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Data Destruction Policy 

Adopted with effect from: 25th May 2018 

Review date: September 2019 

This policy sets out the time period for which data held by Aurora Academies Trust (Aurora) and its schools will be retained. In accordance with data protection legislation, 

Aurora will only retain personal data for as long as is necessary. When the retention period expires, data will be permanently and securely deleted. 

Pupil records 

Type of Data Length of retention Notes 

A pupil’s Educational Record including data 
held in hard copy and information held 
electronically on a school management 
system 
 
Educational Record is defined in The 
Education (Pupil Information) (England) 
Regulations 2005 as meaning 
“any record of information which 
(a) is processed by or on behalf of the 
governing body, or by a teacher; 
(b) relates to any person who is or has been 
a pupil at [the] school; and 
(c) originated from or was supplied by or on 
behalf of [any member of staff, the pupil 
themselves or a pupil’s parent] 

A pupil’s Educational Record should be 
transferred to the next school which the 
pupil attends. This may also be known as 
the “common transfer file”1. 
 
If a pupil dies, is home schooled or leaves 
the country, the Educational Record 
should be transferred to the local 
authority in which the pupil resides.  
 
If the pupil attends the school until 
statutory school leaving age and does not 
transfer to another school, the school 
must retain the Educational Record until 
the pupil reaches the age of 25. 
 

The pupil’s Educational Record must be transferred securely and a receipt 
must be obtained from the recipient.  
 
 
 

                                                           
1 “Common transfer file” is defined in schedule 2 of The Education (Pupil Information) (England) Regulations 2005. 
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other than information which is processed 
by a teacher solely for the teacher’s own 
use.” 
It also includes “any statement of special 
educational needs; and any personal 
education plan”. 
 

School Admission form (the form 
completed by a parent when a pupil joins 
the school) 

The completed form should be kept until 
the pupil leaves the school. Where the 
form is completed but the pupil is not 
admitted to the school, the form should be 
destroyed when confirmation is received 
that the pupil will not be joining the 
school. 

Where pupil allergy information is collected and shared with catering 
companies, schools should ensure that such information is destroyed by the 
catering company when the pupil leaves the school. 

Examination results  The results form part of the pupil’s 
Educational Record (see above). A school 
may retain anonymised results for 
statistical analysis. 

 

Internal assessment data Where appropriate internal assessment 
data should be added to the pupil’s 
Educational Record (see above). This data 
should be retained until the pupil leaves 
the school. 
 
A school may retain anonymised 
assessment data for statistical analysis. 

This may include baseline tests, Star Assessment data, Accelerated Reader 
records etc. 

Special Educational Needs records 
including Individual Education Plans, 
Statements and EHC Plans 

The results form part of the Educational 
Record (see above). 

 

Pupil work including exercise books Pupil work should be returned to the pupil 
at the end of the academic year or when 
the pupil leaves the school (if sooner). 
 
Where a pupil completes work online via 
software or an app, the pupil’s work 
together with their profile, account or log 
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in should be retained until the pupil leaves 
the school. 

Attendance Register  Attendance registers must be kept for 
three years from the date of the register. 2 

The attendance record of each pupil will be held on the pupil’s individual 
Educational Record. Therefore there is no need to retain a whole school (or 
class) attendance record beyond three years from the date of the attendance 
register. 

Admissions Register Admissions registers must be kept for 
three years from the date of the register.3 

The date of the admission of each pupil and the date each pupil leaves the 
school will be held on the pupil’s individual Educational Record. Therefore 
there is no need to retain a whole school admission register beyond three 
years from the date of the admissions register. 

Child protection information Records of child protection matters 
relating to a pupil (including information 
recorded electronically using software 
such as CPOMS) should be transferred 
with the Educational Record. If such 
records are not transferred with the 
Educational Record they should be 
transferred to the local authority in which 
the pupil resides. 

 

Proof of pupil name and date of birth The school may ask to see a pupil’s 
passport or birth certificate to confirm 
his/her name and date of birth only. 
Copies of these documents should not be 
kept by the school. 

 

Pupil proof of address The school may ask to see proof of address 
of a pupil as part of the admission’s 
process. Copies of such documents should 
be kept until the appeals process is 
complete and the pupil has been admitted 
to the school. 

 

Parental consent forms for educational 
visits 

Where no incident has occurred on the 
visit, the consent form should be retained 
for one year from the last day of the visit.  

 

                                                           
2 See The Education (Pupil Registration) (England) Regulations 2006 
3 See note 3 
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Where an incident has occurred, all 
consent forms obtained for the visit should 
be retained for 6 years from the  
date of the incident in case of an insurance 
claim. 

Consent forms for use of personal data 
including use of pupil images 

Consent forms should be retained for as 
long as the data or image is retained or in 
use by the school. 

