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Aims and Objectives
St Peter’s School, York was founded in 627 AD, making it one of the oldest schools in the world.  Consequently, the school’s archives contain records dating from hundreds of years ago to the present day. The school recognises the importance of many of these records for historians, academic researchers, and genealogists, as well as alumni, current staff, and students.

The archive therefore exists to collect and preserve records, memorabilia and artefacts relating to the history of the school and to make these records available as appropriate and in accordance with current data protection legislation (UK GDPR and the UK Data Protection Act 2018) as well as best practice in terms of archival management.

We aim to exhibit material regularly through a variety of media and collaborate with external archives, museums, and library services to help deepen the public’s understanding of the role and history of St Peter’s School. We desire for the archive to be enjoyed by the many and thus outreach activities will be a core part of our service.

We will strive to integrate our archives within the teaching of the school to expand upon the classroom material but also to stimulate an intellectual curiosity within the pupils. We want to ensure that the archives are a place where pupils can come and experience working life through volunteering / service placements. Through these two avenues, pupils will develop key skills needed to succeed in their studies and careers. To achieve this, we will participate in a multitude of outreach activities including exhibitions, classroom material, displays, social media and publications. 

The St Peter’s School, York archive is registered with the School Archives & Records Association.
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In addition to being the designated place of deposit for the records of the St Peter’s School in York, the archive also contains documents from other predecessor organisations linked to the school, including The Old Peterite Club, the St Peter’s School Foundation, St. Olave’s School (York), and the Clifton Primary School (York).
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The school’s Data Manager is responsible for the day-to-day running of the archives including compliance with this policy and GDPR rules, and for overseeing the activities of our volunteer archivists.  This will be done with the support and resourcing of the St Peter’s Leadership Team to enable this.

The responsibilities of the school archivists are as follows:

To create, maintain, develop, and promote the school archive.

To maintain a comprehensive archive catalogue.

To keep a record of the current life of the school for posterity.

To make judgements on behalf of the school as to which of its records should be permanently preserved.
To liaise with the School Data Manager to ensure such permanent preservation occurs when permitted under GDPR legislation.

To implement procedures for collection, storage, and access in accordance with best archival practice and UK GDPR.

To liaise with the Data Manager regarding the handover of pupil and staff records to the archives in accordance with school retention schedules.

To respond to requests from data subjects for verification of school attendance or exam grades, or for confirmation of employment for HR requests.

To use the archive collection to support the school’s strategic objectives by promoting the school’s history through occasional exhibitions and providing material for major events.

To assist the Alumni office in engaging with alumni and friends of the school.

To make records available in accordance with best archival practice and UK GDPR laws for the purposes of historical, academic, and statistical research (archiving in the public interest).

To make records available in accordance with best archival practice and UK GDPR and the UK Data Protection Act 2018 for the purposes of family research.
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Key Points

Archives are those records which a school sets aside for permanent preservation.

Such archives are to be distinguished from other records that schools might need to retain long-term, but for an operational rather than archiving purpose (e.g., for legal claims or regulatory and audit purposes).  However, some archives, including the St Peter’s School archives, do contain information about living persons and thus fall under the remit of data protection legislation.

Schools can keep archives of this kind permanently, so long as they do so in accordance with UK GDPR and the UK Data Protection Act 2018, including appropriate privacy safeguards.

UK GDPR and the UK Data Protection Act 2018 allow for ‘archiving in the public interest’.
The activities that form ‘archiving in the public interest’ are described in UK GDPR at Recital 158:

‘Public authorities or public or private bodies that hold records of public interest should be services which, pursuant to Union or Member State law, have a legal obligation to acquire, preserve, appraise, arrange, describe, communicate, promote, disseminate and provide access to records of enduring value for general public interest’

Article 5 of Recital 158 clarifies that ‘personal data may be stored for longer periods insofar as the personal data will be processed solely for archiving purposes in the public interest, scientific or historical research purposes or statistical purposes in accordance with Article 89 (i)’

The purpose of archiving is primarily to maintain information for use over the very long term when the potential for impact on individuals is low or non-existent.
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Records are kept which are evidence of the history and current life of the school.  

