EDAS Record Keeping
The recording process is the responsibility of all EDAS Training facilitators, with overall responsibility of the Training Administration managed by the EDAS Training Lead. The requirements for assessment and reporting demand reliable and valid records to enable judgements to be made about learners’ performance, progress and achievement. Learner records are kept in a number of formats in line with the learner journey.
Each class cohort will have the following information stored electronically on the EDAS Training NAS for the duration of the course and for 2 years after:
Enrolment form
Student profile (see anonymised example attached)
Class profile (see anonymised example attached)
GDPR statement and consent from
Class register
Completed learner work
IM reports
EV reports
Copies of certificates achieved
Any hard copy assignment draft submissions are returned to the learner after being scanned into their electronic file.
Once the course has been completed, the learner progression and achievement data is then passed to the EDAS Data Analysis and recorded on the EDAS Better Together Training Outcomes Record Sheet (TORS). These outcomes are then stored electronically for a period of 7 years. Analysis of the outcome data is undertaken by the EDAS Data Analyst and supplied to the EDAS CEO. Overall percentages are reported to EDAS Board of trustees, and any subcontracting bodies that require KPI’s. 
Our NAS system is password protected and backed up externally via our IT suppliers’ network.  
[bookmark: _GoBack]Assessment and any hard copy documentation are kept in locked filing cabinets in our Training Dept office at EDAS Training Dept, 54a Ashley Road, Poole.  The office is then locked via a punch keypad with limited staff access (only from the Training and Management Depts) and strictly no student or visitor access.   This building also has 24-hour CCTV coverage.
Any learner’s work we may store in hard copy will be kept for a period of 6 months after the EV has sampled them. Learners are responsible for picking up the work from the learning centre or will be destroyed within 4 weeks of Learner graduation.

