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ES20A: Retention of Records and Information Schedule
Applicable to Community Language Schools SA and all member schools
	Basic File Description
	Data Protection Issues
Record Examples/Description
	Statutory Provisions
	Retention Period
	Action at the end of the administrative life of the record

	All Schools
The following item is not exhaustive and has been modified from the General Disposal Schedule No. 32. For more details refer to the General Disposal Schedule Number 32 which can be downloaded at: https://archives.sa.gov.au/sites/default/files/public/documents/FINAL%20-%20General%20Disposal%20Schedule%20No.%2030%20v2.pdf 

	Child Sexual Abuse

	All records pertaining to the child must be kept
Where child sexual abuse which has occurred or is alleged to have occurred involving South Australian Government Programs or activities and/or South Australian officials (including volunteers, contractors as well as employees) and/or South Australian Government Premises.
	General Disposal Schedule No 32. Version 2
(Royal Commission into Institutional Responses to Child Sexual Abuse in Australia)
	TEMPORARY 
31st December 2023 and for any additional period that may be determine by review
	Documents to be stored securely and NOT destroyed.

	Preschools
The following items are not exhaustive and have been modified from the General Disposal Schedule 31. For more detail refer to  the General Disposal Schedule Number 31 which can be downloaded at: https://government.archives.sa.gov.au/sites/default/files/20160809%20GDS%2031%20Version%203%20Department%20for%20Education%20and%20Child%20Development%20-%20Earl%20Final%20V3.pdf

	Alleged abuse of Children and Former children within a Preschool setting

	All records pertaining to the child must be kept including:
· Assessment and achievement 
· Attendance
· Significant events
· Behaviour and discipline
· Financial assistance to children
· Case files of children
· Reports of accidents, incidents or injuries
· Reports relating to suspected abuse sustained at home
· Health and hygiene matters of children
· A child’s medical or psychiatric condition
· Individual child observation
· Enrolment
· Photographs of child
	General Disposal Schedule No. 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date



	Documents to be stored securely and NOT destroyed

	Complaints about staff
	Records relating to complaints against employees or contractors where no investigation is required or where matter is resolved at the service level.

	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Complaint about staff pertaining to alleged sexual or physical abuse 
	Records relating to complaints / allegations of a sexual or physical nature where the subject is a child, against employees or contractors where no investigation is required or no further action taken or where further action is required.
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Financial Matters - GRANTS
	Records relating to specific grants or program funding sought by an early childhood service from the Department where the request is successful, including:
· Applications
· reports
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Destroy 8 years after action completed 
	Documents to be shred documents after 8 years. 

	Personal Administration – staff photographs
	Photographs of individual educators and other staff members associated with the early childhood service. 

	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Reporting – statistics 
	Statistics, abstracts and returns prepared on a term, annual or other periodic basis. 
· Annual Census Data Collection Submission Summary 
· Preschool Data Collection Submission Summary Report 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Destroy 2 years after last action 
	Data is also captured and maintained by EDU Corporate. 

	Rostering and Routine
	Records relating to educator and staff time management and staff rosters, including:
· Educator and staff playground duties and rosters 
· Educator and staff diaries
· Communication/Memo books 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Visitors – including incursions
	Records relating to visits by other persons or organisations external to the early childhood service.
· Visitor Books 
· Visitor Registers 
Records relating to musical and theatrical groups performing in early childhood sites or facilities.
· Communications from performance groups
· Applications from sites or facilities requesting a performance take place 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Evaluation
	Curriculum and subject evaluation reports created by individual early childhood services or facilities. 

	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Destroy 7 years after action completed 
	Shred documents after 7 years

	School Registration/
implementation
	Records relating to the registration of activity programs. 

	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	Permanent
	Documents to be stored securely and NOT destroyed

	Activities
	Records relating to permissions or consent given by parents/caregivers for children to attend or participate in various activities held off-site where further action may be required due to significant incidents (a significant incident is considered to be anything recorded in IRMS) or where no further action is required. 
Records relating to permissions or consent forms for children to engage or participate in routine activities. 
  Including: 
· Permission notes 
· Consent forms for educational excursions 
· This may include annual consent forms sent to parents/caregivers regarding permission to photograph child, use the internet, etc. 
· Excursion records 
· Advice to parents/care givers  
· Costs and approval letters
· Administrative and travel details 
· Requests for approvals for early childhood services to attend or participate in activities 
· Photographs 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Assessment and Achievement 
	Copies of child assessment reports and certificates provided to parents/care givers, including:
· Formative & summative reports  
· Progress Reports
· Statement of learning
· Learning Story
· Development record 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Attendance
	Individual child attendance records held by early childhood services either managed separately or contained in the central database, including:
· Daily Attendance Sheets
· Weekly Attendance Sheets
· Booking and Attendance Reports 
· Absence Reports 
· Weekly Attendance Summary Reports 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Behaviour
	Records of significant events, cases, activities or vandalism. 
Records of routine behaviour management events, cases or activities. 
Records relating to the provision of information concerning behaviour within the early childhood service. Including:
· Records of contact & correspondence between the site and other parties involved including external agencies
· Behavioural plans 
· Review panel reports
· Behavioural reports
· Records of admonitions and associated correspondence
· Behavioural reports 
· Behaviour diary 
· Circulars and correspondence 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date 
	Documents to be stored securely and NOT destroyed

	Health and Safety 
	Reports of children’s accidents, injuries and incidents, including records held in the central reporting system and records created before commencement of the central electronic reporting system. 
· Site copies of Accident and hazards reports
· Site copies of Incident reports (IRMS reports) 
Records relating to the registration of accidents, injuries, incidents or illness. 
· Accident registers
· First aid registers 
· Infectious diseases registers 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date
	Documents to be stored securely and NOT destroyed

