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[bookmark: _Toc201648969]INTRODUCTION
The Halliard Trust takes its responsibility for obtaining, using, and storing data seriously.  As such, it wishes to ensure that all data held by the Trust is retained only if required to do so.  Furthermore, under the Data Protection Act 2018 and UK GDPR, the Halliard Trust is required to have in place appropriate policies and procedures which ensure the secure storage of, and retention of data (in any format) is always covered by these regulations.
[bookmark: _Toc201648970]WHAT HAS CHANGED IN THIS VERSION
The document reflects the current DfE guidance on the retention of data, as such the retention tables have been amended to reflect this. Examples have now been included for each data type. This document should be used alongside DfE and other statutory guidance.

[bookmark: _Toc201648971]PURPOSE
This is a top-level document to guide and inform staff on the requirements around data retention of student, employee, and other information. This policy applies to all forms of data and is not explicitly related to electronically stored data and is based upon DfE guidelines.
[bookmark: _Toc201648972]SCOPE
This procedure applies to all Halliard Trust staff that are required to process student or staff personal data.  It is supported by several other Halliard Trust policies and information from the DfE, notably:

· FT-IT001 - Acceptable Use Policy (Staff)
· FT-IT005 - Data Protection - Main Policy
· 
· Data protection in schools - Record keeping and management – Guidance (https://www.gov.uk/guidance/data-protection-in-schools/record-keeping-and-management)

[bookmark: _Toc201648973]MONITORING
This document will be monitored by the Trusts central data team and HR director to reflect any changes to the DfE guidance, in consultation with the Chief Information Officer.
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[bookmark: _Toc201648974]RETENTION GUIDANCE: STUDENT DATA
These data types and examples are based on the DfE's guidelines for data protection in schools (Data protection in schools - Record keeping and management - Guidance - GOV.UK), which emphasise the importance of regular audits, the lawful basis for data processing, the Data Protection Act 2018 and UK GDPR. If a student transfers to another educational establishment, the responsibility for long-term data retention then resides with that establishment. It may be necessary to confirm that they have all the required information to meet statutory requirements.

	Data Type: Student
	Term
	Additional Information / Data Example
	Actions and Owner(s)

	Schools’ Admissions Applications
	Pupil at school +1 year or 6 years for pupils not joining the school
	Withdrawn applications are to be deleted or completely anonymised after 1 year.

	Reminders should be issued to all staff with access to the school’s admissions module (SAM) or any spreadsheets downloaded from SAM, once a year

Office Administrators, Business Manager, Headteacher, Governance Lead

	Schools Admissions Appeals 
	Pupil at school + 5 years
	Details of admissions appeals (both successful and unsuccessful) will be held for a period of 6 years from the August following the conclusion of the appeal.

	Office staff should remove each year’s admissions appeals data from the electronic system, (and other systems if applicable), each summer, and commencing 6 years after the first appeal. 

Office Administrators, Business Manager, Headteacher, Governance Lead

	Personal Identifiers, Contacts
	Until student leaves the school
	Regularly reviewed and updated. Example: Updating contact details annually to ensure accuracy.
	Information to be removed once the statutory requirements have been met.

Office Administrators, Business Manager

	Academic Records
	25 years from the student's date of birth
	Includes grades, transcripts, and exam results. Example: Retaining exam results for future reference in case of legal disputes or alumni requests.
	Information to be removed once the statutory requirements have been met.

Office Administrators, Business Manager, Trust Data Team

	Attendance Records
	3 years after the end of the academic year
	Used for monitoring and reporting purposes. Example: Keeping attendance records to monitor student engagement and report to local authorities.
	Information to be removed once the statutory requirements have been met.

Office Administrators, Business Manager, Trust Data Team

	Special Educational Needs (SEN) Data
	35 years from the student's date of birth
	Retained longer due to potential legal requirements. Example: Maintaining SEN records to support long-term educational planning and legal compliance.
	Information to be removed once the statutory requirements have been met.

Office Administrators, Business Manager

	Safeguarding Records
	Indefinitely
	Critical for student safety and legal compliance. Example: Keeping safeguarding records to ensure ongoing protection and compliance with legal requirements.
	No additional action is required.

Designated Safeguarding Lead, Headteacher

	Health Records
	Until student leaves the school
	Includes medical information and health plans. Example: Retaining health records to manage ongoing medical needs and emergency situations.
	Regular review and updating. Information to be removed once the statutory requirements have been met.

Office Administrators, Business Manager

	Behaviour and Exclusion Records
	3 years after the end of the academic year
	Used for monitoring and reporting purposes. Example: Keeping behaviour records to track student conduct and inform disciplinary actions.
	Information to be removed once the statutory requirements have been met.

Office Administrators, Business Manager

	Financial Records (e.g., fees)
	6 years after the end of the financial year
	Required for auditing and financial compliance. Example: Retaining fee payment records for auditing purposes and financial reporting.
	Information to be removed once the statutory requirements have been met.

