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The school recognises that by efficiently managing its records, it will be able to comply with its legal and regul
obligations and to contribute to the effective overall management of the school. Records provide evidence for
protecting the legal riglst and interests of the school, and provide evidence for demonstrating performance and
accountability.

1. Policy Scope

Thigpolicyappliego allrecordscreatedreceived omaintainedby permanentandtemporarystaffof the schoointhe
courseofcarryingoutitsfunctions Also,byanyagentscontractors consultantrthird partiesacting on behalf of the
school.

Recordsaredefinedasallthosedocumentswhichfacilitatethe businessarriedout bythe schoolandwhicharethereafter
retained(forasetperiod)to provide evidence of its transactions or activities. These recordgbe created receivedor
maintainedin hard copyor electronidormate.g.paperdocumentsscanneddocuments g-mailswhichdocument
businessctivitiesanddecisionsaudioandvideorecordingstext messages, notes of telephone and Skypenversations
spreadsheets, Word documents, presentati@ne.

2. Responsibilities

Thegoverningodyofthe schoohasastatutory responsibilityo maintainthe schookrecordsandrecordkeeping
systemsnaccordancavith theregulatory environmenspecifido the school.Theresponsibilityis delegatedo the
headteachepfthe school.

Thed OK 2 2 fvallfiveguidanceon good records management practice and will promote compliamitethis
policysothatinformationwill be retrievedeasily appropriatelyandinatimelyway.They wilklsomonitor compliancewith
thispolicybysurveyingatleastannuallyto checkfrecordsarestoredsecurely and can be accessggropriately.

Theschoolwillmanagenddocumenitsrecordsdisposabrocessan linewith the RecordsRetention Schedule
included within this policyThis will help to ensure that weanmeetFreedonofInformationrequestsand
respondto requestso accespersonaddataunderdataprotectionlegislation(subjectaccessequestsa { | w{ € 0 @

Individual staff and employees must ensundgth respectto recordsfor whichtheyareresponsiblethat they:
Managethed O K récorddeonsistentyA y I OO2 NRI yOS A GK (GKS aOKz22f Qa |
Properlydocumentheiractionsanddecisions;

Hold personal informatiosecurely;
o Only shargpersonalinformationappropriatelyanddonot discloset to any unauthorised thirgarty;
Disposeof recordssecurelyin accordanceviththed O K 2ZR2dor@etentionSchedule.

3. Benefits of the Record Retention Policy

There are a number of benefits which arise from the use of a complete Retention Policy:
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1998, Freedom of Information Act 2000 and the General Data Protection Regulations 2018. Provided membe
staff are managing record series ngithe Retention Policy they cannot be found guilty of unauthorised tamperil
with files once a freedom of information request or a data subject access request has been made.

o Members of staff can be confident about destroying information at the appropriate time
o Information which is subject to Freedom of Information and Data Protection legislation will be available when
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required.

The school is not maintaining and storing information unnecessarily. It is important that all staff bear in mind,
creating documents and records of any sort (and particularly email), that at some point in the future those
documents and records couleisclosed whether as a result of litigation or investigation, or because of a sub
access request under the DPA. The watchwords of rekeeging are therefore accuracy, clarity, professionalisn
objectivity.

4. Relationship with existingolicies

This policy has been drawn up within the context of:
Data Protectiorpolicy

Acceptable Use Policy

Photographic and Video Policy

Confidentiality Policy

5. Pupil Records

School isinderadutyto maintainapupilrecordfor eachpupil. TheWt dal.SAG MR r3inghe educationakndcurricula
record, isseen as the core record charting the individuitzL prdgré@si&hroughtheeducatiorsystem,andshould
accompanyhemthroughouttheir schoolcareer.Thisrecordwill serveasthe formalrecordof their academic
achievements, other skills and abilities, and progress in school.

Recording and disclosure of information
Pupil records are heldlectronically on theMIS system and in CPOMS. School may also keep some records in |

format.
All information must be easy to find, accurately and objectively recorded and expressed in a professional
manneraspupilsandparentshavearightofacces$otheir educationarecordviatwo possibleroutes:

A request for an educationadcord.
The Education (Pupil Information) (England) Regulat®fi@35, states that the pupil record must be provided to

parentswithin 15schooldaysof arequestwherethe pupilisenrolledinamaintainedschool Thigorovisiondoesnot
applyto Academiesindependentschoolsetc;

Requestsorinformationbypupils,or their parentsareto betreatedassubjectaccessequestainderData Protection
legislation.