These are principally:

Lists of pupils

Lists of governors, teaching, and support staff

Records of former pupils

Records of former staff

Minutes of Governors’ meetings at the discretion of the Chair of Governors and other authorised persons

Financial records at the discretion of the Chair of Governors and other authorised persons

Photographs

Newspaper articles concerning the school, including articles about former governors, staff, and pupils.

School publications including school magazines, school newspapers and newsletters.

Programmes of major school events, concerts, drama productions, reunions, etc

School prospectuses, information booklets, fundraising and appeals material and other examples of publicity.

Books about the school and books written by present and former governors, staff, and pupils.

Artefacts and memorabilia, e.g., items of school uniform and badges, scrapbooks, samples of old textbooks and exercise books.

Video recordings of major school events

Information, where considered appropriate, about the history of York, York Minster, and other places relevant to the history of the school.
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General Principles:

The Archive follows school policy regarding UK GDPR and should be read in conjunction with the school policy on Data Protection and the school’s privacy policies.

Standard archival practice allows for the release of records 110 years after the birth of the data subject or after their death.

Some information contained in records may be withheld if it is felt that it might cause substantial damage or substantial distress to the data subject or their descendants.

Personally identifiable information of living data subjects normally protected under GDPR rules will not be disclosed to a third party or other departments within the school unless the data subject has given written consent except as explicitly described in this policy.

In the case of genealogical research, the archivists request confirmation of the death of the data subject or, if the data subject is still alive, written consent to disclose information is required from the data subject or the holder of power of attorney.
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Student files which are stored in the archives include the following personal pupil data which will be transferred to the archives by the Data Manager at the end of their normal retention period, in accordance with UK GDPR Legislation:

Student’s Name, Date of Birth, Home address, parent’s contact details

List of school Houses of which the student was as member

Student’s Exam Grades & Destination after leaving school

Records & Photographs of sporting and other extracurricular activities of the student
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The archive embraces the principle of openness but access to the archive is subject to the following principles:

Adherence to the provisions of all data protection (UK GDPR and the UK Data Protection Act 2018) and other relevant legislation.  

Consideration of the right to privacy and the sensitivities of all those connected with the school and with the archive.

Consideration of the efficient operation of the school.

All requests for information, whether internal or external, are documented and recorded so that we can ensure that the purpose for which information is sought does not contravene the principles of UK GDPR and the UK Data Protection Act 2018.  The archives will refuse to disclose information if the purpose is not in accordance with these principles.

In general, archivists deal with all enquiries and requests to retrieve records from the archive.  In their absence, the school Data Manager has access to the archive in accordance with the protocol for retrieving records (see Appendix 3:  Access to the archive in the absence of the archivists)

In the case of enquiries for information from the records of former pupils or members of staff which are not in the public domain and where the former pupil of member of staff can reasonably be expected to still be alive, every effort is made to trace the person and to ask permission for information from his or her records to be released.  

Where this proves to be impossible, the information will be withheld.

Standard archival practice allows for the release of records 110 years after the birth of the person concerned or after their death is confirmed.

Enquiries which are received by post, telephone and email or via the Archives website are dealt with free of charge unless the amount of photocopying required is thought by the archivists to be excessive.  Replies will normally be sent within 10 working days.  Material is scanned free of charge.

[bookmark: _Toc157408796]Procedure for visiting the school to consult the archives  
Note:  Because our archives are run by volunteers who do not keep regular hours, and because of the physical location of the files, physical visits to the school are discouraged.  Instead, written requests for information contained in the archives can be sent to our archivists who will be happy to find it and provide it to you via email, etc. where possible.
In the unusual case where a physical visit to the school is agreed to by the archivists, the following provisions must apply:
An appointment for the date/time of the visit should be made with the school archivists.

