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Retention Guidelines 
1. The purpose of the retention guidelines 
Under the Freedom of Information Act 2000, schools are required to maintain a retention 
schedule listing the record series which the school creates in the course of its business. 
The retention schedule lays down the length of time which the record needs to be retained and 
the action which should be taken when it is of no further administrative use. 
The retention schedule lays down the basis for normal processing under both the Data Protection 
Act 1998 and the Freedom of Information Act 2000. 
Members of staff are expected to manage their current record keeping systems using the 
retention schedule and to take account of the different kinds of retention periods when they are 
creating new record keeping systems. 
The retention schedule refers to record series regardless of the media in which they are stored. 
 
2. Benefits of a retention schedule 
There are a number of benefits which arise from the use of a complete retention schedule: 

• Managing records against the retention schedule is deemed to be “normal processing” 
under the Data Protection Act 1998 and the Freedom of Information Act 2000. Members 
of 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. 

• Members of staff can be confident about safe disposal information at the appropriate time. 

• Information which is subject to Freedom of Information and Data Protection legislation will 
be available when required. The school is not maintaining and storing information 
unnecessarily. 

 
3. Maintaining and amending the retention schedule 
Where appropriate the retention schedule should be reviewed and amended to include any new 
record series created and remove any obsolete record series. 
Version 5 
This retention schedule contains recommended retention periods for the different record series 
created and maintained by schools in the course of their business. The schedule refers to all 
information regardless of the media in which it is stored. 
 
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 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. 
 
This schedule should be reviewed on a regular basis. 
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This document is a guideline only and liability is the liability of the end user and not of the IRMS 
(Information & Records Management Society). 
 
Individual organisations should seek the appropriate legal advice and senior management 
approval. 
 
These retention guidelines are free for use to schools. Questions will only be dealt with if they 
are submitted by IRMS members. Please complete the form on the webpage remembering to 
include your IRMS membership number. 
 
Further details about the benefits of IRMS membership can be found at: 
http://www.irms.org.uk/join 
 
Using the Retention Schedule 
The Retention Schedule is divided into these sections: 
1. Management of the School 
2. Human Resources 
3. Financial Management of the School 
4. Property Management 
5. Pupil Management 
6. Curriculum Management 
7. Extra-Curricular Activities 
8. Central Government and Local Authority 
 
There are sub headings under each section to help guide you to the retention period you are 
looking for. Each entry has a unique reference number. If you are sending a query to the IRMS 
about an individual retention period, please ensure that you have quoted the unique reference 
number. 
 
The IRMS will only deal with queries relating to the retention schedule from IRMS members. 
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