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	SECTION 1 : CONTEXT

1:01
Neath Port Talbot College needs to keep certain information about its staff, learners and other College users for the purposes of:-

· monitoring performance;

· monitoring achievements;

· compliance with health & safety;

· employment of staff;

· curriculum provision;

· statutory compliance with funding bodies, the Welsh Assembly Government and the European Union.

1:02
To ensure compliance with current legislation, information must be:-

· collected safely;

· used fairly;

· stores safely;

· not disclosed unlawfully to other persons.

1:03
To this end, the College will comply with the 8 Data Protection Principles defined in the Data Protection Act 1998.  Staff and others who process or use personal information, must ensure that personal data shall:-

· be obtained for a specified and lawful purpose and shall not be processed in any manner incompatible with that purpose;

· be adequate, relevant and not excessive for that purpose;

· be accurate and kept up-to-date;

· not be kept for longer than is necessary;

· be processed in accordance with the data subject’s rights;

· be kept safe from unauthorised access, accidental loss or destruction;

· not be transferred to a country outside the European Economic Area (i.e. the EU Member States, plus Norway, Iceland and Liechtenstein), unless that country has equivalent levels of protection for personal data.
1:04
The College and all staff or others who process or use personal information, must adhere to these Principles at all times.

1:05
The Freedom of Information Act 2000, gives a general right of access to all recorded information held by public authorities.  However, the Act also identifies exemptions including information on staff and learners by virtue of it being personal information.




	SECTION 2 : STATUS

2:01
This Policy supersedes any previously approved Data Protection Policy.  It was approved by the College’s Senior Management Team on 20 June 2007 and the Corporation Board on 27 June 2007.



	SECTION 3 : POLICY

3:01
Neath Port Talbot College will comply with the requirements of the Data Protection Act 1998 and, in particular, the 8 Data Protection Principles (refer summary in Paragraph 1:03).

3:02
In addition to fulfilling its statutory obligation to comply with the Act, the College does so in the interests of openness, transparency and accountability, as defined by the Nolan Principles.

3:03
For the avoidance of doubt, this Policy applies to all College staff, learners and users.

3:04
It is important to recognise that infringement of the Act by staff or learners, may expose the College and the individual, to legal action and potential claims for substantial damages.  Any infringement of the Act therefore will be treated seriously and may result in action being taken under the terms of the College’s Disciplinary Policy.



	SECTION 4 : PROCEDURE

Definitions
4:01
The Act and this Policy refer to a number of defined terms.



	SECTION 4 : PROCEDURE (Cont’d)
4:02
Personal Data – Data relating to a living individual who can be identified from that information or from that data and other information in the possession of the data controller.  It includes, but is not limited to, name, address, telephone number, identification number.  It also includes expressions of opinion about the individual, and of the intentions of the data controller in respect of that individual.  It should be noted that personal data covered by the Act can be held in any format - electronic (including web-sites and emails), paper based, photographic etc. from which the individual’s information can be readily extracted.
4:03
Sensitive Data – Related to racial or ethnic origin, political opinions, religious beliefs, trade union membership, physical or mental health, sexual life, actual and alleged offences.  Sensitive data is subject to much stricter conditions of processing.

4:04
Data Controller – Any person (or organisation, in this case Neath Port Talbot College), who makes decisions with regard to particular personal data, including decisions regarding the purposes for which personal data is processed and the way in which the personal data is processed.

4:05
Data Subject – Any living individual who is the subject of personal data held by an organisation.

4:06
Processing – Any operation related to organisation, retrieval, disclosure and deletion of data including obtaining and recording data, accessing, altering, adding to, merging, deleting data retrieval, consultation or use of data disclosure or otherwise making data available.


Data Held & Processed
4:07
All College users are entitled to know:-

· the information the College holds and processes about them;

· why it is held and processed;

· how to gain access to it;

· how it is kept up-to-date;

· how the College complies with the Act.

4:08
The College will publish the details of the types of data it holds and processes on its intranet and internet sites (Refer Appendix IV).



	SECTION 4 : PROCEDURE (Cont’d)

Staff Obligations

4:09
All staff are responsible for:-

· ensuring that information relating to themselves and provided to the College is accurate and up-to-date e.g. change of address, telephone number, name, etc.

· checking the accuracy of the information the College sends out to them in respect of information it holds and process regarding staff;

· informing the College of any errors or changes.  The College cannot be held responsible for any errors unless the member of staff has informed the College of those changes.

4:10
Staff must comply with the Staff Guidelines for Data Protection outlined in Appendix 1.

