


 





 

5.5.6 Is the document of historic or statistical significance? 

5.5.7 If the decision is made to keep the document, this must be referred to the Data Protection 

Officer via the Data Protection Lead of an individual academy and reasons given. 

 

6 MONITORING AND REVIEW 

6.1 This policy will be monitored and reviewed every two years, or in light of any changes to relevant 

legislation by the DPO. 

6.2 The DPO will be responsible for monitoring any changes to legislation that may affect this policy 

and make the appropriate changes accordingly. 

6.3 The Principal will communicate changes to this policy to all members of staff. 

6.4 The scheduled review date for this policy is 1st April 2024. 

 

  



 

 

Record Retention Schedule 
 

1. Management of the School 

This section contains retention periods connected to the general management of the school. This covers the work of the Governing Body, the Principal and the senior 

management team, the admissions process and operational administration. 

 

 Basic file description Data Prot Issues Statutory Provisions Retention Period [Operational] 







 

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

administrative life of the record 

1.2.4 Records created by 

head teachers, 

deputy head 

teachers, heads of 

year and other 

members of staff 

with administrative 

responsibilities 

There may be data 

protection issues if the 

minutes refers to 

individual pupils or 

members of staff 

 Current academic year + 6 years 

then review 

SECURE DISPOSAL 

1.2.5 Correspondence 

created by head 

teachers, deputy 

head teachers, heads 

of year and other 

members of staff 

with administrative 

responsibilities 

There may be data 

protection issues if the 

minutes refers to 

individual pupils or 

members of staff 

 Date of correspondence + 3 years 

then review 

SECURE DISPOSAL 

1.2.6 Professional 

Development Plans 

Yes  Life of the plan + 6 years SECURE DISPOSAL 

1.2.7 School Development 

Plans 

No  Life of the plan + 3 years SECURE DISPOSAL 

1.3.1 All records relating to 

the creation and 

implementation of 

the School 

Admissions’ Policy 

No School Admissions Code Statutory 

guidance for admission authorities, 

31 Tm
1 0 0 1 525.19 382 



 

 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 



 



 

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  Date of appointment of successful candidate + 6 months SECURE DISPOSAL 

2.1.3 All records leading 

up to the 

appointment of a 

new member of staff 

– successful 

candidate 

Yes  All the relevant information should be added to the staff 

personal file (see below) and all other information retained 

for 6 months 

SECURE DISPOSAL 

2.1.4 Pre-employment 

vetting information – 

DBS Checks 

No DBS Update Service Employer Guide 

June 2014: Keeping children safe in 

education. 

July 2015 (Statutory Guidance from 

Dept. of Education) Sections 73, 74 

The school does not have to keep copies of DBS 

certificates. If the school does so the copy must NOT be 

retained for more than 6 months 

SECURE DISPOSAL 



 

 Basic file description Data 

Prot 

Issues 

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

administrative life of the 

record 

2.1.5 Proofs of identity 

collected as part of 

the process of 

checking “portable” 

enhanced DBS 

disclosure 

Yes  Where possible these should be checked and a note kept of 

what was seen and what has been checked. If it is felt 

necessary to keep copy documentation then this should be 

placed on the member of staff’s personal file 

SECURE DISPOSAL 

2.1.6 Pre-employment 

vetting information – 

Evidence proving the 

right to work in the 

United Kingdom3 

Yes An employer’s guide to right to 

work checks [Home Office May 

2015] 

Where possible these documents should be added to the 

Staff Personal File [see below], but if they are kept 

separately then the Home Office requires that the 

documents are kept for termination of Employment plus not 

less than two years 

SECURE DISPOSAL 

2.2.1 Staff Personal File Yes Limitation Act 1980 (Section 2) Termination of Employment + 6 years SECURE DISPOSAL 

2.2.2 Timesheets Yes  Current year + 6 years SECURE DISPOSAL 

2.2.3 Annual appraisal / 

assessment records 

Yes  Current year + 5 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 

Verbal warning 

 

  Date of warning5 + 6 months 

 

SECURE DISPOSAL 

[If warnings are placed 

on personal files then 

they must be weeded 

from the file] First written warning   Date of warning + 12 months 

Final warning   Date of warning + 18 months 

Case not found   If the incident is child protection related then see above 

otherwise dispose of at the conclusion of the case 

SECURE DISPOSAL 

 

2.4.1 Health and Safety 

Policy Statements 

No  



 





 

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 





 

4. Property Management 

This section covers the management of buildings and property. 

