




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

EMAILS

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

GOVERNANCE RECORDS

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

ATTENDANCE RECORDS

Attendance Register Electronic records now kept indefinitely iSAMS / School Office

ACADEMIC RECORDS
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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)

PUPIL RECORDS

Examination results
(external or internal)

7 years from pupil leaving t



Type of record/document Suggested retention period Owner/ Location
view of how quickly a concern will likely
be raised: e.g. 3-6 months or
immediately upon DSL review.

CORPORATE RECORDS (e.g. for Haileybury Enterprises Ltd)

Certificates of Incorporation Permanent (or until dissolution of the
company).

Chief Operating Officer

Minutes and Resolutions of
Boards

Minimum – 10 years. Chief Operating Officer

Shareholder resolutions Minimum – 10 years. Chief Operating Officer

Register of Members/
Shareholders

Permanent (minimum 10 years for ex
members/shareholders).

Chief Operating Officer

Annual reports Minimum – 6 years. Chief Finance Officer/
Financial Controller

ACCOUNTING RECORDS (always subject to professional advice from accountants/auditors)

Accounting records
(Note - this is normally
taken to mean records
which enable an accurate
financial position to be
ascertained and which give
a true and fair view of the
Schoolôs financial status) -
as advised by the School’s
auditors

Minimum 6 years for private UK
companies i.e. Haileybury Enterprises
Ltd.
Minimum 6 years for UK charities from the
end of the financial year in which the
transaction took place.
Internationally: can be up to 20 years
depending on local legal/accountancy
requirements.

Chief Finance Officer/
Financial Controller

Tax returns Minimum 6 years. Chief Finance Officer/
Financial Controller

VAT returns Minimum 6 years. Chief Finance Officer/
Financial Controller

Budget and internal
financial reports

Minimum 3 years. Chief Finance Officer/
Financial Controller

CONTRACTS AND AGREEMENTS

Signed or final/concluded
agreements (plus any
signed or final/concluded
variations or amendments)

Minimum 7 years from completion of
contractual obligations or term of
agreement, whichever is the later.

Chief Operating Officer

Deeds (or contracts under
seal)

Minimum 13 years from completion of
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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

Min
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