Recordsiotformingpartofthepupilrecord

The following record types wible stored separately the mainpupilrecord,astheyare usuallysubjectto
shorterretentionperiods(pleaseseethe RetentiorSchedulesection)theywill not beforwardedtothe LJdzLJA £ Q a
nextschool:

Attendance Registers ahaformation(electronically held on MIS system)
Absencdauthorisednotesandcorrespondence

Parentalkconsentformsfor trips/outings
Accidenforms(acopycanbeplacednthepupilrecord if it is a majancident)

Medicineconsentandadministeringrecords(thisisthe & O K 2recérd) &

Copies of birth certificates, passporsc.
Genericcorrespondencavith parentsaboutminorissued A ® S ® | W § 1l KO

Pupil work, drawingtc.
Previouglatacollectionformswhichhavebeensupersededthereisnoneedto retainthese)

Photography (imagejonsentgthisisthed O K 2exdrdR &
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Information stored electronically
Thoseprinciplegrelevantto paperrecordswillapplyto those pupilrecords stored electronically. Thetool information

management system wilhcorporate features to enablelementsofthe electronicpupilrecordto bedeletedin
accordancevithretentionscheduleswhilsttheremainderof the record remaintact.

Storage and Security
Allpupilrecordsandassociatednformationwill be storedsecurely to maintain confidentiality whilst keeping information

accessibleothoseauthorisedo seeit. Electronicecords willhave appropriate security and access controls icgjla
equally paper records witle kept in lockable storaggeaswith restrictedaccessiNoteveryonen school has a need
access all of the information hetdboutapupil;thisisparticularlyrelevantto childprotection information.

Transferring Pupil Records
School wilkénsureswifttransfersofinformationto the LJdzL JAefvsRhiboto ensureappropriatedecisionganbe

maderegardingapupil,usingrelevantandaccuratanformation.

Weeding
The pupil record wilhot be weeded before transfeunlessanyduplicatesor recordswith ashortretentionperiod

have been included; these can be removed and securely destroyed.

Transfer Process
Thefollowingwill betransferredto the nextschoolwithin 15school days of receipt of confirmation that a pupil is

registered at anotheschool:

©® CommonTransferFile(CTFjrom the SchoolnformationManagement System via the school2school system when
used

® Anyelementsofthe PupilRecordheldinanyformat, not transferred as part of th€TF

©w SEN or other support service information, includoegaviour asonlylimitedinformationmaybeincludedin the CTE



This will be included within the CPOMS information transfer
ChildProtectioninformation;thiswill be sentassoonaspossibléythe Designate®afeguarding
LeadDSLyramemberoftheirteamtotheirequivalent at the nevgchool.

School wikknsureheinformationiskeptsecureandtraceable duringransfer:

Recordsnaybedeliveredor collectedin person,with signedconfirmationfor trackingpurposes
PupilRecordsvillnotbesentbypost.Ifthe useof postisabsolutelynecessarytheywillbesent

byW{ LID8ixeryD dzI NJ yoiivia&dp@ableandsecurecourierto apre-informednamedcontact,
alongwith alistofthe enclosediles. Thenewschoolshouldsignacopyofthelistto confirmreceiptof thefilesand
securelyreturnto the our school

If held electronically, records may be sent toanedcontactviasecureencryptede-mail,or other secure transfer
method.
If the pupilistransferringto anindependentschoolor apost 16 establisiment, we willtransfer copies afelevantinformation

onlyandretaintheoriginafullrecordas the last knowschool.

Ifarequestisreceivedo transferthe PupilRecordr otherinformationaboutapupilto aschoobutsideofthe
EuropearuUnion(EU)we will contact ouDataProtectionOfficerfor further advice.

Retention and Disposal
Retention- Transferring school

Responsibilitjor maintaininghe pupilrecordpasses$o the nextschool.Schoolsnaywishto retainthe informationabout
the pupilfor ashortperiodto allowfor anyqueries oreportsto be completedor wherelinkedrecordsn the school
informationmanagemensystemhavenotyet reachedhe endof their retentionperiodanddeletingwould cause
problems.In this case, records will not be held any longer than 6 months from the date of transfer.

