
Forest CE Federation - School Records Retention Schedule


	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action


1. GOVERNORS AND GOVERNING BODY
	Instruments of government, including Articles of Association 
	No
	
	Permanent
	Retain while school remains open or archived with a secure archiving company

	Minutes
	If dealing with confidential issues
	School Governance (England) Regulations (2013) 
	
	Single copy of signed minutes, agenda and papers: retain in school for 6 years from date of meeting.

	Principal’s Set
	
	
	Permanent
	

	Inspection minutes
	
	
	Date of meeting + 3 years
	Secure Disposal

	Agendas


	If dealing with confidential issues
	
	One copy to be retained with master set of minutes. All other copies to be disposed of.
	Secure Disposal

	Reports
	If dealing with confidential issues
	
	Date of report + minimum 6 years or if minutes refer directly to individual reports then kept in existence with referenced report
	Secure Disposal or retain with signed set of minutes

	Governors application 

forms - successful candidates

	Yes
	
	End of term of office + 1 year
	Destroy as confidential waste 

	Governors application 

forms - unsuccessful candidates
	Yes
	
	Date of election + 6 months
	Destroy as confidential waste or delete securely from electronic systems

	Governor election voting forms
	Yes
	
	Date of election + 6 months
	Destroy as confidential waste or delete securely from electronic systems

	Governors - registers and declarations of pecuniary interests
	Yes
	
	Current year + 6 years
	Destroy as confidential waste or delete securely from electronic systems

	Trusts and endowments managed by the governing body
	No
	
	Permanent
	Retain in school whilst operationally required, or archived with a secure archiving company

	Action plans created and / or administered by the governing body
	No
	
	Life of action plan + 3 years
	Destroy as confidential waste or delete securely from electronic systems*

	Records relating to complaints dealt with by the governing body
	Yes
	
	Date of resolution of complaint + 7 years


	Destroy as confidential waste or delete securely from electronic systems*

	Annual parents’ meetings
	Potential
	S33 Education Act 2002
	Date of meeting + minimum 6 years
	Secure Disposal


	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action


2. Head Teacher and Senior Management Team
	Log books of activity in the school, maintained by teachers
	Yes 

If reference to individual
	
	Date of last entry in the book + minimum 6 years
	Secure Disposal


	Minutes of the Senior Management Team and other internal administrative bodies
	Yes 

If reference to individual
	
	Date of meeting + 3 years
	Secure Disposal


	Reports made by the Head Teacher or Management Team
	Yes 

If reference to individual
	
	Date of report + minimum 6 years
	Secure Disposal

	Correspondence and general filing created by head teachers, deputy head teachers, heads of year and other members of staff with administrative responsibilities
	Yes 

If reference to individual
	
	Date of correspondence + 3 years
	Secure Disposal

	Professional development plans
	Yes
	
	Life of the plan + 6 years
	Secure Disposal

	School development plans
	No
	
	Life of the plan + 3 years
	 Secure Disposal


	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action


3. Pupils 
	Records relating to the creation and implementation of the school’s Admissions Policy
	No
	School Admissions Code (2014)
	Retain in school for life of the policy + 3 years
	Secure Disposal 

	Admission forms: unsuccessful or withdrawn applications (including supplementary information e.g. proof of address, religion, medical conditions etc.)
	Yes
	School Admissions Code (2014)
	a) If no appeal, 1 year from receipt

b) If appealed, 1 year from resolution of case* 
	Secure Disposal

	Admission forms: successful applications
	Yes
	School Admissions Code (2014)
	Date of admission + 1 year
	Secure Disposal

	Admission registers
	Yes
	Education (Pupil Registration) (England) Regulations 2006

	Retain in school until date of last entry in the book (or file) + 6 years
	Secure Disposal

	Attendance registers
	Yes
	Education (Pupil Registration) (England) Regulations 2006
	Date of register + 3 years
	Secure Disposal

	Pupil absence letters / leave forms / correspondence relating to authorised absence
	Yes
	
	Date of absence + 2 years
	Secure Disposal

	Child protection files

· Primary
	Yes
	DfE ‘Keeping Children Safe in Education’ (2016), Annex B, p.61
	Retain while the pupil remains at the primary school*
	Follow guidelines in 5.13 for pupils transferring to another school



