




5.2 For data to be considered securely disposed of, it must be in a condition where it cannot either
be read or reconstructed. Paper records must be shredded using a cross-cutting shredder; CDs
/ DVDs / diskettes will be cut into pieces.

5.3 Hard-copy images, AV recordings and hard disks will be dismantled and destroyed.

6. Timescales for retention

6.1 Except where there is a specific statutory obligation to destroy records, the timescales
suggested below should not be treated as prescriptive. They are guidelines only and should not
be a substitute for exercising careful thought and judgement, or taking specific advice where
necessary, depending on the circumstances. Sometimes, case-by-case decision making for the
retention of documents will be required.

Table of suggested retention periods

Type of record/document Suggested retention period Owner/ Location
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Pupil email accounts Delete within one year of leaving the
School.

Server/ cloud

Staff emails Routine deletion of historic emails after
2-3 years and delete accounts within 1
year of leaving the School.

Server / cloud

*29(51$1&( 5(&25'6

Registration documents of
School

Permanent or until closure of the
School, and then likely subject to
archiving for documents of historical
significance.

Bursary/ Archives

Minutes of Governors'
meetings

Legal requirement is 6 years from date
of meeting but likely subject to archiving
for records of historical significance.

Governors’ Portal/ Archives

$77(1'$1&( 5(&25'6

Attendance Register Electronic records now kept indefinitely iSAMS / School Office
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Type of record/document Suggested retention period Owner/ Location

Pupil immigration records
for sponsored students

Duration of student sponsorship plus
minimum 1 year (i.e. this means for one
year after pupil has left the School).

Admissions Department files
(electronic files in Google
and hard copy kept for UKVI
inspection purposes)
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Examination results
(external or internal)

7 years from pupil leaving the School. iSAMS / School
n







Type of record/document Suggested retention period Owner/ Location

Accident at work records
(staff)

Minimum 4 years from date of accident,
but reviewed case-by-case by Head of
Health and Safety in consultation with
Chief Operating Officer.

Head of Health and Safety /
Chief Operating Officer

Staff use of hazardous
substances

Minimum ·
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