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Engineering UTC Northern Lincolnshire recognises that the efficient management of its records is 

necessary to comply with its legal and regulatory obligations and to contribute to the effective overall 

management of the college. This document provides the policy framework through which this effective 

management can be achieved and audited.    

   

1. Scope of the Policy    
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This policy applies to all records created, received or maintained by staff at the college in the course of 

carrying out its functions.    

  

• Records are defined as all those documents which facilitate the business carried out by the 

college 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 college’s records will be selected for permanent preservation as part 
of the institution’s archives and for historical research.    

   

2. Responsibilities   

   

The college has a corporate responsibility to maintain its records and record keeping systems in 

accordance with the regulatory environment. The Principal has overall responsibility for this policy.    

   

• Individual staff and employees must ensure that records for which they are responsible are 

accurate, and are maintained and disposed of in accordance with the college’s records 

management guidelines.    

  

3. Relationship with Existing Policies    

   

This policy has been drawn up within the context of the Data Protection (GDPR) Policy and with other 

legislation or regulations (including audit, equal opportunities and ethics) affecting the college.   

  

4. Safe Disposal of Records    

   

Where records have been identified for destruction, they should be disposed of in an appropriate way.  

All records containing personal information, or sensitive policy information, should be shredded before 

disposal using a cross cut shredder.  Any other records should be bundled up and disposed of to a waste 

paper merchant or disposed of in other appropriate ways. Do not put records in the dustbin or a skip.    

   

The Freedom of Information Act 2000 requires the college to maintain a list of records which have been 

destroyed and who authorised their destruction.    

   

Members of staff should record at least:    

   

• File reference (or other unique identifier).    

• File title (or brief description) and number of files.    

• The name of the authorising officer and the date action taken.    

   

This should be kept in an Excel spreadsheet or similar suitable format.    

  

5. 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. The lifespan of the media and the ability to migrate data where 

necessary should always be considered.    
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7. Retention Guidelines    

   

The retention schedule below was obtained from Information Management Toolkit for Schools (via The 

Key) v5 1 February 2016 www.irms.org.uk. Some of the retention periods are governed by statute. 

Others are guidelines following best practice. Every effort has been made to ensure that these retention 

periods are compliant with the requirements of the Data Protection Act (GDPR), the Data Retention 

Regulations 2009 and the Freedom of Information Act 2000. If record series are to be kept for longer or 

shorter periods than laid out in this document the reasons for this need to be documented.    

  

8. Retention Schedule  

  

The Retention Schedule below divided into five sections:  

1. Management of the College  

2. Human Resources  

3. Financial Management of the College  

4. Property Management  

5. Pupil Management  

6. Curriculum Management  

7. Extra-Curricular Activities  

8. Central Government and Local Authority  
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1 In this context SECURE DISPOSAL should be taken to mean 

disposal using confidential waste bins, or if the college has the 

facility, shredding using a cross cut shredder.  
  

2 These are the copies which the clerk to the Board may wish to retain so that 

requestors can view all the appropriate information without the clerk 

needing to print off and collate redacted copies of the minutes each time a 

request is  

made.  
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Please note that all information about the retention of records concerning the recruitment of Principals can be found in the Human Resources section below  
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1.2  Head Teacher and Senior Management Team   
  

Basic file  description   Data Prot Issues   Statutory   Retention Period [Operational]   Action at the end of the     
Provisions   administrative life of the     

record   
  
1.2.1   Log books of activity in the  

college maintained by the  

Principal   

  
There may be   data protection  
issues if the log book refers to  
individual pupils or members of staff   

  
Date of last entry in the book + a  

minimum of 6 years then review   

  
These could be of permanent  
historical value and should be  
offered to the County Archives  
Service if appropriate   

  
1.2.2   Minutes of Senior Management Team   There may be data protection issues   Date of the meeting + 3 years then   SECURE DISPOSAL   

  meetings and the meetings of other   if the minutes  refers to individual   review     
  internal administrative bodies   pupils or members of staff       

1.2.3   Reports created by the  Principal   There may be data protection issues   Date of the report + a minimum of 3   SECURE DISPOSAL   
  or the Management Team   if the  report refers to individual   years then review     
    pupils or members of staff       