Certainelementsof the recordmayneedto beretainedfor longer for exampldflitigationispending or for transferto the
LocaRecordOffice,inaccordancavith the RetentionSchedule.

Limitation periods may be dispplied altogether by courts in the case of certain crimes or associated breaches
(e.g. historic abuse), whether a charge is brought by the police or a school is sued under a private claim. Itis n
possible tary a case where the evidence is inadequate, including due to a lack of corporate memory (e.g. recc
witnesses): but generally the courts and police will expect to see a record, and inferences may be drawn othe

In many cases these records will comprise personal or sensitive personal data (e.g. health or criminal allege
which case, even justifiable reasons to keep records for many years will need to be weighed against person
Historical higkprofile cases in the field of child protection probably make a cautious approach to record rets
advisable and, from a DPA perspective, easier for the School to justify retention for long periods. |IBagjéndata
IS retained, and the more sensitivematerial is kept on file, the greater¢ and potentially more serioug the risk of
securitybreach.

Retention¢Last known school



e g e € € g

Thelastknownor finalschoolisresponsibldor retainingthe PupilRecordTheschoolsthefinalorlastknownschooilf:
Asecondaryphaseandthe pupilleftat 16yearsoldor for post16or independenteducation,or;
Itisaschoolatanypoint andthe pupilleft for electivehomeeducationtheyaremissingrom educationor have left theJK

ThePupilRecoragshouldoeretainedasawholefor 25yearsfromthe dateof birth of the pupil,afterwhichtime, if no
longerrequired,it canbedeletedor destroyed SENind othersupportservicaecordscanberetainedforalonger
periodof3lyeargoenabledefencenad ¥ | ot MKRIBA RS | & dzFcBse.OA Sy i S RdzOF (A 2

If our schoowishedo retaindatafor analysir statisticalpurposesit will bedoneinananonymisedashion.

Disposal
Pupil records will contain personal and confidential informasindsomustbedestroyedsecurelyElectronic copies

will besecurelydeletedandhardcopiesdisposedf asconfidentialwaste.
6. Information Audits

School will undertake and record an annual information audit.ifffeemationauditisarecordofthefollowing:
What information igetained

Why information igetained

What type of information iis

Howinformationis processedandshared

Where information istored

Whatthe relevantretention periodis

WhotheW NEB & LJ2 ¢ § Bbiky®-dayusersare

The information audit enables the school to continually update our asset register.
7. Disposal of records

Managing RecordRetention
Thefifth dataprotectionprinciplestatesthatd t S NEaayfugtbe keptfor nolongerthanis necessaryor the purpose for

GKAOK Al Ada LINRPROSaaSRéd ¢ KS NIesudjdornapplichblaaténion eriod, AsBehadNF
by businessstatutory,regulatory,legalor historicalrequirements.

The schools DP®@designatedasour schoolrecordsnanageryithresponsibilityforensuringecords areetained,
reviewedanddestroyednaccordancevith requirementsandassoonaspossibleoncetheirlifespanhasexpired Reviews
willdeterminewhetherrecordsare to be selected for permanent preservation, destroydjitisedto anelectronidormat
orretainedfor ongoing business or legalirposes.

All records in all formats are assigned a retenpenodanddisposallate,either uponcreationor whenthey ceaseo be
inactiveusejnaccordancaviththeRetentionPolicy Asystemhas beenmplementedto routinelyidentifyrecordsas
soonastheyreachtheir disposaldate. Thisormspartofanelectroniaecord-keeping system or a manugfstem.
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Disposal wilbe carried out in a timely manner to:
Ensure compliance with business aeghlretention requirements

Improvethe efficiencyof the recordkeepingsystem
Free up storagepace
Reduceassociatedtorageandmanagementosts

Destruction willinclude all backup and duplicate copiesalifiormats.Thigsespeciallyitalfor personalnformation
which may be kept in various hybrid record keeping systems.

Principles oDisposal
School haagreedastandardorocedurdorthe safedisposabfrecords andall staff are reminded of thidfretention

periodsare notcompliedwith, materialwill stillhaveto be providedif aDataSubjectAccessequestor Freedomof
Informationrequest igeceived, and could also result in a data breach.

