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1.​ Introduction  

1.1​ This policy sets out a structured approach to reviewing and destroying records about 
pupils and employees in relation to schools within Pathway Trust. It should be read 
alongside the Data Protection Policy which is available on the trust website. 

1.2​ The retention period for each type of record is shown in the table below. The Data 
Protection Act (‘DPA’) makes it unlawful to keep information when it is no longer 
needed for the purpose for which it is held. This requirement means that schools 
should promptly destroy records once the retention period in the table below has 
been reached, except when special circumstances mean that a record should be kept 
for longer (for example when a legal claim is being brought against the school or 
there is a contentious dispute). 

2.​ Definitions  

●​ Archives: A secure location where files are stored for long periods of time. This 
may exist on a school site, or off-premises in a designated secure location.  

●​ Destroy: To securely destroy the data, this includes but is not limited to shredding 
on site or via an appropriately certified data shredding service, with certificate of 
destruction. Electronic records should be securely deleted, including backup 
copies. 

●​ Retention period: All retention dates specified should be assumed to extend to 
the end of the academic year of the date in question.  

3.​ Retention periods  

3.1​ Pupil records 

Record Retention Period Action at the end of the 
retention period 

Admission registers  Date of last entry + 6 years ●​ Transfer to archives 
Admission appeals  
 

The notes and records of 
proceedings must be kept 
securely for a minimum of 
two years 

●​ Destroy 

Attendance registers  Date of last entry + 6 years ●​ Destroy 
Child protection files  DOB of the pupil + 50 years ●​ Destroy 

●​ Child protection 
information must be 
copied and sent under 
separate cover to any 
new school whilst the 
child is still under 18 

●​ When a child is 
removed from the 
school roll to be 
educated at home, the 

 



 

Record Retention Period Action at the end of the 
retention period 

file should be copied to 
the Local Authority 

Pupil files  DOB of the pupil + 24 years ●​ Review for further 
retention in the case of 
contentious disputes, for 
example, parental 
complaints, disciplinary 
matters, pupil 
exclusions, bullying 
incidents and Data 
Protection Act requests. 

●​ Destroy 
Special Educational Needs 
files, reviews and Individual 
Education Plans  

DOB of the pupil + 24 years ●​ Review for further 
retention in the case of 
contentious disputes 

●​ Destroy 
Absence books Current year + 6 years ●​ Review for further 

retention in the case of 
contentious disputes. 

●​ Destroy 
Public examination scripts, 
marks & results  

Year of examinations + 6 
years 

●​ Destroy 
●​ Any certificates left 

unclaimed should be 
returned to the 
appropriate Examination 
Board 

Internal examination scripts, 
marks & results  

Current year + 5 years ●​ Destroy 

Any other records created 
in the course of contact with 
pupils  

Current year + 3 years ●​ Destroy 

Parental permission slips 
for school trips – where 
there has been no major 
incident, accident, injury or 
near miss involving anyone 
on the trip  

Conclusion of the trip + 3 
years 

●​ Destroy 

Parental permission slips 
for school trips – where 
there has been a major 
incident, accident, injury or 
near miss involving anyone 
on the trip  

DOB of the pupil involved in 
the incident + 24 years 

●​ Destroy 

 

 



 

 

 

 

3.2​ Employment Records 

Record Retention Period Action at the end of the 
retention period 

Employment records 
 

For at least 6 years from the 
date of termination of 
employment 

●​ Destroy 

Employment references 
provided by the School  
 

For at least 6 years from the 
date of termination of 
employment 

●​ Consider whether any 
recent reference 
requests have been 
received for the 
individual 

●​ If none, destroy 
Employment references 
provided by the School 
concerning an employee 
who was dismissed or 
where a disciplinary 
sanction was current at the 
date employment 
terminated  

For at least 6 years from the 
date of termination of 
employment 

●​ Consider whether any 
recent reference 
requests have been 
received for the relevant 
individual 

●​ If none, destroy 

Employment records where 
a safeguarding concern had 
arisen during employment 
which was found to be 
either substantiated, false, 
unfounded or 
unsubstantiated, regardless 
of whether employment 
ended for a safeguarding 
reason, or whether a 
safeguarding concern was 
current at the time 
employment terminated  

At least until the person has 
reached normal retirement 
age or for a period of 10 
years from the date of the 
allegation if that is longer 

●​ Consider whether any 
recent reference 
requests have been 
received for the 
individual or whether 
any new concerns have 
been brought to the 
School's attention by 
social services or other 
agencies  