Before access is given to materials in the archive, the researcher will be required to fill in and sign a copy of the archive’s terms and conditions form which gives details of their name, institution, and subject of research; this information will be stored securely in the archive and will only be accessible by the archivists.

When the appointment is made, the archivists will enquire if the visit has any disability or special needs e.g., wheelchair access. 

Visits will take place at times when the archivists are working on the archive.

Visitors will not be allowed to enter the archive room.

Visitors will always work under the direct supervision of the archivists.

Visitors must use their own computers but will be given access to the school’s Wi-Fi network on request.

Food and drink are not permitted when working with archived materials.

When records are requested by visitors, these will be brought to them by the archivists.  A record will be made of all items taken from the archive room as follows:

the date/time

The name of the visitors

The catalogue reference of each item

A note of any existing damage to the item

A record of the time when the item is returned.

Charges for materials

The provision of scans and photocopies is at the discretion of the archivists in accordance with copyright legislation and UK GDPR.  Charges will be made of 10 pence per sheet of black and white photocopying and 25 pence per sheet of colour photocopying. 
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Health & Safety rules concerning the archive must conform to the school policy.  In addition, the archivists observe the following procedures:

A library step is used when taking down those boxes which cannot be reached from ground level.

Boxes are taken from upper shelves one at a time.

The school archivists are familiar with the nearest emergency exit routes from the archive room.
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The archive is an irreplaceable resource.  The following procedures should be adhered to:  

White cotton gloves should be worn when handling fragile items from the archive.

Some archive photographs are currently stored in archivally safe plastic pockets.  When finances permit all records should be stored in a comparable manner.

Items of school uniform are wrapped in acid-free tissue paper and stored in boxes.

Photocopies or scans are used for displays where possible to preserve the originals.

A programme of digitisation has been started to provide back-up searchable copies of documents and photographs, with due regard for copyright legislation; this programme does not include pupil and staff records or governors’ minutes.
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Data Protection Policy

Privacy Notice

Data Retention Policy

Protection of School Archives under GDPR:  Principles and Practice for Archivists and Bursars
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Appendix 1 : St Peter’s School Archive Privacy Notice
The aims of this privacy notice
St Peter’s School, York was founded in 627 AD, making it one of the oldest schools in the world.  Consequently, the school’s archives contain records dating from hundreds of years ago to the present day. The school recognises the importance of many of these records for historians, academic researchers, and genealogists, as well as alumni, current staff, and students.  
This privacy notice explains how personal data is stored in the archive and how it may be used and shared.
Legal grounds for retaining and using your information
The UK General Data Protection Regulation (GDPR) and the Data Protection Act (2018) allow for ‘archiving in the public interest’.
The activities that form ‘archiving in the public interest’ are described in the UK GDPR at Recital 158:  
‘Public authorities or public or private bodies that hold records of public interest should be services which, pursuant to Union or Member State law, have a legal obligation to acquire, preserve, appraise, arrange, describe, communicate, promote, disseminate and provide access to records of enduring value for general public interest.’
Article 5 of Recital 158 clarifies that ‘personal data may be stored for longer periods insofar as the personal data will be processed solely for archiving purposes in the public interest, scientific or historical research purposes or statistical purposes in accordance with Article 89 (i)’
The purpose of archiving is primarily to maintain information for use over the very long-term when the potential for impact on individuals is low or non-existent.
How we use and share information
General Principles
1.	The archive is accessed only by the archivists, the Data Manager, the Head Master or the Data Manager.
2.	Information relating to deceased persons is not covered by the UK GDPR or the Data Protection Act 2018.
3.	All files on former students or staff are closed until their death (or 100 years from their date of birth).  After this time, direct access is still restricted to the archivists, but relevant information may be extracted by the archivists to support researchers.  Due consideration is always given to the sensitivities of relatives of the data subject.
4.	The files of data subjects who are still alive are closed but may be retrieved for the Data Manager if the data subject gives signed permission, e.g., for confirmation of attendance or exam results of former pupils, or dates of service for former members of staff.
5.	Pupil files are archived typically when the pupil reaches the age of 25.
6.	Staff files are archived typically 2years after the date of leaving.
7.	This Privacy Notice should be read in conjunction with the School’s Privacy Notices which may be found on the school’s website.


