
1 
 

 

 

 

 

 

 

 

 

 

 

 

Data Retention and Erasure Policy 
 

DP/05 

 

 

 

 

 
Date issued: August 2023 
Date reviewed: November 2025 
Author: Data Protection Officer 
Policy Owner: Company Secretary 
Next review date: November 2027 



 
 

Advance HE 
Equality, Diversity, and Inclusion Statement  
Advance HE’s charitable objects illustrate our clear commitment to advancing equality, 
diversity, and inclusion (EDI). Encouraging EDI in the workplace as a core organisational 
value, underpinning internal practice in order for people to feel welcome valued and 
supported. 

At Advance HE, we are committed to creating an environment free of bullying, harassment, 
victimisation, and unlawful discrimination, promoting dignity, and a safe, inclusive, and 
respectful environment. We are committed to ensuring that all stakeholders are treated 
fairly and are not subject to discrimination on any grounds. 
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Advance HE 
Data Retention and Erasure Policy 
1 Purpose 

1.1 Advance HE is committed to ensuring that it complies with statutory obligations 
under the UK Data Protection Act 2018 when collecting and processing individual’s 
personal data as part of its everyday business activities. 

1.2 Advance HE understands the importance to only retaining data collected as part of 
its operations and services for the required amount of time. 

1.3 The Data Retention and Erasure Policy (“the Policy”) outlines the principles on how 
Advance HE retains and erases data in line with statutory obligations and security 
measures to ensure that necessary records and documents are adequately 
protected and maintained throughout the documents lifespan. 

1.4 The Policy also ensures that records and documents are retained for their required 
amount of time and when they have no further value or necessity to Advance HE 
they will be discarded in safe and sustainable manner. 

2 Scope 

2.1 This Policy applies to all Advance HE employees and third parties processing data, 
including personal data, on Advance HE’s behalf. This Policy provides colleagues 
with understanding of their obligations in retaining electronic documents and all 
Microsoft Office or other formatted files. 

2.2 This Policy also provides data subjects whose personal data is being processed by 
Advance HE information on how Advance HE will retain and erase their data.  

3 Definitions 
Term Definition 

Colleagues All persons working for Advance HE or on its behalf in any 
capacity, including employees at all levels, directors, officers, 
agency workers, seconded workers, volunteers, interns, agents, 
associates, contractors, external consultants, third-party 
representatives and business partners, sponsors, or any other 
person associated with Advance HE. 

Consent Agreement freely given, specific, informed and be an 
unambiguous indication of the data subject’s wishes by which 
they, by a statement or by a clear positive action, signifies 
agreement to the processing of personal data relating to them. 
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Control of Personal 
Data 

Advance HE has received the information on the basis that, 
subject to this Policy, the law and any privacy statement accepted 
by the data subject, that it can process their personal information 
as decided and without further reference to the data subject. 

Data Information which is stored electronically or in paper-based filing 
systems, including personal data and special category data. 

Data Controller The individual or organisation which control and determine, 
subject to the permission given to them by the law or the data 
subject, how and why any personal information is processed. 

Data Processors Individuals / organisations who processes personal information 
on behalf of a data controller. Colleagues are excluded from this 
definition.  

Data Protection 
Officer 

Individual appointed under the UK GDPR with designated 
responsibility for data protection compliance. 

Data Subject All living individuals about whom Advance HE holds personal 
data. 

Electronic 
Documents 

Including e-mail, web files, text files, sound and movie files, PDF 
documents. 

Erasure The permanent deletion of data from storage devices, often using 
secure methods to prevent recovery. 

Data Protection 
Legislation 

EU General Data Protection Regulation 2016/679 (“GDPR”) as 
retained into English law pursuant to the Data Protection, Privacy 
and Electronic Communications (Amendments Etc) (EU Exit) 
Regulations 2019 made on 28 February 2019 (as amended by 
the Data Protection, Privacy And Electronic Communications 
(Amendments Etc) (Eu Exit) Regulations 2020 laid on 14 
October 2020), the Data Protection Act 2018 and the Data Use 
and Access Act. 