Office Administrators, Business Manager

	Photographs and Videos
	Until student leaves the school
	Used for school publications and events. Example: Using photographs and videos for school yearbooks and promotional materials.
	Information to be removed once the statutory requirements have been met.

Office Administrators, Business Manager


[bookmark: _Toc201648975]RETENTION GUIDANCE: STAFF DATA
These data types and examples are based on the DfE's guidelines for data protection in schools (Data protection in schools - Record keeping and management - Guidance - GOV.UK), which emphasise the importance of regular audits, the lawful basis for data processing, the Data Protection Act 2018 and UK GDPR.

	Data Type: Staff
	Term
	Additional Information / Data Specifics
	Actions and Owner(s)

	Personal Identifiers, Contacts
	Until employment ends + 6 years
	Regularly reviewed and updated. Example: Updating contact details annually to ensure accuracy. Refer to DfE guidelines on data audits and retention policies.
	Deletion of electronic information, paper records destruction using a confidential waste disposal service

HR Administrators, Business Manager

	Employment Records
	Until employment ends + 6 years
	Includes contracts, performance reviews, and disciplinary records. Example: Retaining employment contracts for reference in case of legal disputes. Refer to DfE guidelines on employment data retention.
	Information to be removed once the statutory requirements have been met.

HR Administrators, Business Manager

	Payroll and Tax Information
	6 years after the end of the financial year
	Required for auditing and financial compliance. Example: Keeping payroll records for HMRC audits. Refer to DfE guidelines on financial data retention.
	Information to be removed once the statutory requirements have been met.

HR Administrators, Business Manager, Chief Financial Officer

	Health and Safety Records
	3 years after the end of the academic year
	Includes accident reports and risk assessments. Example: Retaining accident reports to comply with health and safety regulations. Refer to DfE guidelines on health and safety data retention.
	Information to be removed once the statutory requirements have been met.

HR Administrators, Business Manager

	Training Records
	Until employment ends + 6 years
	Includes professional development and certification records. Example: Keeping training records to verify qualifications and ongoing professional development. Refer to DfE guidelines on training data retention.
	Information to be removed once the statutory requirements have been met.

HR Administrators, Business Manager, HR Director

	DBS Checks
	6 months after the check is completed
	Retained for review and compliance purposes. Example: Keeping DBS check records to ensure compliance with safeguarding requirements. Refer to DfE guidelines on DBS data retention.
	Information to be removed once the statutory requirements have been met.

HR Administrators, Business Manager, HR Director

	Pension Records
	12 years after the benefit ceases
	Required for pension administration and compliance. Example: Retaining pension records to manage pension entitlements and payments. Refer to DfE guidelines on pension data retention.
	Information to be removed once the statutory requirements have been met.

HR Administrators, Business Manager, Chief Financial Officer

	Grievance and Disciplinary Records
	Until employment ends + 6 years
	Used for monitoring and reporting purposes. Example: Keeping grievance records to track and resolve workplace disputes. Refer to DfE guidelines on grievance data retention.
	Information to be removed once the statutory requirements have been met.

Business Manager, HR Director

	Photographs and Videos
	Until employment ends
	Used for identification and school publications. Example: Using staff photographs for ID badges and school websites. Refer to DfE guidelines on media data retention.
	Information to be removed once the statutory requirements have been met.

HR Administrators, Business Manager




[bookmark: _Toc201648976]RETENTION GUIDANCE: DATA STORAGE GUIDELINES
	Data Type: Both
	Term
	Data Specifics
	Justification for Retention
	Actions

	Information held on the shared Staff or Student areas
	Variable
	Files that have been neither accessed nor modified for a period of 6 years should be removed from the systems. 
	There is a risk that personnel data is being stored within data storage areas.

As such it is best practise to remove data and information that is no longer required for statutory purposes
	Review of files and folders on a regular basis

Specific Area Owners, Office Administrators, Business Manager 



	Information held on Staff personal storage areas
	Variable
	Staff will manage their individual storage areas and email accounts, removing data that is no longer relevant or outside of statutory requirements.
	There is a risk that personnel data is being stored within data storage areas.

As such it is best practise to remove data and information that is no longer required for statutory purposes
	Individual Staff

	Staff Leavers personal storage areas and email
	Variable
	If long-term retention of data or email is required, it is the school’s responsibility to inform the Trust IT Department. The default retention period for 365 email is 30 days.
	Statute of limitations for a time limited period; the school would need to be able to respond to legal action.

With cloud-based systems there are restrictions to the amount of time that certain deleted items can be retained
	Review Staff leavers on a regular basis. School staff to advise if leaver information is to be retained and the location it should be moved to for access.

Trust IT Department, School Business Managers to advise IT if long term retention required
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