
 

 

 

 

 

 

 

 

  



 

1 STATEMENT OF INTENT – RECORD RETENTION POLICY 

1.1 The Trust recognises that by efficiently managing its records, it will be able to comply with its legal 

and regulatory obligations and to contribute to effective overall management. Records provide 

evidence for protecting the legal rights and interests of the Trust, and provide evidence for 

demonstrating performance and accountability. This document provides the policy framework 

through which this effective management can be achieved and audited. It covers: 

1.1.1 Scope 

1.1.2 Responsibilities 

1.1.3 Relationships with existing policies 

 

2 SCOPE OF THE POLICY 

2.1 This policy applies to all records created, received or maintained by staff of the Trust in the course 

of carrying out its functions. 

2.2 Records are defined as all those documents which facilitate the business carried out by the Trust 

and which are thereafter retained (for a set period) to provide evidence of its transactions or 

activities. These records may be created, received or maintained in hard copy or electronically. 

2.3 A small percentage of the Trust’s records may be selected for permanent preservation as part of the 

institution’s archives and for historical research. This should be done in liaison with the County 

Archives Service. 

 

3 RESPONSIBILITIES 

3.1 The Trust has a corporate responsibility to maintain its records and record keeping systems in 

accordance with the regulatory environment. The person with overall responsibility for this policy is 

the Data Protection Officer. 

3.2 











 



 

 Basic file description 



 

 Basic file description Data Prot Issues Statutory Provisions Retention Period [Operational] Action at the end of the 

administrative life of the record 

1.3.3 Admissions – if the 

appeal is 

unsuccessful 

Yes School Admissions Code Statutory 

guidance for admission authorities, 

governing bodies, local authorities, 

schools adjudicators and admission 

appeals panels December 2014 

Resolution of case + 1 year SECURE DISPOSAL 

1.3.4 Register of 

Admissions 

Yes School attendance: Departmental 

advice for maintained schools, 

academies, independent schools 

and local authorities October 2014 

Every entry in the admission 

register must be preserved for a 

period of three years after the 

date on which the entry was 

made.2 

REVIEW 

Schools may wish to consider 

keeping the admission register 

permanently as often schools 

receive enquiries from past pupils 

to confirm the dates they attended 

the school 

1.3.5 Admissions – 

Secondary 

Schools – Casual 

Yes  Current year + 1 year SECURE DISPOSAL 

1.3.6 Proofs of address 

supplied by parents 

as part of the 

admissions process 

Yes School Admissions Code Statutory 

guidance for admission authorities, 

governing bodies, local authorities, 

schools adjudicators and admission 

appeals panels December 2014 

Current year + 1 year SECURE DISPOSAL 

1.3.7 Supplementary 

Information form 

including additional 

information such as 

religion, medical 

conditions etc 

Yes    

For successful 

admissions 

  This information should be added 

to the pupil file 

SECURE DISPOSAL 



 

 Basic file description Data Prot Issues Statutory Provisions Retention Period [Operational] Action at the end of the 

administrative life of the record 

For unsuccessful 

admissions 

 

 

 

  Until appeals process completed SECURE DISPOSAL 

1.4.1 General file series No 

 



 
2. Human Resources 

This section deals with all matters of Human Resources management within the Trust. 

 

 Basic file description Data 

Prot 

Issues 

Statutory Provisions Retention Period [Operational] Action at the end of the 

administrative life of the 

record 

2.1 Recruitment 

2.1.1 All records leading 

up to the 

appointment of a 

new Principal 

Yes  Date of appointment + 6 years SECURE DISPOSAL 

2.1.2 All records leading 

up to the 

appointment of a 

new member of staff 

– unsuccessful 

candidates 

Yes  





 

 Basic file description Data 

Prot 

Issues 

Statutory Provisions 



 

 Basic file description Data 

Prot 

Issues 

Statutory Provisions Retention Period [Operational] Action at the end of the 

administrative life of the 

record 

2.4.5 Control of 

Substances 

Hazardous to Health 

(COSHH) 

No Control of Substances Hazardous to 

Health 

Regulations 2002. SI 2002 No 2677   

Regulation 11; Records kept under 

the 1994 and 1999 

Regulations to be kept as if the 

2002 Regulations had not been 

made.  Regulation 18 (2) 