●​ If none, destroy 

Working time opt-out forms 
If there is litigation as a 
result of a dispute keep until 
litigation has finished  
 
 

Two years from the date on 
which the opt out was 
entered into  
For the duration of the 
employment and for six 
months after termination of 
employment if the opt out 
agreement remains in force 
throughout employment 

●​ If there is no litigation, 
destroy 

 



 

Record Retention Period Action at the end of the 
retention period 

Records to show 
compliance with the 
Working Time Regulations  
 
 

For the duration of the 
employment and at least six 
months from the date of 
termination of employment 
Payroll and wage records 
for companies 6 years from 
the end of the Corporation 
Tax accounting period  

●​ Destroy 

PAYE Records  
 
 

The current year and the 
previous 3 tax years (some 
of these records may also 
be Payroll and wage 
records for unincorporated 
businesses or companies) 

●​ Destroy 

Maternity records  The current year and the 
previous 3 tax years 

●​ Destroy 

Sickness records required 
for the purposes of SSP  

The current year and the 
previous 3 tax years 

●​ Destroy 

reportable accident, death 
or injury in connection with 
work  
 

For at least 6 years from the 
date the report was made 

●​ Consider keeping longer 
in the event of serious 
accidents or where 
there has been further 
action taken.  

●​ Otherwise, destroy 
Records in relation to hours 
worked and payments 
made to workers  
 

Six years beginning with the 
day upon which the pay 
reference period 
immediately following that 
to which they relate ends 

●​ Destroy 

Consents for the processing 
of personal and sensitive 
data 

For as long as the data is 
being processed and for 6 
years afterwards 

●​ Destroy 

Copy of the Disclosure and 
Barring Service disclosure  
 
 

Once received and deemed 
satisfactory so that the 
appointment can be 
confirmed, or once obtained 
and deemed satisfactory if 
employment commenced 
prior to receipt of the 
disclosure. If the disclosure 
is relevant to the ongoing 
employment relationship it 
can be retained for as long 
as is necessary, subject to a 
maximum of six months 

●​ Destroy 

 



 

Record Retention Period Action at the end of the 
retention period 

Immigration checks  For the duration of the 
migrant worker's 
employment and for a 
further 2 years from the 
date of termination of 
employment 

●​ Destroy 

Recruitment records of 
unsuccessful candidates  

6 months after notifying 
unsuccessful candidates 

●​ Destroy 

Personnel and training 
records  

Whilst employment 
continues and for 6 years 
from the date of termination 
of employment 

●​ Destroy 

Written particulars of 
employment, contracts of 
employment and changes 
to terms and conditions  

Whilst employment 
continues and for 6 years 
from the date of termination 
of employment 

●​ Destroy 

Annual leave records  6 years from the date of 
termination of employment 
or possibly longer if leave 
has been carried over from 
year to year 

●​ Destroy 

An employee's bank details  No longer than necessary ●​ Destroy 
Records of advances for 
season tickets and loans to 
employees  

Whilst employment 
continues and for 6 years 
from the date of termination 
of employment 

●​ Destroy 

Death Benefit Nomination 
and Revocation Forms  

Whilst employment 
continues and for 6 years 
after payment of benefit 

●​ Destroy 

 

3.3​ Health & Safety, Insurance & Investigations 

Record Retention Period Action at the end of the 
retention period 

Staff Reportable injuries, 
diseases and dangerous 
occurrences (RIDDOR) 
reports or own record  

3 years  
If disease - indefinitely 

●​ Review for further 
retention in the case of 
civil claims for disease 
or personal injury  

●​ Destroy 
Staff First Aid/Accident book 
entry  
 

3 years from the date of 
injury If disease - 
indefinitely 

●​ Review for further 
retention in the case of 
civil claims for disease 
or personal injury  

●​ Destroy 

 



 

Record Retention Period Action at the end of the 
retention period 

Records of maintenance, 
examination and test control 
measures relating to 
substances hazardous to 
health under the COSHH 
regime  

5 years ●​ Review for further 
retention in the case of 
civil claims for disease 
or personal injury  

●​ Destroy 

Records of monitoring of 
exposure to substances 
hazardous to health under 
the COSHH regime  

5 years from the date of the 
last entry 40 years where a 
specific employee has been 
exposed 

●​ Review for further 
retention in the case of 
civil claims for disease 
or personal injury 

●​ Destroy 
Records of air monitoring of 
exposure to asbestos or 
lead where exposure is 
likely to exceed the control 
limit or result in significant  

