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RECORDS MANAGEMENT POLICY

Statement of Context and Purpose

Huntingtower is committed to the responsible management of records to ensure the information is
accessible and is properly captured, maintained, stored and disposed of in accordance with legislative
and other external requirements.

In its record management the School is committed to accuracy and transparency wherever possible
and appropriate. Where individual personal information is recorded, the School’s Privacy Policy will
apply. The School’s management of its records complies with its commonwealth and state legal and
regulatory requirements including the Crimes (Document Destruction) Act 2005 (Vic.).

The purpose of this policy is to

e Ensure information can be accessed and when required, reproduced quickly and easily
e Ensure records are appropriately secure and that personal information is protected

e Ensure records are only kept for as long as is necessary

Application

This policy covers all areas of record management including, for example, student records, employee
records, financial records, OHS records, governance records.

This policy also covers records in all media and formats, including hardcopy, digital documents, email
and websites. This policy is applicable to all employees, Board Members, contractors and volunteers.

Key definitions

1. Arecord retention schedule is a comprehensive list of all the School’s records (by type) and the
time period when the record should be retained, archived and/or destroyed. In drawing up the
record retention schedule, the School is guided by the legal requirements placed on Victorian
schools.

Specific record retention requirements apply to financial records, employment records and OHS
records.

2. Permanent records are those records that the School retains forever. Although there is no
legislation regarding permanent records covering non-government schools, the School is under a
general obligation not to dispose of documents that might be relevant to future legal proceedings.
In deciding which records are permanent, the School is guided by the requirements placed on
Victorian schools. Inactive permanent records are archived.

3. Temporary records are those that are destroyed after a certain period of time. In deciding which
records are temporary, the School is guided by the requirements placed on Victorian schools. In its
day-to-day operation, the School will also create and use ephemeral material that is, by its nature
transitory, such as working papers, drafts, duplicate copies of records stored elsewhere, unsolicited
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‘junk mail’. The school will aim to develop an organisational culture in which such transitory material
is destroyed on a regular basis.

4. The following are the key record management elements: creation, capture, control, storage,
access and disposal

a.

Creation: Effective organisational practice requires that the actions and decisions of the
school be accurately recorded. School records are maintained to enable the School to
function efficiently (e.g. planning documents, employment files), for legal and compliance
reasons (e.g. enrolment register, financial records), to provide a basis for future decision-
making (e.g. performance management records) and for the School’s historic record (minutes
of the governing council). Particular attention will be paid to the creation of records that have
heightened importance due to their requirements for business continuity, legal and financial
accountability, confidentiality and sensitivity

The School will make intentional decisions as to the records it creates. Each type of record
(e.g. student attendance record) will be clearly named and the data held within it clearly
identified (e.g. student name, year group, reason for absence, etc.). At the time of its creation,
each type of record will be entered into the record retention schedule

Capture: Data, information, actions and decisions are captured in the records so created. The
School will set out procedures that describe the way that each record is populated, when the
data is captured and by whom. Particular attention will be paid to the School’s Privacy Policy
when the data to be captured is personal information

Control: Records within the School’s record management system are appropriately controlled
to protect their integrity as evidence of the School’s activities and decisions. In order to
ensure the School-wide integrity of records appropriate control procedures will be
implemented; in particular responsibility for each record type will lie with a named
management function (e.g. responsibility for the Year 7 attendance record might lie with the
Year 7 Coordinator)

Storage: The School will ensure that the storage and protection of records is planned.
Regardless of format or location, the School will ensure that all records are locatable, secure
from unauthorised access and preserved. This includes the storage of physical records,
electronic records, and physical devices and hardware used to store electronic records.
Specific procedures will be implemented to ensure the security of personal information.

Records no longer in current use (inactive records) are generally stored as archived material
wherever possible in electronic form. Archives will be catalogued so records can be easily
retrieved when required. Archived records will be monitored against the record retention
schedule to determine when the record is to be destroyed or whether it is to be retained as
a permanent record

Access: Records can only be used if they are appropriately accessible. The School will define
access for each type of record, bearing in mind the commitments to both transparency and
security (e.g. a parent would have access to his/her child’s attendance records but not to
those of other students; attendance data would be appropriately aggregated for all parents
to have access to that information)

Disposal: School records must be disposed of when they become inactive and when the
retention period has expired. Proper disposal of public records reduces storage and other
costs and aids the efficient management of the School. Any destruction of school records
must be lawful
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Child Safety Records

Huntingtower is committed to best practice records keeping about child safety incidents and concerns in
accordance with Public Record Office Victoria Recordkeeping Standards (including minimum retention
periods).

When keeping records of child safety incidents or concerns, the School maintains confidentiality and privacy
for students and families in accordance with federal and state privacy legislation.

The School acknowledges that good records management practices are a critical element of child safety
and wellbeing and manage our records in accordance with the Australian Society of Archivists: Records
Retention Schedule for Non-Government Schools, 2nd Edition.

Records

Good record management practices involve frequent and regular housekeeping to ensure that records
and types of records retain their integrity and are destroyed when no longer required. The School aims
to properly manage its records, by staying up to date with the destruction of ephemeral material and
temporary records

Records are comprised of information in any format, including hard copy, electronic files, emails, data,
maps, plans, books, registers, forms, photographs, microfilm and microfiche. Both electronic and paper
documents are bound by the same legislative requirements and are subject to the same degree of
confidentiality and care. Therefore, electronic records must be managed as part of the School’s
comprehensive record keeping program.

Roles and Responsibilities of Record Keeping

The Principal is responsible for ensuring that the School has an up-to-date record management policy
and record retention schedule. Both the Principal and the School Executive is responsible for promoting
a culture of good record management practice.

The Principal is responsible for:
e Ensuring procedures are in place to manage records efficiently in line with this policy
e The record retention schedule is reviewed regularly and frequently

Staff

Record keeping is not the province of archivists, record managers or system administrators alone, but is
an essential role of all employees. Every member of staff is responsible for making and keeping such
records as may be necessary to fully and accurately record the functions, activities, transactions,
operations, policies, decisions, procedures, affairs, administration, and management of the School.

Staff are to follow authorised procedures in carrying out records management functions, and must
observe security, privacy, and confidentiality requirements always. Records should be handled sensibly
and with care and respect to avoid damage to the records and prolong their lifespan.

All staff are responsible for applying good record management practices, including good housekeeping,
and are responsible for ensuring they are compliant with the School’s privacy policy.

Record Retention and Disposal of Documents

The Records Retention & Disposal Schedule for Non-Government Schools sets out the retention and
disposal actions required to implement this policy.
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https://cdn.huntingtower.vic.edu.au/policyCategories/School%20Operations/Records%20Management/ASA%20Records%20Retention%20and%20Disposal%20Schedule%20for%20Non-Government%20Schools.pdf

Audit and Review

All record systems may be subject to audit and review to ensure compliance with legislative
requirements and with the requirement of this policy.

Relevant Legislation and Documents

Child Safety and Wellbeing Policy
Public Records Act 1973 (Vic)

Privacy and Data Protection Act 2014
Crimes Act 1958

Communication

This Policy is available to staff via HTConnect. In addition, relevant aspects of this Policy will be raised at
staff meetings.

Evaluation

The Principal is primarily responsible for monitoring Huntingtower's overall compliance with this policy
which will be reviewed as part of the Huntingtower's policy review cycle. To accommodate changes in
legislation, technologies, programs, and resources available to the School this policy may be reviewed
earlier or as required.

Authorisation

This policy was authorised by the Principal October 2022, 2023
Date of next review: October 2026

Record Management Policy