Information 
Commissioner 

The Information Commissioner is the UK’s independent authority 
set up to uphold information and personal data rights. 

Personal Data Information relating to an identifiable natural person who can be 
identified, directly or indirectly, in particular by reference to an 
identifier.  

Processing Any activity that involves the use of personal data. It includes 
obtaining, recording, or holding the data, or carrying out any 
operation or set of operations on the data including organising, 
amending, retrieving, using, disclosing, erasing or destroying it. 
Processing also includes transmitting or transferring personal 
data to third parties. 

Retention The act of keeping something and it’s the ability to hold, maintain, 
or preserve. 
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Special Category 
Data 

Information revealing racial or ethnic origin, political opinions, 
religious or similar beliefs, trade union membership, physical or 
mental health or conditions, sexual life, sexual orientation, 
biometric or genetic data or about the commission of, or 
proceedings for, any offence committed or alleged to have been 
committed by that person, the disposal of such proceedings or 
the sentence of any court in such proceedings. Special category 
data can only be processed under strict conditions. 

4 Roles and Responsibilities 
4.1 The Data Protection Officer has the following responsibilities under this Policy: 

• To oversee the Data Protection provision at Advance HE, ensuring there is 
compliance with UK Data Protection Legislation. 

• To be the point of contact for all internal and external data protection related 
queries. 

• To be the direct contact with the Information Commissioner. 

• Provide advice and guidance on data processing activities. 

• Conduct investigation on any breach of compliance with UK Data Protection 
Legislation and report to the Information Commissioner if necessary. 

• Ensure there is internal compliance with this Policy. 

• Produce reports on the data trends for management review. 

4.2 The Audit, Finance and Risk Committee have delegated responsibility from the 
Board of Directors to oversee the compliance framework with Data Protection. 

4.3 The IT team have the following responsibilities under this Policy: 

• Ensure Advance HE has sufficient security measures as per the requirements 
of privacy by default and privacy by design. 

• Ensure that the technical and organisational measures are effective and 
efficient for the processing activities carried out by Advance HE. 

• Conduct regular testing on the security measures. 

4.4 All colleagues have the following responsibilities under this Policy: 

• Manage and maintain any data records that fall under their role in line with the 
UK Data Protection Act, and subsequent legislations. 

• Comply with this Policy, and all further policies and guidance under Data 
Protection. 

• Conduct annual data cleanses on data held in line with this Policy. 
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• Attend any training provided in relation to this Policy, its requirements, and any 
other Data Protection training offered by Advance HE. 

• Notify the Data Protection Officer of any processing activities they undertake, 
Data Protection queries or concerns, and breaches of Data Protection. 

• To be familiar with all Data Protection policies and procedures and ensure that 
they read all updates. 

5 Retention and Erasure of Data 
5.1 In the course of carrying out Advance HE’s operations, it is required to collect data, 

including personal data, from a number of different sources, including directly from 
individuals and indirectly from external organisations. 

5.2 Advance HE utilises this data by creating records and information basis to support 
in the delivery of services. This means Advance HE deals with a wide range of data 
which is recorded in both electronically and hard copy. 

5.3 Advance HE operates within a variety of different statutory, regulatory and business 
frameworks which govern whether data should be retained or erased. 

5.4 Data retention timescales are applied to many of the categories of documents, data 
and media used at Advance HE. 

5.5 Advance HE is required to hold certain data for a specified timeframe, whether that 
be for legal and audit requirements or to meet operational requirements and 
preservation of documents. 

5.6 Data will be allocated retention periods under this Policy, which are determined by 
regulatory requirements or deemed suitable by Advance HE. Retention periods for 
Advance HE data has been identified in the appendices of this Policy. 

5.7 Advance HE ensures the compliance of data retention and erasure through the 
following security measures: 

• Only retaining personal data for as long as it is needed for the purpose. 

• Where possible, providing data subjects and suppliers with the length of the 
retention period in writing prior to the collection of personal data. 