5 years from the date of the 
last entry 

●​ Review for further 
retention in the case of 
civil claims for disease 
or personal injury  

●​ Destroy 
Health records for 
licensable asbestos work  

40 years from the date of 
the last entry 

●​ Review for further 
retention in the case of 
civil claims for disease 
or personal injury  

●​ Destroy 
Medical and health 
surveillance reports  

40 years from the date of 
last entry 

●​ Review for further 
retention in the case of 
civil claims for disease 
or personal injury  

●​ Destroy 
Examination/report of defect 
for power presses  

2 years ●​ Destroy 

Pupil Accident reports 
including first aid/accident 
Destroy  
 
 

DOB of the pupil involved in 
the incident + 21 years, or 
longer should the record be 
contained in a book where 
an earlier record is still 
within the required range. 

●​ Review for further 
retention in the case of 
civil claims for personal 
injury 

Pupil Reportable injuries, 
diseases and dangerous 
occurrences (RIDDOR) 
reports or own record  

DOB of the pupil involved in 
the incident + 21 years 

●​ Review for further 
retention in the case of 
civil claims for personal 
injury  

●​ Destroy 
Incident investigations and 
reports, risk assessments 
and other relevant 
documents where there has 
been an accident or incident  

DOB of the pupil involved in 
the incident + 21 years 

●​ Review for further 
retention in the case of 
civil claims for personal 
injury  

●​ Destroy 

 



 

Record Retention Period Action at the end of the 
retention period 

Risk assessments, records 
of health and safety 
arrangements, copies of 
policies and procedures  
General records of health 
and safety auditing and 
monitoring including fire risk 
assessments, electrical 
testing, PAT testing and gas 
appliance testing  
Training records and copies 
of instructions or 
information  
Maintenance logs and / or 
records of plant and / or 
equipment plus safety 
manuals / notices / 
instructions  
Records of emergency 
evacuations and fire drills, 
fire safety risk assessments 
and fire safety policy / fire 
arrangements  

At least 3 years (in the 
absence of a specific 
accident, incident, 
dangerous occurrence or 
notifiable disease)  
 

●​ Review for further 
retention in the case of 
enforcement action or 
civil claims for disease 
or personal injury  

●​ Destroy 

Copies of documents, 
including health and safety 
files, prepared pursuant to 
the Construction (Design 
and Management) 
Regulations 2007 

To be decided by the 
School - records should be 
retained as long as is 
reasonably necessary to 
inform on future 
construction projects at the 
School site 

●​ Destroy  

Details of insurers and 
policy schedules  

Indefinitely  

Insurance certificates and 
schedules of cover  

Indefinitely  

Correspondence with 
insurers related to specific 
accidents or incidents  

3 years generally  
If the incident involved a 
pupil - DOB of the pupil 
involved in the incident + 21 
years  
Disease claims or where 
there have been allegations 
of abuse - indefinitely 

●​ Review for further 
retention in the case of 
civil claims for disease 
or personal injury  

●​ Destroy 

Internal reports and 
investigations into accidents 
/ incidents  

3 years​  ●​ Destroy 

 



 

Record Retention Period Action at the end of the 
retention period 

Copies of reports submitted 
to external agencies and 
regulators, such as Ofsted, 
HSE, Local Authority, 
Education Funding Agency 
and the Department for 
Education etc 

External reports, reviews, 
investigations and inquiries 
e.g. inquests and public 
inquiries criminal 
prosecution and / or a civil 
claim.  
Where this relates to pupil 
DOB +21 years​  

●​ Destroy 

 

3.4​ Financial Records 

Record Retention Period Action at the end of the 
retention period 

Financial Records Current Year +6 years ●​ Destroy 
Contracts Current + 6 years from 

contract end or + 6 years 
from end of warranties if 
longer 

●​ Review warranty length 
●​ Destroy 

 

4.​ Archive material 

4.1​ Archive material which does not contain personal data can be kept indefinitely, for 
example: 

●​ Old photographs of school buildings. 

●​ Title deeds. 

4.2​ Archive material relating to a number of pupils can be kept indefinitely, for example: 

●​ Old class photographs. 

●​ Lists of pupils attending the school in any given year. 

●​ Prospectuses. 

●​ Newspapers cuttings. 

4.3​ Individual pieces of archive material relating to specific pupils, for example a piece of 
artwork, can be kept indefinitely provided that: 

●​ The purpose of retention is clear, for example as part of a display or for historical 
research. 

●​ The guidelines on general data retention above are not compromised. 

 


