Example of a draft retention and disposal authority for education
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Example of a revised draft retention and disposal authority

Draft 	Dates of coverage: Open
	No.
	Description of records
	Disposal action



[bookmark: id6470845][bookmark: id825624]EDUCATION
The function of:
· regulating and oversighting the provision of primary and secondary education, public schools, skills and higher education
· allocation of funding to private schools.
[bookmark: id6471137]Advice
	1
COMPLAINTS, AUDITING AND REVIEWS - Advice
	Records relating to the provision of advice concerning substantive aspects of the organisation's policies and procedures, functions, obligations, legislation or liabilities where a detailed response has been provided. Includes input into national standards and the development of education for teachers, and advice provided to the private education sector. Includes final versions, opinions and position papers, correspondence etc
	Required as State archives

	[bookmark: id825668]Basis for determination:
☒ Building the archives policy: Objective 2 Records provide evidence of key activities influencing the administration of the education system in NSW.
☒ Benchmark: Consistent with Tasmania, South Australia, Northern Territory, Victoria, ACT
☒ Precedent: Consistent with similar records in the disposal authority for the NSW Education & Standards Authority
☒ Other:

	Justification/Remarks: Advice to Government is covered by the General retention and disposal authority: administrative records. This entry covers the advice the Department provides to the non-Government and private sector and inputs into national standards for education etc. 

	2
	Records relating to the provision of advice regarding operational matters, and the provision of advice and mentoring services to school principals and teachers.
	Retain minimum of 7 years after action completed, then destroy

	Basis for determination: 
☒ Benchmark: Tasmania retains general advice for 2 years and advice to teachers for 7 years. Northern Territory and ACT retain for 5 years.
☒ Precedent: 7 years is consistent with similar records in recently approved authorities for the Anti-Discrimination Board and the Information & Privacy Commission. 
☐ Other:


[bookmark: id6471193]Complaints & investigations
The activities relating to the management of complaints and investigations relating to the education system and schools.
	3
	Records relating to the management of investigations that have a state wide impact or result in changes to strategic planning and policy for the provision of education.
Includes: reports, correspondence, decisions etc. 
Includes investigations of non-compliance with conditions of funding for private schools.
	Required as State archives

	Basis for determination:
☒ Building the archives policy: Objective 2  Records provide evidence of key activities influencing the administration of the education system in NSW, and document the determination high level policy / strategic management decisions within the organisation.
☒ Benchmark: Consistent with Northern Territory & Queensland.
☒ Precedent:  Consistent with similar investigation records in retention and disposal authorities for the regulation of childcare and child protection.
☒ Other:

	Justification/Remarks: New entry. 

	4
	Records relating to the management of investigations into incidents involving allegations of physical or sexual abuse of a child, neglect, criminal activity affecting a child, missing children or young people.
	Retain minimum of 99 years after action completed, then destroy

	Basis for determination:
☒ Benchmark: Consistent with South Australia (100 years) for child protection incidents. 
☐ Precedent: 
☒ Other:

	Justification/Remarks:  New entry. The Royal Commission into Institutional Responses to Allegations of Child Sexual Abuse recommended 45 years for records relevant to allegations of child sexual abuse. The Department prefers a longer retention period, consistent with the one applying to allegations against staff members (covered in the General retention and disposal authority: administrative records) for any records that relate to the care of a child or young person. This covers the life of the child and alleged perpetrator.

	5
	Records relating to the management of complaints that do not relate to allegations of child abuse but are escalated to senior management for resolution. Includes contested examination results etc.
	Retain minimum of 7 years after action completed, then destroy

	[bookmark: id825879]Basis for determination:
☒ Benchmark: South Australia retains case files of incident management not involving child protection (theft by parents, bullying, homework) for between 25 and 50 years. Northern Territory retains complaints that have come via Minister, Ombudsman that don’t set a precedent for 15 years.
☐ Precedent: 
☒ Other:

	Justification/Remarks: New entry. These complaints deal with more routine matters. The Department has confirmed that 7 years meets their business needs.

	6
	Records relating to the management of complaints that are resolved by the school or referred to other organisations.
	Retain until administrative or reference use ceases, then destroy

	Basis for determination:
☐ Benchmark: 
☐ Precedent: 
☒ Other:

	Justification/Remarks:  New entry. Not previously covered. Retention period meets short term business needs. In 2019 the Department received over 3,000 pieces of feedback.


[bookmark: id826430][bookmark: id6473410]
Student management and support
	26
	Individual case records relating to counselling of school students, including details of student, counselling interviews and psychological test results.
	Retain minimum of 100 years after action completed, then destroy

	Basis for determination:
☒ Benchmark: Tasmania retains until age of 25 is reached. South Australia retains pastoral care files for 50 years.
☐ Precedent: 
☒ Other:

	Justification/Remarks: Previously these records were retained for 70 years. The Department has increased this to ensure records are retained for the lifetime of the student.

	27
	Records relating to the provision of transport for students with special needs, including application details, travel arrangements, advice re special needs requirements, details of vehicles and operators/drivers, escorts etc
	Retain minimum of 45 years after action completed, then destroy

	Basis for determination:
☒ Benchmark: Meets recommendations of the Royal Commission into Institutional Responses to Allegations of Child Sexual Abuse. Tasmania retains until child reaches the age of 25. Queensland has a disposal freeze on these records at present.
☐ Precedent: 
☒ Other:

	Justification/Remarks: Previously these records were retained until the student reached 25 years of age or 7 years after action completed. This has been increased to 45 years to comply with the Royal Commission into Institutional Responses to Allegations of Child Sexual Abuse, and because of the large number of complaints about the transport of vulnerable students.
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