• Complying with an individual’s right of erasure in line with the Data Subject 
Request Policy. 

5.8 In addition to the above, Advance HE will factor in the following when determining 
data retention periods: 
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Factor Description 

Litigation Should litigation become possible, Advance HE has the right to 
retain any documents that might be required, should they not be 
amended, until the risk of litigation has been removed. The 
Limitation Act 1980 sets out the time limits for commencing legal 
action and only when this time limit has expired, should such 
documentation be disposed of. The main statutory limit which will 
normally apply is 6 years from the date on which the cause of action 
occurred, or 12 years for documents that are executed as a Deed. 
The relevant statutory time limits are set out in the schedule to this 
Policy. 

Personal Data Documents that include personal data will not be kept for any period 
longer than is necessary for the purposes of data collection. The 
retention periods may be stated in the relevant privacy notice(s) 
published by the Data Controller. 

Advance HE 
Activities 

Provided that it is lawful and does not breach any rights of 
confidence or compliance obligations, it is useful to retain certain 
documents for its own purposes, such as for training and research 
purposes and for performance management purposes. 

Historical 
Interest 

Certain documents may be of historical interest or have monetary 
value which may mean that it is beneficial to be retained. 

Storage 
capacity 

Advance HE’s storage capability on platforms such as Jisc and 
Zoom is finite and there is a cost associated with expanding 
storage. Data housekeeping on the platforms is essential for both 
data protection compliance and financial/business reasons. 

Anonymisation Where personal data that has been converted to a truly anonymised, 
statistical format it will no longer contain be deemed as personal 
data and therefore will be retained in line with retention schedules. 

5.9 Data that have retention periods defined under this Policy must be retained for their 
retention period and should not be destroyed earlier for such purposes. Data may 
be destroyed prior to retention periods should Data Erasure requests deem it 
necessary to erase the data, further information can be found in the Data Subject 
Request Policy. 

5.10 Where a retention period as set out in the schedule to this policy has expired, a 
review should always be undertaken prior to making the final decision regarding its 
erasure. 

5.11 Data that do not have retention periods defined under this Policy may be subject to 
destruction immediately unless otherwise specified for longer retention periods. . 
The Data Protection Officer for advice prior to making any decisions regarding the 
retention or erasure of data. 
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5.12 Data will be destroyed upon or shortly after the expiry of their allocated retention 
period in accordance with the appendices of this Policy. 

5.13 Disposal of documents helps to maximise Advance HE’s use of storage space and 
ensures data minimisation and compliance with regulatory requirements. 

Procedures 
6 Disposal of Documents 
6.1 Methods and processes for disposal of documents will be fully secure, such as 

confidential shredding or permanent deletion off all systems. 

6.2 Under no circumstances will documents containing personal data or information 
which is marked as confidential be disposed of via normal and insecure landfill or 
recycling. 

6.3 Insecure methods of destruction could cause the organisation to be in breach of its 
data protection obligations under the Data Protection Legislation or contractual 
obligations to third parties. 

6.4 Where Advance HE is acting as the Data Processor in respect of personal data 
controlled by another party, the destruction of this data will be in line with the 
termination clauses within the contract. 

6.5 In the cases where Advance HE has shared the data with subcontractors, including 
Associates, they will be notified to return and destroy the data in line with the 
contractual obligations. 

6.6 Teams who are responsible for handling the data will be that created be responsible 
for ensuring that the data is retained and erased in line with this Policy. 

7 Retention of Third-Party Data 
7.1 Advance HE may be required to process third-party data, either as Data Processor 

or Joint Controller. Under these circumstances processing and retention are 
governed by the contract between both parties. 

7.2 Where Advance HE is designated a Data Processor on behalf of a customer, 
retention periods typically last for the duration of the contract and must be returned 
or destroyed at the termination of the contract. However, Advance HE is legally 
required to retain some third-party data for legal and auditing purposes. 

7.3 Contracts where Advance HE is Joint Controllers with another organisation retention 
periods may be stipulated or be based on each organisation’s retention schedules. 
This will be determined during the contracting stage and be treated on a case-by-
case basis. 