	Special Education Programs
	Records relating to the management of individual children with learning difficulties or physical disabilities. 
· Negotiated Education Plans
· Referrals 
· Assessments 
· Diagnostic Reports 
	General Disposal Schedule 31. For EDU –Early Childhood Services and Predecessors
	TEMPORARY 
Retain until 31 December 2023, retention subject to a review at that date
	Documents to be stored securely and NOT destroyed

	Other Schools
The following items are not exhaustive and have been modified from the General Disposal Schedule No 30. State Government Agencies in South Australia. For more detail refer to  the General Disposal Schedule Number 30 which can be downloaded at: http://government.archives.sa.gov.au/sites/default/files/20160317%20General%20Disposal%20Schedule%20No.%2030%20Final%20V1.1.pdf 

	Maintenance 
	Records relating to routine/day-to-day cleaning and waste management services related to property. 
· Audits and inspections of cleaning services 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 2 years after action completed 
	Documents to be stored until the end of the retention period and then shredded. 

	Security – emergency and/or critical incidents 
	Records relating to breaches of security or incidents that are intentional and cause significant/major disruption to the agency’s operations, such as: 
· Hacking
· Intrusion to restricted areas
· Terrorism 
· Bomb threats 
· Intentional damage 
· Fires 
Records including:
· Records of investigation 
· Records of liaison with law enforcement agencies 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	PERMANENT 

	Documents to be stored securely and NOT destroyed

	Security - visitors
	Records relating to attendance at properties as proof of being onsite, including:
· Building admittance registers 
· Visitor logs 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 100 years after action completed 
	Documents to be stored until the end of the retention period and then shredded.

	Stocktake
	Records relating to stocktakes of equipment and stores, including:
· Inventories 
· Lists 
· Stocktake reports
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 5 years after action completed. 

	Documents to be stored until the end of the retention period and then shredded.

	Recruitment
	Records relating to the process of recruitment and selection of nominees for specific roles. 
· Establishment of selection panel
· Unsolicited applications 
· Job & person specifications 
· Role descriptions 
· Applications & supporting documentation 
· Record of interviews 
· Selection report
· Recommendations
· Delegate’s approval 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 2 years after action completed. 

	Documents to be stored until the end of the retention period and then shredded.

	Security
	Copies of criminal history information and certificates provided to the agency by an applicant as part of the recruitment process, including:
· Information and certificates obtained by an individual as part of pre-engagement/pre-employment/pre-appointment process 
· Copies of Criminal History Checks & Certificates 
· Child-related employment screening 
· Disability services screening 
· Vulnerable persons/aged care screening 
· Other general employment screening 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 3 years after action completed. 

	Documents to be stored until the end of the retention period and then shredded.

	Accounting
	Records relating to the management of banking matters. 
· Management of bank accounts, e.g. applications, approvals, closures
· Bank account summaries 
· Bank deposit, withdrawal & direct debit statements 
· Cancelled, lost, replaced & dishonoured cheques 
Records relating to the management of deficiencies and losses. 
· Write-offs & losses 
· Overpayments 
· Recovery of debts 
Summaries of material losses 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 7 years after action completed. 

	Documents to be stored until the end of the retention period and then shredded.

	Grant Funding 
	Records relating to successful applications made by the agency for grants. 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 8 years after action completed. 
	Documents to be stored until the end of the retention period and then shredded.

	Risk Management
	Records relating to the implementation of major risk management plans and initiatives. 
· Implementation of Disaster/Risk Management Plans
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	Permanent
	Documents to be stored securely and NOT destroyed

	Risk Management
	Records relating to risk assessment and management of hazards in agency work places, including:
· Hazard identification & risk assessment, including dangerous chemicals, air-borne contaminants, radiation 
· Measures taken to eliminate or control risks 
· Measures taken to prevent accidents occurring 
· Measures taken to prevent or minimise exposure 
· Surveillance & monitoring of workplace environments
· Maintenance & distribution of hazardous substances notices & labels 
· Risk assessment reports 
· Regular hazard surveys 
· Material safety data sheets 
· Carcinogen authorisations & inspection reports
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 100 years after action completed. 

	Documents to be stored until the end of the retention period and then shredded.

	Accidents and Injuries – adults
	Records relating to the management of personal injuries to employees not resulting in claims for compensation.
· Records captured in a hazards & incidents reporting system, 
Official accident and incident reports involving either employees or visitors. 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 45 years after action completed. 
	Documents to be stored until the end of the retention period and then shredded.

	Accidents and injuries - children
	Records relating to the management of personal injuries to visitors aged under 18 years not resulting in claims for compensation. 
· Records captured in a hazards & incidents reporting system, 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 30 years after action completed. 
	Documents to be stored until the end of the retention period and then shredded.

	First aid – major matter
	Records relating to first aid of a major nature. 
· First aid of a major nature administered by the agency to employees or visitors 
· Treatment records 
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 45 years after action completed. 
	Documents to be stored until the end of the retention period and then shredded.

	First aid – minor matter
	Records relating to other first aid matters. 
· First aid of a minor nature administered by the agency to employees or visitors 
· Management of first aid or medical centres operated by the agency 
· Treatment records 
· Statistical summaries 
· General administrative records regarding the operation of a facility
	General Disposal Schedule No. 30 State Government Agencies in South Australia
	TEMPORARY Destroy 10 years after action completed. 

	Documents to be stored until the end of the retention period and then shredded.
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