AUSTRALIAN SCHOOL OF ABU DHABI

RECORDS
MANAGEMENT
POLICY



Contents

J Ol o Vo o] Y TS o Yo DO OO O PP P PP U U UPPROPPTOPPTOP 3
2 Yol aToTo] LY 11 o o TP PP PRTOPRPVRPUPR 3
3 [ d oY [V 4T ] o H PO US TSRS 3
4 P U POSE .t e e ——————————————————————— et tataaaaaeaees 3
T ol ] o = P U PP ORORORPPPPPPPRE 3
6 DI INTEIONS ...ttt ettt ettt s e st esa bt e s ab e e s abeesabe e s be e e bt e e ht e e eabee s be e e bt e e bbeebbeeeabeesabeeebeeeanes 3
7 0] [ oy PRI 4
2% R (= Tole T o LU TP PP P PR PR PRRRPPR 4
8 0 R Yol g Vo Yo @] o] 1 7= 4 o[- USRS 4
7.1.2 School Records Management POLICY .....ccuuiiiiiiiiiiiiiee ettt ettt e e e ebaee e 4
7.1.3 Data Privacy and Prot@CTION .......ciicciiie ettt e et e e e e tre e e seate e e e sabaeeesnteeeeentaeeesans 5
7.1.4 Storage and Disposal of SChOOlI RECOIS ......cuuiiiiiiiiiiiiiee ettt et eraee e 5
7.1.5 Student SChOOl TranSTer .......ooii it ettt e 7
% L SR Yol o] I 1 [ 1 U o ISP P ST 7
2 A 1] o 1o 2 T=Toto T o L3RR UUPN 8
7.2. 1 STUAENT RECOIUS . .eeiiiiiieiiieriee ettt ettt ettt ettt e et e e sae e e s bt e e sate e sabeesabeeeabeeeneeesaseesabeesaneesases 8
7.2.2  MediCal RECOIS ....eeiuiiiiiiieeiieetee ettt ettt sttt e sat e e sabeesbe e e bt e e saeeesabeesabeesabeeeases 8
7.2.3 Duration of Storage of Student RECOIS ........uuiiiiiiiiiiiiie ettt e e svae e 9
7.2.4  SEaff RECOIAS....ciiiiiiieieieeeeeete ettt st st s st st ne e 9
7.2.5 Duration of Storage of Staff RECOIdS.........cocciiiiiiiiii i eae e 9
7.2.6 FINANCIAI RECOITS ..c.ueiiuiiiiiieiiiee ettt et b e bt e b e b e saeesaee s e smeesmees 10
7.2.7 Duration of Storage of Financial RECOIdS.........ccoivviiiiiiiiiiciee e 10
7.2.8 AdMInistrative RECOIUS .....ccuiiiiiiiiieiie it 10
7.2.9 Duration of Storage of Administrative RECOIdS ........cccouviiiiiiiiieciiii et e 10
7.2.10 GOVEINANCE RECOIUS. ...uueiiiiieiieeetee ettt ettt ettt sttt st ebe e e st e sabeesabeesbeesareeeaneeesaneesaneeaas 10
7.2.11 Duration of Storage of GOVernance RECOIAS .....ccciiivciiiiiiie i it e e e eccrere e e e eeerree e e e e e e eanes 11
< T Oo 1 o1 o] [ -1 o [ol ISP 11
0. RETEIBNCES ..ttt ettt ettt e b e e bt e b et e e ate e s be e s beeeabee s beeeanteesareesreenas 11
10. Ratification and REVISION HISTOTY .....ccocuiiiiiiiiiccciiiieee ettt e s re e e e e e eesabbaaeeeeeeesassseseeeesnnnnns 11




SCHOOL VISION

Australian School of Abu Dhabi (ASAD) fosters globally minded graduates through inclusive education,
nurturing a sense of belonging, understanding, and respect. We empower students with skills, empathy, and
awareness to contribute locally and globally.

SCHOOL MISSION

Australian School of Abu Dhabi (ASAD) provides a diverse curriculum with global perspectives to all students.
We foster inclusion, embrace diversity, promote understanding, and empower students to excel
academically and socially. Our commitment to inclusivity ensures every student feels valued and supported.