 

 

Parent and family records 

Parent/guardian name, address and 
contact details (including mobile telephone 
number and email address) 

This information should be retained until 
the pupil leaves the school. Where the 
information has been given as part of the 
School Admission Form please see above. 

Schools should ensure that parent details are also removed from any online 
databases or software when the pupil leaves the school. 

Family Support Referral Form (applicable 
for schools making referrals to family 
support keyworkers employed by Aurora) 
 

The referral form should be retained whilst 
the case is open and then returned to the 
school to be added to the pupil’s 
Educational Record (see above) when the 
case is closed. 

 

Early Help Plan (applicable for families 
receiving support from family support 
keyworkers employed by Aurora) 
 
 
 

The Early Help Plan should be retained 
whilst the case is open and then returned 
to the school to be added to the pupil’s 
Educational Record (see above) when the 
case is closed. 

 

Consent form for keyworker support 
(applicable for families receiving support 
from family support keyworkers employed 
by Aurora) 
 

Signed consent forms should be should be 
retained whilst the case is open and then 
returned to the school to be added to the 
pupil’s Educational Record (see above) 
when the case is closed. 
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Staff records 

Application forms and other recruitment 
documentation including CVs 

Where the candidate is successful, the 
application form and other documents  
should be added to her/his personnel file. 
Only one copy should be kept, further 
copies (e.g. provided to a selection panel) 
should be deleted/destroyed. 
 
Where the candidate is unsuccessful, the 
application form and other documents 
should be kept for six months from the 
date of appointment of the successful 
candidate. Only one copy should be kept, 
further copies (e.g. provided to a selection 
panel) should be deleted/destroyed. 

Forms requesting sensitive personal information about a candidate for 
equalities monitoring purposes (eg ethnicity, disability) should not be kept on 
the personal file and should only be retained until the monitoring exercise has 
been completed.   

Pre-employment checks DBS certificates/barred list checks should 
be checked and details added to the Single 
Central Register. Copies must not be 
retained. 
 
Evidence of identity – evidence should be 
checked in accordance with DBS guidelines 
and a copy retained on the personnel file 
(see below).  
 
Evidence of right to work in the UK – a 
copy of the evidence (eg. passport) must 
be retained on the personnel file (see 
below). 
 
References must be retained and placed 
on the personnel file (see below). 
 
Evidence of professional qualifications – 
copies should be retained on the 
personnel file (see below). 
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Information about any disabilities or 
health conditions must be retained and 
placed on the personnel file (see below). 
 

Personnel file Personnel files must be destroyed six years 
from the date of termination of their 
contract. 

Schools may keep a record of names and employment dates of all members 
of staff in case of future requests. 

Employee bank details Employee bank details will be retained 
electronically within the payroll system 
until their last salary payment has been 
made.  
Where bank details are collected via a 
hard copy form, the form shall be retained 
until the first salary payment has been 
made successfully. 

 

Allegations of a child protection nature 
against a member of staff 

“Details of allegations that are found to 
have been malicious should be removed 
from personnel records. However, for all 
other allegations, it is important that a 
clear and comprehensive summary of the 
allegation, details of how the allegation 
was followed up and resolved, and a note 
of any action taken and decisions reached, 
is kept on the confidential personnel file of 
the accused, and a copy provided to the 
person concerned….The record should be 
retained at least until the accused has 
reached normal pension age or for a 
period of 10 years from the date of the 
allegation if that is longer.”4 

 

Single Central Record The Single Central Record should be 
retained until the school closes. Individuals 
should be removed from the SCR when 

 

                                                           
4 Taken from Keeping Children Safe in Education 2016, para 170-171 
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they are no longer associated with the 
school. 

 

Trustee/Local Academy Board member/Member records 

Name, address and contact details of 
trustees, LAB members and members 

Six years from the date of termination.  

Meeting attendance records One year (ensure attendance is recorded 
in the minutes) 

Signed attendance sheets are not required so long as attendance is noted in 
the minutes of the meeting 

Register of Interests Retain permanently  

Minutes Retain permanently  

Written resolutions Retain permanently  

 

Visitor records 

Visitor books, signing in sheets or 
electronic signing in data 

Three years  

 

Financial records 

All financial, tax, benefits, pension and 
accounting records 

Six years from the end of the current 
financial year 

 

 

Other records 

Employer liability insurance/ Risk 
Protection Arrangement certificates 

Retain permanently  

Risk assessments Six years from the date of the assessment  

Records relating to an accident or  injury at 
work 

12 years from the date of the incident  

Riddor reports Where the report relates to an adult, the 
report must be retained for six years. 
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Where the report relates to a child, the 
report must be retained until the child 
reaches the age of 25 years. 

CoSHH records 40 years  

Asbestos records 40 years  

 