7.3.1 If the contract does not include a retention period then data will be deleted once it 
is no longer required for the purpose, in accordance with this Policy. 
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7.4 At the termination of the contract, Advance HE will liaise with the Data Controller to 
determine the data to be returned or destroyed.  

7.5 In the cases where Advance HE has shared the data with subcontractors, including 
Associates, they will be notified to return and destroy the data in line with the 
contractual obligations. 

8 Data Cleansing and Archiving Data 
8.1 Teams handling Advance HE data are required to conduct data cleanses on all data 

in which they hold and process. It is recommended that data cleanses are 
conducted annually. 

8.2 Where platforms permit, data archiving rules are set to automatically archive and 
destroy data in line with the retention schedules. 

8.3 During the data cleanse, colleagues are required to review the data held and 
consider the following: 

• Whether the data is required for processing. 

• The processing and handling of the data is in line with the intended purposes. 

• Ensure data minimisation rules apply, ensuring only required data is held. 

• Identify any duplications, missing values or outdated / irrelevant data. 

• Ensure data security and accessibility is in line with Advance HE policies and 
the requirements of data processing. 

8.4 Where data is no longer required to be processed, however it is deemed necessary 
to retain, the data is to be archived and marked with an archive destroy data. 

8.4.1 Advance HE holds archive systems for all electronic data which are set with 
automatic destroy dates. 

8.4.2 External storage facilities have been procured to hold paper data which are to be 
archived. The suppliers of the storage facility will destroy archived data based on 
the destroy dates given. In addition to this, the People Team and Data Protection 
Officer will review the inventory on a biannual basis to determine whether the correct 
retention periods have been applied. 

8.5 Where data is no longer required to be processed and is not deemed necessary to 
retain, the data can be destroyed in a secure manner. 

9 Related Documentation 
9.1 The following documents should be read in conjunction with this Policy: 

• Information Security Policy 
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• All other Data Protection Policies, including Retention and Erasure Policy, Data 
Subject Rights Policy etc.  

10 Additional Information 
10.1 Advance HE reserves the right at any time to make any variations to and to amend 

this Policy and any other Associated Policy as it sees fit. 

10.2 If any variation or amendment has taken place, a notification of the updated Policy 
shall be sent to all colleagues. It is the colleague’s responsibility to ensure they 
adhere to the correct and current version. 

10.3 Anyone found to be in breach of this Policy may be subject to disciplinary action up 
to and including dismissal. 

10.4 This Policy does not form part of any employee’s contractual terms and conditions 
and Advance HE may choose to alter it at any time.
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Appendix A - Statutory Retention Periods 
 
Record Retention 

Period 
Start of Retention Period Statutory Authority Additional Information 

Financial Records 
Accounting Records / 
Company Accounts 

6 years End of financial year. • Companies Act 2006 
• Charities Act 

“Adequate” accounting records: 
• Show and explain company transactions. 
• Disclose reasonable accuracy the financial 

position of the company. 
• Enable Directors to ensure accounts 

comply with the Companies Act 2006. 
These may include invoices, transactions records, 
bank statements, reconciliations, purchase ledger, 
petty cash, and sales ledger which are used to 
produce financial statements.  

Payroll and Salary 
Records 

6 years End of financial year Taxes Management Act 
1970 

 

Fixed Asset Register Permanently  • Companies Act 2006 
• Charities Act 

 

Income Records 3 years End of financial year Regulation 97 of the Income 
Tax Regulations 2003 

• Income tax records 
• National Income returns 
• Correspondence with HMRC 

Pension Scheme Permanently  • Companies Act 2006 
• Pensions Act 2008 

Actuarial reports and contribution records. 