  
1.2.4   Records created by  Principals,  

deputies, heads of dept.   and other  
members of staff with  
administrative responsibilities   

  
There may be data protection issues   Current academic year + 6 years then   SECURE DISPOSAL 

    
if the records refer to individual   review     
pupils or members of staff   

  
1.2.5   Corresp ondence created by Principals,  

deputies , heads of dept.   and other  
members of staff   with administrative  
responsibilities   

  
There may be data protection issues if  
the correspondence refers to  
individual pupils or members of staff   

  
Date of correspondence + 3 years then SECURE  
DISPOSAL review   

  
1.2.6   Professional Development Plans   Yes   Life of the plan + 6 years   SECURE DISPOSAL   

1.2.7   College   Development Plans   No   Life of the plan + 3 years   SECURE DISPOSAL   
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3 College attendance: Departmental advice for maintained schools, academies, independent schools and local authorities October 2014 p6  
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1.3  Admissions Process   
  

Basic file description   Data Prot   Statutory Provisions   Retention Period [Oper ational]   Action at the end of the administrative life     
Issues   of the record   

  
1.3.7   Supplementary Information   Yes 

    
form including additional     
information such as religion,     
medical conditions  etc.   

  
For successful admissions   This information should be  added   SECURE DISPOSAL 

    
to the pupil file   

  
For unsuccessful admissions   Until appeals process completed   SECURE DISPOSAL 

  
  
  
1.4  Operational Administration   

  
  Basic file description   Data Prot   Statutory   Retention Period [Operational]   Action at the end of the  administrative life   
    Issues   Provisions     of the record   

1.4.1   General file series   No     Current year + 5 years then REVIEW   SECURE DISPOSAL   

1.4.2   Records relating to the creation and publication   No     Current year + 3 years   STANDARD DISPOSAL   
  of the  college   brochure or prospectus           

1.4.3   Records relating to the creation and distribution   No     Current year + 1 year   STANDARD DISPOSAL   
  of circulars to staff, parents or pupils           

1.4.4   Newsletters and other items with a short   No     Current year + 1  year   STANDARD DISPOSAL   
  operational use           

1.4.5   Visitors’ Books and Signing in Sheets   Yes     Current year + 6 years then REVIEW   SECURE DISPOSAL   

1.4.6   Records relating to the creation and   No     Current year + 6 years then REVIEW   SECURE DISPOSAL   
  management of Parent Teacher Associations           
  and/or Old Pupils Associations           

  
  
  
  
  
  41   
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  6 Where the warning relates to child protection issues see above. If the disciplinary proceedings relate to a  

child protection matter please contact your Safeguarding Children Officer for further advice   
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4 . Property  Management   

  
This section covers the management of buildings and property.   

  
4.1  Property Management   

  
  Basic file description   Data Prot   Statutory   Retention Period [Operational]   Action at the end of the   
    Issues   Provisions     administrative life of the  record   

4.1.1   
Title deeds of pr operties belonging to the  
college   No     PERMANENT     

        These should follow the property unless the property     
        has been registered with the Land Registry     

4.1.2   Plans  of property belong to the college   No     These  should be retained whilst the building belongs     

        
to the college   and should be passed onto any  
new     

        owners if the building is leased or sold.     

4.1.3   
Leases of pro perty leased by or to the  
college   No     Expiry of lease + 6 years   SECURE  DISPOSAL   

4.1.4   Records r elating to the letting of college   premises   No     Current financial year + 6 years   SECURE DISPOSAL   

4.2  Maintenance           

  Basic file description   Data Prot   Statutory   Retention Period [Operational]   Action at the end of the   
    Issues   Provisions     administrative life of the record   

4.2.1   All records relating to the maintenance of the   No     Current year + 6 years   SECURE DISPOSAL   
  college   carried out by contractors           

4.2.2   All records relating to the maintenance of   No     Current year + 6 years   SECURE DISPOSAL   
  the college   carried out by college   employees           
  including maintenance log books           
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5 . Pupil Management   

This section includes all records  which are created during the t ime a pupil spends at the college . For information about accident reporting see under Health and Safety above.   

