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Introduction

1. This is the Records Management Procedure (“Procedure”) of [Insert name of Trust] (“the Trust” / “we” / “us”). 

2. The Trust recognises that effective records management is necessary to support compliance with the UK GDPR, wider information governance obligations and the efficient operation of the Trust and its schools. This Procedure has therefore been implemented to ensure that records are reviewed, retained and disposed of in a consistent and compliant manner.

3. This Procedure establishes the framework which must be followed when reviewing, retaining and disposing of records containing personal information. 

4. This Procedure applies to all staff, schools, departments, contractors and other individuals acting on behalf of the Trust where they create, manage, review or dispose of records. 

5. This Procedure does not form part of any employee’s contract of employment and may be amended at any time. 

6. The Procedure will be reviewed and updated in accordance with documented review dates, though the Trust reserves the right to update this Procedure at any time where it is more immediately necessary to do so, for example because of operational changes, court or regulatory decisions, or changes in regulatory guidance. 

Records Retention
7. UK GDPR requires that personal information is not retained for longer than is necessary for the purposes for which it was processed. This is known as the principle of storage limitation. 

8. The Trust has adopted a Records Retention Schedule (“Retention Schedule”) which sets out how long different categories of records should normally be retained. 


9. The Retention Schedule is informed by legal, regulatory and operational requirements, including guidance issued through the IRMS Academies Toolkit. 

10. The Retention Schedule is contained within Appendix A. 

Review of Records
11. The Trust and its schools must periodically review records against the Retention Schedule to determine whether continued retention remains necessary. 

12. Reviews will normally be undertaken on an [annual] basis, although more frequent reviews may take place where appropriate. 

13. Responsibility for coordinating records reviews rests with the Data Protection Lead (“DPL”) for each school and the Trust. 

14. The review process may be delegated to appropriate staff depending on the nature of the records concerned. 

15. During the review process, staff should assess: 

15.1	 the category of record;
15.2 	 the applicable retention period;
15.3	 whether the retention period has expired;
15.4 	whether there remains any lawful or operational reason to retain the 
information; and
15.5 	whether the records should be securely disposed of.

Disposal of Records

16. Where records are identified as no longer necessary, they must be securely deleted or destroyed. 

17. Hard copy records must be destroyed by confidential shredding or disposal within approved confidential waste arrangements. 

18. Electronic records must be permanently deleted where technically possible. 

19. Where permanent deletion is not immediately possible for technical reasons, the information must be placed beyond use. 

20. Information is considered to be beyond use where the Trust: 

20.1 	will not use the information to inform decisions relating to individuals;
20.2 	will not provide other organisations with access to the information;
20.3 	applies appropriate technical and organisational security measures; and
20.4 	commits to permanent deletion where this later becomes possible.

21. Records must not be destroyed where they may be required for ongoing or anticipated litigation, safeguarding matters, complaints, investigations, insurance matters or other regulatory or statutory requirements. 

Changes To This Procedure

22. The Trust will keep this Procedure under regular review and may amend it from time to time to reflect operational, legal or regulatory changes.
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APPENDIX A
RECORDS RETENTION SCHEDULE

[bookmark: _Hlk218678688]PUPIL RECORDS

	[bookmark: _Hlk218676376]Core Pupil Educational Record


	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Core Pupil Educational Record              
	Established education-sector practice to retain core pupil educational records beyond the age of majority to enable access to records and response to enquiries or claims.
	Date of birth + 25 years
	Secure disposal



Note: 

The Core Pupil Educational Record is held by the school while the pupil is on roll. Where a pupil transfers to another school, including from primary to secondary education, the Core Pupil Educational Record must be transferred securely to the receiving school, and responsibility for its retention and secure disposal then passes to that school. 
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	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Successful admission applications
	Short-term retention to evidence the basis of admission decisions and respond to enquiries or challenges following admission.
	Date of admission + 1 year
	Secure disposal

	Unsuccessful admission applications
	Short-term retention to evidence the outcome of the admissions process and respond to enquiries or challenges.
	End of admissions round + 1 year
	Secure disposal

	Admission appeal records
	Retention to evidence the appeal process and outcome and respond to enquiries or challenge following the decision.
	Date of decision + 1 year
	Secure disposal



