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Summercroft Primary School - Records Retention Schedule 

Introduction 

Please note that this schedule is based on the retention schedule contained within the Information 
Record Management Society (IRMS) Toolkit for schools, along with some customisations specific for 
Hertfordshire. The full document can be viewed at: https://irms.org.uk/page/AcademiesToolkit. 
However, in order to download a customisable version, you need to be a member of the IRMS. 
 

Under the Accountability and Transparency principles of the UK General Data Protection Regulation 
(UK GDPR) and the Data Protection Act 2018 (DPA 2018), academies are required to set and publish 
retention periods for the personal data they hold. In addition, under the Freedom of Information Act 
2000, academies should maintain a Retention Schedule listing the series of records which the academy 
creates or maintains in the course of its business. 
 

This Retention Schedule lays down the length of time for which the record may need to be retained and 
the action which should be taken when it is of no further administrative or legal use. Academies are 
expected to manage their current record keeping systems using a Retention Schedule and to take 
account of the different kinds of retention periods when creating new record keeping systems. This will 
ensure that information is not being stored and processed unnecessarily. 
 

This Retention Schedule contains recommended retention periods for the different record series 
created and maintained by academies in the course of their business. It refers to series of records 
regardless of the media in/on which they are stored (e.g. paper/electronic/microfilm/photographic etc.). 
Where appropriate the Retention Schedule should be reviewed on a regular basis and amended to 
include any new record series created, and any obsolete record series removed. 
 

Some of the retention periods are governed by statute, others are suggested guidelines based on best 
practice. Every effort has been made to ensure that these retention periods are compliant with the 
requirements of Data Protection and Freedom of Information legislation. However, please bear in mind 
that depending on which electronic systems are being used (e.g. for MIS), it may not always be 
technically possible to carry out some of the data deletion or minimisation in bulk, as required by the 
schedule. You may sometimes decide that some types of records need to be kept for longer or shorter 
periods than laid out in this document. If so, then the justification for this (e.g. for operational purposes 
or business needs) should be documented. 
 

Staff should be aware that once a Freedom of Information request is received, or a legal hold imposed, 
then records disposal relating to the request or legal hold must be stopped. Records which may be 
required by the Independent Inquiry into Child Sexual Abuse (IICSA) should be treated as 
though they are subject to a legal hold. 
 

Where there is a recommendation to archive the information this may be in an electronic format. There 
is no need to convert the information into a hard copy. Such records should be kept in separate 
electronic folder suitably marked as holding archival material. 

Academies should also refer to the guidance given by their Local Authority Designated Officer (LADO) 
regarding retention of safeguarding records. Hertfordshire academies can find this information here: 
https://thegrid.org.uk/safeguarding-and-child-protection/child-protection/guidance-and-resources/child-
protection-hertfordshire-guidance#pupilsafe
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