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The purpose of this policy is to lay down the length of time which a record (regardless of the media in which they are stored) needs to be 
retained and the action which should be taken when it is of no further administrative use. The records retention policy lays down the basis for 
normal processing under the Freedom of Information Act 2000 and the General Data Protection Regulations 2018. 
 
This retention schedule below follows the IRMS document called  ‘Information Management Toolkit for schools’ 2016 which contains the 
recommended retention periods for the different records created and maintained by schools in the course of their business, irrespective of the 
media in which they are stored. 
 
Some of the retention periods are governed by statute. Others follow best practice. The retention periods are compliant with the Freedom of 
Information Act and GDPR. 
 
This policy will be reviewed on a regular basis. 



  



 



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  





 


