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Introduction and scope 
First Star Scholars UK is committed to maintaining accurate, secure and accessible records and ensuring that personal information is not retained for longer than necessary. This policy applies to paper and electronic records relating to scholars, staff, volunteers, trustees, finances, safeguarding and charity operations. Records will be retained in accordance with the UK GDPR, Data Protection Act 2018, applicable legal requirements, contractual obligations and the charity's legitimate operational needs. The charity will also assist public authorities with information requests where required by relevant agreements or legislation. Retention periods are set out in Appendix 1 and will be reviewed regularly. This policy should be read alongside the Data Protection Policy and Privacy Notices. 
Retention schedule 
The charity will retain records for the periods specified in Appendix 1, unless a longer period is required for safeguarding, legal proceedings, regulatory investigations or another documented lawful purpose. Retention periods represent the charity's standard retention arrangements, not permission to keep information unnecessarily. At the end of the relevant period, records will be reviewed and securely deleted, anonymised or retained for a further justified period. The CEO will coordinate an annual review of records and ensure that any exceptions are documented.
Destruction of records 
Records due for destruction must first be checked to establish whether they are subject to a safeguarding concern, complaint, legal claim, investigation, statutory retention requirement or instruction to preserve evidence. Where any such issue exists, destruction must be suspended until authorised by the CEO following appropriate advice. Paper records containing confidential information will be securely shredded. Electronic records will be securely deleted from relevant systems and managed appropriately in backups. The charity will maintain a record of significant disposal decisions. As there was no handover in April 2024 or reliable systems, there are no records pre this time. 
Record keeping of safeguarding 
Safeguarding records must be maintained securely, separately from general programme records where appropriate, with access restricted to authorised personnel. Records must include relevant concerns, actions taken, referrals, decisions and outcomes. Child protection records will normally be retained until the individual's 25th birthday, with longer retention where justified. Records known to relate to allegations or cases of child sexual abuse will be retained for 75 years, subject to appropriate review and any applicable legal preservation requirements. Records concerning allegations against staff will normally be retained until the individual's normal retirement age or 10 years after the allegation, whichever is longer; records relating to child sexual abuse will follow the longer safeguarding retention arrangements. Allegations formally determined to be false or malicious will be handled in accordance with current safeguarding guidance, without destroying records subject to a lawful preservation requirement. No safeguarding record may be destroyed without authorisation from the DSL and COO.
Archiving 
Where records have been identified as being worthy of preservation over the longer term, arrangements should be made to transfer the records to the archives. The charity follows the Retention Schedule (attached) with regard to archiving records. The archiving of information not listed is decided by the board of trustees.  
Transferring information to other media 
Where lengthy retention periods have been allocated to records, members of staff may wish to consider converting paper records to other media such as digital media or virtual storage centres (such as cloud storage). The lifespan of the media and the ability to migrate data where necessary should always be considered.  
Responsibility and monitoring 
The DSL is responsible for the day-to-day implementation of this policy and coordination of retention reviews. The charity's designated data protection lead will advise on data protection requirements. The DSL will oversee retention decisions concerning safeguarding records. The Board of Trustees retains overall responsibility for ensuring appropriate information governance. Staff must follow the retention schedule, store records in approved systems and report any concerns about lost, incorrectly retained or improperly destroyed information.
Emails 
Emails must be retained according to their content and purpose, rather than under a single retention period. Important emails concerning safeguarding, personnel matters, financial transactions, contractual commitments or significant decisions must be saved in the appropriate charity record system and retained for the relevant period in Appendix 1. Routine emails should be deleted when no longer required. Staff must not use individual mailboxes as the sole repository for important charity records.  
Other documentation 
· This policy should be read alongside the Data Protection Policy, Privacy Notices, Acceptable IT Use Policy, Safeguarding and Child Protection Policy, Adult Safeguarding Policy, Safeguarding Reporting and Escalation Procedure, Safer Recruitment Policy, Expenses Policy and relevant Financial Controls procedures.
 
