




Windsor Academy Trust
Information and Records Retention Policy

be reviewed in case they are relevant to IICSA. This policy will be kept under review
so that it recommences document destruction at the appropriate time.

9. Responsibility and Monitoring

9.1 The Data Protection Officer, in conjunction with WAT or the School is responsible for
monitoring its use and effectiveness and dealing with any queries on its
interpretation. The Data Protection Officer will consider the suitability and adequacy
of this policy and report improvements directly to the Director of Operations (DoO) or
Headteacher.

9.2 Internal control systems and procedures will be subject to regular audits to provide
assurance that they are effective in creating, maintaining and removing records.

9.3 Leaders and Managers at all levels are responsible for ensuring those reporting to
them are made aware of and understand this policy and are given adequate and
regular training on it.
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Record Retention period Action at the end of the retention period Retention
period
required by
law?

1 Pupils/Students

1.1 Admission
reg
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of these limitation periods is six
years, albeit that some periods can
be extended by the courts

1.6 Counselling
records held by
WAT

DOB of the pupil/student + 25
years; or

Six years from the date of an
incident which may become
contentious if the pupil was 18
years old at the date of the incident

Whichever is the longer

Review for further retention in the case of contentious disputes

SHRED/DELETE

No

2 Pupil/student files

2.1 Pupil/student files
(including public
examination
scripts, marks &
results)

DOB of the pupil/student + 25
years; or

Six years from the date of an
incident which may become
contentious if the pupil/student was
18 years old at the date of the
incident

Whichever is the longer

Review for further retention in the case of contentious disputes,
for example, parental complaints, disciplinary matters,
pupil/student exclusions, bullying incidents and subject access
requests

SHRED/DELETE

Notes
1 When reviewing pupil files, WAT will have regard to

other applicable sections of this policy

2 Any examination certificates left unclaimed should be
returned to the appropriate Examination Board

No

2.2 Internal
examination
scripts, marks
and results

Scripts:

Scripts from weekly or monthly
tests: Keep until the end of the next
term.

Whichever is the longer

Keep for longer in accordance with the retention periods and
guidance set out in row 2.1 above if risk of contentious
disputes, for example, parental complaints, disciplinary matter,
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Scripts from termly or yearly tests:
Keep until the end of the next
academic year.

Marks & results:

If the purpose of the test is to
progress the child (either internally
or externally) then keep marks &
results in accordance with the
retention periods and guidance set
out in row 2.1 above.

If the purpose of the test is for
general internal assessment of
academic performance then keep
marks & results for the same
period as the scripts themselves.

2.3 External
examination
certificates

Distribute all certificates to
candidates without undue delay.

Certificates will not be withheld
without prior permission of the
awarding body.

A record is to be held of the
certificates which have been
issued.

Confidentially dispose of the
unclaimed certificates after a
minimum of 12 months.

Return certificates to the awarding
body if there are no means to
destroy them confidentially.

SHRED/DELETE
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pupil/student might bring a claim
against WAT then the documents
should be retained.

The documents can be kept for as
long as WAT considers that they
are required, subject to WAT's
obligation not to keep the
documents for longer than is
necessary

4.4 Documents
relating to
admission appeal
proceedings

At least twoedy
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5.9 Payroll and wage
records

These include
records of:

•Details on
overtime.

•Bonuses.

•Expenses.

•Benefits in kind.

Six years from the financial year
end in which payments are
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5.23 Records of
advances for
season tickets
and loans to
employees

Whilst employment continues and
up to six years after repayment

SHRED/DEL
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Control of
Substances
Hazardous to
Health (COSHH)
regime

6.5 Health records
for licensable
asbestos work

At least 40 years from the date if
the last entry

Review for further retention in the case of enforcement action
contentious disputes

SHRED/DELETE
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reports or own
record

Three years from the date of an
incident which may become
contentious if the student was 18
years old at the date of the incident

7.4 Incident
investigations
and reports, risk
assessments and
other relevant
documents where
there has been
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PAT testing and
gas appliance
testing

Training records
and copies of
instructions or
information

Maintenance logs
and / or records
of plant and / or
equipment plus
safety manuals /
notices /
instructions

Records of
emergency
evacuations and
fire drills, fire
safety risk
assessments and
fire safety policy /
fire arrangements

8.3 Copies of
documents,
including health
and safety files,
prepared
pursuant to the
Construction
(Design and
Management)
Regulations 2015

Records should be retained as
long as is reasonably necessary to
inform on future construction
projects at WAT site

SHRED/DELETE N/A
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Trust buildings,
title deeds etc

12.3 Records relating
to a number of
pupils, or WAT
generally, such
as old class
photographs, lists
of pupils
attending WAT in
any given year,
Trust
prospectuses,
newspaper
cuttings etc

Can be kept indefinitely N/A No

12.4 Records
concerning
specific
pupils/students
kept for a valid
reason. For
example, a poem
written by an
exceptionally
gifted
pupil/student.

Can be kept indefinitely subject to
the comments below.

Please note that this does not
apply to more routine pupil records.
Routine work produced by
pupils/students should not be kept
for longer than the retention period
set out in section 2.1 above unless
WAT has a specific reason for
keeping it and that decision can be
justified.

For example, for historical research
purposes such as if WAT wished to
retain the essays written by
pupils/students which were
submitted to an essay competition
about growing up in the 2010s.

N/A No
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This will usually be permissible but
further legal advice should be
sought.

The GDPR places additional
obligations on organisations in
respect of the safeguards which
must be put in place for personal
data kept for archiving, research
and statistical p
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for internal
administration


