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The purpose of the Data Retention Policy

This policy sets out how BILTT manages the retention, storage, and secure disposal of all records it
holds. It ensures compliance with UK GDPR, the Data Proftection Act 2018, ICO Data Protection
Principles, the IRMS Schools Records Management Toolkit, and statutory requirements. The purpose
is to ensure that information is kept only as long as necessary, securely stored, reviewed regularly,
and disposed of in a controlled manner.

Scope

This policy applies to all schools within the Trust, central Trust feams, governors, frustees, employees,
contractors, and temporary staff. It covers all data formats including paper, digital, audio, video,
email, online systems, CCTV, and backups.

GDPR Principles Relevant to Retention

BILTT complies with UK GDPR Article 5 through storage limitation, purpose limitation, minimisation,
and integrity and confidentiality of records.

Responsibilities

The DPO oversees compliance, Headteachers ensure implementation, staff must follow the
retention schedule, and IT manages digital retention, backups, and deletion.

Secure Disposal Procedures

Paper records are shredded or handled via compliant waste contractors. Digital records are
securely deleted. Special categories require DPO approval before destruction.

Backups & Disaster Recovery

Backups may retain data longer than live systems for restoration purposes. Backup data is
encrypted and removed from rotation according to IT policy.

Digital Systems Covered

This includes MIS systems, safeguarding systems, finance systems, CCTV, HR/payroll, Microsoft 365,
SharePoint, OneDrive, Teams, visitor management systems, and websites.

Legal Holds

If litigation or safeguarding concerns are active, no disposal may take place until authorised by
the DPO.

What to do with records once they have reached the end of their administrative life

Destruction of records

Where records have been identified for destruction they should be disposed of in an appropriate
way. Allrecords containing personal information, or sensitive policy information should be
shredded before disposal.

Transfer of records to the Archives

Where records have been identified as being worthy of permanent preservation, arrangements
should be made to transfer the records to the archives.



Transfer of information to other media

Where lengthy retention periods have been allocated to records, members of staff may wish to
consider converting paper records to other media, such as digital media. The lifespan of the
media and the ability to migrate data where necessary should always be considered.

Further References

Limitation Act 1980 (6-year retention for many records)

Education (Pupil Information) Regulations 2005

The Education Act 1996

Keeping Children Safe in Education (KCSIE) — especially for safeguarding retention
HMRC financial record rules

Health and Safety at Work Act 1974 & RIDDOR for accident reporting

Linked Policies

e Data Protection Policy
e |ICT Acceptable Use Policy
e Cyber Security Response Plan



1. Governors

Basic file description Statutory Retention Period Action at the end of the administrative life of
Provisions [operational] the record
Minutes
[l Principal set (signed) Permanent Retain in school for 6 years from date of

meeting

Agendas Date of meeting DESTROY

Reports Date of report + 6 years Retain in school for 6 years from date of
meeting

Instruments of Government Permanent Retain in school whilst school is open

Trusts and Endowments Permanent Retain in school whilst operationally required

Action Plans Date of action plan + 3 years DESTROY

Policy documents Expiry of policy Retain in school whilst policy is operational
(this includes if the expired policy is part of a
past decision making process)

Complaints files Date of resolution of complaint | Retain in school for the first six years

+ 6 years Review for further retention in the case of

contentious disputes Destroy routine
complaints

Reports required by the Department for Date of report + 10 years

Education and Skills

2. Management
Basic file description Statutory Retention Period Action at the end of the administrative life of
Provisions [operational] the record

Correspondence created by head teachers, Date of correspondence + 3 DESTROY

deputy head teachers, heads of year and years

other members of staff with administrative

responsibilities

Professional development plans 6 years DESTROY

School development plans 6 years Review




3. Pupils

Basic file description Statutory Retention Period Action at the end of the administrative life of
Provisions [operational] the record
Admission Registers Date of last entry in the book | Retain in the school for 6 years from the date
(or file) + 6 years of the last enftry.
Attendance registers Date of register + 3 years DESTROY
Pupil record cards DOB of the pupil + 25 years DESTROY
Pupil files DOB of the pupil + 25 years DESTROY
Special Educational Needs files, reviews and DOB of the pupil + 52 year DESTROY
Individual Education Plans
Letters authorising absence Date of absence + 2 years DESTROY
Examination results
1 Public Year of examinations + 6 DESTROY
years
0 Internal examination results Current year + 5 years DESTROY
Any other records created in the course of Current year + 3 years Review at the end of 3 years and either
contact with pupils allocate a further retention period or
DESTROY
Statement maintained under The Education Act | SEN and DOB + 30 years DESTRQOY unless legal action is pending
1996 Section 324 Disability
Act
Proposed statement or amended statement SEN and DOB + 30 years DESTROY unless legal action is pending
Disability
Act
Advice and information to parents regarding SEN and 12 years DESTROY unless legal action is pending
educational needs Disability
Act
Accessibility Strategy SEN and 12 years DESTRQOY unless legal action is pending
Disability