Data Security

4:11
All staff are responsible for ensuring that any personal data they hold is kept securely and that personal information is not disclosed either orally or in writing or accidentally or otherwise to any unauthorised third party.
4:12
Staff should note that unauthorised disclosure will usually be a disciplinary matter and may be considered gross misconduct in some cases.

4:13
Personal information should be kept in a locked filing cabinet, or in a locked drawer, or if it is computerised, be password protected, or kept only on disk which itself is kept securely.


Learner Obligations
4:14
Learners must ensure that all personal data provided to the College is accurate and up to date.  They must ensure that change of address etc. are notified to their Course Tutor.
4:15
Learners who use the College computer facilities may, from time to time, process personal data.  If they do they must notify the data controller.  Any learner who requires further clarification about this should contact the Faculty Director : Lifelong Learning & Education.



	SECTION 4 : PROCEDURE (Cont’d)

Rights to Access Information
4:16
Staff, learners and other users of the College have the right to access any personal data that is being kept about them either on computer or in certain files.  Any person who wishes to exercise this right should complete the College Subject Access Request Form which is available from the Human Resources Manager in respect of staff, Faculty Director : Lifelong Learning & Education in respect of learners, the Vice Principal : Finance & Information Systems for Finance, the Information Systems Officer for Information Systems Data and College Secretary for any other enquiry (Refer Appendix II).
4:17
The College will charge a fee of £10 for each occasion that access is requested payable in advance and upon written receipt of proof of identity.  The College will review this right periodically.

4:18
The College aims to comply with requests for personal information as quickly as possible, but will ensure that it is provided within 40 days unless there is good reason for delay.  In such cases, the reason for delay will be explained in writing to the data subject making the request. Submission of data to third parties will be anonymised wherever possible.

Publication of College Information
4:19
Information that is already in the public domain is exempt from the 1998 Act.  It is College policy to make as much information public as possible and as outlined in its Publication Scheme.

4:20
For the avoidance of doubt, the internal phone list will not be a public document.


Subject Consent
4:21
In many cases, the College can only process personal data with the consent of the individual.  In some cases, if the data is sensitive, express consent must be obtained.  Agreement to the College processing some specified classes of personal data is a condition of acceptance of a learner onto any course, and a condition of employment for staff.  This includes information about previous criminal convictions.

4:22
Some jobs or courses will bring the applicants into contact with children of 16 and 18.  The College has a duty under the Children’s Act and other enactments to ensure that staff are suitable for the job, and learners for the courses offered.  The College also has a duty of care to all staff and learners and must therefore make sure that employees and those who use the College’s facilities do not pose a threat or danger to other users.



	SECTION 4 : PROCEDURE (Cont’d)
4:23
The College will also ask for information about particular health needs, such as allergies to certain forms of medication, or any conditions such as asthma or diabetes.  The College will only use the information in the protection of the health and safety of the individual.


Processing Sensitive Information
4:24
Sometimes it is necessary to process information about a person’s health, criminal convictions, race and gender and family details.  This may be to ensure the College is a safe place for everyone, or to operate other College policies such as the Sick Pay Policy or Diversity Policy.  Because this information is considered sensitive, and it is recognised that the processing of it may cause particular concern or distress to individuals, staff and learners will be asked to give express consent for the College to do this.  Offers of employment or course places may be withdrawn if an individual refuses to give consent to this without good reason.  More information about this is available from the Human Resources Manager for staff (Refer Appendix III) and Heads of School for learners.

The Data Controller and the Designated Data Controllers
4:25
The College as a body corporate is the data controller under the Act, and the Governing Body of the Corporation is therefore ultimately responsible for implementation.  However, the designated data controllers will deal with day to day matters.

4:26
The College has a number of designated data controllers.  They are the Human Resources Manager, the Faculty Director : Lifelong Learning & Education, Vice Principal Finance & Information Systems, the Information Systems Officer and the College Secretary.


Examination Marks
4:27
Learners will be entitled to information about their marks for both coursework and examinations.  However, this may take longer than other information to provide.  The College may withhold certificates, accreditation or references in the event that the full course fees have not been paid, or all books and equipment returned to the College.


Retention of Data
4:28
The College will keep some forms of information for longer than others.  Because of storage problems, information about learners cannot be kept indefinitely; unless there are specific requests to do so.  In general, information about learners will be kept for a maximum of six years after they leave the College.  However, it may be that some data will have to be retained for a longer period.  For example, this may include name and address, academic achievements, including marks for coursework and copies of any reference written and name of employer (Refer to Appendix V for Record Retention Periods and the College’s Archive / Records Management Policy).


	SECTION 4 : PROCEDURE (Cont’d)
4:29
All other information, including any information about health, race or disciplinary matters will be destroyed within a shorter period of the course ending and the learner leaving the College depending on circumstances.