 

 Basic file description Data Prot 

Issues 

Statutory 

Provisions 

Retention Period [Operational] Action at the end of the 

administrative life of the 

record 

4.1 Property Management  

4.1.1 Title deeds of properties 

belonging to the school 

No  PERMANENT 

These should follow the property unless the property has been 

registered with the Land Registry 

 

4.1.2 Plans of property belong to 

the school 

No  These should be retained whilst the building belongs to the school 

and should be passed onto any new owners if the building is 

leased or sold. 

 

4.1.3 Leases of property leased by 

or to the school 

No  Expiry of lease + 6 years SECURE DISPOSAL 

4.1.4 Records relating to the 

letting of school premises 

No  Current financial year + 6 years



 

4.3.3 CCTV Extracts/Recordings to 

support investigations 

Yes  Retention depends on the type of investigation and who is the 

investigating body. If it is for an external body, the recording can 

be deleted once a copy is transferred. If it is the organisation’s  

investigation, then it should be retained for the same retention 

period as the investigation records 

SECURE DISPOSAL 

4.3.4 CCTV Access Requests Yes  Retain for the year to which they relate + 1 year SECURE DISPOSAL 

 

  



 

5. Pupil Management 

This section includes all records which are created during the time a pupil spends at the school. For information about accident reporting see under Health and Safety 

above. 

 

 Basic file description Data 

Prot 

Issues 

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

the record 

5.1 Pupil’s Educational Record 

5.1.1 Pupil’s Educational Record 

required by The Education 

(Pupil Information) 

(England) Regulations 2005 

Yes The Education (Pupil Information) 

(England) Regulations 

2005  SI 2005  No. 1437 

  

Primary   Retain whilst the child remains 

at the primary school 

The file should follow the pupil when he/she 

leaves the primary school. This will include: 

•   to another primary school 

•   to a secondary school 

•   to a pupil referral unit 

•  If the pupil dies whilst at primary school the 

file should be returned to the Local Authority 

to be retained for the statutory retention 

period. 

If the pupil transfers to an independent school, 

transfers to home schooling or leaves the 

country the file should be returned to the Local 

Authority to be retained for the statutory 

retention period. Primary Schools do not 



 

 





 

6. Curriculum Management 

 

 Basic file description Data 

Prot 

Issues 

Statutory 

Provisions 

Retention Period [Operational] Action at the end of the 

administrative life of the record 

6.1 Statistics and Management Information 

6.1.1 Curriculum Returns No  Current year + 3 years SECURE DISPOSAL 

6.1.2 Examination Results 

(Schools Copy) 

Yes  Current year + 6 years SECURE DISPOSAL 

 SATS records; Yes    

 Results   The SATS results should be recorded on the pupil’s 

educational file and will therefore be retained until the pupil 

reaches the age of 25 years. The school may wish to keep a 

composite record of all the whole year SATs results. These 

could be kept for current year + 6 years to allow suitable 

comparison 

SECURE DISPOSAL 

 Examination Papers   The examination papers should be kept until any 

appeals/validation process is complete 

SECURE DISPOSAL 

6.1.3 Published Admission 

Number (PAN) Reports 

Yes  Current year + 6 years SECURE DISPOSAL 

6.1.4 Value Added and 

Contextual Data 

Yes  Current year + 6 years SECURE DISPOSAL 

6.1.5 Self Evaluation Forms Yes  Current year + 6 years SECURE DISPOSAL 

6.2.1 Schemes of Work   Current year + 1 year It may be appropriate to review 

these records at the end of 

each year and allocate a further 

retention period or SECURE 

DISPOSAL 

6.2.2 Timetable   Current year + 1 year 

6.2.3 Class Record Books   Current year + 1 year 

6.2.4 Mark Books   Current year + 1 year 

6.2.5 Record of homework set   Current year + 1 year 

6.2.6 Pupils’ Work   



 

7. Extra-Curricular Activities 

 

 Basic file description Data 

Prot 

Issues 

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

administrative life of the record 

7.1 Educational Visits outside the Classroom 

7.1.1 Records created by schools to obtain 



 

 Basic file description Data 

Prot 

Issues 

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

administrative life of the record 

7.2.1 Walking Bus Registers Yes  Date of register + 3 years 

This takes into account the fact 

that if there is an incident 

requiring an accident report the 

register will be submitted with 

the accident report and kept 

for the period of time required 

for accident reporting 

SECURE DISPOSAL 

[If these records are retained 

electronically any backup copies 

should be destroyed at the same 

time] 

7.3.1 Day Books Yes  Current year + 2 years then 

review 

 

7.3.2 Reports for outside agencies - where 

the report has been included on the 

case file created by the outside 

agency 

Yes  Whilst child is attending school 

and then destroy 

 

7.3.3 Referral forms Yes