	Pupil’s educational record (pupil file)

Pupils with Special Educational Needs (SEN)

· Primary
	Yes
	Retain while pupil remains at the primary school


	Retain while the pupil remains at the primary school*
	Follow guidelines in 5.13 for pupils transferring to another school



	Pupil’s educational record (pupil file)

All other pupils 

· Primary
	Yes
	The Education (Pupil Information) (England) Regulations 2005
	Retain while the pupil remains at the primary school, then: 

a) Pupil transfers to a known Local Authority primary or secondary school in Hampshire
	The file should follow the pupil when he/she leaves primary school: 

a) Send pupil record to new school


	
	
	
	b) Pupil transfers to a known Local Authority or independent primary / secondary school which is another county within the UK; or transfers to an independent school within Hampshire
	b) Send pupil record to new school, retaining a copy or summary until pupil is 22 years old, then destroy confidentially or delete securely

	
	
	
	c) Pupil transfers to a known primary / secondary school outside of the UK
	c) Send a copy of pupil record to new school, retaining original pupil record until pupil is 22 years old, then destroy confidentially or delete securely

	
	
	
	d) Pupil transfers to an unknown school
	d) Retain pupil file until pupil is 22 years old, then destroy confidentially or delete securely

	Pupil’s educational record (pupil file)

· Deceased pupils
	Yes
	
	Date of death + 7 years 
	Secure Disposal

	Images of pupils - signed consent forms by parent / guardian
	Yes
	
	Date of signing + 5 years; or at end of project; or when pupil leaves the school 
	Secure Disposal

	Activity / visit / trip consent forms - signed by parent or guardian where no incident occurs
	Yes
	
	Date of event + 1 year
	Secure Disposal

	Activity / visit / trip consent forms - signed by parent or guardian where a major incident occurs
	Yes
	Limitation Act 1980
	Date of birth of child involved in incident + 22 years
	Secure Disposal

	SATS papers (completed)
	Yes
	Department for Education (DfE) recommendation
	Current year + 1 year
	Secure Disposal

	SATS results for individual pupils 
	Yes
	
	
	Add to the main pupil file and follow retention period for 5.14

	Internal and external examination papers (completed) 
	Yes
	
	Current academic year + 6 years or until any appeals / validation process is complete
	Secure Disposal

	Internal and external examination results for individual pupils
	Yes
	
	
	 Secure Disposal


	Examination results - summaries or other statistical information created by the school
	Yes
	
	Current academic year + 6 years
	Secure Disposal

	Any other records created in the course of contact with pupils maintained for teachers’ own use (i.e. NOT part of the educational record)
	Yes
	
	Current academic year + 3 years
	Review 

Review by school and EITHER allocate further retention period OR destroy as confidential waste or delete securely from electronic systems 


4. Curriculum
	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action

	Curriculum returns


	No
	
	Current year + 3 years
	Secure Disposal

	Schemes of work


	No
	
	Current year + 1 year
	Secure Disposal

	Timetable


	No
	
	Current year + 1 year
	Secure Disposal

	Class record books


	No
	
	Current year + 1 year
	Secure Disposal

	Mark Books


	No
	
	Current year + 1 year
	Secure Disposal

	Pupils work

	No
	
	Current year + 1 year or return to pupil at the end of the academic year
	Secure Disposal

	Contextual data
	Yes
	
	Current year + 6 years
	Secure Disposal


5. Recruitment

	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action

	All records leading up to the appointment of a new Head Teacher


	Yes
	
	Date of Appointment + 6 years
	Secure Disposal

	All records leading up to the new appointment of a new member of staff – unsuccessful candidate


	Yes
	
	6 months
	Secure Disposal

	All records leading up to the new appointment of a new member of staff – successful candidate


	Yes
	
	All relevant information to be added to staff personal file and all other info retained for 6 months
	Secure Disposal

	Interview notes and recruitment records


	Yes
	
	Date of interview + 6 months
	Secure Disposal

	Pre-employment vetting information


	Yes
	
	Store on staff file for duration of their employment + 2 years
	Secure Disposal

	Timesheets, sick pay


	Yes
	
	Current year + 6 years
	Secure Disposal

	Staff personal files
	Yes
	Limitation Act 1980
	Date of termination + 6 years
	Secure Disposal

