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Record Retention period Action at the end of the retention period Retention
period
required by
law?

1 Pupils/Students

1.1 Admission
registers
(however held)

Three years from the date of the
last entry

Transfer to the archives and shred or delete copies and
back-ups

Yes

1.2 Attendance
registers
(however held)

Three years from the date of the
last entry

Review for further retention in the case of contentious dispute

SHRED/DELETE including back-ups and copies

Yes

1.3 Child protection
records

DOB of the pupil/student + 50
years

Review for further retention in the case of contentious dispute

SHRED/DELETE

Notes
1 Child protection information must be copi
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involved in, or have knowledge of child sexual abuse or
child sexual exploitation; allegations (substantiated or
not) of individuals having engaged in sexual activity
with, or having a sexual interest in, children; institutional
failures to protect children from sexual abuse or other
exploitation. 50 years from the date of birth of the
pupil/student involved should be a sufficient period of
retention but this should be kept under review

1.4 Biometric
information
(e.g. fingerprints
to be used as
part of an
automated
biometric
recognition
system)

For as long as WAT requires the
information for the automated
biometric recognition system

This information must not be kept for longer than it is needed.
The information must be destroyed if the pupil/student no
longer uses the system including when they leave WAT, where
the parent/carer or pupil/student withdraws consent or the
pupil/student objects to its use

No

1.5 Medical records
held by WAT

DOB of the pupil/student + 24
years; or

Six years from the date of an
incident which may become
contentious if the pupil was 18
years old at the date of the incident

Whichever is the longer

The 24 year period is based on the
fact that once the child turns 18
years old they have a certain
amount of time (known as
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Scripts from termly or yearly tests:
Keep until the end of the next
academic year.

Marks & results:

If the purpose of the test is to
progress the child (either internally
or externally) then keep marks &
results in accordance with the
retention periods and guidance set
out in row 2.1 above.

If the purpose of the test is for
general internal assessment of
academic performance then keep
marks & results for the same
period as the scripts themselves.

2.3 Special
Educational
Needs files,
reviews and
Individual
Education Plans

DOB of the pupil/student + 24
years; or

Six years from the date of an
incident which may become
contentious if the pupil was 18
years old at the date of the incident

Whichever is the longer

Review for further retention in the case of contentious disputes

SHRED/DELETE

No

2.4 Statement of
Special
Education Needs
(SEN) and
Education
Healthcare (EHC)
Plans

Statements of SEN (including
appendices) and EHC Plans
should never be retained once the
pupil/student has left WAT

SHRED/DELETE unless legal action pending

The Statement / Plan belongs to the LA which makes and
maintains the Statement / Plan

Yes
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4.2 Admission
documents
including
enrolment forms

Three years from date of entry

Review for further retention in the case of contentious disputes

SHRED/DELETE

No

4.3 Admissions
documents
relating to
applicants who
did not join WAT

One year would be reasonable
(subject to requirements for
admission appeal documents - see
below), however, this is at the
Trust's discretion. If there is a risk
that parents/carers or a
pupil/student might bring a claim
against WAT then the documents
should be retained.

The documents can be kept for as
long as WAT considers that they
are required, subject to WAT's
obligation not to keep the
documents for longer than is
necessary

SHRED/DELETE No

4.4 Documents
relating to
admission appeal
proceedings

At least two years Review for further retention in the case of relevance to
contentious disputes.

SHRED / DELETE

Yes

5 Employment

5.2 Employment or
personnel
records including
contracts of
employment,
changes to terms

For at least six years after date of
termination of employment

For at least 12 years after date of
termination if any of the documents
were signed as a deed

If on a date no earlier than six years after the termination date
there has been no recent contact from the relevant individual
and no apparent breach of contract claim, dispose securely of
documentation unless any child protection concerns. Records
of anyone with child protection concerns (even if not proved)
should be retained

No
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former member of staff indefinitely
either on an archive SCR or within
the personnel file.

5.4 Records and
documents
relating to
membership of
and contributions
to the Teachers'
Pension Scheme

12 years SHRED/DELETE

No

5.5 Employment
references
received and
references
provided (where
no safeguarding
concerns have
arisen or are
known)

While employment continues and
at least up to six years after
employment terminates

Keep for so long as a reference may be required in future -
potentially up until the employee's normal retirement age

Consider whether any recent reference requests for the
relevant individual

If none, SHRED/DELETE

No

5.6 Employment
reference where
an individual's
employment
ended for a
safeguarding
reason or where
safeguarding was
outstanding at
the time of
termination

At least for 10 years after the
person has retired or until the
individual reaches the age of 75,
whichever is the later

Consider whether any recent reference requests for the
relevant individual or new concerns raised by social services or
other agencies

If none, SHRED/DELETE

Yes
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save for where
those include
payroll records.

Maternity
certificates
showing the
expected week of
confinement

5.12 Sickness records
required for the
purposes of
Statutory Sick
Pay (SSP)

During employment and for a
period of three years after
employment has ended

SHRED/DELETE Yes

5.13 Records in
relation to hours
worked and
payments made
to workers

For a period of three years
beginning with the last day of the
following month to which the
records relate

SHRED/DELETE Yes

5.14 Consents for the
processing of
personal data
and sensitive
personal data
(known as
special category
personal data
under the GDPR)

For as long as the data is being
processed and up to six years
afterwards

For consent to be valid it must be
"freely given". This is often difficult
to evidence in an employment
context owing to the imbalance in
the relationship between WAT and
the employee. Therefore, WAT will
be very careful before asking
employees to consent to their data
being used in a particular way. In
the vast majority of cases it is not

SHRED/DELETE Yes
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8.3 Copies of
documents,
including health
and safety files,
prepared
pursuant to the
Construction
(Design and
Management)
Regulations 2015

Records should be retained as
l�
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11 Alumni records

11.2 Alumni should be
treated as
employees for
the purposes of
health and safety
records.
Although this is
not strictly
necessary, (some
of the health and
safety
requirements
relating to
employees do not
apply to alumni),
treating them the
same can be
considered good
practice and ma�
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12 Material kept for archiving
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CCTV footage may also be needed in relation to parental
complaints, disciplinary matters, pupil exclusions, bullying
incidents or health and safety matters.

If a subject access request has been made for the footage it
must be retained.

WAT should consider the relevant limitation periods for claims
being brought against WAT and seek advice as necessary.

13.3 Photographs of
pupils/students
for internal
administration
purposes e.g. to
identify the
pupil/student or
photographs
used on security
passes

These photographs should be
retained for as long as they are
required for the purpose for which
they were taken.

SHRED/DELETE

Review for further retention in the case of relevance to
contentious disputes.

No

13.4 Photographs or
vide� u
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pupils/students
used as part of
the curriculum
e.g. a video of a
drama lesson/
performance or
as part of an art
project

they are required for the purpose
for which they were taken.

If images are retained for historical
reasons please see the comments
at 12.3 above.

Review for further retention in
e r

fin