4:30
The College will need to keep information about staff for longer periods of time.  In general all information will be kept for 4 years after a member of staff leaves the College.  Some information however will be kept for much longer.  This will include information necessary in respect of pensions, taxation, potential or current disputes or litigation regarding employment and information required for job references (Refer to the Archive Policy for Retention Periods).




	SECTION 5 : MONITORING

5:01
Compliance with the Data Protection Act 1998 is the responsibility of the College.  Any deliberate breach of this Data Protection Policy may lead to disciplinary action being taken, or access to College facilities being withdrawn, or even prosecution.  Any questions or concerns about the interpretation or operation of this policy should be taken up with a designated data controller.

5:02
The MIS Working Group will be responsible for monitoring compliance with the Policy and it and the Senior Management Team will receive any annual rport from the Data Protection Officer encompassing the number of data access requests, revenue raised and breaches of security. 



	SECTION 6 : REVIEW

6:01
This Policy will be reviewed every 2 years unless further legislation necessitates an earlier review date.  The next review will be undertaken by no later than       1 July 2009.  The review will be undertaken by the Data Protection Officer.



APPENDIX I
STAFF GUIDELINES FOR DATA PROTECTION

1. Staff are likely to process data about learners on a regular basis, when marking registers or College work, writing reports or references, or as part of a pastoral or academic supervisory role.  The College will ensure through its enrolment procedures that all learners give their consent to this type of processing and are notified of the categories of processing as required by the Data Protection Act 1998.

2.
The information that staff deal with on a day-to-day basis will be standard and will cover categories such as:  general personal details such as name and address, details about class attendance, course work marks and grades and associated comments and notes on personal supervision, including matters about behaviour and discipline.

3.
Information about a learner’s physical and mental health; sexual life; political or religious views; trade union membership, ethnicity or race is sensitive and can only be collected and processed with the learners consent.  If staff need to record this information, as part of pastoral duties e.g. recording information about dietary needs, for religious or health reasons prior to taking students on field trips; recording information that a student is pregnant etc.
4.
All staff have a duty to make sure that they comply with the data protection principles, which are set out in Section I Paragraph 1:03 of the College’s Data Protection Policy.  In particular, staff must ensure that records are accurate, up to date, fair and kept and disposed of safely and in accordance with College policy.

5.
The College has designated staff in each area as “authorised staff”.  They are the Senior Management Team, Faculty Directors, Heads of School, Functional Unit Managers and their deputies.  These staff are the only staff authorised to hold or process data that is not standard data; or sensitive data.

6.
The only exception to this will be if a non authorised staff member is satisfied that the processing of the data is necessary, in the best interest of the learner or staff member, or a third person, or the College; he or she has either informed the authorised person of this or has been unable to do so and processing is urgent and necessary in all the circumstances.

7.
This should only happen in very limited circumstances e.g. a leaner is injured or unconscious but in need of medical attention, and a Course Tutor tells the hospital that the student is pregnant or a Jehovah’s Witness.

8. Authorised staff will be responsible for ensuring that all data is kept securely.

9.
Staff must not disclose personal data to any learner, unless for normal academic or pastoral purposes without authorisation or agreement from the data controller, or in line with the College policy.

10.
Staff shall not disclose personal data to any other staff member except with the authorisation or agreement from the data controller, or in line with the College policy.

11.
Before processing any personal data, all staff should consider the check list.

12.
Staff Checklist for recording data:-

· Do you really need to record the information?

· Is the information “standard” or is it “sensitive”?

· If it is “sensitive” do you have the data subject’s express consent?

· Has the learner been told that this type of data will be processed?

· Are you authorised to collect/store/process the data?

· If yes, have you checked with the data subject that the data is accurate?

· Are you sure the data is secure?

· If you do not have the data subject’s consent to process, are you satisfied that it is in the best interests of the learner or the staff member to collect and retain the data?

· Have you reported the fact of data collection to the authorised person?

APPENDIX II
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DATA PROTECTION ACT 1998

SUBJECT ACCESS REQUEST FORM

Notes for Applicants

1.
Under the Data Protection Act, an individual is entitled to be told if personal data is held about him/her and to be supplied with a copy of any such information with any necessary explanations of codes.

2.
The request must be in writing and accompanied by payment of a fee of £10 (cheques made payable to Neath Port Talbot College).

3.
The request must be accompanied by any necessary information/documentation to identify the enquirer (College card, proof of identity) and to locate the record required.

4.
The College, as data controller, will comply with the request for disclosure within 40 days of receiving the request or, if later, of receiving the information referred to in (3) above.  Different regulations apply with respect to examination results.