Thedisposamethodmustbeapplicablgo the contentandformatoftheinformation.Paperandelectronicrecords
shouldbedisposefseparatelyi.e.floppydisksCDs, DVDgpesUSBstc.shouldhotbeputintoconfidential
wastecontainerscontainingpaperastheyrequiredifferent disposal methods and could damage shredeipgipment.

Destructiormustbeundertakennawaythatpreserveghe confidentialityof the informationandwhichmakest
permanentlyunreadableor unableto bereconstructedor re-instated.Speciatareshouldoetakenwhendestroying
personal, sensitive or commercial information and confidentialityuldoeparamountatallstage®ofthe
process.

Destructionof Records

All hard copies of official records and those contairmpagsonaldatawill be destroyedusingconfidentialmethods,

rather than being placed in general waste bins or skipschcouldresultin adatabreach.School ensure thatformation is

either shredded using a UK GDPR compliant contractor or, if we shred on site, then a cross cutting shreddepieusesiisagreed and
followedto ensurethatinformationsecurityismaintainedatalltimes.



Retention Guidelines

1 GoverningBody
This section contains retention periods connected to the work and responsibilities of the governing body.

Forfurtherinformationaboutgoverningoodyrecordspleasesee:d ¢ KdBstitutionof governingoodiesof maintained
schoolsStatutoryguidancedor governingoodiesof maintainedschoolsandlocalauthoritiesin EnglandAugust
HAMT €

1.1 Management of Governing Body

Action at end of Personal
the administrative Information

Retention Period
[Operational]

Basic file Statutory

description Provisions

1.11

1.1.2

1.1.3

1.1.4

Instruments of
government

Trusts and endow-
ments

Recordsrelating to
the election of par-
ent and staff gover-
nors not appointed
by the governors

Records relating to
the appointment of
co-opted governors

Forthe life of the
school

Forthe life of the
school

Date of election +
6 months

Provided that

the decision has
been recorded in
the minutes, the
records relating to
the appointment
can be destroyed
once the co-opted
governor has
finished their term
of office (except
where there have
been allegations
concerning
children). In this
case retain for 25
years

life
of the record

Consult local archives
before disposal

Consult local archives
before disposal

SECURE DISPOSAL

SECURE DISPOSAL

Yes

Yes
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1.1.6

1.1.7

1.1.8

1.1.9

Basic file Statutory

Provisions

description

Records relating to
the election of chair
and vice chair

Scheme of dele-
gation and terms
of reference for

committees

Meetings schedule

Agendas- principal
copy

Minutes - principal
set (signed)

Retention Period
[Operational]

Once the decision
has been recorded
in the minutes, the
records relating to
the election can be
destroyed

Until superseded or
whilst relevant
[Schools may
wish to retain
these records for
reference purposes
in case decisions
needto be justified]

Current year

Where possible
the agendashould
be stored with the
principal setof the
minutes

Although generally
kept for the life of
the organisation,
the Local Authority
is only required to
make these avail-
able for 10 years
from the date of the
meeting

Action at end of
the administrative
life of the record

SECURE DISPOSAL

These could be of-
fered to the archivesif
appropriate

STANDARD DISPOSA

Consult local archives
before disposal

Consult local archives
before disposal

Personal
Information

Yes

Potential

Potential




Action at end of Personal
the administrative Information

Retention Period
[Operational]

Basic file Statutory

description Provisions

1.1.10

1.1.11

1.1.12

1.1.13

1.1.14

1.1.15

1.1.16

Reports made to
the gover:
meeting which are
referred to in the
minutes

Register of attend -
ance at Full govern-
ing board meetings

Papers relating to
the management of
the annual
meeting

Agendas-
additional copies

Recordsrelating to
Governor Monitor-
ing Visits

Annual Reports re-
quired by the DoE

All records relating
to the conversion of
schools to Academy
status

Although generally
kept for the life of
the organisation,
the Local Authority
is only required

to make these
available for 10
years from the date
of the meeting

Date of last meet -
ing in the book + 6
years

Date of meeting +
6 years

Date of meeting

Date of the visit +
3 years

Date of report + 10
years

Forthe life of the
organisation

life of the record

Consult local archives
before disposal

SECURE DISPOSAL

SECURE DISPOSAL

STANDARD DISPOSA

SECURE DISPOSAL

SECURE DISPOSAL

Consult local archives
before disposal

Potential

Yes

Yes

Yes




1.1.17

1.1.18

1.1.19

1.1.20

Basic file Statutory

Provisions

description

Records relating to
complaints made to
and investigated by
the governing body
or head teacher

Correspondence
sent and received
by the governing
body or head
teacher

Action plans cre-
ated and admin-
istered by the

governing body

Policy documents
created and ad-
ministered by the
governing body

Retention Period
[Operational]

Major complaints:
current year + 6
years.

