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Data Retention Policy 
 
 

This school is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment 

 
 
 
 
 

 
Governor’s Committee Responsibility:  Resources 

 
 

Date Approved:      Spring 2021 
 

Review Period:      3 yearly 
 
 

Next Review Date:      Spring 2024 
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The Limpsfield Grange Values: 

At Limpsfield Grange we believe in working together to make a difference.  

We are a tolerant community; we accept, value and understand others. 

We care for all members of our community without judgement. 

We are responsible for our own learning, behaviour and actions.  

We accept that sometimes things go wrong. We work together to take responsibility for our 

mistakes and for putting things right. 

We are a respectful community and we treat others as we would like to be treated, even if 

they have different views and opinions to our own. 

We understand that good behaviour helps us to prepare for life beyond Limpsfield Grange. 

We are positive and resilient. We celebrate difference in everything that we do. 

We are all proud to be part of the Limpsfield Grange community. 

July 2017 
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Background and rationale 
Limpsfield Grange School has a responsibility to maintain its records and record keeping systems. When 
doing this, the school will take account of the following factors:  

 The most efficient and effective way of storing records and information; 

 The confidential nature of the records and information stored; 

 The security of the record systems used; 

 Privacy and disclosure; and 

 Their accessibility. 

This policy does not form part of any employee's contract of employment and is not intended to have 
contractual effect. It does, however, reflect the school’s current practice, the requirements of current 
legislation and best practice and guidance. It may be amended by the school from time to time and any 
changes will be notified to employees within one month of the date on which the change is intended to take 
effect. The school may also vary any parts of this procedure, including any time limits, as appropriate in any 
case. 
 
Aims of the policy 
This policy sets out how long employment-related and student data will normally be held by us and when 
that information will be confidentially destroyed in compliance with the terms of the General Data Protection 
Regulation (GDPR) and the Freedom of Information Act 2000.  
 
Data will be stored and processed to allow for the efficient operation of Limpsfield Grange School. The 
school’s Data Protection Policy outlines its duties and obligations under the General Data Protection 
Regulations. 
 
Scope of the Policy 
This policy applies to all records created, received or maintained by staff at Limpsfield Grange School in the 
course of carrying out its functions. 

 Records are defined as those documents which facilitate the business carried out by the school and 
which are thereafter retained (for a set period) to provide evidence of its transactions or activities.  
These records may be created, received or maintained in hard copy or electronically. 

 A small percentage of the school’s records will be selected for permanent preservation as part of the 
institution’s archives and for historical research. 
 

Responsibilities 

 Limpsfield Grange School has a corporate responsibility to maintain its records and record keeping 
systems in accordance with the regulatory environment.  The Headteacher has overall responsibility 
for this policy. 

 The School Business Manager will give guidance for good records management practice and will 
promote compliance with this policy to ensure that information can be retrieved easily, appropriately 
and in a timely manner. 

Limpsfield Grange School  
Data Retention Policy 
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 Individual school staff must ensure that the records for which they are responsible are accurate, and 
are maintained and disposed of in line with the Information and Records Management Society 
Retention Guidelines for Schools (see link at the end of this policy). 
 

Retention Schedule 
Information (hard copy and electronic) will be retained for at least the period specified in the Document 
Retention Schedule issued by the Information and Management Records Society.  Some of the guidelines 
are statutory, others are best practice.  Every effort has been made to ensure that these retention periods 
are com pliant with the requirements of the Data Protection Act and the Freedom of Information Act 2000.   
 
Safe Disposal of Records 
Where records have been identified for destruction they should be disposed of in an appropriate way. All 
information must be reviewed before destruction to determine whether there are special factors that mean 
destruction should be delayed, such as potential litigation, complaints or grievances. 
 
All paper records containing personal information, or sensitive policy information should be shredded before 
disposal where possible. Large amounts of paper records for destruction should be put into sealed Shred 
Station bags (available from the School Business Manager) and given to the Premises Manager to store 
securely whilst awaiting collection. All electronic information will be deleted. 
 
The school maintains a database of records which have been destroyed and who authorised their 
destruction. When destroying documents, the appropriate staff member should record in this list at least:  

 File title/description; 

 Number of files;  

 Name of the authorising line manager 

 Date destroyed or deleted from system; and 

 Person(s) who undertook destruction. 

The Data Destruction Log is available in the Adeveryone drive. 
 
Record Keeping of Safeguarding 
Any allegations made that are found to be malicious must not be part of the personnel records.  
 
For any other allegations made, the school must keep a comprehensive summary of the allegation made, 
details of how the investigation was looked into and resolved and any decisions reached. This should be kept 
on the personnel files of the accused.  
 