  
5.1  Pupil’s Educational Record   

  
Basic file description   Data Prot   Statutory Provisions   Retention Period   Action at t he end of the administrative life of the record   

  Issues     [ Operational ]     
  
  
5.1.1    Pupil’s Educational Record required   Yes   The Education       

by The Education (Pupil Information)     Pupil Information ) (       
( England) Regulations  2005     ( England)  Regulations       

    2005  SI 2005 No.  1437       

  
  

Secondary   Limitation Act 1980   Date of Birth of the pupil   SECURE DISPOSAL   
  ( Section  2)   +  25 years     

5.1.2    Examination Results  –   Pupil Copies   Yes       

Public     This information should   All uncollected certificates should be returned to the   
    be added to the pupil file   examination board.   

Internal     This information should     
    be added to the pupil file     
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6 . Curriculum Management       

6.1   Statistics and Management Information       

  Basic file description   Data    Statutory   Retention Period [Operational]   Action at the end of the   
    Issues   Provisions   administrative life of the record   

6.1.1   Curriculum returns   No   Current year + 3 years   SECURE DISPOSAL   

6.1.2   Examination Results   Yes   Current year + 6 years   SECURE DISPOSAL   
  College’ ( s Copy)         

  SATS records  –   Yes       

  Results     
The SATS results should be recorded on the pupil’s educational file and  
will   SECURE DISPOSAL   

      therefore be retained until the pupil reaches the age of 25 years.     
      College   may wish to keep a composite record of all the whole year SATs results.     
      These could be kept for current year + 6 years to allow suitable comparison     

  Examination Papers     
The examination papers should be kept until any appeals/validation process  
is   SECURE DISPOSAL   

      complete     

6.1.3   Published Admission   Yes   Current year + 6 years   SECURE DISPOSAL   
  Number (PAN) Reports         

6.1.4   Value Added and   Yes   Current year + 6 years   SECURE DISPOSAL   
  Contextual Data         

6.1.5   
Self - Evaluation   
Forms   Yes   Current year + 6 years   SECURE DISPOSAL   
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6.2  Implementation of Curriculum   
  
  Basic  file description   Data Prot   Statutory   Retention Period [Operational]   Action at the end of the administrative life of the   
    Issues   Provisions     record   

6.2.1   Schemes of Work   No     Current year + 1 year     

6.2.2   Timetable   No     Current year + 1 year     

6.2.3   Class Record Books   No   
  

Current year + 1 year   
It may be appropriate to review these records at the end   

  of each year and allocate a further retention period or   
          

6.2.4   Mark Books   No     Current year + 1 year   SECURE DISPOSAL   

6.2.5   Record of  homework   No     Current year + 1 year     
  set           

6.2.6   Pupils’ Work   No     Where possible pupils’ work should be returned to the   SECURE DISPOSAL   
        pupil at the end of the academic year if this is not the     
        college ’s policy then current year + 1 year     
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8. Central Government and Local Authority  

  
This section covers records created in the course of interaction between the college and the local authority.  

  
8.1 Local Authority  
  
  Basic file description  Data Prot Issues  Statutory  Retention Period [Operational]  Action at the end of the  
      Provisions    administrative life of the record  

8.1.1  Secondary Transfer Sheets (Primary)  Yes    Current year + 2 years  SECURE DISPOSAL  

8.1.2  Attendance Returns  Yes    Current year + 1 year  SECURE DISPOSAL  

8.1.3  School Census Returns  No    Current year + 5 years  SECURE DISPOSAL  

8.1.4  Circulars and other information sent from the  No    Operational use  SECURE DISPOSAL  
  Local Authority          

8.2 Central Government          

  Basic file description  Data Prot Issues  Statutory  Retention Period [Operational]  Action at the end of the  
      Provisions    administrative life of the record  

8.2.1  OFSTED reports and papers  No    Life of the report then REVIEW  SECURE DISPOSAL  

8.2.2  Returns made to central government  No    Current year + 6 years  SECURE DISPOSAL  
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8.2.3  Circulars and other information sent from central  No    Operational use  SECURE DISPOSAL  
  government          
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