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Uckfield College College Records Management Policy

This policy applies to the management of all documents and records, in all technical or physical
formats or media, created or received by Uckfield College in the conduct of its activities. It
applies to all staff, contractors, consultants and third parties who are given access to our
documents and records and information processing facilities.

The College 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
institution. Records provide evidence for protecting the legal rights and interests of the College,
and provide evidence for demonstrating performance and accountability.

This document provides the policy framework through which this effective management can be
achieved and audited. It covers:

● Scope
● Responsibilities
● Storage
● Disposal
● Available Guidance
● Relationships with existing policies
● Monitoring and Compliance

1. Scope of the policy
1.1 This policy applies to all records created, received or maintained by staff of the College in
the course of carrying out its functions.
1.2 Records are defined as all those documents which facilitate the business carried out by the
College 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.
1.3 A small percentage of the College’s records will be selected for permanent preservation as
part of the institution’s archives and for historical research. This will be done in liaison with the
County Archives Service.

2. Responsibilities
2.1 The College has a responsibility to maintain its records and record keeping systems in
accordance with the regulatory environment. The person with overall responsibility for this
policy is the Principal of the College.
2.2 The person responsible for records management in the College 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 by surveying at least annually to check if records are stored securely and can be
accessed appropriately.
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2.3 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 College’s records
management guidelines.

3. Storage
3.1 Records should be appropriately stored with due regard for efficiency, cost-effectiveness,
security, durability and access. Appropriate procedures and processes should be put in place to
ensure the physical and intellectual security of college records.
3.1 Storage conditions and handling processes should be designed to protect records from
unauthorised access, loss or destruction and from theft and disaster.
3.2 The retention of records for longer than necessary is not acceptable and the duplication of
records should be limited to minimise the likelihood of a data breach.
3.3 It is college practice for records relating to the students to be added to the Pupil Record, My
Concern and SIMS. This ensures the data is archived in accordance with the retention schedule.

4. Disposal
4.1 Records should be disposed of in accordance with the retention schedules set out in the
2019 IRMS Toolkit for Schools. The retention schedule should be reviewed regularly and
adjusted if necessary. At the expiration of their currency, records should either be destroyed or
if they have lasting historical value added to the College archives.
4.2 The college will retain email records for up to 7 years. After this time records will be
destroyed, in accordance with a limited life cycle and the right to be forgotten.

5. Available Guidance
5.1 It is the responsibility of the College Leadership Team to provide guidance to all staff on
good Records Management practice.

6. Relationship with existing policies
6.1 This policy has been drawn up within the context of:

● Data Protection policy
● Staff Code of Conduct
● College Privacy Notices
● Email Policy

4.Monitoring and Compliance
4.1 Ongoing monitoring of compliance with this policy and supporting standards will be
undertaken on a regular basis by the Information Asset Owners, the College Senior Leadership
team and the College appointed DPO.
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