
               APPENDIX A 

CARRINGTON JUNIOR SCHOOL 

PUPIL MANAGEMENT DATA RETENTION SCHEDULE - PRIMARY 

 

 Pupil’s Educational Record 

Basic file description Data 

Protection 

Issues 

Statutory Provisions Retention Period 

[Operational] 

Action at the end of the administrative life of the record 

Pupil’s Educational Record required by The 

Education (Pupil Information) (England) 

Regulations 2005 

Yes The Education (Pupil 

Information) 

(England) Regulations 

2005 SI 2005 No. 1437 

 

 

Retain whilst the child 

remains at the primary 

school 

The file should follow the pupil when he/she leaves the primary 

school. This will include: 

•   to another primary school 

   •   to a secondary school 

•   to a pupil referral unit 

  •  if the pupil dies whilst at primary school the file should be returned to 

the Local Authority to be retained for the statutory retention period.  

Primary schools do not ordinarily have sufficient storage space to store 

records for pupils who have not transferred in the normal way. It 

makes more sense to transfer the record to the Local Authority as it is 

more likely that the pupil will request the record from the Local 

Authority. 

Child Protection information held on pupil 

file 

Yes “Keeping children safe 

in education Statutory 

guidance for schools 

and colleges 

September 2016”; 

“Working together to 

safeguard children. A 

guide to inter-agency 

working to safeguard 

and promote the 

welfare of children 

September 2016” 

If any records relating 

to child protection 

issues are placed on 

the pupil file, it should 

be in a sealed 

envelope and then 

retained for the same 

period of time as the 

pupil file. 

SECURE DISPOSAL – these records  MUST be shredded 



Child Protection information held in 

separate files 

Y.es “Keeping children safe 

in education Statutory 

guidance for schools 

and colleges 

September 2016”; 

“Working together to 

safeguard children. A 

guide to inter-agency 

working to safeguard 

and promote the 

welfare of children 

September 2016” 

DOB of the child 

+ 25 years then 

review 

This retention period 

was agreed in 

consultation with the 

Safeguarding Children 

Group on the 

understanding that 

the principal copy of 

this information will be 

found on the Local 

Authority Social Services 

record 

 

 

SECURE DISPOSAL – these records  MUST be shredded 

Attendance 

Basic file description Data 

Protection 

Issues 

Statutory Provisions Retention Period 

[Operational] 

Action at the end of the administrative life of the record 

Attendance Registers Yes School attendance: 

Departmental advice 

for maintained 

schools, academies, 

independent schools 

and local authorities 

October 2014 

Every entry in the 

attendance register 

must be preserved 

for a period of three 

years after the date 

on which the entry 

was made. 

SECURE DISPOSAL 

Correspondence relating to authorised 

absence 

 Education Act 1996 

Section 7 

Current academic year 

+ 2 years 

SECURE DISPOSAL 



Special Educational Needs     

Basic file description Data 

Protection 

Issues 

Statutory Provisions Retention Period 

[Operational] 

Action at the end of the administrative life of the record 

Special Educational Needs files, reviews     and 

Individual Education Plans 

Yes Limitation Act 1980 

(Section 2) 

Date of Birth of the 

pupil + 25 years 

REVIEW: 

NOTE: This retention period is the minimum retention period that any 

pupil file should be kept. Some authorities choose to keep SEN files for a 

longer period of time to defend themselves in a “failure to provide a 

sufficient education” case. There is an element of business risk analysis 

involved in any decision to keep the records longer than the minimum 

retention period and this should be documented. 

Statement maintained under section 234    

of  the Education Act 1990 and any 

amendments made to the statement 

Yes Education Act 1996 

Special Educational 

Needs and Disability 

Act 2001 Section 1 

Date of birth of the 

pupil + 25 years [This 

would normally be 

retained on the pupil 

file] 

SECURE DISPOSAL unless the document is subject to a legal hold 

Advice and information provided to 

parents regarding educational needs 

Yes Special Educational 

Needs and Disability 

Act 2001 Section 2 

Date of birth of the 

pupil + 25 years [This 

would normally be 

retained on the pupil 

file] 

SECURE DISPOSAL unless the document is subject to a legal hold 

Accessibility Strategy Yes Special Educational 

Needs and Disability 

Act 2001 Section 14 

Date of birth of the 

pupil + 25 years [This 

would normally be 

retained on the pupil 

file] 

SECURE DISPOSAL unless the document is subject to a legal hold 

 

 

 

 


