy after 75 years after 
action completed  

Records required for legal action or child safety investigation  The School must not 
dispose of  (minimum of  99 
years) link here or here: 

• any records that 
are reasonably likely to be 
required in a legal 
proceeding, 

• any record that 
may be required for a 
current Freedom of  
Information request, 

• records that are of  
historic/establishment 
value,  

• records relevant to 
child safety and wellbeing 
(including incidents or 
allegations of  incidents, 
investigation of  child 
sexual abuse incidents or 
staff induction training 
about child safety 
standards). 

 
  

https://www2.education.vic.gov.au/pal/records-management/guidance/permanent-and-long-term-temporary-records
https://prov.vic.gov.au/recordkeeping-government/document-library/pros-1908-organisational-response-child-sexual-abuse
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Administrative and facilitative records supporting school operations 
including:  

• food services records. Includes relevant permits and 
registrations, training and compliance monitoring activities, 
routine records of  food handling and monitoring such as 
temperature monitoring logs, menus, and arrangements 
with suppliers 

• records related to the management of  animal husbandry, 
crop production and food gardening in schools including 
permits and registrations, audits and compliance 
management activities 

• internal allocation and use of  facilities, including by 
students for activities • records documenting student 
transportation arrangements including school bus 
attendance rolls, bus forms and lists, chartered transport 
bookings and other arrangements made to transport 
students for a school led event/purpose  

• liaison with neighbours and community groups regarding 
routine, non-student matters or other shared 
responsibilities such as boundary fences, trees, traffic 
management and safety etc.  

• diaries, activity logs or similar that do not reference student 
management matters, incidents, or the delivery of  support 
services, and are administrative in nature only 

• RSVPs and bookings for students to attend out of  hours 
school run events at which the student remains under the 
care of  their parents/guardians e.g. school welcome picnic, 
or an in-school event where the student remains under 
standard school supervision 

Destroy 5 years after 
action completed. 

 

 

 


