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Humber UTC recognises that the efficient management of its records is necessary to comply with its 
legal and regulatory obligations and to contribute to the effective overall management of the 
college. This document provides the policy framework through which this effective management can 
be achieved and audited.   
  
1. Scope of the Policy   
  
This policy applies to all records created, received or maintained by staff at the college in the course 
of carrying out its functions.   
 

• Records are defined as all those documents which facilitate the business carried out by the 
college and which are thereafter retained (for a set period) to provide evidence of its 
transactions or activities. These records may be created, received or maintained in hard copy 
or electronically.   

• A small percentage of the college’s records will be selected for permanent preservation as 
part of the institution’s archives and for historical research.   
  

2. Responsibilities  
  
The college has a corporate responsibility to maintain its records and record keeping systems in 
accordance with the regulatory environment. The Principal has overall responsibility for this policy.   
  

• The Business Manager will give guidance for good records management practice and will 
promote compliance with this policy so that information will be retrieved easily, 
appropriately and timely.   

• Individual staff and employees must ensure that records for which they are responsible are 
accurate, and are maintained and disposed of in accordance with the school’s records 
management guidelines.   

 
3. Relationship with Existing Policies   
  
This policy has been drawn up within the context of the Freedom of Information Policy, Data 
Protection Policy and with other legislation or regulations (including audit, equal opportunities and 
ethics) affecting the college.  
 
4. Safe Disposal of Records   
  
Where records have been identified for destruction, they should be disposed of in an appropriate 
way.  All records containing personal information, or sensitive policy information, should be 
shredded before disposal using a cross cut shredder.  Any other records should be bundled up and 
disposed of to a waste paper merchant or disposed of in other appropriate ways. Do not put records 
in the dustbin or a skip.   
  
The Freedom of Information Act 2000 requires the college to maintain a list of records which have 
been destroyed and who authorised their destruction.   
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Members of staff should record at least:   
  

• File reference (or other unique identifier).   

• File title (or brief description) and number of files.   

• The name of the authorising officer and the date action taken.   
  
This should be kept in an Excel spreadsheet or similar suitable format.   
  
5. Transfer of Information    
  
Where lengthy retention periods have been allocated to records, members of staff may wish to 
consider converting paper records to other media. The lifespan of the media and the ability to 
migrate data where necessary should always be considered.   
  
7. Retention Guidelines   
  
The following retention guidelines have been issued by the Management Society of Great Britain 
‘Retention Guidelines for Schools’. Some of the retention periods are governed by statute. Others 
are guidelines following best practice. Every effort has been made to ensure that these retention 
periods are compliant with the requirements of the Data Protection Act 1998, the Data Retention 
Regulations 2009 and the Freedom of Information Act 2000. Managing record series using these 
retention guidelines will be deemed to be ‘normal processing’ under the legislation mentioned 
above. If record series are to be kept for longer or shorter periods than laid out in this document the 
reasons for this need to be documented.   
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Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

provided to the 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 
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Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   
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extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

provided to the 

person concerned. 

The purpose of the 

record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 

DBS Disclosure 

reveals information 

from the police about 

an allegation that did 

not result in a criminal 

conviction. And it will 

help to prevent 

unnecessary 

reinvestigation if, as 

sometimes happens, 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 
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September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 
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record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 
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not result in a criminal 

conviction. And it will 
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unnecessary 

reinvestigation if, as 
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the file should be 

copied to the Local 
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Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 
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person concerned. 

The purpose of the 

record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 

DBS Disclosure 

reveals information 

from the police about 

an allegation that did 

not result in a criminal 

conviction. And it will 

help to prevent 

unnecessary 

reinvestigation if, as 

sometimes happens, 
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kept on a person’s 

confidential personnel 

file, and a copy 
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person concerned. 
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cases where a future 

DBS Disclosure 

reveals information 
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Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

provided to the 

person concerned. 

The purpose of the 

record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 

DBS Disclosure 

reveals information 

from the police about 

an allegation that did 

not result in a criminal 

conviction. And it will 

help to prevent 

unnecessary 

reinvestigation if, as 

sometimes happens, 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

provided to the 

person concerned. 

The purpose of the 

record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 

DBS Disclosure 

reveals information 

from the police about 

an allegation that did 

not result in a criminal 

conviction. And it will 

help to prevent 

unnecessary 

reinvestigation if, as 

sometimes happens, 
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Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

provided to the 

person concerned. 

The purpose of the 

record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 

DBS Disclosure 

reveals information 

from the police about 

an allegation that did 

not result in a criminal 

conviction. And it will 

help to prevent 

unnecessary 

reinvestigation if, as 

sometimes happens, 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

provided to the 

person concerned. 

The purpose of the 

record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 

DBS Disclosure 

reveals information 

from the police about 

an allegation that did 

not result in a criminal 

conviction. And it will 

help to prevent 

unnecessary 

reinvestigation if, as 

sometimes happens, 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 
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Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

provided to the 

person concerned. 

The purpose of the 

record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 

DBS Disclosure 

reveals information 

from the police about 

an allegation that did 

not result in a criminal 

conviction. And it will 

help to prevent 

unnecessary 

reinvestigation if, as 

sometimes happens, 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

provided to the 

person concerned. 

The purpose of the 

record is to enable 

accurate information 

to be given in 

response to any future 

request for a 

reference if the person 

has moved on. It will 

provide clarification in 

cases where a future 

DBS Disclosure 

reveals information 

from the police about 

an allegation that did 

not result in a criminal 

conviction. And it will 

help to prevent 

unnecessary 

reinvestigation if, as 

sometimes happens, 
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Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 

the file should be 

copied to the Local 

Authority.   

Allegation of a child 

protection nature 

against a member of 

staff, including where 

the allegation is 

unfounded   

Yes   Employment Practices 

Code: Supplementary 

Guidance 2.13.1 

(Records of 

Disciplinary and 

Grievance)   

Education Act 2002 

guidance “Dealing with 

Allegations of Abuse 

against Teachers and 

Other Staff” 

November 2005   

Until the person’s 

normal retirement 

age, or 10 years from 

the date of the 

allegation whichever is 

the longer   

Shred   The following is an 

extract from 

“Safeguarding Children 

and Safer Recruitment 

in Education” p60: 

“Record Keeping 5.10 

It is important that a 

clear and 

comprehensive 

summary of any 

allegations made, 

details of how the 

allegation was 

followed up and 

resolved, and a note of 

any action taken and 

decisions reached, is 

kept on a person’s 

confidential personnel 

file, and a copy 

Child Protection   

Basic file description   Data Protection Issues   Statutory Provisions   Retention Period   Action at the end of the 

administrative life of 

the record   

Child Protection files   Yes   Education Act 2002, 

related guidance 

“Safeguarding Children 

in Education”, 

September 2004   

Date of leaving + 25 

years   

Shred   Child Protection 

information must be 

copied and sent under 

separate cover to new 

school/college whilst 

the child is still under 

18 (the information 

does not need to be 

sent to a university)   

Where a child is 

removed from roll to 

be educated at home, 
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