INTRODUCTION

Australian School of Abu Dhabi (ASAD) is committed to maintaining clear, accurate, and up-to-date records
that support effective school operations and ensure compliance with UAE laws and ADEK requirements. All
records, including those containing personal data are managed securely, lawfully, and in a manner that
protects confidentiality and prevents unauthorised access or loss.

This Records Management Policy establishes the standards for creating, managing, storing, retaining, and
disposing of school records in both physical and digital formats. It outlines staff responsibilities and the
controls required to maintain a compliant, secure, and transparent records management framework that
upholds the rights and privacy of students, staff, and families.

PURPOSE

The purpose of this Records Management Policy is to ensure all staff at ASAD understand the requirements
for creating and maintaining clear and accurate school records. It outlines the standards for handling all data
collected or stored by ASAD, including how it must be managed, accessed, retained, and securely disposed
of in line with UAE laws and ADEK guidelines.

SCOPE

This Records Management Policy applies to all staff, contractors, and service providers who create, access,
manage, or store school records in any form. It covers all types of records held by the school, including digital
and non-digital formats such as documents, databases, emails, videos, photographs, learning management
system entries, and physical files.

The policy applies to the full lifecycle of each record, from its creation or receipt through active use, storage,
retention, archiving, transfer, and final disposal, regardless of the system, platform, device, or physical
location used.

DEFINITIONS
TERM DEFINITION
Additional Learning Individual requirements for additional support, modifications, or
Needs accommodations within a school setting on a permanent or temporary basis in
response to a specific context. This applies to any support required by students




of determination and those who have special educational needs and/or
additional barriers to learning, access, or interaction in that specific context (e.g.,
dyslexic, hearing or visually impaired, twice exceptional, or gifted and/or
talented).

For example, a student with restricted mobility may require lesson
accommodations to participate in Physical Education and building
accommodations to access facilities but may not require any accommodations in
assessments. Equally, a student with hearing impairment may require adaptive
and assistive technology to access content in class and may also require physical
accommodations (e.g., sit in the front of the class to be able to lip read) to access
learning.

Extracurricular

Organized activities that students can participate in that are usually external to

Activities (ECA) the school curriculum (but may be connected to it). Activities can be scientific,
athletic, cultural, intellectual, philanthropic, and/or social in nature, and include,
but are not limited to sports teams, clubs, private sports lessons, competitions,
performances, recreational activities, field trips and overseas travel, as well as
activities hosted virtually.

Records Information (in hard or soft copy), on school operations, student affairs, school
staff, financial matters, and other aspects of school functioning.

7. POLICY
7.1 Records

7.1.1 School Obligations

ASAD maintains clear, accurate, up-to-date, and sufficiently detailed records that support effective
administration, operations, teaching and learning, student affairs, and governance. All records are
created, handled, and stored in compliance with UAE laws, ADEK regulations, and the school’s internal
policies. Recordkeeping practices ensure that information remains reliable, secure, and accessible to
authorised personnel.

7.1.2 School Records Management Policy

ASAD implements a comprehensive Records Management Policy that reflects school needs and aligns
with ADEK and other regulatory requirements. The policy framework includes the following
components:
1. Types of Records Maintained
A clear classification of all record categories used across the school, as outlined in Section 7.2.
2. Rationale for Data Collection and Storage
Documentation explaining why records are collected, how they support educational and
operational functions, and the legal or regulatory basis for their retention.
3. Resources for Record Management
Use of secure digital platforms, cloud systems, school management systems, and approved
physical storage facilities to organise and safeguard records.
4. Modes of Storage
Defined methods for storing each record type, whether digital, non-digital, or hybrid, ensuring
appropriate security, accessibility, and organisation.
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10.

11.

Roles and Responsibilities

Clear identification of staff authorised to create, access, update, manage, transfer, and dispose
of records, including oversight responsibilities.

Data Protection Measures

Integration with the school’s Data Protection Plan (Section 7.1.3), outlining the measures used
to protect personal data and ensure compliance with UAE data protection laws and ADEK’s
Digital Policy.

Record Preservation Schedule

A structured retention schedule that sets out how long each record type is maintained before
archiving or disposal.

Record Disposal Procedures

Secure and documented processes for disposing of records such as shredding, secure deletion,
or other approved methods, consistent with Section 7.1.4.

