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Document Management Information 

Applicable to: All staff in all Academies and Central Support Services including individuals 
employed by the Trust, contractors and agency staff. 

All Members and Trustees. 
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1. Introduction 

1.1. The Trust is committed to the efficient management of our records for the effective delivery of our 
services, to document our principle activities and to maintain the corporate memory. 

1.2. The benefits of effective records management are: 

¶ protecting our business-critical records and improving business resilience. 

¶ making sure our information can be found and retrieved quickly and efficiently. 

¶ complying with legal and regulatory requirements. 

¶ reducing risk for litigation, audit and government investigations. 

¶ minimising storage requirements and reducing costs. 

1.3. Information held for longer than is necessary carries additional risk and cost. Records and 
information should only be retained when there is a business need to do so. In addition, under 
UK GDPR and the DPA 2018, personal data processed by the Trust must not be retained for longer 
than is necessary for its lawful purpose. 

1.4. The principles outlined in this policy have been developed to provide a consistent approach to 
managing records throughout their lifecycle and regardless of their format. 

2. Document Purpose 

2.1. 
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5. Disposal/Deletion of Personal data  

5.1. Under no circumstances should paper documents containing personal data or confidential 
information be simply deposited in non-confidential bins. To do so could result in the unauthorised 
disclosure of such information to third parties, ie a data breach, and render the Trust liable for fines 
by the Information Commission.  Personal data that is no longer needed is to be disposed of securely 
in accordance with the timelines specified in this policy. Likewise, personal data that has become 
inaccurate or out of date will also be disposed of securely, where we cannot or do not need to rectify 
or update it.  

5.2. In order to dispose of such records securely the Trust and Academies will shred or incinerate paper-
based records and overwrite or delete electronic files. The Trust and individual Academies may also 
use a third party to safely dispose of records on our/their behalf. If that is the case, then third parties 
will be required to provide sufficient guarantees that they comply with data protection law.  
Certificates of destruction should always be obtained.  

6. Responsibility for Disposal 

6.1. It is incumbent on every member of staff to keep documents and especially personal data for no 
longer than the specified guidelines in this policy. The Trusts Head Office and Academies are to have 
a process in place to ensure that records are disposed of in a timely fashion. Where data is held by a 
third party, clear instruction must be provided within a contract or data sharing agreement with 
regards our specified timelines for retention and subsequent disposal.  

6.2. Much of the retention and deletion of documents will be carried out in line with this retention policy, 
however there may be cases when it is not clear.  When staff are faced with a decision about an 
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6.6. Destruction logs and certificates may be requested by the Data Protection Officer at any time to 
ensure compliance with the data retention policy. 

7. Contact Details for advice 

7.1. If you have any questions, concerns or would like more information about anything mentioned in this 
Policy please contact the Data Protection Officer, details below:  

¶ Data Protection Officer, David Ross Education Trust 

¶ Dataprotection@dret.co.uk 

8. Policy Status  

8.1. This policy does not form part of any employee's contract of employment. 

9. Related Policies 

9.1.  This policy is related to the following other Trust policies: 

¶ Data Protection Policy. 

¶ Freedom of Information Policy.



 

Appendix A: Record Retention Timeline  
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 Basic File 
Description 

Data 
Protection 

Issue 

Statutory? 
IE, MUST 

DO  
✓ 

Statutory Provision Retention Period 
(Operational) 

Action at the end of the 
administrative life of the record 

(D - Dispose, SD ʹ Secure 
Disposal) 

of unsuccessful appeal 

1.37 Admissions – Register  Yes ✓ 
 

DFE Advice Date of entry + 3 
years 

SD Schools may wish to keep a 
copy in case of enquiries 
from former pupils 

1.38 Admissions paperwork – place not 
accepted 

Yes   Academic year SD  

1.4 Operational Administration 

1.41 Circulars, Newsletters, etc to staff, 
parents and pupils 

No   Current + 1 year D SD if contains personal 
information 

1.42 General files No   Current year + 5 
years 

SD Review before destruction 

1.43 Parent Teacher Associations No    Current year + 6 
years 

SD Review before destruction 

1.44 Prospectus/brochures No   Current year + 3 
years 

D  

1.45 Sign In App or similar software Yes   Visitors – date of last 
visit + 14 days 
Contractors and 
Supply Staff – date 
of last visit + 12 
months 

SD Review whether a further 
retention period is 
required.  