Further information 
For further information about this policy, please contact our Data Protection Officer – CEO, contactable via: info@firststaruk.org  
Update 2026 – Safeguarding Preservation and Data Retention  
	


	First Star Scholars UK will apply the storage limitation principle under UK GDPR while recognising the importance of preserving safeguarding records, particularly those relating to child sexual abuse. Records must not be destroyed where an investigation, complaint, legal proceeding or preservation requirement is ongoing. Decisions to extend retention must be documented and approved by the appropriate safeguarding and data protection leads. Personal information will be stored securely, access will be restricted to authorised individuals, and disposal will be undertaken in accordance with Appendix 1. Relevant retention periods and arrangements will be reflected in the charity's Privacy Notices. Related policies: Data Protection Policy, Safeguarding and Child Protection Policy, Adult Safeguarding Policy, Safeguarding Reporting and Escalation Procedure, Acceptable IT Use Policy and Safer Recruitment Policy.



Version Control - Approval and Review 
	Version No. 
	Approved by 
	Approval Date 
	Main Change 
	Review Period 

	1.0 
	Diarmuid Molloy  
	29 October 2024 
	New policy format approved 
	Annually 

	1.1
	Diarmuid Molloy
	28 September 2025
	Change from Director of Operations to COO
	Annually

	1.2
	Diarmuid Molloy
	 18/9/26
	Safeguarding retention, IICSA correction, data protection and email retention updates once approved
	 Annually

	 
	 
	 
	 
	 


 
 
 
 
 
 
 
 
 
 
 
Appendix 1 - Retention Schedule 
	File description 
	Retention period 

	Employment records 

	Job applications and interview records of unsuccessful candidates 
	Six months after notifying unsuccessful candidates 

	Job applications and interview records of successful candidates 
	Six years after employment ceases 

	Written particulars of employment, contracts of employment and changes to terms and conditions 
	Six years after employment ceases 

	Right to work documentation including identification documents 
	Two years after employment ceases 

	Immigration checks 
	Two years after employment ceases 

	DBS checks and disclosures of criminal records forms 
	As soon as practicable after the check has been completed & the outcome recorded (i.e. whether it is satisfactory or not) unless in exceptional circumstances (e.g. to allow for consideration and resolution of any disputes or complaints) in which case, for no longer than six months. 

	Change of personal details notifications 
	No longer than six months after receiving this notification 

	Emergency contact details 
	Destroyed on termination 

	Personnel and training records 
	While employment continues and up to six years after employment ceases 

	Annual leave records 
	Six years after the end of tax year they relate to or possibly longer if leave can be carried over from year to year 

	Consents for the processing of personal and sensitive data 
	F or as long as the data is being processed and up to six years afterwards 

	Working Time Regulations:  
Opt out forms  
 
 
Records of compliance with WTR 
	 
Two years from the date which they were entered  
 
Two years after the relevant period 

	Disciplinary records 
	Six years after employment ceases 

	Allegations of a child protection nature against a member of staff including where the allegation is founded 
	10 years from the date of the allegation or the person’s normal retirement age (whichever is longer). This should be kept under review. Malicious allegations should be removed. 



	Financial and Payroll Records 

	Pension records 
	12 years 

	Retirement benefits schemes – notifiable events (for example, relating to incapacity) 
	Six years from the end of the scheme year in which the event took place 

	Payroll and wage records 
	Six years after end of tax year they relate to 

	Maternity/Adoption/Paternity Leave records 
	Three years after end of tax year they relate to 

	Statutory Sick Pay 
	Three years after end of tax year they relate to 

	Current bank details 
	No longer than necessary 

	Agreements and Administration Paperwork 

	Collective workforce agreements and past agreements that could affect present employees 
	Permanently  

	Trade union agreements 
	10 years after ceasing to be effective 

	Development Plans 
	Three years from the life of the plan 

	Visitors Book and Signing In Sheets 
	Two years 

	Newsletters /circulars 
	One year (the charity may decide to archive one copy) 