5.
Please complete the following form, sign the accompanying declaration and submit, with your fee and proof of identity, to the College Data Protection Officer, at the address given overleaf:

	Your details as Data Subject

Full name (Block letters) ……………………………………………………………………………………………………………………………..

Address:  ……………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………Postcode:  ………………………………….

Telephone No:  ………………….…….....  Fax No:  ………………..……………Email:  ……………………………………………………

(If you are not the data subject, but are making a request on their behalf, please fill in their details above, sign the declaration, and complete the accompanying third party request form).


	Data Subject’s Status/Relationship with the College

In order to help us verify your identity and locate your personal information, please complete the following questions as far as possible.

(a)
LEARNER

· Current Learner (please give year of study)  ………………………………………………………………………………

· Former Learner (please give date last enrolled)  ………………………………………………………………………….

Course details  ………………………………………………………………………………………………………………………………

(b)
STAFF

· Current staff

· Former staff (please state date employment ceased)  ………………………………………………………………..

Department  …………………………………………………………..  Payroll No:  ………………………………………………..

National Insurance Number  ……………………………………  Maiden Name  ……………………………………………..

(c)
OTHER


If neither learner nor staff, what relationship have you had with the College and when?


……………………………………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………………………………


	Your Request
Please provide a description of the data that you are requesting, and any additional information which will enable us to locate it.




	Declaration

I ………………………………………………. certify that the information given on this application form to Neath Port Talbot College is correct.  I understand that I will have to pay a fee and provide proof of my identity.  I understand that the College must confirm my/the Data Subject’s identity, and that it may be necessary for the College to obtain more detailed information in order to locate the correct information.  I am aware that referees and third parties may be contacted in cases where the disclosure of confidential references and other third-party information supplied in confidence is concerned.

Signed  ………………………………………………………………….   Date  ……………………………………………………..

Please return the completed form to the Data Protection Officer, 

Neath Port Talbot College, Dwr-y-Felin Road, Neath  SA10 7RF

Documents which must accompany your allocation are:

(i) Evidence of your identity (your College card, a copy of your passport, driving licence or birth certificate);

(ii) Evidence of the Data Subject’s identity (if different from above);

(iii) Evidence of Data Subject’s consent to disclose to a third party (if required as indicated above);

(iv) A fee of £10 (cheques should be made payable to Neath Port Talbot College).

Please note that the College reserves the right to obscure or suppress information that relate to other third parties (under the terms of Section 7 of the data Protection Act 1998).



Note:  If you are acting on behalf of the Data Subject you must have their signed, written authority to do so and you must enclose that authority with your request.  Please complete this section with your details, as well as the above form, signing the declaration and taking care to submit the request with the appropriate fee and proofs of identity.
	Details of the Third Party requesting the information

Full name (Block letters) ……………………………………………………………………………………………………………………………..

Address:  ……………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………Postcode:  ………………………………….

Telephone No:  ………………….…….....  Fax No:  ………………..……………Email:  ……………………………………………………


	Please describe your relationship with the Data Subject that leads you to make this request for information on their behalf.
…………………………………………………………………………………………………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………………………………………………………………………………………………….


	Details of the Data Subject
Full name (Block letters) ……………………………………………………………………………………………………………………………..

Address:  ……………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………Postcode:  ………………………………….

Telephone No:  ………………….…….....  Fax No:  ………………..……………Email:  ……………………………………………………


APPENDIX III
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Appendix to contract of employment/letter of appointment

DATA PROTECTION ACT 1998

The College holds information relating to you which is subject to the Data Protection Act 1998.  By signing the contract of employment/acceptance form, you consent to the College processing, both manually and by electronic means, your personal data for the purposes of the administration and management of your employment and/or the college’s business.  ‘Processing’ includes obtaining, recording or holding information or data and carrying out operations on the information or data.

By signing this form, you also consent to the College processing sensitive personal data both manually and by electronic means for the same purposes.  Sensitive personal data includes information held by the College as to:

· Your physical or mental health condition;

· The commission or alleged commission of any offence by you;

· Any proceedings for an offence committed or alleged to have been committed by you including the outcome or sentence in such proceedings;

· Your political opinions, religious or similar beliefs and sexual orientation, subject to the provisions of the Employment Equality (Sexual orientation) Regulations 2003, and the Employment Equality (Religion or Belief) Regulations 2003*;

· Your membership of a Trade Union.

Any information which the College receives fairly and lawfully relating to one of the above categories constitutes sensitive personal data.  Examples of likely items of sensitive personal data are self certification forms, medical certificates and medical reports.

