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PRACTICE DIRECTION 16
Data Protection and the Handling of Tribunal Papers 
This Direction is issued consequent to Paragraph 12 of Schedule 1 to the Education (Additional Support for Learning) (Scotland) Act 2004 which provides that the President may give directions as to the practice and procedure to be followed by Tribunals in relation to any matter.

It is imperative that all papers relating to references received by the Additional Support Needs Tribunals for Scotland are handled appropriately according to the sensitive nature of the information. 

Papers are issued to Tribunal members via Courier or Recorded Delivery and members are asked to return papers to the ASNTS office by Recorded Delivery or in person. The expectation is that all papers relating to a reference will be returned to ASNTS within 5 working days of the decision being issued. 

These papers are then shredded to a Government approved standard and only the original set of documents retained for the minimum period necessary when these will also be destroyed. Tribunal members are asked not to hold papers for any period of time or to shred such papers personally. 
The Secretariat is required to keep track of the persons to whom papers are issued and log when these are subsequently destroyed. This cannot be monitored effectively if all papers are not returned.
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