Any allegations made of sexual abuse should be preserved by the school for the term of an inquiry by the 
Independent Inquiry into Child Sexual Abuse. All other records (for example, the personnel file of the 
accused) should be retained until the accused has reached normal pension age or for a period of 10 years 
from the date of the allegation if that is longer. Guidance from the Independent Inquiry Child Sexual Abuse 
states that prolonged retention of personal data at the request of an Inquiry would not contravene data 
protection regulation provided the information is restricted to that necessary to fulfil potential legal duties 
that a school may have in relation to an Inquiry.  
 
Whilst the Independent Inquiry into Child Sexual Abuse is ongoing, it is an offence to destroy any records 
relating to it. At the conclusion of the Inquiry, it is likely that an indication regarding the appropriate 
retention periods of the records will be made. 
 

file:///C:/Users/Head/Downloads/Document%20Retention%20Schedule.pdf
file:///C:/Users/Head/Downloads/Document%20Retention%20Schedule.pdf
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Archiving 
Where records have been identified as being worthy of preservation over the longer term, arrangements 
should be made to transfer the records to the archives. A database of the records sent to the archives is 
maintained by the main school office. The appropriate staff member, when archiving documents should 
record in this list the following information:  

 File reference (or other unique identifier); 

 File title/description; 

 Number of files; and 

 Name of the authorising officer.  

Transfer of Information 
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 or virtual storage centres (such as cloud 
storage). The lifespan of the media and the ability to migrate data where necessary should always be 
considered 
 
Transferring Information to Other Media 
We retain the student’s educational record whilst the child remains at the school. Once a student leaves the 
school, their electronic file is sent to their next placement, however paper copies of student files are retained 
for at least 25 years.  Safeguarding files are copied and sent securely to the student’s new placement, the 
school office keeps a copy of the proof of receipt, the original copies are stored in a locked filing cabinet in 
a locked store and are kept indefinitely.  
 
Emails 
Emails accounts are not a case management tool in itself. Generally emails may need to fall under different 
retention periods (for example, an email regarding a health and safety report will be subject to a different 
time frame to an email which forms part of a student record).  It is important to note that the retention 
period will depend on the content of the email and it is important that staff file those emails in the relevant 
areas to avoid the data becoming lost.  
 
School Closures 
Should the school close there will be records which will need to be stored until they work out their statutory 
retention periods. 
 
It is the responsibility of the Local Authority to manage these records until they have reached the end of 
their administrative life and to arrange for their disposal when appropriate.  There may be a number of 
different reasons why a school has closed and this may affect where the records need to be stored. 

 If the school has been closed and the site is being sold or reallocated to other use then the Local 
Authority should take responsibility for the records from the date the school closes. 

 If Limpsfield Grange School closes and subsequently becomes an Academy, the records relating to 
the current student intake will be transferred to the Academy, but all other records become the 
responsibility of the Local Authority. 

 
Responsibility and Monitoring 
The School Business Manager has primary and day-to-day responsibility for implementing this policy. The 
Data Protection Officer, in conjunction with the school, is responsible for monitoring its use and effectiveness 
and dealing with any queries on its interpretation. The Data Protection Officer will consider the suitability 
and adequacy of this policy and report improvements directly to management.  
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Internal control systems and procedures will be subject to regular audits to provide assurance that they are 
effective in creating, maintaining and removing records. 
Management at all levels are responsible for ensuring those reporting to them are made aware of and 
understand 
 
Related policies and documents: 

 CCTV Policy 

 Data Breach Policy 

 Data Protection Policy 

 

 Equalities Policy 

 Exams Archiving Policy 

 Safeguarding Policy 

 Staff Behaviour Policy 
 

 
 
This policy will be reviewed 3 yearly and additionally in the case of the following: 

 Serious or frequent breaches of the Data Retention Policy 

 New guidance from the Information and Management Records Society 

 Advice from the Local Authority or Police 

Data Protection Officer (DPO) 
Please find below details of the School’s Data Protection Officer:  
 
Data Protection Officer: Judicium Consulting Ltd. 
Address:  72 Cannon Street, London, EC4N 6AE 
Email: dataservices@judicium.com 
Web: www.judiciumeduation.co.uk 
Telephone: 0203 326 9174 
Lead Contact: Craig Stilwell 
 
The Data Protection Officer is responsible for overseeing this Data Protection policy and developing data-
related policies and guidelines.  
 
Review 
The Governing Body of Limpsfield 
Grange School adopted this policy on: 
 

 

It will be reviewed on:  
 

Signed  
 

Dated  
 

 
 

mailto:dataservices@judicium.com