Tax Records 6 years End of financial year Taxes Management Act 
1970 

Including VAT records 



Retention and Erasure Policy 
Data Protection Policies 

 
13 

 

Record Retention 
Period 

Start of Retention Period Statutory Authority Additional Information 

Employee Records 
Employee and 
Training Records 

6 years After employment ceases. • Limitation Act 1980. 
• Employment Rights 

Act 1996 
• National Minimum 

Wage Act 1998 
• Retirement Benefits 

Schemes 

• Performance review meetings. 
• Evaluations  
• Identification/ work permit documents. 
• Copies of training received. 
• Employment contracts and amendments. 
• Appraisals. 
• Promotions and demotions. 
• Agreements concerning activities in relation 

to work. 
• References. 
• Sick leave records. 
• Redundancy details. 
• Pay related details, including overtime, bonus 

and expenses. 
• Disciplinary records. 
• Work time records. 
• Retirement benefits. 

Maternity / Paternity / 
Family Leave Record 

3 years End of tax year to which the 
records relate. 

Statutory Maternity Pay 
Regulations 1986 

 

Sickness Records 3 years End of tax year to which the 
records relate. 

Statutory Sick Pay 
Regulations 1982 

 

Pension Records 6 years (4 
years opt out) 

After employment ceases. Pension Act 2008 Auto-enrolment jobholders, workers and pension 
scheme details. 

Immigration 
Employment Checks 

2 years After employment ceases. Immigration, Asylum and 
Nationality Act 2006 

 

National Minimum 
Wage Records 

3 years After end of the pay reference National Minimum Wage 
Act 1998 / 2015 

 

Temporary Workers 6 years After employment ceases. • Limitation Act 1980 
• Data Protection Act 
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Record Retention 
Period 

Start of Retention Period Statutory Authority Additional Information 

End Point Assessment (“EPA”) Records 
EPA Submitted 
assessments 

Indefinitely  Ofqual Including submitted assessments and live 
assessments 

EPA Retake 
submissions 

Indefinitely   Ofqual  

Submission Feedback Indefinitely  Ofqual  
Apprentice Personal 
Data 

Indefinitely  Ofqual  

Appeals Indefinitely  Ofqual  
General 
correspondence 

3 years After correspondence has been 
closed 

Ofqual  

Assessors Personal 
Data 

3 years  After role ceases Ofqual  

Reasonable 
Adjustments 

3 years After completion of assessment Ofqual  

Special Circumstances 3 years After completion of assessment Ofqual  
Misconduct Indefinitely  Ofqual  
Ofqual Compliance 
records 

5 years After confirmation of Ofqual 
compliance 

Ofqual  

Outcome data 6 years After completion of assessment Ofqual  
Health and Safety Records  
Accident Records 3 years From the date of the last entry. 

If involves child / young adult, 
until person reaches 21. 

Reporting of Injuries, 
Diseases and Dangerous 
Occurrences Regulations 
1995 / 2013 
Limitation Act 1980 

Accident books 
Accident Records 
Accident Reports 

Controlled waste 
disposal 

2 years Date of transfer. Regulation 35(6), Waste 
Regulations 2011 

Written description of waste disposal. 

Health & Safety 
Records 

5 years Last review date Health and Safety 
Executive 

• Health and safety policies 
• Logbooks 
• Risk assessments 
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• DSE assessments 
Governance Records  
Board Meeting 
Records 

10 years From the date of meeting/passing 
a resolution in writing/decision. 

• Companies Act 2006 
• Charities Act 

• Minutes of meetings 
• Decisions and resolutions, and corresponding 

board papers. 
• Member details 
• Contracts 
• Share allocations 

Incorporation 
Documents 

Permanently  Companies Act 2006 Membership, Articles of Associations, printed 
copies of resolutions submitted to Companies 
House. 

