
Data processing and retention information for schools: The Skylark Partnership (Hospital and Outreach Education) 

Pupil data 

Data collected Reason for collection Processing Retention period Storage/Disposal Notes 
Full names To ascertain who 

requires teaching 
To complete 
admissions register 
To complete 
attendance register 

Entered onto 
admission and 
attendance registers. 
To liaise with schools 
regarding work to be 
provided for pupils 
educated in hospital 
settings. 
Shared with 
attendance officer for 
monitoring and 
tracking pupils back 
to school for 
safeguarding 
purposes. 
Used to enter pupils 
for external 
examinations 

Admissions and 
attendance records 
kept for 7 years. 
 
Monitoring records 
kept for 7 years 

Stored in Google 
cloud based system. 
Annually, registers 
transferred to safe at 
admin centre, 
Delapre Learning 
Centre. 
Hospital monitoring 
records kept 
anonymously (no 
pupil identifiers) on a 
password protected 
document on a 
central server.  
Any paper monitoring 
records shredded 6 
weekly. 
Secure disposal via 
shredding at the end 
of the period of 
retention 

 
Registers have a 
statutory retention 
period of 7 years. 
 
Monitoring is for 
safeguarding and 
reporting of pupil 
numbers. 
 
 

Date of birth Required for 
completion of 
attendance and 
admission registers. 
Required for external 
exam entries 

None after entering 
onto register 

7 years Annually, registers 
transferred to safe at 
admin centre, 
Delapre Learning 
Centre. 
Secure disposal via 
shredding at the end 
of the period of 
retention. 

Statutory 
requirement 



 
Medical condition To ascertain whether 

a pupil meets HOE 
admission criteria. 
Monitoring and 
reporting 
In hospital settings, 
to ascertain if pupil 
will be a re-occurring 
admission and need 
regular teaching 

Scanned and stored 
securely in cloud 
based system. 
In general hospitals, 
recorded on 
monitoring sheet 
form for reporting 
purposes. 
 
Types of medical 
condition are coded 
in attendance 
registers for 
hospitals. 

As long as pupil is 
dual registered with 
HOE 

Medical details are 
stored only whilst a 
pupil is dual 
registered with HOE. 
Destroyed securely 
when pupil transitions 
to another 
setting/back to 
school. 
Hospital monitoring 
sheets disposed of 6 
weekly 
Secure shredding at 
the end of the 
retention period. 

. 

Safeguarding 
information 

To keep pupils safe. 
In hospitals, so staff 
are aware and can 
contribute to a multi 
agency approach to 
safeguarding  

Entered onto 
Myconcern. 
May be put onto 
cause for concern 
forms. 
In general hospitals, 
entered onto sheets 
for information. 
May be shared with 
other professionals 
including MASH 
team 
 

 Shredded 
confidentially if not 
required to be kept 
under statutory 
legislation. 
Similarly for 
electronic records, 
deleted permanently. 

 

Full address and 
postcode 

Required for 
completion of 
attendance and 
admission registers, 
distributing 
information to 

None after entering 
into the registers or 
secured in the cloud. 

7 years (for registers) Registers kept for 7 
years. Annually, they 
are transferred to the 
admin centre and 
stored in a safe. 
Secure 

Statutory 
requirement 



parents/carers shredding/permanent 
deletion at the end of 
the retention period. 

Gender Required for 
completion of 
attendance and 
admission registers, 
and for examination 
entries 

None after entering 
into the registers and 
entries 

7 years for registers Registers kept for 7 
years. Annually, they 
are transferred to the 
admin centre and 
stored in a safe. 
Secure 
shredding/secure 
deletion at the end of 
the retention period. 

Statutory 
requirement 

GP details Not processed - it is 
detailed on the label 
of information given 
by hospital staff to 
education staff and is 
on the request for 
involvement referral 
form 

None In hospitals, 6 weeks 
These are attached 
to the daily list. 
On referral forms, 
deleted after period 
of support 

In hospitals, secure 
shredding after 6 
weeks. 
 
Other data 
permanently deleted. 

