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This schedule has been drafted with reference to the Data Protection Act 1998 and the
Equality Act, 2000. It will be reviewed as new retention regulations are introduced.

Accidents and Emergencies

Description of Document / Data

Retention Period

Child accident forms

DOB + 25 years

Adult accident forms

Date of accident + 7 years

Risk assessments

3 years

Serious incident reports

20 years

Admissions / Attendance

Description of Document / Data

Retention Period

Admissions Registers

6 years from last entry

Admissions appeals

Date of resolution + 1 year

Attendance Registers

Date of register + 3 years

Child Protection

Description of Document / Data

Retention Period

Child protection files

DOB + 25 years

Allegation of a child protection nature against
an employee (unfounded)

Until employee’s retirement or 10 years after
allegation made, whichever is the longer.

Complaints

Description of Document / Data

Retention Period

Letters, documents relating to complaint

Date of resolution of complaint + 6 years.

Governing Body Records

Description of Document / Data

Retention Period

Instrument of Governance

Period of time school is open.

Minutes

6 years

Action Plans

3 years




Management Records

Description of Document / Data

Retention Period

Log books, journals, records of events

6 years

Senior Leadership Team Meeting notes

5 years

School Development Plans

6 years after expiry date of plan

Photographs

Description of Document / Data

Retention Period

Photographs, video clips

Retained for the period of time pupil on roll at
the school + 7 years.

Pupil Records

Description of Document / Data

Retention Period

Pupil files Retained for the period of time pupil on roll at
the school.
SATSs results 6 years
Free school meal records 6 years

Special Educational Needs and Disabilities

Description of Document / Data

Retention Period

Statements of SEND, Education Health Care
Plans, original and amended.

DOB + 30 years

Advice and information given to parents 12 years
regarding educational needs
Accessibility strategy 12 years.

Trips and Visits

Description of Document / Data

Retention Period

Parental permission slips

Until completion of the trip