Statutory Accounts Permanently  Companies Act 2006 Statutory returns, records and registers. 
Insurance Records 
Insurance Policies 3 years After lapse of policy   
Insurance Claims 3 years After settlement   
Employers Liability 
Certificate 

40 years  Employers’ Liability 
Insurance 1998 

 

Legal Records 
Contracts 6 years From the date of termination of 

contract. 
Limitation Act 1980 Full contract, including any legal letters in relation 

to the contract (such as addendum letters). 
Deed Contracts 12 years From the date of termination of 

contract. 
Limitation Act 1980 Full contract, including any legal letters in relation 

to the contract (such as addendum letters). 
Provision of services 6 years After ceasing of service 

provision 
Limitation Act 1980 Intellectual property records and legal files relating 

to provision of services. 
Other Records 
Children / Young 
Adults Records 

Until 21.  Limitation Act 1980  
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Appendix B - Recommended Retention Periods 
 
Record Retention Period Start of Retention Period Additional Information 

Accreditation 
Successful Applications Indefinitely   
Withdrawn Applications 5 years After date of withdrawal  
Programme Contact Details Indefinitely  May include organisations Programme Leader and Programme 

Administrator contact details. 
Reviewer Documentation Indefinitely  Includes action plans and reviewers’ documentation. 
Events Information 2 years After event.  
Review of CPD Schemes 5 years After the annual review period.  
Institutional Reviews / Audits 7 years  Accreditation 5-year cycle plus 2 years following 
Accreditor Personal Data 3 years  After role ceases  
Advance HE Governance Records 
Senior executive’s records Permanently   
Trustees’ minute books Permanently   
Trust deeds and rules Permanently   
Works council minutes Permanently   
Charters (including Athena Swan, Race Equality Charter and Inclusive Institutions Framework) 
Successful applications Indefinitely After date of award  
Unsuccessful applications 6 years After date of submission 

feedback 
 

Panellist / observer personal 
details 

3 years After role ceases  

Submission feedback Indefinitely   
Appeals / Objections Indefinitely   
Compliance Records 
Consent 6 years After data processing is no 

longer required. 
 

Complaints 7  years After complaint closure date. Includes complaints and matters of concerns across all Advance 
HE operations and services. 
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Connect Records 
Active User Accounts Indefinitely  Data retained will include profile details, live feed posts, forum 

discussions, likes, messages, and any other user generated 
content. 

Non-Activated Accounts 6 months After date of activation request 
sent. 

 

Inactive User Accounts 2 years After date of last activity. Data retained will include profile details, live feed posts, forum 
discussions, likes, messages, and any other user generated 
content. 

Forum Discussions Indefinitely  Individual user comments will be removed based on the account 
retention periods. 

User Generated Content Indefinitely  Individual user content will be removed based on the account 
retention periods. 

Consultancy 
Tender Submissions 3 years After date of submission  
Consultancy Proposals 3 years After proposal submissions  
Consultancy Recording As per contract After delivery of consultancy Where recordings or surveys relate to delivery of services under a 

consultancy contract they will usually be subject to end-of contract 
processor obligations or a specified retention and erasure period. 

Employment Records 
Annual Leave 6 years End of leave year  
Collective Workforce 
Agreements 

Permanently  Including past agreements that could affect present employees. 

Death Benefits Nomination 6 years After payment of benefit Nomination and revocation forms. 
DBS 6 years After employment ceases Checks and disclosures of criminal records. 
Parental Leave 5 years After birth / adoption Or 18 years if the child is receiving disability allowance. 
Pensioner Records 10 years 

6 years 
Benefit ceases 
After date of date 

 

Season tickets and Loans 6 years After repayment  
Redundancy details 6 years Date of redundancy Including details of redundancy, calculations of payments, refunds, 

and notification to secretary of state. 
Trade union agreements 10 years Ceasing to be effective  
Facilities Records 
Actuarial Valuation Reports Permanently   
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Property Leases 15 years After lease and liabilities 
terminates 

 

Fellowship 
Successful Applications Indefinitely After date of award Including application forms and references 
Unsuccessful Applications 5 years After date of submission 

feedback 
 

Submission Feedback Indefinitely   
Fellow Personal Data Indefinitely   
    
Referrals 5 years After referrals have been 

received 
 

General correspondence 3 years   
Reviewers Personal Data 3 years  After role ceases  
Financial Records 
Debtors and creditors records Relevant to 

operations 
  

Grants As per contract terms   
Inland Revenue / HMRC 
Approvals 

Permanently   

Money purchase details 6 years After transfers  
Pension Scheme Investment 12 years End of benefit payable  
General Records 
Recordings of Meetings As necessary.  Recordings of meetings should not take place as standard, 

without a specific legitimate purpose. Where such recordings are 
taken, consent is to be obtained from attendees. 