You may be assured that the College will treat all personal data as confidential and will not process it other than for legitimate purposes.  Steps will be taken to ensure that the information is accurate, kept up to date and not kept for longer than is necessary.  Measures will also be taken to safeguard against unauthorised or unlawful processing and accidental loss or destruction or damage to the data.

The purpose for which personal data relating to you may be processed in the administration and carrying out of your employment/programme of study include:

· Recruitment activities;

· Administration and maintenance of personnel records, payroll and other benefits, deduction of trade union subscriptions;

· Administration of absence records, including sick leave and sick pay, monitoring sickness absences and attendance and manpower planning;

· Administration of holiday and other absence records such as maternity leave/ parental leave;

· Carrying out performance appraisals and development reviews;

· Disclosure to prospective employers;

· The pursuit of disciplinary and grievance matters;

· Recording the commission or alleged commission of any offence;

· Equal opportunities matters including the operation of a Diversity Policy;

· The provision of information to any government body or agency for legitimate purposes including social security and income tax.

Subject to certain exceptions you are entitled to have access to your personal data held by the College.  The College charges a fee of £10 per request (subject to the statutory maximum) for supplying you with your personal data.

Signed:……………………………………………………..Date:………………………………

(Please print full name:………………………………………………………………………….)

Please note that such information will not actively be sought.  The College is mindful of the need to protect personal privacy and of the rights of every member of staff afforded under equality and human rights legislation.  However, it may be necessary to process such information in specific circumstances, e.g. the pursuit of disciplinary and grievance matters.  As a responsible employer with a duty of care, the College may need to process such information to investigate concerns raised by staff such as bullying/harassment.  Any such information will be processed as sensitive data strictly in accordance with the Data Protection Act.
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DATA PROTECTION ACT REGISTRATION
Neath Port Talbot College for the purposes of complying with the Data Protection Act, is registered with the Information Commissioners Officer to process personal data.  The College’s Registration Number is Z49329671.  Its registration is renewed annually.

Full details of the types of personal data held and the purposes of holding it are outlined the College’s registration which is available as follows:-

Online

Access the Information Commissioner website on www.esd.informationcommissioner.gov.uk/esd/DoSearch.asp
Hard Copy

Write to the College Secretary/Data Protection Officer

Neath Port Talbot College

Dwr-y-Felin Road

Neath

SA10 7RF
APPENDIX V
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RECORD RETENTION PERIODS

AAT – ASSOCIATION OF ACCOUNTING TECHNICIANS

Type of Record
Retention Period

Portfolios of evidence (candidate’s work)
1 year for external verification

AAT simulation-based evidence (candidate’s work)
1 year for external verification

‘Live’ AAT simulation data
Kept in a secure environment

Other Candidate Evidence
Kept by the candidate in their portfolio

*Exam records
3 years

*Student assessment records (at unit level)
3 years

*Senior Tutor’s reports
3 years

*Assessor records
3 years

*Internal Verifiers records
3 years

*External Verification records
3 years

*Work placement documentation
3 years

*
“These records need not be actual raw data of what candidates achieved, but summary records to identify what was assessed, when it was assessed, what assessment decision was reached, who assessed, who internally verified.”


Also refer to the NVQ Code of Practice (Page 11, points 47 and 48)

ABC – AWARDING BODY CONSORTIUM

Type of Record
Retention Period

AQA – ASSESSMENT AND QUALIFICATIONS ALLIANCE

Type of Record
Retention Period

Coursework
Until after closing date for enquiries about results for that series*

Portfolios
Until after closing date for enquiries about results for that series*

Certificates
If not collected immediately, retain for 3 years then shred

*
After this it may be returned to the candidate or destroyed

ASDAN – AWARD SCHEME DEVELOPMENT AND ACCREDITATION NETWORK

Type of Record
Retention Period

Registration records of candidates
7 years after registration1

Records of formative and summative achievements
1 year from receipt of results or outcome of any appeal2

Candidate work for moderation or inspection
1 year from receipt of results

Portfolios of evidence
After moderation retain for two months, following the issue of results3

Records and evidence of proxy qualifications
3 years from being used as exemption for part or whole of qualification

Final results of registered candidates
7 years following registration

Details of certification for registered candidates
7 years following registration

Footnotes

1.
These records must include all the details requested by the awarding body at registration.  They must be retained and available for inspection by the awarding body or regulators.

2.
Summative materials include copies of staff records of student achievements and copies of individual candidate record sheets or assessment checklist.

3.
Portfolios remain the property of the candidate and must be returned to them after the centre retention period.  However, portfolios of evidence are returned on the condition that further access may be required at a later date.  Centres may wish to copy representative samples of candidate work for their own monitoring and standardisation activities.


