
Hospital and Outreach Education AP Academy: 
 Managing Pupil Records 

 
These guidelines apply to information created and stored in both physical and 
electronic formats. 
 
The pupil record should be seen as the core record charting an individual 
pupil’s progress whilst being educated through Hospital and Outreach 
Education (HOE). They should contain information that is accurate, objective 
and easy to access.  
 
1. Recording information 
Pupils have a right of access to their educational record and so do their 
parents under the Education (Pupil Information) (England) Regulations 2005. 
Under the Data Protection Act 1998 a pupil or their nominated representative 
has a right to see information held about them. This right exists until the point 
that the file is destroyed. Therefore, it is important to remember that all 
information should be accurately recorded, objective in nature and expressed 
in a professional manner. 
 
2 . Transferring the pupil record back to the home school 
Pupil records will be transferred back to the pupil’s home school at the point of 
finishing dual registration with HOE. Files will not be sent by post unless 
absolutely necessary. If files are sent by post, they should be sent by 
registered post with an accompanying list of the files. The receiving school 
should sign a copy of the list to say that they have received the files and 
return that to HOE. Where appropriate, records can be delivered by hand with 
signed confirmation for tracking and auditing purposes. 
Electronic documents that relate to the pupil file will also need to be 
transferred, or, if duplicated in a master paper file, destroyed. 
 
3. Responsibility for the pupil record once the pupil leaves the school 
The school which the pupil was primarily registered at until statutory school 
leaving ages is responsible for retaining the pupil record until the pupil 
reaches the age of 25 years. [See the retention schedule for further 
information]. 
For pupils who are singly registered with HOE, HOE will keep the records 
securely and destroy them as above.  
 
4. Safe destruction of the pupil record 
The pupil record will be disposed of in accordance with the safe disposal of 
records guidelines. 
 
5. Transfer of a pupil record outside the EU area 
If we are requested to transfer a pupil file outside the EU area because a pupil 
has moved into that area, we will contact the Local Authority for further 
advice. 
 
6. Storage of pupil records 



All pupil records will be kept securely at all times. Paper records, will be kept 
in lockable filing cabinets and cupboards with restricted access, and the 
contents should be secure within the file. Equally, electronic records will have 
appropriate security. 
 
Access arrangements for pupil records will ensure that confidentiality is 
maintained whilst equally enabling information to be shared lawfully and 
appropriately, and to be accessible for those authorised to see it. 


