Records Management — School Records

Help for non-English speakers

‘-i-‘ If you need help to understand this policy, please contact the school on 9393 5800
Interpreter

The purpose of this policy is to assist schools to understand and meet requirements for creating, storing and
disposing of school records.

e Schools are responsible for creating, managing and disposing of school administration and student
records.

e Records must only be disposed of with written approval of the school’s principal, after the minimum
retention period has been met. (Note: short-term information created through normal administrative
practice can be destroyed without needing the written approval of the principal).

e Schools should also review the School records retention guide (XLSX) (staff login required) which
provides information on common school records and their minimum retention periods.

Schools are responsible for creating, managing and appropriately disposing of public records in accordance
with the Public Records Act 1973 (Vic), standards issued by the Public Record Office Victoria (PROV) and
policy and guidance issued by the department.

Record creation

Schools must create full and accurate records of school functions and activities, including records relating to:
school governance

operations

the handling of incidents, complaints and investigations
student management.

This includes both hardcopy (paper) and electronic records.
Permanent and temporary records
Schools are responsible for creating and managing temporary and permanent records.

A temporary record is a record that must be retained for a certain period of time (ranging from 12 months to
65 years) and can only be destroyed once that period has expired with the written approval of the school’s
principal.

Permanent records must be transferred to the State Archives when no longer needed for day-to-day activities
at the school.
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https://eduvic.sharepoint.com/:x:/r/sites/SchoolsSecure/Shared%20Documents/School_Records_Retention_Guide.xlsx?d=wae145c0b1a2648ef88d801139ca180ac&csf=1&web=1&e=QiH9j1
https://www.legislation.vic.gov.au/in-force/acts/public-records-act-1973
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Contact Records and Digitisation Services on 1800 359 140 or archives.records@education.vic.gov.au if you
would like assistance to transfer permanent value records at your school.

Common school records and minimum retention periods

The School records retention guide (XLSX) (staff login required) outlines how long common types of school
records need to be kept, to assist schools in assessing if records are ready for destruction. Instructions on
how to use the guide is included in the guide on the 'How to use this guide tab'.

The information in this guide is regularly updated however if it does not contain a record you would like to
know the required retention period of, or you require further advice, contact Records and Digitisation
Services on 1800 359 140 or archives.records@education.vic.gov.au

Records storage and access

Schools must have systems and processes 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. Permanent
records must be stored in conditions that ensure their long-term preservation. Schools may contact Records
and Digitisation Services to arrange the transfer of permanent records and historic records to the State
Archives if no longer needed.

Records destruction
Schools must not dispose of:

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

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

e permanent records or records that are of historic value (for example, records created in the 1800s or
school anniversary publications).

Schools may dispose of temporary records that have reached the required retention period (the minimum
period the records must be kept for before they can be legally destroyed). The principal must approve the
disposal in writing to provide evidence of the disposal activity.

Some records created through normal administrative practice may be destroyed without approval once
administrative use has ended. These records include:

working papers

drafts

duplicate copies of records stored elsewhere

short-term facilitative records (such as phone messages)
unsolicited ‘junk mail’.

Schools must securely dispose of records and ensure electronic and hardcopy records are destroyed in a
way that ensures the records are unreadable and irretrievable. The department recommends the use of
secure disposal bins for hardcopy records.
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The School Records Retention Guide outlines how long different types of records need to be kept to assist
you in assessing if records are ready for destruction.

Normal Administrative Practice

Working papers, drafts, duplicate copies of records stored elsewhere, 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.

Permanent records
A public record with enduring value to the Victorian community that must be transferred to the State Archives
when no longer needed by the school.

Public records
Work-related records in any format or media made or received by staff or volunteers in Victorian government
schools.

Temporary records
A public record that is required to be kept for a specific period of time for legislative or other requirements,
before it can be destroyed.

Freedom of Information
e Privacy and Information Sharing

Accident Compensation (OHS) Act 1996 (Vic)

Crimes Act 1958 (Vic)

Child Wellbeing and Safety Act 2005 (Vic)

Child Wellbeing and Safety (Information Sharing) Regulations 2018 (Vic)
Education and Training Reform Act 2006 (Vic)

Equal Opportunity Act 2010 (Vic)

Evidence Act 2008 (Vic)

Family Violence Protection Act 2008 (Vic)

Family Violence Protection (Information Sharing and Risk Management) Regulations 2018 (Vic)
Financial Management Act 1994 (Vic)

Freedom of Information Act 1982 (Vic)

Health Records Act 2001 (Vic)

Privacy and Data Protection Act 2014 (Vic)

Public Administration Act 2004 (Vic)

Public Records Act 1973 (Vic)
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https://www2.education.vic.gov.au/pal/freedom-of-information/policy
https://www2.education.vic.gov.au/pal/privacy-information-sharing/policy
https://www.legislation.vic.gov.au/in-force/acts/accident-compensation-occupational-health-and-safety-act-1996
https://www.legislation.vic.gov.au/in-force/acts/crimes-act-1958
https://www.legislation.vic.gov.au/in-force/acts/child-wellbeing-and-safety-act-2005
https://www.legislation.vic.gov.au/in-force/statutory-rules/child-wellbeing-and-safety-information-sharing-regulations-2018
https://www.legislation.vic.gov.au/in-force/acts/education-and-training-reform-act-2006
https://www.legislation.vic.gov.au/in-force/acts/equal-opportunity-act-2010
https://www.legislation.vic.gov.au/in-force/acts/evidence-act-2008
https://www.legislation.vic.gov.au/in-force/acts/family-violence-protection-act-2008
https://www.legislation.vic.gov.au/in-force/statutory-rules/family-violence-protection-information-sharing-and-risk-management
https://www.legislation.vic.gov.au/in-force/acts/financial-management-act-1994
https://www.legislation.vic.gov.au/in-force/acts/freedom-information-act-1982
https://www.legislation.vic.gov.au/in-force/acts/health-records-act-2001
https://www.legislation.vic.gov.au/in-force/acts/privacy-and-data-protection-act-2014
https://www.legislation.vic.gov.au/in-force/acts/public-administration-act-2004
https://www.legislation.vic.gov.au/in-force/acts/public-records-act-1973
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Consultation | College Council & Student Representative Group
Date of approval by College Council | Not required

Review Date | Not required
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