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

1.2	This Retention Policy aligns with current UK data protection requirements post-Brexit and should be read in conjunction with the institution's GDPR Policy (DP1.01), Privacy Policy (DP1.04), Data Rights of Individuals Policy (DP1.02) and Data Breach Policy (DP1.06).

1.3	Hull College recognises its legal obligation to:
•	Only keep personal data for as long as necessary for specified purposes
•	Regularly review and update retention periods
•	Securely destroy or anonymise personal data when no longer needed
•	Maintain appropriate documentation of processing activities

1.4	This policy applies to:
•	All employees, contractors, and temporary personnel
•	All personal data processed by the institution
•	All processing locations, including remote working environments
•	All forms of data storage (physical and digital, including cloud storage)

1.5	All College Staff with access to personal data must comply with this Retention Policy.

1.6	Please read this Retention Policy carefully. All College Staff 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.

1.7	College Staff 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.

1.8	This Retention Policy explains how the College complies with our legal obligation to only keep personal data for as long as 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.

2.	Responsibility & Implementation
2.1	The Data Protection Officer (DPO) is responsible for overseeing and ensuring compliance with this policy.

2.2    Department heads are responsible for implementing retention schedules.

2.3	All staff members are responsible for implementing and adhering to the data retention guidelines.

2.4	All staff must complete mandatory data protection training annually and ensure they understand their responsibilities in relation to data retention and secure disposal.

3.	Policy Details
3.1	Data Retention Periods
3.1.1	The College has assessed the types of personal data that the College holds and the purposes the College use it for. 

3.1.2	Data broadly falls into two categories:
•	Data that must be retained for a set period, due to regulatory or organisational requirements as outlined in the table below
· Data that has no fixed retention schedule (regulatory or organisational) and therefore must only be retained as long as it is necessary. Individuals and department are required to regularly review and destroy data that falls into this category. (Regular meaning no less than annual). 

3.1.4	The table in the appendix sets out the retention periods for different types of data. It is the responsibility of the relevant department to ensure the data they hold is maintained for the period specified and securely destroyed at the end of the retention period. All such retention and disposal actions should be undertaken in accordance with the College’s documented procedures and audit requirements.

3.1.5	Where years are stated below this refers to academic year not including the current year. For example in data with a retention period of 7 years from 2017/18 academic year would be destroyed after the 31st July 2025 (end of 2024/25).

3.1.6	If any member of College Staff considers a category of 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.

3.2	Data Disposal
3.2.1	At the end of its retention period, data must be deleted/destroyed. Destruction of confidential information should be carried out in such a way that it cannot be recovered or reconstructed. 
•	Non-sensitive paper information, that has no personal data (e.g. building risk assessments or learning materials) can be disposed of using recycle bins where appropriate 
•	Confidential/sensitive information containing any personal data CANNOT be placed in an ordinary bin or recycling and must be made ‘unreadable and unreconstructable’. Government guidance outlines the following appropriate methods:
o	paper records should be shredded using a cross-cutting shredder or shredded by an external company. 
o	CDs / DVDs / floppy disks should be cut into pieces.
o	audio / video tapes and fax rolls should be dismantled and shredded.
o	hard disks should be dismantled and sanded. 
o	College staff are asked to contact the IT team for support with the destruction and deletion of digital records and within IT equipment
•	The college uses a waste management contractor to destroy confidential paper records securely and compliantly. Please ensure confidential paper records are placed in the confidential waste bins as supplied by the college’s contractor.
•	staff are responsible for ensuring confidential waste bins are kept in a secure location until collection. 

3.2.2	It is not necessary to document the disposal of records which appear on the Disposal Plan. Records disposed of outside of the Plan, for example by being disposed of earlier or kept for longer will need to be recorded for audit purposes.

