ADDENDUM
RETENTION OF RECORDS

I would like to make the following amendment to the Record Management Society Guidelines:
Section 3.1 Log Books – There are no archives so the records should be retained within the school permanently.
Section 4.1 Admission Registers – There are no archives so the records should be retained permanently. These are not the same as class registers where daily attendance is marked.
Section 4.2 Attendance Registers – These are to be retained whilst the pupils are still at school.  For example, if a pupil enters school in September 2001 and leaves in July 2008, the September 2001 register for that class can only be destroyed in 2008.

Section 4.3A  Primary Record Cards and Primary Files  - These are normally transferred to the appropriate secondary school. However in the case of Exclusion please transfer to The Education Otherwise Than At School Team within Children’s Services and not the Behaviour Service.  

With reference to any other mention of the archives the documents should be retained within the school.
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