	Health and Safety Records 

	Health and Safety consultations 
	Permanently 

	Health and Safety Risk Assessments 
	Three years from the life of the risk assessment 

	Any reportable accident, death or injury in connection with work 
	12 years+ from the date the report was made 

	Accident reporting 
	Adults – Six years from the date of the incident Children – when the child attains 25 years of age 

	Medical records and details of (where applicable): 
· control of lead at work  
· employees exposed to asbestos dust  
· records specified by the Control of 
Substances Hazardous to Health 
Regulations (COSHH) 
	40 years from the date of the last entry made in the record 

	COSHH Records 
	Five years from the date on which the record was made 





	Safeguarding Records 

	Child protection information  
	General child protection records: Until the individual's 25th birthday, then review. Retain longer where required by safeguarding concerns, ongoing proceedings or another documented lawful reason. Records relating to child sexual abuse: Until the individual's 75th birthday, or longer where a legal preservation requirement applies. 

	Allegations of sexual abuse 
	Records known to relate to allegations or cases of child sexual abuse: retain for 75 years, with appropriate periodic review. Suspend destruction where proceedings, investigations or preservation requirements remain active. For the time period of an inquiry by the 
Independent Inquiry into Child Sexual Abuse 

	Records relating to any allegation of a child protection nature against a member of staff 
	Until the accused normal retirement age or 10 years from the date of the allegation (whichever is the longer). 

	Temporary and Casual Workers 

	Records relating to hours worked and 
	payments made to workers 	 
	Three years 
 
 

	Board Documents 

	Meetings schedule 
	Current year 

	Minutes – principal set (signed) 
	Generally kept for the life of the organisation 

	Agendas – principal copy 
	Where possible the agenda should be stored with the principal set of the minutes 

	Policy documents created and administered by the board 
	Until replaced 

	Register of attendance at full board meetings 
	Date of last meeting in the book plus six years 

	Annual reports 
	Date of report plus 10 years 

	Records relating to complaints made to and investigated by the board 
	Major complaints: current year plus six years. If negligence involved: current year plus 15 years.  
If child protection or safeguarding issues are involved then: current year plus 40 years. 

	Correspondence sent and received by the board 
	General correspondence should be retained for current year plus three years 

	Records relating to the terms of office of serving board members, including evidence of appointment 
	Date appointment ceases plus six years 

	Register of business interests 
	Date appointment ceases plus six years 

	Records relating to the training required and received by the board 
	Date appointment ceases plus six years 

	Board personnel files 
	Date appointment ceases plus six years 


	Other Records 

	Emails 
	
Retain according to the subject matter and applicable category in this schedule. Delete routine correspondence when no longer required. Emails containing safeguarding or other significant records must be saved within the appropriate record system.


	CCTV 
	30 days maximum 

	Privacy Notices 
	Until replaced plus six years 

	Inventories of furniture and equipment 
	Current year plus six years 

	Contact data sheets 
	Current year then review, if contact is no longer active then destroy 

	Consent to circulars 
	For duration consent is given / until consent is removed 

	Consent to activities  
	Retain until the activity has ended and for any further period necessary to demonstrate consent or respond to a complaint, claim or safeguarding concern. Where a significant incident occurs, retain with the relevant incident record. 

	Consent to photography 
	Review identifiable photographs when a scholar leaves the programme and remove those no longer required. Photographs retained for publication, safeguarding evidence or legitimate historical purposes must have a documented lawful basis, appropriate access controls and a defined review period. Images associated with safeguarding incidents must follow the safeguarding retention arrangements.  

	Consent forms/permission slips where there has been a major incident 
	Date of birth of the individual involved in the incident plus 25 years 

	Photographs 
	For the time the individual is involved in the charity and for a short while after. Please note select images may also be kept for longer (for example to illustrate the history of the charity) 

	Financial and Payroll Records
	General financial and accounting records: Retain for at least six years, or longer where required by HMRC, an ongoing investigation, contractual obligations or another applicable legal requirement.
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