If negligence
involved then:
current year +15
years

If child protection or
safeguarding issues
are involved then:
current year + 40
years

General corre-
spondence should
be retained for
current year + 3
years

Until superseded or
whilst relevant

Until superseded
[The school should
consider keeping
all policies relating
to safeguarding,
child protection or
other pupil related
issues such as
exclusion until the
IICSA has issued its
recommendations.]

Action at end of
the administrative
life of the record

SECURE DISPOSAL

SECURE DISPOSAL

SECURE DISPOSAL

Personal
Information

Yes

Potential




1.2 Governor Management

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

1.2.1 Records relating to Date on which clerk SECURE DISPOSAL  Yes
the appointment of appointment ceases +
a clerk to the 6 years

governing body

1.2.2 Records relating to Date appointment ceas- Yes
the terms of office es + 6 years
of serving

governors, includ -
ing evidence of
appointment

1.2.3 Records Date appointment ceas- SECURE DISPOSAL  Yes
relating to governor es + 6 years
declaration against
disqualification

criteria
1.2.4 Register of business Date appointment SECURE DISPOSAL Yes
interests ceases + 6 years
1.25 Governors Code of Thisisexpected to be a
Conduct dynamic document; one
copy of each version
should be kept for the
life of the organisation
1.2.6 Records relating to Date Governor steps SECURE DISPOSAL  Yes
the training required down + 6 years

and received by
Governors




Basic file Statutory Retention Period Action at end of Personal

description Provisions [Operational] the administrative Information
life of the record

1.2.7 Records relating Date appointment SECURE DISPOSAL  Yes
to the induction ceases + 6 years
programme for new
governors

1.2.8 Records relating to Date of DBScheck +6 SECURE DISPOSAL  Yes
DBS checkscarried months

out on clerk and
members of the
governing body

1.2.9 Governor personnel Date appointment SECURE DISPOSAL Yes
files ceases + 6 years
2 Management of the School

This section contains retention periods connected to the processesinvolved in managingthe school, including Human
Resources,Financial Management, Payroll and Property Management.

2.1 Head Teacher and Senior Management Team

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

211 Logbooksof activity in Date of last entry in ~ Thesecould be of per- Potential
the school maintained the book + mini - manent historical value
by the Head Teacher mum of 6 years, andshouldbe offered
then review to the County Archives

Service if appropriate

2.1.2 Minutes of Senior Man Date of the meet - SECURE DISPOSAL Potential
agement Team meetings ing + 3 years then
and the meetings of review annually, or
other internal adminis - as required if not
trative bodies destroyed

2.1.3 Reports created by the Date of the report SECURE DISPOSAL Potential
Head Teacher or the + a minimum
Management Team of 3 years then

review annually or
as required if not
destroyed
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2.15

2.1.6

2.1.7

Basic file

description

Records created byhead
teachers, deputy head
teachers, headsof year
and other members of
staff with administrative
responsibilities which do
not fall under anyother
category

Correspondence cre-
ated by headteachers,
deputy headteachers,
headsof year andother
members of staff with
administrative responsi -
bilities

Professional develop-
ment plans

School development
plans

Statutory
Provisions

Action at end of the
administrative life
of the record

Retention Period
[Operational]

Current academic SECURE DISPOSAL
year + 6 years then

review annually, or

as required if not

destroyed

Current year + 3 SECURE DISPOSAL

years

These should SECURE DISPOSAL
be held on

thei ndi vi dua
personnel record.

