RECORD KEEPING
Rationale

Record Keeping is essential to for various reasons; we are incorporated to external boards such as the SEP and UNAM, which oblige us by law to keep student records.  Internally, it is a means to allow students, parents and teachers to evaluate the educational progress of the students.

Objectives

· To identify students’ weaknesses and strengths, help students assess their own learning process.

· To identify students who may be at risk.
· To provide specific evidence to support formal grading and reporting and to inform parents of students at risk.

· To help students with self control in terms of absences (which may result in extraordinary exams).

Principles

· Academic and attendance records are professional documents which may affect the lives of students and should therefore be made and kept with the utmost care and attention
· All members of the community have the right to access information relevant to their role within the school (eg. grades, record books, registers).

Procedures

· All teachers have the obligation to maintain clear records of student lateness and attendance.
· All teachers must maintain records of grades and student progress during the year.
· All teachers must maintain records of books on loan during the school year.
· All departments must keep records of the materials they have ordered and been given.

The school

· SMT must support teachers with understanding the school guidelines and procedures for record keeping.
· All teacher appraisal records are confidential.
The administration

· Will keep all employees’ official documents safeguarded and available on demand.
· Will ensure that all school resources are safeguarded and available on request.

Meetings

· Records of formal meetings should be completed and kept as evidence.

· Relevant staff should be informed of all decisions/agreements.

· Observation reports should be completed and supplied to relevant staff.