	

	


	Attendance and Enforcement

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Attendance registers
	To comply with statutory attendance recording requirements and retain an evidential record of attendance.
	Date of entry in register + 6 years
	Secure disposal

	Absence notes and routine attendance correspondence
	Routine operational records retained for a limited period to support attendance monitoring and follow-up.
	End of academic year + 3 years
	Secure disposal

	Education Welfare / attendance enforcement records
	Retention to evidence attendance enforcement action and respond to enquiries, challenge or proceedings following resolution.
	Date of resolution + 6 years
	Secure disposal



	Behaviour, Suspensions and Exclusions

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Behaviour incident records (routine behaviour management)
	Retention to support day-to-day behaviour management and longer-term decision-making, including assessment of behaviour patterns over a pupil’s time at the school and to inform educational and specialist assessments.
	End of academic year + 6 years
	Secure disposal

	Suspension (fixed-term exclusion) records
	Retention of a formal educational decision forming part of the pupil’s educational record, which may be relevant to future review, enquiry or claim.
	Date of birth + 25 years
	Secure disposal

	Permanent exclusion records
	Retention of a formal educational decision forming part of the pupil’s educational record, which may be relevant to future review, enquiry or claim.
	Date of birth + 25 years
	Secure disposal

	Independent Review Panel records
	Retention of the independent review process and outcome relating to a permanent exclusion, forming part of the pupil’s educational record.
	Date of birth + 25 years
	Secure disposal







	Accidents and Incidents

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Accessibility Plans
	Retention of a statutory plan to evidence compliance with accessibility duties and respond to enquiries or claims relating to accessibility and reasonable adjustments.
	Life of plan + 6 years
	Secure disposal

	Pupil accident and incident records (including first aid and accident book entries)
	Established education-sector practice to retain records of accidents involving children into early adulthood, recognising the long-term relevance of injury records to safeguarding review, enquiry or claim.
	Date of birth + 25 years
	Secure disposal

	Adult accident and incident records
	Retention to comply with health and safety recording requirements and respond to enquiries or claims arising from accidents involving adults.
	Date of incident + 6 years
	Secure disposal

	Health and Safety Risk Assessments
	Retention of health and safety risk assessments to evidence risk management decisions and respond to enquiries, enforcement action or claims
	Life of assessment + 6 years
	Secure disposal

	Reportable incidents (HSE / RIDDOR)
	Retention to evidence statutory reporting and support regulatory, insurance and enforcement processes.
	Date of incident + 6 years
	Secure disposal

	Fire Risk Assessments (including associated action plans and reviews)
	Retention of statutory health and safety assessments to evidence compliance with fire safety duties and respond to enquiries, enforcement action or claims.
	Life of assessment + 6 years
	Secure disposal

	Asbestos records
	Retention of records relating to asbestos to evidence compliance with health and safety duties and respond to long-term health, regulatory or liability claims arising from asbestos exposure.
	Life of building + 40 years
	Secure disposal




	Educational Visits and Trips

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Educational visit and trip records (including planning documentation, risk assessments, supervision arrangements, parental consent and medical information) (no incident)

	Retention for a short period following completion of the visit to respond to complaints, concerns or enquiries arising from the visit.
	End of visit + 6 months
	Secure disposal

	Educational visit and trip records (including planning documentation, risk assessments, supervision arrangements, parental consent and medical information) (incident occurred)
	Retention of records relating to an educational visit where an accident, safeguarding concern or other significant incident occurred, to evidence planning and supervision arrangements and support investigation, enquiry or claim.
	Date of incident + 6 years (or Date of birth + 25 years where the incident involves a pupil and results in serious injury or safeguarding concerns)
	Secure disposal





	Biometric Information

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Biometric identifiers (e.g. fingerprints, facial recognition templates)
	Retention limited to the period during which biometric identification is required for operational purposes.
	Pupil leaves the school or biometric system no longer in use (whichever is sooner)
	Secure disposal

	Parental / pupil consent records for biometric data

	Retention to evidence consent obtained for the use of biometric systems and respond to enquiries or complaints.
	Pupil leaves the school + 6 months 
	Secure disposal