Centres may be requested to supply example of candidate work (e.g. portfolios) to the awarding body (or regulator) for purposes of on-going monitoring of standards.  These may be copied and retained, but originals will be returned.  This material will remain confidential to the awarding body and regulators, unless specific permission is sought of the centre/candidate for it to be used for training and/or standardisation purposes.


All records may be maintained and retained electronically and/or using hard-copy.  The time scales referred to above are the minimum requirements of the awarding body.  Many centres may wish to retain some information, on student achievement for example, indefinitely.

BCS – BRITISH COMPUTER SOCIETY (USED FOR ECDL)

Type of Record
Retention Period

Printed tests
All of these up to the date of the latest audit can be destoyed1

Printouts of marked work
All of these up to the date of the latest audit can be destroyed1
Disks
All of these up to the date of the latest audit can be recycled1

Post audit candidate details
Retained on Centre’s ‘centralised achievement record’ 2

1.
If a candidate has not completed the ECDL it would be wise for the centre to retain their tests until the next audit

2.
As a result of self assessments or internal audits.

N.B.
BCS “…may not be the only organisation that needs to see candidates work, therefore the Test Centre Manager should be advised to check prior to recycling taking place ”.

BTEC
Type of Record
Retention Period

CACHE – COUNCIL AWARDS IN CHILDREN’S CARE AND EDUCATION

Type of Record
Retention Period

List of all candidates registered for each qualification
3 years

offered1

Candidate assessment records2
3 years

Internal Verification activity3
3 years

Records of certificates claimed4
3 years

1.
Including: candidate name; date of birth; contact address; workplace address and contact details; assessor(s) name; internal verifier(s) name; date of registration with the awarding body.

2.
Detailing “…who assessed what and when, the assessment decision, the assessment methods used for each unit/component and the location of the supporting evidence”.

CACHE – COUNCIL AWARDS IN CHILDREN’S CARE AND EDUCATION (Cont ‘d)

3.
Detailing “…who verified what and when, details of the sample selected and its rationale, records of internal verifier standardisation meetings, records of assessor support meetings, assessor and verified competence records and monitoring records of assessor/internal verifier progress towards achievement of the relevant assessor and internal verifier qualifications”.

4.
“…including who claimed the certificates and when”


Records must be available for resolving issues arising from external verification or appeals.  All records must be made available to regulatory authorities upon request.

CGLI – CITY AND GUILDS INSTITUTE OF LONDON (including Pitmans)

Type of Record
Retention Period

Assessment records
3 years from date of the final certification

CITB – CONSTRUCTION INDUSTRY TRAINING BOARD

Type of Record
Retention Period

List of all candidates registered for each qualification
3 years

offered1

Candidate assessment records2
3 years

Internal Verification activity3
3 years

Records of certificates claimed4
3 years

1.
Including: candidate name; date of birth; contact address; workplace address and contact details; assessor(s) name; internal verifier(s) name; date of registration with the awarding body.

2.
Detailing “…who assessed what and when, the assessment decision, the assessment methods used for each unit/component and the location of the supporting evidence”.

3.
Detailing “…who verified what and when, details of the sample selected and its rationale, records of internal verifier standardisation meetings, records of assessor support meetings, assessor and verified competence records and monitoring records of assessor/internal verifier progress towards achievement of the relevant assessor and internal verifier qualifications”.

4.
“…including who claimed the certificates and when”


Records must be available for resolving issues arising from external verification or appeals.  All records must be made available to regulatory authorities upon request.

DEA – DUKE OF EDINBURGH’S AWARD

Type of Record
Retention Period

Gold Award Holder statistics
Kept at Duke of Edinburgh’s Award

Operating Authorities records
Kept at Duke of Edinburgh’s Award

EAL – EMTA AWARDS LIMITED

The following is EMTA’s advice taken from Information Leaflet No 10 of EMTA’s Centre Operations Manual.  This Information Leaflet defines retention periods for candidates’ portfolios and assessment records.  The retention of internal and external verification records is entirely at the College’s own discretion and EMTA does not provide any specific advice for this.

EMTA’s interest is restricted to NVQ’s and Key Skills.  They require assessment centres to keep records of assessments for 5 years after certification.  During this period these records should be available for inspection by EMTA’s external verifiers, SQA/QCA Officer or other duly authorised representative.

Assessment records should not be confused with the evidence used to assess competence.  EMTA requires that evidence of competence need only be kept between External Verifier visits.  Depending on its nature it may be possible to keep evidence, or access to evidence, for longer.

Basic records to be retained: Candidate Registration Forms, Certificate Application Forms, internal and external verification reports.

Assessment records to be retained:

The Assessment Plan included in the candidate work books for the new awards is designed to record the mandatory information which is to be retained.