If not then
termination of
employment + 6
years

Life of the plan SECURE DISPOSAL
+ 3 years

Personal
Information

Potential

Potential

Potential




2.2
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2.2.3

2.2.4

2.2.5

2.2.6

2.2.7

2.2.8

Operational

Basic file
description

General file series which
do not fit under any
other category

Records relating to the
creation and publication
of the school brochure
or prospectus

Records relating to the
creation and distribu -
tion of circulars to staff,
parents or pupils

School Privacy Notice
whichissentto parents
as part of GDPR com
pliance

Consents relating to
schoolactivities aspart
of GDPR compliance
(for example, consent
to be sentcirculars or
mailings)

Newsletters and other
items with a short
operational use

Visitor management
systems (including elec-
tronic systems, visitors
books and signingin
sheets)

Walking bus registers

Administration

Statutory
Provisions

Retention Period
[Operational]

Current year + 5
years, then review

Current academic
year + 3 years

Current academic
year + 1 year

Until superseded +
6 years

Consent will last
whilst the pupil
attends the school,
it can therefore be
destroyed when the
pupil leaves

Current academic
year + 1 year
[Schools may
decide to archive
one copy]

Last entry in the
visitors book + 6
years (in case of
claims by parents or
pupils about various
actions).

Date of register + 6
years

Personal
Information

Action at end of the
administrative life

of the record
SECURE DISPOSAL Potential

The school could
preserve a copy for

their archive otherwise
STANDARD DISPOSAL

STANDARD DISPOSAL

SECURE DISPOSAL Yes

STANDARD DISPOSAL

SECURE DISPOSAL Yes

SECURE DISPOSAL Yes




2.3 Human Resources

Basic file

description

Recruitment
2.3.1 All records leading up
to the

appointment of

a headteacher

2.3.2 All records leading up
to the appointment of a
member of staff/gover -
nor @ unsuccessful
candidates

2.3.3 Pre-employment vetting
information & DBS
Checkso successful
candidates

Statutory
Provisions

DBS Update
Service
Employ-

er Guide
June 2014;
Keeping
Children
Safe in Edw
cation.2018
(Statutory
Guidance
from DoE)
Sections 73,
74

Action at end of the
administrative life
of the record

Retention Period
[Operational]

Unsuccessful SECURE DISPOSAL
attempts. Date of
appointment plus 6
months.

Add to personnel

file and retain until
end of appointment
+ 6 years, except in
cases of

negligence or claims
of child abuse then
at least 15 years
Date of SECURE DISPOSAL
appointment of

successful candidate

+ 6 months

Application forms, SECURE DISPOSAL
references and other

documents o for

the duration of the

empl oy ee0-s

ment + 6 years

Personal
Information

Yes

Yes

Yes




Basic file
description

Statutory
Provisions

Recruitment

2.34 Forms of proof of iden -
tity collected as part of
the process of checking
oportabl eo6o
DBS disclosure
2.35 Pre-employment vetting ~ An Employ-
information AEvidence erds G
proving the right to work  to Right
in the United Kingdomd to Work
successful candidates Checks
[Home
Office, May
2015]

Operational Staff Management

2.3.6 Staff personnel file Limitation
Act 1980
(Section 2)
2.3.7 Annual appraisal/as-

sessment records

Retention Period
[Operational]

Where possible this
process should be
carried out using the
on-line system. If it

is necessary to take
a copy of documen-
tation then it should
be retained on the
staff

personal file.

Where possible
these documents
should be added to
the staff personnel
file [see below], but
if they are kept sepa -
rately then the Home
Office requires that
the documents are
kept for termination
of employment +
not less than 2 years

Termination of
Employment +
6years, unless
the member of
staff is part of any
case which falls
under the terms
of reference of
[ICSA. If thisis
the case then the
file will need to
be retained until
[ICSA enquiries
are complete

Current year + 6
years

Personal
Information

Action at end of the
administrative life
of the record

SECURE DISPOSAL Yes

SECURE DISPOSAL Yes

SECURE DISPOSAI Yes

SECURE DISPOSAI Yes




Action at end of the Personal
administrative life Information

Retention Period
[Operational]

Basic file Statutory
description Provisions

Operational Staff Management

2.3.8 Sickness absence mon
itoring
2.3.9 Staff training & where

the training leads to
continuing professional
development

2.3.10 Staff training & except
where dealing with
children, e.qg. first aid or
health and safety

Sickness records
are categorised as
sensitive data. There
isalegal obligation
under statutory
sicknesspayto keep
recordsfor sickness
monitoring. Sickness
records should be
kept separate from
accident records.

