What never goes into a prompt: one-page staff checklist
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──────────────────────────────────────────────
Six categories that never go in (six, fixed)
The six are a working classification, not legal definitions. For each, ask one question: "is there anything of this kind in the sentence?"
	Category
	What it is
	What it covers

	1
	Pupil identity
	Name, student number, class and seat, photograph or face, voice

	2
	Pupil performance and support
	Marks, test and assessment records, special educational needs, medical and counselling records

	3
	Parents' and colleagues' personal data
	Telephone, email, address, identity documents, salary and staff appraisal

	4
	Unpublished school documents
	Unused papers and answer keys, meeting minutes, complaints and investigation notes, unannounced arrangements

	5
	Credentials and access
	Accounts, passwords, one-time passwords, internal system links and codes

	6
	Third-party data under restriction
	Case material transferred by another organisation, content under a confidentiality agreement, other people's unpublished work


	If one item falls into two categories, treat it as the stricter one.   If it is not clear which category it is, treat it as data that may not go in.


Three rewriting methods (in order, not one of three)
	Order
	Method
	What is done
	What is true afterwards

	1
	De-identify
	Remove the name, student number, class and seat, and dates
	It no longer points at one pupil (the school's document calls this anonymisation; same step)

	2
	Abstract
	Remove subject marks, dates, numbers of people, places and other matchable details, leaving the situation that has to be judged
	The situation still makes sense, but cannot be matched to one event

	3
	Fictionalise
	Rewrite it as an invented example, keeping no more than two matchable details at once
	It can be used as an example safely


Three exceptions, and written approval (three, fixed)
	Exception
	The situation
	The approval record must carry

	1
	A tool the school has designated, with its purpose already defined
	The approver's post, date, purpose, scope

	2
	A service with a signed processing agreement
	The approver's post, date, purpose, scope

	3
	A deployment used only inside the school's own systems, with nothing transmitted outside
	The approver's post, date, purpose, scope


	Parental consent is not an exception: consent is to take part in an activity or display a piece of work, not consent to send that pupil's data to a third-party tool. Verbal agreement, and an "ok" in a message, do not count; every exception requires written approval.


The one-page five-column checklist (five columns, fixed)
Fill it left to right and skip no column. If column five cannot be answered, the sentence does not go out.
	1 · What am I asking for
	2 · Whose data is in it
	3 · Which category
	4 · What it is after rewriting
	5 · Who approved it

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The card records; it does not mark. No score, level or ranking, and no personnel or conduct record.
Whoever chairs the meeting collects the cards and keeps them under the school's retention arrangements - not on a wall, not beside the photocopier overnight.
"May not go in" in column three means it does not go out. That column is a line, not an opinion.
Exceptions are in writing. With no approval record, column five reads "none" and the sentence does not go.
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