Act




4. Curriculum

- " Statutory Retention Period Action at the end of the administrative life of
Basic file description . . .
Provisions [operational] the record
Curriculum development Current year + 6 years DESTROY
Curriculum returns Current year + 3 years DESTROY
School syllabus Current year + 1 year
Schemes of work Current year + 1 year
Timetable Current year + 1 year
Class record books Current year + 1 year
Examination results Current year + 6 years DESTROY
5. Personnel
Basic file description Statutory Retention Period Action at the end of the administrative life of
Provisions [operational] the record
Timesheets, sick pay Current year + 6 years DESTROY
Staff Personnel files Personnel files retained for DESTROY/ARCHIVE
termination + 6 years;
safeguarding allegations kept
until retrement age + 25 years;
substantiated cases kept
permanently. Other retention
periods follow the IRMS
schedule provided by the Trust.
Interview notes and recruitment records Date of interview + 6 months DESTROY

Pre-employment vetting information
(including DBS checks)

DBS guidelines

Evidence for DBS check must
be retained. Where it has
been necessary to copy a DBS
Certificate this must be
securely destroyed within 6
months.

ARCHIVE WITH PERSONNEL FILE

Disciplinary proceedings:




1 verbal warning

Expired warnings will generally be disregarded
in the event of any future disciplinary action
but a record of the warning will not be
removed from the personnel file.

1 written warning

Expired warnings will generally be disregarded
in the event of any future disciplinary action
but a record of the warning will not be
removed from the personnel file.

1 written warning

Expired warnings will generally be disregarded
in the event of any future disciplinary action
but a record of the warning will not be
removed from the personnel file.

1 final warning

Expired warnings will generally be disregarded
in the event of any future disciplinary action
but a record of the warning will not be
removed from the personnel file.

Records relating to accident/injury at work

Date of incident + 12 years

Review at the end of this period. In the case of
serious accidents, a further retention period will
need to be applied

Annual appraisal/assessment records Current year + 5 years DESTROY

Maternity pay records Statutory Current year, +3yrs DESTROY
Maternity Pay
Regulations

Records held under Retirement Benefits Current year + 6 years DESTROY

Schemes (Information Powers) Regulations

1995

6. Health and Safety

Basic file description Statutory Retention Period Action at the end of the administrative life of
Provisions [operational] the record

Accessibility Plans Disability Current year + 6 years DESTROY

Discrimination
Act

Accident Reporting

Social Security
Regulations




0 Adults Current year + 3 years DESTROY

1 Children DOB + 25 years DESTROY
COSHH Current year + 10 years Review
Incident reports Current year + 20 years DESTROY
Policy Statements Date of expiry + 1 year DESTROY
Risk Assessments Current year + 3 years DESTROY

6. Health and Safety

Basic file description Statutory Retention Period Action at the end of the administrative life of
Provisions [operational] the record

Process of monitoring of areas where Last action + 40 years DESTROY

employees and persons are likely to have

come in contact with asbestos

Process of monitoring of areas where Last action + 50 years DESTROY

employees and persons are likely to have

come in contact with radiation

Fire Precautions logbooks Current year + 6 years DESTROY

7. Administrative

Basic file description Statutory Retention Period Action at the end of the administrative life of

Provisions [operational] the record

Employer's Liability certificate

Permanent whilst the school is
open

DESTROY once the school has closed

School brochure/prospectus

Current year + 3 years

Newsletters, ephemera

Current year + 1 year

Review to see whether a further retention
period is required

Visitors' book

Current year + 2 years

Review to see whether a further retention
period is required

Work emails

Current + 6 months

Delete




8. Finance

Basic file description Statutory Retention Period Action at the end of the administrative life of
Provisions [operational] the record

Annual Accounts Financial Current year + 6 years
Regulations

Loans and grants Financial Date of last payment on loan + | Review to see whether a further retention
Regulations 12 years period is required

Conftracts Contract completion date + 6 | DESTROY

years

Copy orders Current year + 2 years DESTROY

Budget reports, budget monitoring etc Current year + 3 years DESTROY

Invoice, receipts and other records covered | Financial Current year + 6 years DESTROY

by the Financial Regulations Regulations

Annual Budget and background papers Current year + 6 years DESTROY

Debtors’ Records Limitation Act | Current year + 6 years DESTROY

Applications for free school meals, travel, Whilst child at school DESTROY

uniforms etc

Student grant applications Current year + 3 years DESTROY

8. Finance

Basic file description Statutory Retention Period [operational] | Action at the end of the administrative life of
Provisions the record

Free school meals registers Financial Current year + 6 years DESTROY
Regulations

Petty cash books Financial Current year + 6 years DESTROY

Regulations




9. Property

Basic file description Statutory Retention Period Action at the end of the administrative life of
Provisions [operational] the record

Title Deeds Permanent These should follow the property

Plans Permanent Retain in school whilst operational then

DESTROY

Maintenance and contractors Financial Current year + 6 years DESTROY
Regulations

Leases Expiry of lease + 6 years DESTROY

Lettings Current year + 3 years DESTROY

Maintenance logbooks Last entry + 10 years DESTROY

Conftractors’ Reports Current year + 6 years DESTROY

10. DfES

Basic file description Statutory Retention Period Action at the end of the administrative life of

Provisions [operational] the record

OFSTED reports and papers

Replace former report with
any new inspection report

Review to see whether a further retention
period is required

Refurns

Current year + 6 years

DESTROY

Circulars from DfES

Whilst operationally required

Review to see whether a further retention
period is required

10