	Identification, Marketing and Media

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Pupil identification photographs (e.g. MIS profile photos, ID badges)
	Retention to support day-to-day identification and safeguarding of pupils while on roll.
	Pupil leaves the school
	Secure disposal

	Staff identification photographs
	Retention to support identification and safeguarding while in role.
	End of employment or role + 6 months
	Secure disposal

	Marketing and promotional images and video (websites, social media, prospectuses, newsletters, displays)
	Retention limited to the period during which the material remains current and consent remains valid, and to respond to enquiries or complaints.
	Consent withdrawn or material no longer in use (whichever is sooner)
	Secure disposal

	Consent records for use of images and video
	Retention to evidence consent obtained for the use of images and video and respond to enquiries or complaints.
	Consent withdrawn or pupil leaves the school + 6 months (whichever is later)
	Secure disposal





	[bookmark: _Hlk218677310]Childcare and Family Court Information

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Separated parent records and court orders
	Retention of records used for pastoral purposes to manage parental responsibility and access arrangements while the pupil is on roll and to respond to any post-departure enquiries or complaints.
	Time pupil at school + 12 months
	Secure disposal




	Careers Education, Information, Advice and Guidance (CEIAG)

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Careers guidance and careers education records (including advice given, interviews, action plans and employer encounters linked to a pupil)
	Retention of records used for pastoral and advisory purposes throughout the pupil’s time at the school and for a short period after leaving to respond to enquiries or complaints.
	Pupil leaving date + 12 months
	Secure disposal




	Safeguarding and Child Protection Records 

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Safeguarding and child protection records (including concerns, disclosures, referrals, reports, records of action taken and multi-agency correspondence)
	Established education-sector practice to retain safeguarding records relating to children into early adulthood, recognising their potential long-term relevance to safeguarding review, enquiry or claim.
	Date of birth + 25 years
	Secure disposal





	Special Educational Needs – Statutory Records

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Special Educational Needs and Disabilities records (including SEN support records, EHCPs, professional reports, assessments, correspondence and records of decisions made to support pupils with SEND)
	Established education-sector practice to retain records relating to SEND into early adulthood, recognising their long-term relevance to educational decision-making, safeguarding review, enquiry or claim.
	Date of birth + 25 years
	Secure disposal

	SEND tribunal, mediation and appeal records
	Legal proceedings and potential challenge following statutory decision-making.
	Date of resolution + 6 years
	Secure disposal















[bookmark: _Hlk218689983]EMPLOYMENT RECORDS
	Core Employment Record

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Core Employment Record (Staff Personnel File)
	Retention of core employment records to evidence the contractual relationship, employment decisions and management of the employment lifecycle, and to respond to employment-related enquiries, complaints or claims following termination.
	End of employment + 6 years
	Secure disposal




	Recruitment and Selection

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Recruitment records – unsuccessful applicants
	Retention to respond to recruitment-related enquiries or complaints and claims following completion of the recruitment process.
	End of recruitment process + 6 months
	Secure disposal

	Recruitment records – successful applicant (pre-employment stage)
	Retention of recruitment records relating to a successful applicant to evidence the recruitment decision.
	End of employment + 6 years
	Secure disposal



	Vetting and Safer Recruitment

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Record of DBS and barred list checks
	Retention to evidence completion of safer recruitment checks 
	End of employment + 6 years
	Secure disposal

	DBS certificates (copies)
	Short-term retention only to verify the outcome of the disclosure before secure destruction
	No longer than 6 months from issue
	Secure disposal

	Right to work documentation
	Retention to evidence compliance with right to work requirements in line with employer obligations.
	End of employment + 2 years
	Secure disposal




	Pay, Pensions and Benefits

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Payroll records (including pay, deductions, allowances and overtime)
	Retention to evidence payment of salary and deductions and respond to payroll, tax or employment-related enquiries or claims.
	End of employment + 6 years
	Secure disposal

	Records relating to statutory payments (e.g. maternity, paternity, adoption, sick pay)
	Records relating to statutory payments (e.g. maternity, paternity, adoption, sick pay)
	End of employment + 6 years
	Secure disposal