Current year + 40 years SECURE DISPOSAL 

2.4.6 Process of 

monitoring of areas 

where employees 

and persons are 



 

 Basic file description Data 

Prot 

Issues 

Statutory Provisions Retention Period [Operational] Action at the end of the 

administrative life of the 

record 

2.5.2 Records held under 

Retirement Benefits 

Schemes 

(Information Powers) 

Regulations 1995 

Yes  Current year + 6 years SECURE DISPOSAL 

 

  



 
3. Financial Management 

This section deals with all aspects of the financial management including the administration of school meals. 

 

 Basic file description Data Prot 

Issues 

Statutory 

Provisions 

Retention Period [Operational] Action at the end of the administrative life of 

the record 

3.1 Risk Management and Insurance 

3.1.1 Employer’s Liability 

Insurance Certificate 

No  Closure of the school + 40 years SECURE DISPOSAL 

3.2.1 Inventories of furniture 

and equipment 

No  Current year + 6 years SECURE DISPOSAL 

3.2.2 Burglary, theft and 

vandalism report forms 

No  Current year + 6 years SECURE DISPOSAL 

3.3.1 Annual Accounts No  Current year + 6 years STANDARD DISPOSAL 

3.3.2 Loans and grants managed 

by the school 

No  Date of last payment on the loan + 12 years 

then REVIEW 

SECURE DISPOSAL 

3.3.3 Student Grant applications Yes  Current year + 3 years SECURE DISPOSAL 

3.3.4 All records relating to the 

creation and management 

of budgets including 

the Annual Budget 

statement and 

background papers 

No  Life of the budget + 3 years SECURE DISPOSAL 

3.3.5 Invoices, receipts, order 

books and requisitions, 

delivery notices 

No  Current financial year + 6 years  SECURE DISPOSAL 

3.3.6 Records relating to the 

collection and banking of 

monies 

No  Current financial year + 6 years  SECURE DISPOSAL 

3.3.7 Records relating to the 

identification and collection 

of debt 

No  Current financial year + 6 years  SECURE DISPOSAL 



 



 







 

 Basic file description Data 

Prot 

Issues 

Statutory Provisions Retention Period [Operational] Action at the end of the administrative life of 

the record 

5.1.2 Examination Results – Pupil 

Copies 

Yes    

 Public   This information should be 

added to the pupil file 

All uncollected certificates should be returned 

to the examination board. 

 Internal   This information should be 

added to the pupil file 

 

5.1.3 Child Protection information 

held on pupil file6 

Yes “Keeping children safe in 

education Statutory guidance for 

schools and 

colleges March 2015”; “Working 

together to safeguard children. A 

guide to inter-agency working to 

safeguard and promote the 

welfare of children March 2015” 

If any records relating to child 

protection issues are placed on 

the pupil file, it should be in a 

sealed envelope and then 

retained for the same period of 

time as the pupil file. 

SECURE DISPOSAL – these records MUST be 

shredded 

5.1.4 Child protection information 

held in separate files 

Yes “Keeping children safe in 

education Statutory guidance for 

schools and colleges March 2015”; 

“Working together to safeguard 

children. A guide to inter-agency 

working to safeguard and 

promote the welfare of children 

March 2015” 

DOB of the child + 25 years then 

review. 

This retention period was agreed 

in consultation with the 

Safeguarding Children Group on 

the understanding that the 

principal copy of this information 

will be found on the Local 

Authority Social Services record 

SECURE DISPOSAL – these records MUST be 

shredded 

 
6 This review [of the IRMS Toolkit] took place as the Independent Inquiry on Child Sexual Abuse was beginning. In light of this, it is recommended that all recordi2 Tf
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7. Extra-Curricular Activities 

 



 



 
8. Central Government and Local Authority 

This section covers records created in the course of interaction between the school and the local authority. 

 

 Basic file description Data Prot 

Issues 

Statutory 

Provisions 

Retention Period 

[Operational] 

Action at the end of the administrative life of 

the record 

8.1 Local Authority 

8.1.1 Secondary Transfer Sheets (Primary) Yes  Current year + 2 years SECURE DISPOSAL 