Student Record Transfer Procedures

Clear steps for securely transferring student records when a student moves to another school, in
line with Section 7.1.5.

Record Preservation in the Event of School Closure

Established procedures to ensure continued protection, archiving, and transfer of records in the
event that the school ceases operations, in accordance with ADEK requirements.

Reporting Responsibilities

Processes that ensure records are accurate and accessible to meet ADEK’s School Reporting
Policy requirements, including reporting deadlines and data accuracy standards.

7.1.3 Data Privacy and Protection

ASAD implements a Data Protection Plan that complies with Federal Decree Law No. (45) of 2021

Concerning the Protection of Personal Data and the ADEK School Digital Policy. The plan includes the

following components:

a.

Document Classification Mechanisms

A structured system for categorising documents and records based on sensitivity, with clearly
defined access levels such as full access, limited access, or restricted access for different
stakeholders.

Security Breach Protocols

Procedures for identifying, reporting, and responding to actual or suspected data breaches,
aligned with ADEK’s School Safeguarding Policy and internal escalation processes.

Compliance Monitoring Procedures

Ongoing processes for monitoring adherence to the Data Protection Plan, including regular
audits, staff training, internal reviews, and measures for continuous improvement.

ASAD records and documents all digital incidents for transparency and auditing purposes. Each incident

is formally logged, signed by the Principal, and securely stored in compliance with ADEK requirements.

7.1.4 Storage and Disposal of School Records

ASAD applies secure, sustainable, and safe mechanisms for storing and disposing of school records in
alignment with the ADEK School Digital Policy and ADEK School Sustainability Policy. All storage and




disposal practices protect confidentiality, preserve the integrity of records, and ensure that only
authorised staff have access.
Storage of Records: ASAD maintains storage systems designed to protect records, both digital and non-
digital from loss, damage, or unauthorised access. Storage mechanisms provide controlled
environmental conditions suitable for long-term preservation.
Storage practices include:
1. Secure Digital Storage
e Use of encrypted servers, password-protected systems and access-controlled cloud
platforms.
e Regular system backups to prevent data loss.
e Storage of sensitive data only within approved, secure digital environments.
2. Secure Physical Storage
e Locked, access-controlled filing rooms or cabinets with restricted entry.
e Fire-resistant storage where appropriate.
e Environmental protection measures (e.g., humidity control, avoidance of direct sunlight,
protection from water damage).
3. Access Control
e Access to stored records is limited to authorised staff.
e Avregister or digital log is maintained to track access to sensitive files.
4. Storage Durations
ASAD follows defined minimum and maximum retention periods for each category of records in
accordance with ADEK requirements and the school’s preservation schedule. Retention
schedules are reviewed annually and exceptions for legal or regulatory purposes are
documented and justified.

Disposal of Records: ASAD follows structured, secure, and documented procedures for disposing of
records once they reach the end of their retention period. Disposal is carried out by authorised
personnel only, in accordance with ADEK and UAE regulatory requirements.
Disposal practices include:
1. Disposal Methods
e For physical records: shredding, pulping, or other methods that render documents
unreadable.
e For digital records: permanent deletion from servers, disposal of hardware using certified
data-wiping or destruction methods, and removal of backups where applicable.
2. Disposal by Classification Level
e Disposal methods correspond to the record’s sensitivity classification to ensure
confidentiality and compliance with data protection expectations.

a. Highly sensitive documents require supervised disposal and verification.
b. Low-risk documents may follow standard disposal procedures.
3. Evidence of Destruction
ASAD retains proof of destruction for all records disposed of, including:

e Disposal logs
e Certificates of destruction (where external vendors are used)
e Supervisor sign-off

4. Regular Data Clean-Ups
ASAD conducts scheduled clean-ups of digital and physical storage systems to remove

unnecessary, outdated, or duplicate data, ensuring efficient and accurate record management.
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7.1.5 Student School Transfer

ASAD manages the transfer of student records in an efficient, secure, and confidential manner when
students move to another school within or outside the UAE. All transfers follow the ADEK School Student
Administrative Affairs Policy and ensure that receiving schools obtain the required documentation to
support a smooth educational transition.
The transfer process includes:
1. Key Records Provided
ASAD prepares and transfers essential student information, including:
e Academic progress and achievement records
e Transfer certificates
e Any additional documentation requested by the parent(s) in accordance with ADEK policy
2. Parental Permission
ASAD obtains written parental consent before transferring student information to any third
party, including schools, external agencies, or educational organisations.
3. Secure Transfer Mechanisms
e Records are transmitted using approved, secure channels (e.g., encrypted digital systems or
sealed physical envelopes).
e Documentation is shared only with authorised personnel at the receiving institution.
4. Confirmation of Receipt
Where appropriate, ASAD ensures that receiving schools acknowledge receipt of transferred
documents to maintain continuity of records and accountability.