It could be argued
that where sickness
payisnot paid then
current year + 3
yearsis

acceptable, whilst if
sicknesspay is made
then it becomes a
financial record and
current year + 6
years applies. The
actual retention may
depend on the in -
ternal auditors. Most
seemto accept cur-
rent year + 3 years
asbeingacceptable
as this gives them,
0 b e n eahdInlasdd
Revenue have time
to investigate if they
need to

Length of time
required by the pro -
fessional body

This should be
retained on the per -
sonnel file [see 2.3.1
above]

of the record

SECURE DISPOSAL

SECURE DISPOSAL

SECURE DISPOSAL

Yes

Yes

Yes




Basic file
description

Statutory
Provisions

Operational Staff Management

Personal
Information

Action at end of the
administrative life
of the record

Retention Period
[Operational]

2.3.11 Staff training & where Date of the training SECURE DISPOSAI Yes
the training relates to + 40 years
children (e.g. safeguard - [This retention period
ing or other child related reflects that the IICSA
training) may wish to see

training records as
part of an
investigation]

Disciplinary and Grievance Processes

Where schoolsare in any doubt asto which categories disciplinary records fall under, then HRor legal advice

should be sought from the Local Authority.

2.3.12 Records relatingtoany o0 Keepi Until the SECURE DISPOSAL Yes
allegation of a child children normal retirement Theserecords mustbe
protection nature against safe in age or 10 years shredded
a member of staff education from the date of the

Statutory allegation (whichever
guidance for  is the longer) then
schools and  REVIEW.
colleges Note: allegations
September that are found to be
201806 ; maliciousshouldbe
0 Wor ki removed from per -
together to sonnelfiles. If found
safeguard they are to be kept
children. on the file and a
A guide to copy provided to the
inter -agency person concerned
working UNLESS the mem
to safe- ber of staff ispart of
guard and anycasewhich falls
promote under the terms of
the welfare reference of ICSAIf
of children this isthe casethen
201860 the file will need
to be retained until
[ICSA enquiriesare
complete
2.3.13 Disciplinary proceedings Yes




Basic file Statutory Retention Period Action at end of the Personal
description Provisions [Operational] administrative life Information

of the record

Disciplinary and Grievance Processes

Note:

The ACARode of practice ondisciplinary andgrievance proceduresrecommendsthat the employee shouldbe told how
long a disciplinary warning will remain current. However, this doesnot meanthat the data itself should be destroyed at the
end of the set period.

Anydisciplinary proceedingsdata will be arecord of animportant event in the courseofthe e mp | o ye&tiodskip with the
employee. Shouldthe sameemployee be accusedof similar misconduct five yearsdownthe line, andthem defend him-or
herself by sayingo Wwould never do something like t h a tef@rence to the earlier proceedings may showthat the comment
should not be given credence. Alternatively, if the employee were to be dismissedfor somelater offence andthen claim at
tribunal that he or shehado f i f yearsohunblemisheds e r v ithe rdord of the disciplinary proceedingswould be effec -
tive evidence to counter this claim.

Employersshould, therefore, be careful not to confuse the expiry of awarning for disciplinary purposeswith arequirement to
destroy all reference to its existence in the personnelfile. Onedangeristhat the disciplinary procedure itself often givesthe
impressionthat, at the end of the effective period for the warning, the warning will bed r e mofrora tthe f i | Thigor similar
wording shouldbe changedto makeit clear that, while the warningwill not remain active inrelation to future disciplinary
matters, arecord of what hasoccurred will be kept.

Oral warning Date of warning SECURE DISPOSAL

+ 6 months [If warnings are placed
on personal files then

Written warning Date of warning they must be weeded

Olevel 1 + 6 months from the file

Written warning Date of warning

Olevel 2 + 12 months

Final warning Date of warning

+ 18 months

Case not found If the incident is SECURE DISPOSAL
related to child
protection then see
above, otherwise
dispose of at the
conclusion of the
case




Basic file
description

Payroll and Pensions

2.3.14

2.3.15

2.3.16

2.3.17

2.3.18

2.3.19

2.3.20

2.3.21

Absence record

Batches

Bonus sheets

Car allowance claims

Car loans

Car mileageoutput

Elements

Income tax form P60

Statutory
Provisions

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Retention Period
[Operational]