Table of items being held permanently by the archive:
	Information Asset
	Access

	Pupil files	
	Closed until death or 110 years after date of birth unless signed permission is given by the data subject to retrieve information.  Accessed only by the archivists, the Head Master, DSL,  or Data Manager.

	The Admission Register (List of all former pupils)
	Accessed only by the archivists, Head Master, DSL and the Data Manager.  Information about pupils is transferred into the Admission Register from School Records.

	Staff files
	Closed until death or 110 years after date of birth unless signed permission is given by the data subject to retrieve information.  Accessed only by the archivists, the Head Master, DSL or the Data Manager.

	List of governors with dates of service
	Accessed only by the archivists or Data Manager.  No information shared with third parties about living persons.

	Historic School reports
	Accessed only by the archivists, Head Master or Data Manager.  No information shared with third parties about living persons.

	List of enquiries with names and contact details of enquirers
	Accessed only by the archivists.  Information provided by the enquirer. No information shared about living persons without their consent.

	Archive catalogue
	May contain information about staff and pupils who are still alive.  Accessed only by the archivists.  No information shared with third parties about living persons.

	School Photographs
	Accessed only by the archivists.  Photographic images of pupils and staff from the archive may be used in school publications, archive exhibitions and on the school and archive websites in accordance with the school’s policy on taking, storing and using images of children.  No names or personal information are shared with external researchers about living persons.

	Exhibitions with information about living persons
	Information supplied by the data subject displayed only with their express consent.



Notes:
1.)	Personal information about living persons may be shared with other departments in school (e.g. Careers, Development) ONLY with the express permission of the data subject.
2.)	Some archive processing activity (e.g. cataloguing) may be carried out by external IT providers.   This is subject to contractual assurances that personal data will be kept securely and only in accordance with the School’s specific directions.
3.)	Every effort is made to ensure that data is accurate.
4.)	You can complain at any time about how the School has handled your data;  the information Commissioner is available as follows:   ICO Helpline is 0303 123 1113.
5.)	There is no automated decision-making or profiling involved in handling the data held in the archive.
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Appendix 2 : Terms & Conditions for the Use of Archived Material  
St Peter’s York School Archives

Name of researcher:
Institution or address:
Nature of research:

I agree to the following terms and conditions:
I understand that I shall be responsible for compliance with the UK General Data Protection Regulation 2018 and the UK Data Protection Act 2018 in relation to any use that I make of material derived from the archive.

Possession of material supplied by the archive does not carry with it any rights to reproduce or use it except for the purpose of the research described above.

Any written material from the archive which I use must be credited as follows:  “St Peter’s York School Archive.”

Any photographs and other images which I use must be credited as follows:  “Photograph reproduced courtesy of the governors of St Peter’s School York.”

The St Peter’s School York does not grant exclusive rights.

The archivist undertakes to photocopy material as required by the researcher but the researcher will be charged 10p for an A4 sheet and 25p for an A3 sheet and the archivist cannot guarantee that the photocopying will be done immediately.