	Pension scheme records (including enrolment, contributions and correspondence)
	Retention to evidence pension participation, contributions and entitlement in support of ongoing and future pension administration.
	End of employment + 6 years (or longer where required by the pension scheme administrator)
	Secure disposal

	Benefits records (including employee benefits and salary sacrifice arrangements)
	Retention to evidence benefits provided during employment and respond to enquiries or claims.
	End of employment + 6 years
	Secure disposal



	Performance Management

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Performance management records (including appraisals, objectives, capability processes, performance reviews and records of support or improvement plans)
	Retention of records relating to the management of employee performance to evidence employment decisions and respond to employment-related enquiries, complaints or claims following termination.
	End of employment + 6 years
	Secure disposal



	Disciplinary and Grievance

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Disciplinary records (including investigations, allegations, evidence, outcomes and sanctions)
	Retention of records relating to disciplinary processes to evidence employment decisions and respond to employment-related enquiries, complaints or claims following termination.
	End of employment + 6 years
	Secure disposal

	Grievance records (including complaints raised, investigations, findings and outcomes)
	Retention of records relating to grievances raised by or against an employee to evidence how concerns were addressed and respond to employment-related enquiries, complaints or claims following termination.
	End of employment + 6 years
	Secure disposal



	Absence, Health and Wellbeing 

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Absence records (including sickness absence, leave records and return-to-work documentation)
	Retention of records relating to employee attendance and absence management to evidence employment decisions and respond to employment-related enquiries or claims following termination.
	End of employment + 6 years
	Secure disposal

	Occupational health records and medical reports
	Retention of health-related records relied upon in managing employment, attendance and capability, and to respond to employment-related enquiries or claims following termination.
	End of employment + 6 years
	Secure disposal

	Wellbeing and support records (where retained on the personnel file)
	Retention to evidence support provided to employees and decisions made in relation to health and wellbeing in the employment context.
	End of employment + 6 years
	Secure disposal




	Training and Professional Development 

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Training and professional development records (including mandatory training, CPD, qualifications and certifications held on file)
	Retention to evidence training provided, competence and professional development during employment and respond to employment-related enquiries or claims following termination.
	End of employment + 6 years
	Secure disposal




	[bookmark: _Hlk218690021]Termination of Employment 

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Records relating to termination of employment (including resignation, dismissal, redundancy, and exit documentation)
	Retention of records relating to the termination of employment to evidence the circumstances of departure and respond to employment-related enquiries, complaints or claims following termination.
	End of employment + 6 years
	Secure disposal

	References provided by the employer
	Retention to evidence references issued and respond to enquiries or complaints relating to their content.
	Date reference issued + 6 years
	Secure disposal


[bookmark: _Hlk218690277]CCTV AND SITE SECURITY RECORDS

	[bookmark: _Hlk218690111]CCTV Records

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	CCTV footage (routine, no incident)
	Retention limited in line with data minimisation and storage limitation principles, allowing a short period for incidents to be identified or enquiries raised.
	Up to 31 days
	Secure deletion

	CCTV footage relating to an incident, investigation or enquiry
	Retention of footage required to support investigation, safeguarding review, disciplinary action or claims arising from an incident.
	6 years from date of incident, or Date of birth + 25 years where the footage relates to a safeguarding incident involving a pupil
	Secure disposal



	[bookmark: _Hlk218690300]Site Access and Visitor Records

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

	Visitor and contractor sign-in records
	Retention to support site security, safeguarding follow-up and response to enquiries or incidents.
	Date of record + 2 year
	Secure disposal

	Site access or visitor records relating to an incident or investigation
	Retention of records required to support investigation, safeguarding review, disciplinary action or claims arising from an incident.
	6 years from date of incident, or Date of birth + 25 years where related to safeguarding involving a pupil
	Secure disposal






COMPLAINTS AND CONCERNS
	Complaints Records

	Basic file description
	Justification for retention period
	Retention Period	
	End Action

		Complaints records (including investigation records and outcomes)



	Retention of complaint records to evidence how concerns were handled and resolved, and to respond to enquiries, regulatory scrutiny or claims.
	Date of resolution + 6 years
	Secure disposal
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