Emails As necessary  Emails are also ‘documents’ and are not yet covered by one single 
act in the UK. Application of the relevant retention period to which 
the content and attachments of the email(s) relate to should be 
considered. 

Scanned Materials As necessary  Code of practice BS 10008 is the British Standard guidance which 
should be followed when considering electronic information 
management. A written audit trail is required to provide evidence 
that the original copy has been scanned and subsequently 
destroyed. This will enable the electronic copy to be allowed as 
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evidence in any subsequent civil proceedings under the Civil 
Evidence Act 1968 and in criminal proceedings under the Police 
and Criminal Evidence Act 1984. 

Health & Safety Records 
Assessments  Permanently  Health and safety regulations and records of consultations with 

safety representatives and committees. 
Legal Records 
Copyright 70 years  Following death of author. Evidence of the original work, includes all Advance HE owned 

publications. 
Customers and suppliers’ 
records 

Relevant to 
operations 

  

Membership 
Membership Contracts Indefinitely  Including renewal forms and level of membership. 
Membership Letters Duration of 

Membership 
  

Marketing and Communications 
Marketing Subscriptions Duration of consent   
Leads and Enquiries  2 years After communications  
    
Online Learning 
Brightspace Archiving 3 years From date of training 

completion 
 

Learner Records (Accredited 
Programme) 

6 years Following inactive user account 
retention period and from date 
of training completion. 

Including learner name, course details, completion dates and 
certificates / assessments. 

Learner Records (Non-
Accredited Programme) 

3 years Following inactive user account 
retention period and from date 
of training completion. 

Including learner name, course details, completion dates and 
certificates / assessments. 

Active Learning Platform User 
Accounts 

Indefinitely   

Inactive Learning Platform 
User Accounts 

2 years   

Recruitment Records 
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Successful applications 6 years After employment ceases. Transferred to employment records. Including applications, CV’s 
references, interview notes and assessment results. 

Unsuccessful applications 1 year End of the recruitment process Applications, CV’s references, interview notes and assessment 
results. 

Survey and Research 
Survey Results Indefinitely  This includes all personal data that has been truly anonymised. 
Qualitative and Quantitative 
Data 

10 years After completion of research / 
termination of contract 

 

Digital recordings 6 months After completion of recording  
Bespoke research data 6 months After contract termination  
External data purchased Contractual terms   
Teaching Excellence Awards 
Successful Applications Indefinitely   
Unsuccessful Applications 5 years   
Advisory & Judging Panel 
Documentation 

Indefinitely   

Reviewer Personal Data 3 years After role ceases  
Funding Council 
Documentation 

10 years   

Statistical Information Indefinitely  So far as the data is truly anonymised. 
Successful Applications 
Feedback 

Indefinitely   

Unsuccessful Applications 
Feedback 

5 years   

Programme & Events 
Webinars 3 years After date of the event 1 to 2 hour online events, such as governance, writing workshops, 

fellowship workshops, reviewer training, research and surveys. 
Evening Events 3 years After date of the event 1 to 6 hours evening events, such as Women onto Boards and 

Awards Ceremonies. 
Training Events 3 years After completion of training 4 to 6 week training events, such as Fellowship Application 

Builder, Governance and online training progammes. 
Day Events 3 years After completion of the event 1 to 5 day events, such as writing retreat, new to teaching, grow 

your own skills, EDI workshops, Governance Professional in HE 
Intensive Academics Leadership Programme 
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Development Training 
Programmes 

3 years After completion of training  

Executive Development 
Programme 

3 years After completion of training  

Top Management Programme Indefinitely   
Aurora Participants Indefinitely   
Conferences 4 years After completion of event 1 to 3 day event held annually. 
Bi- Annual Conference 5 years   
 