Current year
+ 3 years

Current year + 6
years

Current year
+ 3 years

Current year
+ 3 years

Completion of loan
+ 6 years

Current year + 6
years

Current year + 2
years

Current year + 6
years

Action at

end of the
administrative
life of the record

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

Personal
Information

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes




Basic file
description

Payroll and Pensions

2.3.22

2.3.23

2.3.24

2.3.25

2.3.26

2.3.27

2.3.28

2.3.29

Insurance

Maternity payment

Members allowance
register

National Insurance o
schedule of payments

Overtime

Part time fee claims

Pay packet receipt by
employee

Payroll awards

Statutory
Provisions

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Retention Period
[Operational]

Current year + 6
years

Current year + 3
years

Current year + 6
years

Current year + 6
years

Current year + 3
years

Current year + 6
years

Current year + 2
years

Current year + 6
years

Action at

end of the
administrative
life of the record

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

Personal
Information

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes




Basic file
description

Payroll and Pensions

2.3.30

2.3.31

2837

PASEEE

2.3.34

2.3.35

2.3.36

2.3.37

Payroll dgross/net
weekly or monthly

Payroll reports

Payslips & copies

Pension payroll

Personal bank details

Sickness records

Staff returns

Superannuation
adjustments

Statutory
Provisions

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

If
employment
ceases then
end of
employment
+ 6 years

Taxes
Management
Act 1970
Income and
Corporation
Taxes 1988

Retention Period
[Operational]

Current year
+ 6 years

Current year
+ 6 years

Current year
+ 6 years

Current year
+ 6 years

Until superseded +
3 years

Current year + 3
years

Current year + 3
years

Current year + 6
years

Action at

end of the
administrative
life of the record

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

Personal
Information

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes




Basic file
description

Payroll and Pensions

Superannuation reports

2.3.38 Tax forms P6/P11/
P11D/P35/P45/P46/
P48

2.3.39 Time sheets/clock
cards/flexitime

Retention Period
[Operational]

Statutory
Provisions

Taxes Current year + 6
Management years

Act 1970

Income and

Corporation

Taxes1988

The Current year + 6
minimum years
requirement

- as stated in
Inland
Revenue
Booklet 490 -
is for at least
3 years after
the end of
the tax year
to which

they apply.
Originals
must be
retained in
paper/
electronic
format. It is

a corporate
decision to
retain for
current year

+ 6 years.
Employees
should retain
records for
22 months
after current
tax year

Current year + 3
years

Personal
Information

Action at

end of the
administrative
life of the record

SECURE DISPOSA Yes

SECURE DISPOSA Yes

SECURE DISPOSA Yes




2.4

241

2.4.2

2.4.3

Health and  Safety

Basic file

description

Health and safety
policy statements

Health and safety
risk assessments

Accident reporting
records relating to
individuals who are
over 18 years of age
at the time of the
incident

Statutory
Provisions

Social Security (Claims
and Payments) Regula

tions 1979 Regulation

25. SocialSecurity Ad-

ministration Act 1992

Section8. Limitation Act
1980

Social Security (Claims
and Payments) Regula
tions 1979.

SI1 1979 No 628

Social Security (Claims
and Payments)
Regulations

Sl 1987 No 1968
Revokesall but Part 1
of SI 1979No 628

Social Security Adminis-
tration Act 1992
Section 8.

Social Security(Claims
and Payments)
Amendment (No 30
Regulations 1993SI
1993 No 2113

Allows the information to
be kept electronically

Retention Period
[Operational]

Life of policy + 3
years

Life of risk assess
ment + 3 years
provided that a
copy of the risk as-
sessment is stored
with the accident
report if anincident
has occurred

The Accident Book
OBl 510- 3 years
after last entry in
the book

This includes the
new format to be
used from 1/1/04

Thismeansthat, if
it takes 5 years to
complete, the book
must be retained
for afurther 3years
from the last entry

Completed pages
must be kept se-
cure with restricted
access. Data Pro
tection Act 2018
and GDPR

Action at

end of the
administrative
life of the record

SECURE DISPOSA

SECURE DISPOSA

SECURE DISPOSA

Personal
Information

Yes