7.1.6 School Closure

In the event of a school closure, ASAD will prepare and provide ADEK with a clear and comprehensive
plan that outlines how all school records will be preserved, secured, or transferred. This plan will ensure
compliance with ADEK policy requirements and will maintains the integrity and accessibility of records
during and after closure.
The closure plan will include:
1. Preservation of Records
e I|dentification of records requiring long-term preservation, including student files, staff
records, financial documents, and governance materials.
e Secure storage arrangements that protect records from damage, loss, or unauthorised
access.
2. Transfer of Records
e Procedures for transferring required records to ADEK or another designated authority,
ensuring compliance with all regulatory expectations.
e Clear tracking of what will be transferred and to whom.
3. Access and Safeguarding During Transition
e Designation of personnel responsible for maintaining secure access to records until ADEK
confirms final storage or transfer arrangements.
e Maintenance of confidentiality and data protection measures throughout the closure
process.




7.2 Types of Records

7.2.1 Student Records

ASAD maintains accurate, detailed, and up-to-date records for every student enrolled at the school.
These records support academic, operational, safeguarding, medical, and administrative functions.

Student records are managed securely in accordance with ADEK requirements and UAE regulations.
Required Information
ASAD maintains a comprehensive individual record for each student, containing at minimum:

a.

Personal Information

Student name, date of birth, gender, nationality, parent/guardian information, address, and
contact details.

Attendance Records

Daily attendance and punctuality data.

Academic Progress and Achievement

Assessment results, report cards, performance evaluations, standardised test results, and
teacher reports.

Extracurricular Participation and Achievement

Records of involvement in school activities, competitions, and non-academic programmes.
Behavioural Records

Documentation of behavioural incidents, interventions, and follow-up actions.

Documented Learning Plans (DLPs)

Individual learning plans and support documents, where applicable, maintained in line with the
ADEK School Inclusion Policy.

Student Protection Cases

Records relating to safeguarding and protection cases, maintained in accordance with the ADEK
School Student Protection Policy.

Medical Information

Health-related documentation, screening results, chronic conditions, allergies, and emergency
medical information.

Reports Submitted to External Stakeholders

Copies of any student-related reports submitted to ADEK, parents, or other authorised
stakeholders.

Additional Information Required by ADEK

Any further documentation mandated by ADEK or other UAE authorities.

7.2.2 Medical Records

ASAD maintains detailed, confidential, and securely stored medical records for all students in
accordance with Department of Health (DoH) requirements, including the DoH School Screening
Standard (2023). These records support the health, safety, and medical care of students.

a.

Creation of Medical Records
School nurses create and maintain medical files for:
e All newly enrolled students in KG or Grade 1/Year 2
e Transfer students arriving from schools that do not provide school health services (e.g.,
schools outside the UAE)




7.2.3

Parent Access to Medical Records

Parents may access their child’s medical records upon request; however:
e Records may not be photocopied
e Medical files must not be removed from the school clinic

External Requests for Medical Information
The school obtains DoH approval, parent consent, and provides notification to ADEK before

releasing any student medical records to external parties.
Access for PE Teachers and Coaches

Physical Education teachers and sports coaches have appropriate access to relevant student
medical information to ensure safe participation in school sports and to respond effectively to
medical incidents.

Duration of Storage of Student Records

ASAD follows ADEK requirements for the retention and preservation of all student-related records.

a.

General Student Records

Enrolment, academic achievements, attendance data, disciplinary records, and other essential
documents are preserved for at least 5 years after the student leaves the school, preferably in
secure electronic archives.

Graduation Records

ASAD maintains student graduation records indefinitely, ensuring long-term accessibility and
preservation.