3.2.3	The College must maintain appropriate records of disposal activities, including system-based deletion logs or contractor certificates, to demonstrate compliance with the accountability principle

3.3	Sharing
3.3.1	Copies of records should be destroyed when no longer required for the purpose they were copied. Where information has been regularly shared between departments, only the original records should be retained

3.3.2	Where the College shares information with other organisations, we must ensure they have adequate procedures for records to ensure that the information is managed in accordance with our policies, as well as current legislative and regulatory requirements, and that appropriate data protection assurances are in place prior to sharing.

3.3.3	Where appropriate we may carry out a Data Privacy Impact Assessment (DPIA) ahead of sharing data outside of the organisation.

4.	Related Documentation
4.1	GDPR Policy
4.2	Privacy Notices
4.3	Data Breach Policy
4.4	Data Rights of Individuals Policy (DP1.02)

5.	Monitoring and Review
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]
5.1	This policy will be monitored by the Data Protection Officer “DPO” on a bi-annual basis, unless changes in legislation require earlier review. 
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APPENDIX – RETENTION PERIODS FOR DIFFERENT CATEGORIES OF DATA

Retention Schedules

Staff Records

	Record Type
	Retention Period
	Justification

	Recruitment Records
	6 months post-decision
	ICO Employment Practice Code

	DBS Certificates
	Maximum 6 months
	DBS Code of Practice

	Personnel Files
	6 years post-employment
	Limitation Act 1980

	Disciplinary Records
	6 years post-employment
	Limitation Act 1980

	Safeguarding Allegations
	10 years or until pension age
	KCSIE Guidance

	Low-Level Concerns
	10 years or until pension age
	KCSIE Guidance

	Training Records
	6 years post-employment
	Statutory requirement



 Student Records
	Record Type
	Retention Period
	Justification

	Learner Records
	6 Years
	Statutory requirement

	Live Portfolio (paper/digital)
	2 Years
	Statutory requirement

	Certificates
	0 Years
	Returned to awarding body

	European Social Fund (ESF)
	20 Years
	Statutory requirement

	Safeguarding Records
	25 years from DOB
	Updated KCSIE guidance

	LAC Records
	75 years from DOB
	Statutory requirement

	SEND Records
	Until 25th birthday
	SEND Code of Practice

	Behavioural Records
	6 years post-graduation
	Institution requirement



 Digital Records
	Record Type
	Retention Period
	Justification

	CCTV Footage
	30 days maximum – Autodeleted (Retention may be extended where footage is required for investigation, legal proceedings or safeguarding purposes).
	ICO CCTV Code

	System Logs
	2 Years
	Security requirement

	Email Archives
	2 Years
	Compliance/contractual

	Video Recordings
	1 year if teaching-related
	Educational purpose

	Cloud Backups
	2 Years
	Business continuity



 Health & Safety Records
	Record Type
	Retention Period
	Justification

	Accident Records
	3 years from incident
	RIDDOR 2013

	COVID-19 Data
	1 year post-collection
	Public health guidance

	Risk Assessments
	5 years
	Management requirement

	Medical Records
	40 years
	COSHH 2002



Governance Records (Hull College Group, and Subsidary Companies)
	Record Type
	Retention Period
	Justification

	Board and Committee
Meeting Minutes and
Annual Reports
	Permanent
	Companies Act 2006; Charities
Act 2011; FE and Sixth-Form
College Governance Guide
(records accountability and
decision-making).

	Governance Policies and
Procedures
	Current + 6 years
	Limitation Act 1980 (for
contractual claims); Data
Protection Act 2018 (ensure
compliance with regulatory
frameworks).

	Financial Records
	6 years
	HMRC regulations for tax
compliance; Companies Act 2006.

	Governor/Director Records
	Termination + 6 years
	Equality Act 2010; Limitation Act
1980 (for appointment-related
claims).

	Governor Declarations of Interests
	Duration of Appointment +
1 year
	FE Governance Guide; GDPR
(ensuring transparency and
preventing conflicts of interest).

	Legal Disputes and
Litigation Records
	Resolution + 6 years
	Limitation Act 1980.

	Contracts & Agreements
	Duration of contract + 6 years
	Limitation Act 1980.
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