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Data Retention Policy 

Policy Statement

[bookmark: _Toc514408614][bookmark: a106107][bookmark: _Toc500852042]
Policy

1. Moulton College (the "College") must, in respect of its processing of personal data, comply with the Data Protection Act 2018, the UK GDPR, and related legislation (together, "Data Protection Laws").

2. This Retention Policy should be read in conjunction with the College’s Data Protection Policy, which sets out the College’s overall approach to data protection matters and sets out the rationale for why a Retention Policy is required for personal data.

3. [bookmark: a920478]The College is under a legal obligation only to keep personal data for as long as the College needs it. Once the College no longer needs personal data, the College must securely delete it.  All documentation and data must be destroyed in accordance with the College Destruction of Confidential Records Policy. The College recognises that the correct and lawful treatment of data will maintain confidence in the College and will provide for a successful working environment.

4. [bookmark: a742941]This Policy applies to all College employees, governors, consultants, contractors and temporary personnel hired to work on behalf of the College ("College Personnel").

5. All College Personnel with access to personal data must comply with this Retention Policy.

6. Please read this Retention Policy carefully.  All College Personnel must comply with it at all times. If you have any queries regarding this Retention Policy, please consult your manager and/ or the Data Protection Officer.  You are advised that any breach of this Retention Policy will be treated seriously and may result in disciplinary action being taken against you.

7. College Personnel will receive a copy of this Policy when they start and may receive periodic revisions of this Policy. This Policy does not form part of any College Personnel’s contract of employment and the College reserves the right to change this Policy at any time. All College Personnel are obliged to comply with this Policy at all times.

About this policy

8. [bookmark: a766392]This Retention Policy explains how the College complies with our legal obligation not to keep personal data for longer than we need it and sets out when different types of personal data will be deleted. In particular, it sets out details of the College’s policies for the retention of Special Category personal data.


[bookmark: _Toc514408616]Data retention periods

9. [bookmark: _MON_1679826328]Data will be retained according to the retention period in Moulton College Records Retention & Management Register -

>> View the register here <<
10. Reference to a year is the period from 1st September to 31st August
11. If any member of College Personnel considers that a particular piece of personal data needs to be kept for more or less time than the period set out in this policy, please contact the Data Protection Officer for guidance.
12. College staff are responsible for maintaining records according to the records retention schedule, and ensuring they are appropriately disposed of.
13. Managers must ensure appropriate procedures are in place to ensure that routine disposal of records that have passed their retention period is carried out
14. Information System Owners should ensure that records are not maintained in information systems beyond the retention period
15. Data held in paper form will be disposed of in accordance with the college’s policy on the disposal of confidential waste. 
16. Data held in electronic form is to be permanently deleted either manually or by automated means
[bookmark: _Toc195622934]RESPONSIBILITIES AND OBLIGATIONS 
17. All individuals with access to personal data are required to adhere to this Data Retention and Disposal Policy. 

18. The College has a corporate responsibility to manage its records and record-keeping systems in accordance with regulatory requirements. 

19. Departments that handle records are responsible for preparing archive materials that meet established standards and for maintaining records of archived items. 

20. Individual employees are required to ensure the accuracy of records they manage and to maintain and dispose of them according to the college policies. Management staff must store documents appropriately and destroy them at the designated times in a proper manner, ensuring confidential documents are shredded or otherwise suitably destroyed. 

21. All employees must keep records secure, organised, and protected by adequate security measures, ensuring that records are not left in open, public, or unsecured areas without appropriate physical security. 

22. All staff must ensure that records intended for archiving are prepared according to the published guidance on and clearly labelled using an approved archive label.

23. Estates staff will accept only properly prepared archive boxes for archiving and will ensure these boxes are packed and secured prior to transport. They are responsible for processing archive materials with consideration of their potential academic or financial value and storing them appropriately to allow for subsequent retrieval. 

24. All members of staff are responsible for documenting their work correctly and managing the records they create or receive. They also have a responsibility to be aware of the information they hold and its location. 

25. All data must be stored and labelled so that it can be properly and automatically retrieved for a Data Subject Access Request.

[bookmark: _Toc195622935]RECORDS MANAGEMENT 
26. Records serve as evidence of activities that substantiate the business and operational decisions of the College. These records may exist in various formats. 

27. Examples of different types of records include: 

· CCTV recordings 
· Emails 
· Property files 
· Staff files 
· Minutes 
· Financial records 
· Diaries 
What Is Not A Record? 