 

Admission date Required for 
completion of 
attendance and 
admission registers 
To complete 
monitoring sheets in 
hospitals. 
To ascertain 
charging dates 
(outreach) 

Entered onto 
registers and 
monitoring sheets. 
Entered onto 
charging sheets 

7 years Registers kept for 7 
years. Annually, they 
are transferred to the 
admin centre and 
stored in a safe. 
Secure 
shredding/permanent
ly deleted at the end 
of the retention 
period. 
Monitoring records 
kept anonymously 
(no pupil identifiers) 
on a password 
protected document 

Statutory 
requirement  



on a central server.  
Paper monitoring 
records shredded 
weekly. 
 

School year Required for 
admission register 
Required to ensure 
that correct level of 
work is provided for 
education. 
To ensure that pupils 
are entered for 
examinations at 
appropriate times 
For liaison with 
schools 
Monitoring sheets 

Entered onto 
registers. 
Entered onto pupil 
individual records 
Entered onto liaison 
records.  
Entered 
anonymously onto 
monitoring database 

7 years Registers kept for 7 
years. Annually, they 
are transferred to the 
admin centre and 
stored in a safe. 
Hospital liaison 
sheets disposed of 6 
weekly. 
Secure 
shredding/permanent 
deletion at the end of 
the retention period. 
Monitoring records 
kept anonymously 
(no pupil identifiers) 
on a password 
protected document 
on a central server.  
Hospital paper 
monitoring records 
shredded 6 weekly. 
Hospital liaison 
records kept for the 
current academic 
year.  

Statutory 
requirement for 
registers 
 
 

      

Education pupil records 

Information Reason for Processing Retention period Storage/disposal Notes 



information 
Liaison with schools 
records 

Hospitals: details of 
contacts with pupil’s 
home schools 
following an in-
patient admission. 
Outreach: 
chronologies of 
involvement 

Tracking of pupil 
progress - both 
pastoral and 
academic.  
For safeguarding 
purposes 

One academic year. 
For pupils with 
SEND, DOB + 25 
years, in line with 
SEND and EHCP 
requirements 

In hospitals,sStored 
in filing cabinet in 
secure office shared 
with play staff on 
ward. 
Annually transferred 
to locked safe at 
admin centre for 
storage until 
disposal. 
Securely disposed by 
shredding at the end 
of the period of 
retention 

SEND records 
retention have 
statutory period 

Monitoring sheets 
(general hospitals) 

In order to report on 
pupil admissions and 
numbers 
For safeguarding, 
ensuring pupils are 
not missing after 
discharge 

Recorded on weekly 
monitoring sheet 
which is shared with 
attendance officer. 
Recorded on an 
anonymised pupil 
database 
electronically 
Letters sent to home 
school indicating 
expected date for 
pupil to return. 
Attendance officer 
follows up with a 
phone to check 2 
weeks post 
discharge. 
 

Paper records 
retained for 6 weeks 
for follow up. 
Electronic database 
kept for 7 years in 
line with attendance 
registers.  

Paper records 
securely shredded. 
Electronic data 
permanently deleted 
at the end of the 
period of retention. 

 

Lesson planning In order to inform the 
content of lesson 

Maybe shared with 
pupil’s home school 

1 academic year  
 

Stored in individual 
pupil files in filing 

 



delivery where appropriate  cabinet, on password 
protected laptop 
which has been 
provided by health or 
on Google cloud 
secure systems. 
Secure shredding for 
disposal or 
permanent deletion 
at the end of the 
period of retention. 

Individual pupil 
planning files 

In general hospitals, 
to ensure continuity 
of education for 
pupils with chronic 
conditions who have 
repeated admissions 
to the wards for 
treatments.  

Maybe shared with 
home school if 
appropriate. 
Used for reference 
on a repeat 
admission 

1 year for short 
term/single stay 
hospital pupils. 
Until the end of 
formal schooling for 
pupils with chronic 
health conditions. 

Stored in individual 
pupil files in filing 
cabinet, on password 
protected health 
laptop or on secure 
Google cloud 
systems.. 
Secure shredding for 
disposal or 
permanent deletion 
from database at the 
end of the period of 
retention. 

 

 