	Disciplinary warnings – written & oral
	Yes
	
	Retain on personal file
	Secure Disposal

	Records relating to accident/injury at work

	Yes
	
	Date of incident + 12 years in the case of serious accidents
	Secure Disposal

	Annual appraisal records

	Yes
	
	Current year + 5 years
	Secure Disposal


6. Health and Safety
	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action

	Accessibility Plans


	No
	Equality Act 2010
	Current year + 6 years
	Secure Disposal

	Accident reporting


	Yes
	
	Current year + 6 years
	Secure Disposal

	Control of Substances Hazardous to Health COSHH


	No
	
	Current year + 40 years
	Secure Disposal

	Risk Assessments


	No
	
	Life of risk assessment + 3 years
	Secure Disposal

	Asbestos records


	No
	Control of Asbestos at work regulations
	Last action + 40 years
	Secure Disposal

	Fire Precautions log books


	No
	
	Current year + 6 years
	Secure Disposal

	CCTV
	Yes
	Limitation Act 1980
	Date of termination + 6 years
	Secure Disposal


7. Administrative
	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action

	General Files


	No
	
	Current year + 5 years
	Secure Disposal

	Records relating to school brochure/prospectus


	No
	
	Current year + 3 years
	Secure Disposal

	Circulars & Newsletters


	No
	
	Current year + 1 years
	Secure Disposal

	Visitors Books
	Yes
	
	Current year + 6 years
	Secure Disposal

	PTA Records


	No
	
	Current year + 6 years
	Secure Disposal

	Inventories of equipment


	No
	
	Current year + 6 years
	Secure Disposal

	Burglary, theft and vandalism reports


	No
	
	Current year + 6 years
	Secure Disposal

	Census returns


	No
	
	Current year + 6 years
	Secure Disposal

	Ofsted reports
	No
	
	Life of report
	

	Returns to LA or Central Government
	No
	
	Current year + 6 years
	Secure Disposal


8. Finance & Payroll
	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action

	Annual Accounts


	No
	Financial Regulations
	Current year + 6 years
	Secure Disposal

	Loans and Grants


	Yes
	Financial Regulations
	Date of last payment + 12 years
	Secure Disposal

	Contracts


	No
	
	Current year + 6 years
	Secure Disposal

	Monitoring records


	No
	
	Current year + 2 years
	Secure Disposal

	Copy of orders

	No
	
	Current year + 2 years
	Secure Disposal

	Budget reports, budget monitoring, budget statements

	No
	
	Current year + 3 years
	Secure Disposal

	Invoice, receipts and other records covered by Financial Regulations

	No
	
	Current year + 6 years
	Secure Disposal

	Annual Budget and background papers


	No
	
	Current year + 6 years
	Secure Disposal

	Order books and requisitions


	No
	
	Current year + 6 years
	Secure Disposal

	Debtors Records Collection and Banking monies


	No
	Limitation Act 1980
	Current year + 6 years
	Secure Disposal

	Cheque Book stubs


	No
	
	Current year + 6 years
	Secure Disposal

	School Fund Accounts 

	No
	
	Current year + 6 years
	Secure Disposal

	Payroll reports


	Yes
	
	Current year + 6 years
	Secure Disposal

	Additional hours & absence reports
	Yes
	
	Current year + 6 years
	Secure Disposal


9. Property
	Basic File Description
	Data Protection Issues
	Statutory Provisions
	Retention Period


	Final Action

	Title Deeds

	No
	
	Permanent
	

	Plans of property

	No
	
	Permanent
	

	Maintenance & contractor records

	No
	
	Current year + 6 years
	Secure Disposal

	Leases of property

	No
	
	Current year + 6 years
	Secure Disposal

	Records relating to the lettings of the school

	No
	
	Current year + 6 years
	Secure Disposal

	Maintenance log books

	No
	
	Current year + 6 years
	Secure Disposal

	Contractors Reports

	No
	
	Current year + 6 years
	Secure Disposal