7.2.4 Staff Records

ASAD maintains confidential, accurate, and up-to-date records for all staff members. These records

support recruitment, employment, performance management, wellbeing, and compliance with ADEK

and UAE regulatory requirements. Access to staff records is limited to authorised personnel.

ASAD maintains a comprehensive staff record for each employee, containing at minimum:

a.

7.2.5

Personal Information

Identity documents, address, contact details, and relevant medical information.

Employment Information

Employment history, education and qualifications, employment terms, contract documentation,
salary, benefits, and related employment details.

Educational and Professional Information

Teaching assignments, continuous professional development (CPD), attendance and leave data,
non-anonymous staff survey results, and performance management records.

Professional Conduct Information

Records of serious incidents, complaints, investigations, and outcomes.

Reports Submitted to External Stakeholders

Copies of any staff-related reports submitted to ADEK, parents, or other authorised bodies.

Duration of Storage of Staff Records

ASAD preserves staff records for a minimum of 5 years and a maximum of 7 years after the end of

employment.




The school may retain records for a longer period if such retention is reasonably justified for operational,
legal, or regulatory reasons.

7.2.6 Financial Records

ASAD maintains accurate, up-to-date, and comprehensive financial records that support transparency,
accountability, and compliance. Access to financial records is restricted to school owners, the governing
board, the Principal, and ADEK upon request.

ASAD maintains financial documentation in accordance with the ADEK School Financial Audit and

Reports Policy. Copies of all financial reports submitted to ADEK, parents, or other stakeholders are
retained.

7.2.7 Duration of Storage of Financial Records

Financial records are retained in accordance with Financial Law No. 1 of 2017 for the Abu Dhabi Emirate
and its amendments.

7.2.8 Administrative Records

ASAD maintains comprehensive, accurate, and up-to-date administrative records that support school
operations, planning, compliance, and reporting.
Administrative records include, at minimum:
a. Property, facilities, and infrastructure management records
Human resource management documentation
Financial and budget management records
Information systems and technology management documentation
Committee records and internal school activity documentation
School inspection and self-evaluation records
Daily operational logs (visitor logs, admission inquiries, etc.)

S @ 0 o o0 T

Legal documentation, including contracts and agreements

Reports submitted to ADEK, parents, or other stakeholders

7.2.9 Duration of Storage of Administrative Records

Administrative records are preserved for at least 5 years, ensuring secure storage for audit and
regulatory review.

7.2.10 Governance Records

ASAD maintains accurate and up-to-date governance records to support strategic planning, oversight,
transparency, and regulatory compliance.
Governance records include, at minimum:

School-level governance policies

a

b. Board agendas and minutes of meetings

c. Documentation relating to board elections
d

School Development Plans (SDPs)
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e. Annual reports

f. Policies, procedures, and guides developed by the school (e.g., emergency procedures, school
rules)

g. Reports submitted to ADEK, parents, or other stakeholders

7.2.11 Duration of Storage of Governance Records

Governance records are preserved for at least 5 years, ensuring they are available for inspection, audit,
and long-term strategic reference.

8. COMPLIANCE

ASAD is committed to maintaining full compliance with all ADEK requirements and UAE regulations related
to the creation, management, storage, retention, transfer, and disposal of school records. Accurate, secure,
and timely recordkeeping is essential to the school’s operational integrity and forms a mandatory condition
of school licensing and ongoing regulatory approval.

All staff involved in any aspect of record management are required to follow the standards, procedures, and
responsibilities outlined in this policy. This includes ensuring that records are complete, accurate, up to date,
securely handled, and accessible only to authorised personnel. Staff must also comply with all timelines,
documentation requirements, and quality expectations set by ADEK.

Failure to adhere to this policy, such as through the mishandling of records, unauthorised access, delays in
updating information, incomplete documentation, or the loss or destruction of required records may result
in corrective action as determined by school leadership or ADEK. ASAD recognises ADEK’s authority to
conduct audits, request documentation, and impose required interventions should the school be found in
breach of its recordkeeping obligations.

9. REFERENCES
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e Federal Decree Law No. (31) of 2021 Promulgating the Crimes and Penalties and its amendments

e Federal Decree Law No. (45) of 2021 Concerning the Protection of Personal Data

e Financial Law No. (1) of 2017 for the Abu Dhabi Emirate and its amendments

e Department of Health (DoH). (2023). School Screening Standard.
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