Of the following items, numbers 1, 2, 3, 4 & 5 are mandatory; numbers 6, 7 & 8 are recommended but not mandatory:

1. Who carried out the assessment (i.e. name of the EMTA registered D-unit qualified assessor).

2. When the assessment took place (date assessment decision of competence was made).

3. How the decision was made (assessment techniques used).

4. What evidence was used (a brief description of the evidence used – not necessarily the evidence itself).

5. Where the evidence can be found (if it has been kept or if normal working practice allows it to be accessed).

6. The location where the assessment took place (if the assessment was not conducted at the address of the approved centre).

7. Planning (assessor’s individual candidate plans for assessment).

8. Feedback (assessor’s individual candidate feedback following assessment).

9. Security and Confidentiality.

The Centre is responsible for storing these records in a secure and confidential manner.  In particular the Centre must ensure that:

EAL – EMTA AWARDS LIMITED (Cont’d)

1. Only those individuals and organisations who have a right to see the record are given access to them.

2. The Centre’s Data Protection Act Registration is adhered to.

3. Eventual disposal (after a minimum of 5 years), is carried out with an awareness of issues of confidentiality.

EDEXCEL (USED FOR BTEC AND LGMB)

For NVQ programmes:

Type of Record
Retention Period

List of all candidates registered for each qualification
3 years

offered1

Candidate assessment records2
3 years

Internal verification activity3
3 years

Records of certificate claimed4
3 years

Uncollected certificates
3 years and then shred.  Inform candidates that replacement certificates are no longer available.

1.
Including: candidate name; date of birth; contact address; workplace address and contact details; assessor(s) name; internal verifier(s) name; date of registration with the awarding body.

2.
Detailing “…who assessed what and when, the assessment decision, the assessment methods used for each unit/component and the location of the supporting evidence”.

3.
Detailing “…who verified what and when, details of the sample selected and its rationale, records of internal verifier standardisation meetings, records of assessor support meetings, assessor and verified competence records and monitoring records of assessor/internal verifier progress towards achievement of the relevant assessor and internal verifier qualifications”.

4.
“…including who claimed the certificates and when”


Records must be available for resolving issues arising from external verification or appeals.  All records must be made available to regulatory authorities upon request.


The portfolio itself is the property of the student and should be kept by them

For BTEC programmes:

Type of Record
Retention Period

Assessment documentation
3 years

Track record of student assessment profiles
5 years

Programme approval documents
Keep for at least for the time the approval is valid.
ESB – ENGLISH SPEAKING BOARD

Type of Record
Retention Period

Exam results
6 years

Individual Examiner Reports
3 months

Support Material/Visual Aids
3 months

Video recordings of examinations
To be kept by ESB

IAB – INTERNATIONAL ASSOCIATION OF BOOK KEEPERS

Type of Record
Retention Period

ILM
Type of Record
Retention Period

NVQ I-III

Type of Record
Retention Period

OCN?

Type of Record
Retention Period

OCR (MEI)
Type of Record
Retention Period

Certificates
3 years then destroy any unclaimed certificates.
OCR – OXFORD CAMBRIDGE ROYAL SOCIETY OF ARTS

Type of Record
Retention Period

Certificates
3 years then destroy any unclaimed certificates.
WJEC – WELSH JOINT EDUCATION COMMITTEE

Type of Record
Retention Period

Certificates
3 years then destroy any unclaimed certificates.
COMPLAINTS AND APPEALS

The Limitation Act 1980 stipulates date of settlement of dispute plus 6 years.

COUNSELLING RECORDS

As stipulated by the Law Society, 6 years and defined in the College’s Student Counselling Policy.

ESF DOCUMENTS

These will be kept for 12 years from the end of the ESF programme or until 2014 whichever is the longer period.

UCAS FORMS:

These will be kept for 3 years post application (No statutory guideline).

HEALTH & SAFETY

The Health and Safety at Work Act 1974 stipulates:

Type of Record
Retention Period

A.
Risk Assessment
Review of risk plus 3 years

B.
Monitoring of working environments
Date of creation of document plus 40 years

C.
Control and use of hazardous substances
Document Closure plus 40 years

D.
Monitoring of employees’ health
Creation of document plus 40 years

E.
Accident Books
Date of closure of book plus 3 years

F.
Accident/dangerous occurrence report forms
Date of occurrence plus 3 years

G.
Categorising and disposal of waste
Creation of document plus 3 years

The Limitation Act 1980 stipulates:

A.
Reporting and investigation of accidents
Date of accident plus 40 years


and dangerous occurrences

B.
Conduct of testing, maintenance and 
Life of equipment/plant plus 6 years


statutory inspections and any necessary


action.