28. Not all information qualifies as a formal record. Examples of non-record information include: 

· information relating to personal or social activities;
· books, magazines, periodicals etc. held for reference purposes; 
· stocks of printed publications and publicity materials retained for supply 
· purposes; and 
· duplicate copies of records held for convenience or personal reference and where the master set of the records has been identified and retained elsewhere. 
[bookmark: _Toc195622938]DISPOSAL
29. Documents may be destroyed only after the minimum storage time specified in Schedule A has expired. 

30. Document destruction should occur shortly after this period unless there are valid reasons to maintain the records. 

31. [bookmark: _Toc195622939]Approval from the Head of Governance is required for any variations, and any exceptions to the College policy must be documented. Exceptions include instances where documents are part of an ongoing case, investigation, audit, or dispute. In such situations, the records should be transferred from the organisation archive to alternative secure storage to ensure they are not included in routine reviews and disposal processes.

Confidential Disposal 
32. Treat any identifiable or commercially sensitive information as confidential and dispose of it securely to prevent disclosure. Recycle non-confidential paper documents. 

33. Where documents contain confidential information, place the documents in the   confidential waste bag, which should be sealed and collected by the estates team for shredding. 

34. Estates will make arrangement for the confidential waste to be collected. The confidential waste will be stored in a locked room until the shredding company collect it for secure disposal. A certificate of disposal will be provided once the records have been securely destroyed, which Estates will retain. 

35. A record cannot be considered fully destroyed until all copies, including backup copies, have been eradicated to prevent any possibility of data recovery. Electronic records are subject to the same retention periods as paper records, and multiple copies may exist in digital format. It is essential to ensure that all electronic copies are effectively destroyed. 

36. If you need to dispose of IT equipment, please contact the IT Service Desk for assistance. Until collection, the equipment should be stored securely.

[bookmark: _Toc195622940]Authority for Disposal 
37. All files/folders/documents and records must be reviewed against the retention schedule on an annual basis.

38. Authority for disposal is held by the relevant member of the college management group (CMG).

39. All records must be disposed of securely and completely.

40. Where there is any doubt as to the disposal of records advise should be sought from the data protection team - dataprotection@moulton.ac.uk 

Changes to this policy

41. [bookmark: _Toc514408617]The College reserves the right to change this policy at any time.  
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Please complete both sides of this Equality Impact Assessment and ensure that the latest copy of this is recorded as part of the appendices of the specific policy.	
	Policy Reference and Name
	Data Retention Policy

	Assessment date
	February 2026

	Completed by
	HoG

	What are the aims of the policy?
	To ensure data is not kept past the point of necessity and that it destroyed appropriately.

	Who does the policy affect? 
	All users, staff and students where data is stored on them.

	Who is involved in implementing the policy?
	SLT

	What information is currently available about the impact of this policy and its associated procedures?  
	

	Do you need more information to help you make an assessment about the impact of this policy and its associated procedures? 
	

	Do you have any examples that show how this policy will have a positive impact on any of the equality characteristics listed in the table below? 
	

	Which other policies does this policy link with?
	DP-01, DP-02, DP-05

	What consultation has taken place in the development of this policy?
	


Version 24.09.2020
Use the table below to assess the impact of this policy on each of the listed characteristics. Your decision must be evidence based. Sources of evidence might include success rates, achievement gaps, application and enrolment data, student voice, consultation outcomes, recruitment and employment data, customer feedback or complaints, meeting minutes. 
	Characteristic
(These characteristics are protected
 under the Equality Act 2010)
	Negative impact?
Y / N
	Evidence to support your impact assessment decision
	Requires further action?   Y/N

	Age
	N
	
	N

	Disability
	N
	
	N

	Race
	N
	
	N

	Gender, inc. re-assignment
	N
	
	N

	Sexual orientation
	N
	
	N

	Religion / belief
	N
	
	N

	Pregnancy / maternity
	N
	
	N

	Marriage / civil partnership
	N
	
	N

	Socio-economic
	N
	
	N



Overall EIA judgement 

	Select
	

	ü
	No change required 
The assessment is that the policy is/will be robust. There is no evidence of potentially unlawful discrimination and all reasonable opportunities to advance equality and foster good relations have been taken, subject to continuing monitoring and review

	
	Adjust the policy or practice
This involves taking steps to remove any barriers, to better advance equality and/or to foster good relations. This may involve removing or changing the aspect of the policy that creates any negative or unwanted impact. It may also involve introducing additional measures to reduce or mitigate any potential negative impact

	
	Continue the policy
This means adopting/continuing with the policy despite the potential for adverse impact. Set out the rationale for this decision, including how the decision is compatible with our legal obligation. Where there is discrimination, but it is considered not to be unlawful – the objective justification must be recorded

	
	Stop the policy
If there would otherwise be unlawful discrimination or adverse effects that are not justified and cannot be prevented/mitigated
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