
Managing Personal Mitigating Circumstances [PMC] Records

Background
PMC applications and associated documentation may contain personal and medical information regarding a student [and sometimes other individuals] which is categorised by the DPA as “sensitive personal data”.  It follows that processing and storing this information must be appropriately managed with due regard for confidentiality, sensitivity and legal requirements.
The following represents good practice in the management and storage of PMC records and meets the requirements of the Data Protection Act [DPA] 1998.

· A member of staff should be designated with responsibility for the maintenance, management & storage of PMC records.

· The designated member of staff is responsible for ensuring PMC records are reviewed and confidentially destroyed in line with the agreed retention period.

· The retention period for individual PMC records is for a period of 2 years following the last action on file.
· Individual student PMC records should be confidentially destroyed [and a record kept of their destruction – see attached form] 
· Records must be kept in locked filing/storage cabinets when not in actual use – this applies to hard copy records and portable electronic storage devices [memory sticks etc]
· A student’s PMC information should only be accessible to and shared with staff who have a legitimate right to access such information i.e. members of PMC committees / Assessment Boards,  staff servicing or administering PMC committees / Assessment Boards, or staff processing complaints or appeals 
· A register should be maintained for booking files in and out – so that the whereabouts of such files is always clear.
· Electronic files should be on shared networked drive with restricted access – “need to know”.
· Electronic records should not be left visible on screens close to areas accessed by students/members of the public and PCs not be left unattended with PMC records visible

· Student PMC records must be sent for confidential destruction [designated member of staff to sign off form] 
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Disposal of Personal Mitigating Circumstances Records

Details of records to be confidentially destroyed:

[Destruction date should be 2 years following last action on file]

	Name 

	OSS Number
	Date of Last Action on file

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Destruction Authorised by:

………………………………………
Date ……………………………

Designated Member of Staff

Date Records Destroyed ………………………….
Good Practice Guide

