2 Human Resources 

2.1 Recruitment and Employment Records 

2.11 References Yes ✓ 
 

Keeping Children safe in 
Education 

Date of resignation + 
2 years 

SD  

2.12 Application forms and interview 
notes – unsuccessful candidates 

Yes   Date of interview + 6 
months 

SD Review before destruction 
if involved in tribunal  
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 Basic File 
Description 

Data 
Protection 

Issue 

Statutory? 
IE, MUST 

DO  
✓ 

Statutory Provision Retention Period 
(Operational) 

Action at the end of the 
administrative life of the record 

(D - Dispose, SD ʹ Secure 
Disposal) 

3.21 Burglary, theft and vandalism report 
forms 

Yes   Current year + 6 
years 

D  

3.22 Inventories  No   Current year + 6 
years 

D  

3.3 Accounts, Statements, Financial an] TJ
 Statement663.34 44 27.024 re

W* n
Statement663.g4.78 46688 r2(M

/F2 1T

/F2 1g4.78 466mre

ftf

1 0 0 1 131.54 428.14  Tm

0 g

0 G

[(Acc)-3(o)5(u)4(n)4(ts)-3(, )6(S)-4(ta)4BMC 370.64 384.19 725.5 27.024 re

f*

 EMC q

73.464 384.19 725.5 27.0248 520.18 229.9228 0.48 re

f*

73.464 438.9.9228.7 0.48 re

f*

252.17 438.59.9228 0.48 re

f*

73.4428.14 Tm

2232 0.48 re

f*

310.97 438.59.9228 0.48 re

f*

73.48.14 Tm

0 2258.44 0.48 re

f*

369.89 439.9228 0.001 0.48 re

f*

370.37 43
0 2258.454 0.48 re

f*

528.91 49.9228 0.4004 0.48 re

f*

529.39 4m

223204.9 0.48 re

f*

634.3 4389.9228 0.4000.48 re

f*

634.78 438m

223208 0.48 re

f*

662.86 439.9228 0.001 0.48 re

f*

328.14 Tm

0228.5.74 0.48 re

f*

799.08 49.9228 0.001 0.48 re

f*

328.14 Tm

0466.426.88 re

f*

72.984 411.79.9228 0.001 0.48 re

f*

3f*

65Tm

0 48001 D 38>> BDC 78.17 438.5Tm

0 48001 D 38>> BDC 78.14 411.5Tm

0 480.024 rD 36>> BDC 48.24 397.75 19.565e

3 411.7 29.904 26.88 re

W* n

BT

/F1 141.04 Tf

1 0 0 1 48.24 455.5 T65e

3 411.7 29.904 26.88 re

Q

q

43.08 411.7 29.904 26.88 r.08 27n

BT

/F1 11.04 T3f

1 0 0 1 67.8 455.5 Tm65e

3 411.7 29.904 26.88 re

Q

q

43.08 411.7 29.904 278.58.08 27n

BT

/F1 1/Span <</MCID 29/Lang (en-GB)>> BDC q

65e

3  411.7 178.58 26.88 re

W* n

BT

/F1 411.04 Tf

1 0 0 1 78.624 455.5 65e

3  411.7 178.58 26.88 re
)-5(ries )] TJ

ET

Q

q

73.464 .08 27n

BT

/F1 1An(a)n466u464 4 An

B(cy)66u464n466tTf

1 0 0 1 104.66 442.1865e

3  411.7 178.58 26.88 re
ries 
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 Basic File 
Description 

Data 
Protection 

Issue 

Statutory? 
IE, MUST 

DO  
✓ 

Statutory Provision Retention Period 
(Operational) 

Action at the end of the 
administrative life of the record 

(D - Dispose, SD ʹ Secure 
Disposal) 

5.14 Pupil files – primary Yes ✓ 
 

Education Regulations 2005 Whilst the pupil 
remains at school 

N/A Retained whilst the pupil is 
at infant/primary school 

5.15 Pupil files –
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 Basic File 
Description 

Data 
Protection 

Issue 

Statutory? 
IE, MUST 

DO  
✓ 

Statutory Provision Retention Period 
(Operational) 

Action at the end of the 
administrative life of the record 

(D - Dispose, SD 
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Appendix B: Disposal Log 
 

Date File Reference Description Number of files Authorised by 

     

     

     

     

     

     

     

     

     

     

     

     

     

     