St Peter’s School York respects your privacy and is committed to protecting the personal information that you share with us.  The information provided in this form is for the purposes of assessing and recording requests to use material from the archive to support our legitimate business interest.  If you would like to know more about how we process your information or about your own rights, please contact the data manager at: j.clark@stpetersyork.org.uk

Signed:
Date:
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The archive contains highly confidential student and staff records.  
Access is restricted to the archivists, the Head Master, and the Data Manager.
In order to comply with UK GDPR, the following protocol must be followed if access to records is required by anyone other than the archivists:
3.1	In the first instance, contact the archivists on <archivists’ email>
3.2	If possible, the archivists will come into school to deal with urgent enquiries outside their normal working hours.
3.3	If a record is urgently required when the archivists are unavailable, contact the Data Manager.
3.4	If the Data Manager is also absent, their named replacement may access the archive to deal with urgent enquiries.
3.5	No other member of the teaching or support staff should have access to the chive.
3.6	If the archive is accessed in the absence of the archivists, this must be recorded in the Archives Access Record Book.
3.7	Files must not be removed from the premises and must be kept in a secure location in School, as with all confidential records.
3.8	If a file is removed from the archive, it must be returned to the archivists or to the Data Manager in person as soon as possible.
3.9	It should not be left after use in the archivist’s pigeon hole or on their desk.

Archives Access Record Book
The Archives Access Record Book logs the following information: 
-	Date of Access
	-	Name of authorised member of staff accessing archive
-	File accessed:  surname and first name
-	Type of enquiry, e.g. HR, student reference, confirmation of attendance or examination results
-	Date when file is returned (to be completed by the archivist or Data Manager).
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[Your full address]
[Phone Number]
[Date]
[Name and address of the organisation]
[Reference Number (if provided within the initial response)]

Dear [Sir or Madam / name of the person you have been in contact with]
Information rights concern
[Your full name, address and any other details such as account number to help us identify you.]
I am concerned that you have not handled my personal information properly.
[Give details of your concern, explaining clearly and simply what has happened and, where appropriate, the effect it has had on you.]
I understand that before reporting my concern to the Information Commissioner’s Office (ICO), I should give you the chance to deal with it.
If, when I receive your response, I would still like to report my concern to the ICO, I will give them a copy of it to consider.
You can find guidance on your obligations under information rights legislation on the ICO’s website (www.ico.org.uk) as well as information on their regulatory powers and the action they can take.  Please send a full response within 28u calendar days.  If you cannot respond within that timescale, please tell me when you will be able to respond.
If there is anything you would like to discuss, please contact me on the following number [telephone number].
Yours faithfully
[signature]
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	Information Asset
	Location
	Retention Period
	Access

	Early admission records and record cards
	Main Archives room	
	Permanent
	Closed until death or 110 years after DOB unless signed permission is given by the data subject to retrieve information.  Accessible only by archivists, Head Master or Data Manager.

	Pupil Files
	Archive Storage located in Alumni Office cupboard and other locations
	Permanent
	Closed until death or 110 years after DOB unless signed permission is given by the data subject to retrieve information.  Accessible only by archivists, Head Master, DSL or Data Manager.

	The School List (list of all former pupils)
	Online (securely stored)
	Permanent
	Accessed only by the archivists, Head Master, DSL and Data Manager.

	List of former staff – alphabetical list of all former staff with details of positions held and dates of service.
	Online (securely stored)– to be created by Data Manager / HR.
	Permanent
	Accessed only by the archivists, Head Master, DSL and Data Manager.  No information shared with third parties about living persons without data subject’s consent.

	List of governors with dates of service.
	Online (securely stored) – to be created by Data Manager / Clerk to Governors
	Permanent
	Accessed only by archivists, Clerk to Governors, Head Master or Data Manager.

	Electronic list of enquiries with names and contact details of enquirers, details of consent obtained.
	Online (securely stored)
	Permanent
	Accessed only by archivists & Data Manager.  No information shared about living persons with their consent. 

	Archive Catalogue
	Online (securely stored)
	Permanent
	May contain information about staff and students who are still alive.  Accessed only by the archivists.  No information shared with third parties about living persons.

	School Photographs
	Archives & Online
	Permanent
	Accessed only by the archivists.  Images of staff and pupils may be shared in school publications, archive exhibitions and on school and archive websites in accordance with the school’s policy on taking, storing and using images of children.  No names or personal information are shared with external researchers about living persons without their consent.
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