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3. Student Records 
 
Recruitment 
 

Description of Record 
  

Retention 
Period 
Begins 
 

Retention 
Period 

Disposal 
Action 

Rationale 
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Records documenting the 
development and 
establishment of the 
institution's student 
administration procedures 
 

Superseded 10 years  JISC Guidance 

Records (i.e. database or 
spreadsheet) of enquirers 
 

Current year 1 year  Good practice 

Enquiries from enquirers and 

10 years
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Records documenting the 
issue of student recruitment 
materials in bulk to schools 
and other organisations 
 

Current 
academic year 

  JISC Guidance 

 

Admissions 
 

Description of Record 
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http://www.ukba.homeoffice.gov.uk/sitecontent/documents/employersandsponsors/pbsguidance/
http://www.ukba.homeoffice.gov.uk/sitecontent/documents/employersandsponsors/pbsguidance/
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Contact details Termination 
of relationship 
with student 
 

1 year  To ensure information is available in case of enquiries, audits and 
disputes 
 
Contact details must be updated regularly and a history of past details 
maintained 
 

Records of absence of 
attendance 
 

Termination 
of relationship 
with student 

1 year  
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 Summary of student 
placement 

 Summary of additional 
data on relevant non-
academic achievements 
and activities relating to 
BU (e.g. voluntary work, 
Peer Guides) 

 Factual information 
relating to withdrawal or 
exclusion 

 PGR – Supervisor details 
and title of thesis 

 PGT – Title of 
Dissertation 

 Fitness to Practise 
documentation (where 
applicable) 

 
 
Records containing personal 
data on individual students 
(other than data  required in 
the Core Student Record) 

Recommended: 
Termination of 
relationship 
with student 
 

6 years 
(maximum) 

 The Limitation Act 1980 c.58 
 
Minimum required. Variable for different types of personal data. 
 
Retention must comply with Data Protection legislation 
 
 
 

 
 
 
 





http://www.ukba.homeoffice.gov.uk/sitecontent/documents/employersandsponsors/pbsguidance/
http://www.ukba.homeoffice.gov.uk/sitecontent/documents/employersandsponsors/pbsguidance/
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Examination scripts* Confirmation of 
marks/grades 
by Board of 
Examiners 
 

1 year 
 
(Unless 
required for a 
longer period 
by a 
professional 
or external 
body for 
quality 
assurance 
purposes) 
 

 Relevant time to let students exercise right of appeal or in case of any 
other dispute. 
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Records documenting the 
selection and appointment 
of examination invigilators 
 

Current 
academic year 

1 year  JISC Guidance 

Records documenting the 
control of examination 
papers and examination 
scripts 
 

Current 
academic year 

1 year  JISC Guidance 

Appointment of External 
Examiners 
 

End of term of 
office 

6 years  
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Records documenting the 
provision of support and 
assistance provided to 
students with disabilities and 
Dyslexia 
 
Case files;  including consent 
forms, correspondence, 
needs assessment, medical 
evidence, exam contracts, 
correspondence with LEA 
about DSA funding 
 
 

Termination of 
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V5 
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Student Disciplinary Case Hearings
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Disciplinary cases relating to 
students (on professional 
courses) which did not lead 
to a formal investigation 
 
Records of allegations where 
there was a decision not to 
conduct an investigation 
 

Termination of 
relationship 
with student 

7 years  The Limitation Act 1980 c. 58 

Disciplinary cases relating to 
students (on professional 
courses) which led to a 
formal investigation 
 
Board of Discipline files, 
Investigations by Disciplinary 
Officers including Halls 
Disciplinary Panels and IS 
Disciplinary Panels 
 
 
 

Termination of 
relationship 
with student 

 

7 years Weed after 6 
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Academic Appeals 
 

Description of Record 
  

Retention 
Period Begins 
 

Retention 
Period 

Disposal 
Action 

Rationale 

Records documenting the 
handling and results of 
academic appeals by 
individual students 
 
Case files held by 
Regulations, Complaints and 
Appeals Officer 
 

Last action on 
case 

6 years See Core 
Student 
Record 
guidance 

The Limitation Act 1980 c. 58 

 

Student Complaints 
 

Description of Record 
  

Retention 
Period Begins 
 

Retention 
Period 

Disposal 
Action 

Rationale 

Records of complaints made 
by students 
 

Last action on 
case 

6 years 
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Unfair Practice 
 

Description of Record 
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Case files relating to 
students on professional 
courses - where 