C.
Maintenance schedules
Date of creation of document plus 2 years

D.
Inspection Certificates
Date of creation of documents plus 6 years

E.
Repair Reports
Life of equipment/plant plus 6 years

FACILITIES & ESTATES

The Health & Safety at Work Act 1974 stipulates:

Type of Record
Retention Period

A.
Categorising and disposal of waste
Creation of document plus 3 years

FACILITIES & ESTATES (Cont’d)
The Limitation Act 1980 stipulates:

A.
Conduct of testing, maintenance and
Life of equipment/plant plus 6 years


statutory inspections and any necessary 


action.

B.
Maintenance Schedules
Date of creation of document plus 2 years

C.
Inspection Certificates
Date of creation of document plus 6 years

D.
Repair Reports
Life of equipment/plant plus 6 years

FINANCE UNIT

The Limitation Act 1980 stipulates:

Type of Record
Retention Period

A.
Procurement records – successful tenders
End of supply contract plus 6 years

B.
Procurement records – unsuccessful tenders
Date of creation of document plus 1 year

C.
Hiring out of conference facilities
End of agreement plus 6 years

D.
Private hire agreements
End of agreement plus 6 years

E.
Insurance policies
End of policy plus 6 years

F.
Insurance claims
Settlement of claim plus 6 years

G.
Payroll payments
Date of creation of document plus 6 years

H.
Share certificates
Date of disposal of shares plus 6 years

I.
Investment portfolio reports
Indefinitely

The Companies Acts 1985 and 1989 stipulate:

A.
Accounts
Date of creation of document plus 6 years

B.
Records of dissolved companies
Date of dissolution plus 10 years

The Financial Services Act 1986 stipulates:

A.
Salary advices
Current financial year plus 6 years

The Value Added Tax Act 1994 stipulates:

A.
Purchase Orders
Date of creation of document plus 6 years

B.
Delivery notes/goods received notes
Date of creation of document plus 6 years

C.
Income and expenditure accounts
Date of creation of document plus 6 years

D.
Management of bank accounts
Date of creation of document plus 6 years

E.
Assessment of tax liabilities
Current tax year plus 6 years

F.
Submission of tax returns
Current tax year plus 6 years

GOVERNANCE & MANAGEMENT

Type of Record
Retention Period

Corporation Board & Committee Minutes & Reports
Indefinitely

Academic Board Minutes
Indefinitely

Academic Board Reports
3 years

Senior Management Team Minutes
Indefinitely

Senior Management Team Reports
3 years

Heads Meeting Minutes
Indefinitely

Heads Meeting Reports
3 years

HUMAN RESOURCES

The Health and Safety at Work Act 1974 stipulates:

Type of Record
Retention Period

A.
Monitoring of employees health
Date of creation of document plus 40 years

The Sex Discrimination Act 1975 and 1986, the Race Relations Act 1976 and the Disability Discrimination Act 1995 stipulate:

A.
Advertising of vacancies
Filling of vacancy plus 6 months

B.
Successful job applications
Transfer to staff personnel file

C.
Unsuccessful job applications
Filling of vacancies plus 6 months

D.
Ethnic monitoring questionnaires and
Date of creation of document plus 5 years


reports (Race Relations Act 1976)

The Limitation Act 1980 stipulates:

A.
Disciplinary hearings against staff
Date of settlement of case plus 6 years unless the document is merged with the staff personnel file

B.
Staff personnel files
Date of termination of employment plus 6 years

INFORMATION SYSTEMS

The management, retention and disposal of student records, including records of examinations and qualifications are as listed in 5.12.

PAYROLL

The Limitation Act 1980 stipulates:

Type of Record
Retention Period

A.
Payroll payments
Date of creation of document plus 6 years

The Financial Services Act 1986 stipulates:

A.
Salary advices
Current financial year plus 6 years

PROCUREMENT

The Limitation Act 1980 stipulates:

Type of Record
Retention Period

A.
Procurement records – successful tenders
End of supply contract plus 6 years

B.
Procurement records – unsuccessful tenders
Date of creation of document plus 1 year

The Value Added Tax Act 1994 stipulates:

A.
Purchase Orders
Date of creation of document plus 6 years

B.
Delivery notes/goods received notes
Date of creation of document plus 6 years

REPROGRAPHICS

With reference to intellectual property:

The Limitation Act 1980 stipulates:

A.
Control of disclosure of intellectual
Date of disclosure plus 6 years


property

B.
Administration of intellectual property
End of agreement plus 6 yers


agreements

C.
Intellectual property agreements
End of agreement plus 6 years

D.
Claims of infringement of intellectual 
Date of settlement of claim plus 6 years


property
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