
 

 

Document Name and 

Version 

10.3 Data Management and Retention Policy and Data 

Retention Schedule 

Policy Number 10.3 

Policies that Interact with 

Policy 10.3 

10.1 Data Policy;  

10.2 Data Protection Processing Principles 

10.4 Data Protection Subject Access Request (SAR) Policy; 

10.5 Data Breach Policy; 

10.6 Webpage Privacy and Cookie Notice; 

10.7 Your Right of Access to Personal Information held by 

IICP College; 

Approval Body Board of Directors 

Date of Approval  February 2020 

Date Policy Comes into Force 25th January 2021 

Date of Review 2025 

Revisions  

 

  



 

 

1. Preamble. 

1.1. IICP College is a data controller, and therefore must be clear about the length of time 

for which personal data will be kept and the reasons why the information is being 

retained.  

 

1.2. This policy sets out:  

1.2.1. A retention schedule which lists retention periods and disposal instructions for 

records of IICP College; 

1.2.2. Procedures for implementing and auditing the retention schedule; 

1.2.3. Arrangements for the preservation of records of permanent value; 

1.2.4. Procedures for the timely and secure destruction of records no longer required 

and not selected for permanent retention. 

 

2. Purpose. 

2.1. This policy assigns specific responsibility and introduces procedures for ensuring that 

files are purged regularly and securely, and that personal data is not retained any 

longer than is necessary.    

 

2.2. This policy includes a retention schedule that sets out guidelines for how long IICP 

College should retain records.  

 

2.3. This policy addresses the following legislative and regulatory requirements: 

2.3.1. General Data Protection Regulation [GDPR]. 

2.3.2. QQI Sector-Specific Quality Assurance Guidelines for Independent/ Private 

Providers: Management of legislative and regulatory compliance. 

 

3. Scope. 

3.1. This policy applies to all data and records created and received by staff members in 

the course of conduct of official duty and where such records relate to responsibilities 

as staff members of an office.  

 



 

 

3.2. Some categories of records fall outside the scope of the Retention Schedule but may 

be located in an office. Management of these records is described in section 6.4. 

These include: 

• Personal papers - these records may be retained or destroyed in accordance 

with the wishes of their owners. 

• Other records - some records may relate to College business and inform the 

work of members of staff but do not enter the record-keeping system of an 

office. 

 

4. Roles and Responsibilities. 

4.1. The Board of Directors is responsible for formally approving this policy and for 

overseeing its implementation. The Board is responsible for formally approving the 

associated Retention Schedule in relation to Corporate Records.  

 

4.2. The Academic Council is responsible for formally approving this policy in relation to 

Retention Schedule with respect to Academic Records and for overseeing its 

implementation. 

 

4.3. The Senior Management Team has responsibility for overseeing the operation of this 

policy, including establishing practices for destruction and archiving data. 

 
4.4. The Data Protection Contact has responsibility for the management of data in 

accordance with this policy. Specifically, The Data Protection Contact is responsible 

for: 

4.4.1. Developing a Data Register for the different areas of operation of the College; 

4.4.2. Developing a Data Retention plan for each new record; 

4.4.3. Maintaining retention schedules for records and data held in their area. 

 
4.5. All members of staff are expected to acquaint themselves with and abide by the 

principles of GDPR as set out in this policy and its related policies.  Please contact the 

Data Protection Contact in the event of any queries. 

 



 

 

5. Policy. 

5.1. IICP College has in place a data retention and destruction policy, which sets out 

whether records are destroyed or retained permanently as archives. Disposal of the 

vast majority of records occurs at various stages during their life-cycle. 

 

5.2. Records are retained for as long as they are required by IICP College, and in 

accordance with legislative, regulatory and audit requirements, and community 

expectations.  

 

5.3. The general principles of record management are: 

5.3.1. Archival documents are protected. 

5.3.2. Records that are no longer of value are disposed of, and furthermore, that 

destruction occurs at opportune times. 

5.3.3. Practical guidelines for the disposal of records or their transfer to the archives 

are described. 

5.3.4. Where the purpose for which personal information was obtained has ceased 

and the personal information is no longer required, personal data must be 

deleted or disposed of in a secure manner. 

 

5.4. All retention schedules will be periodically reviewed in light of experience and any 

legal or other relevant indications. 

 

5.5. IICP College has in place a retention schedule which organises records in categories 

that have related legal and operational retention requirements. A retention period or 

rule is associated with each record class.  

 

5.6. Where legal proceedings have been initiated, are in progress, or are reasonably 

foreseeable, all records relating to the individuals and incidents concerned should be 

preserved and should not be deleted, destroyed or purged.   

 

 

 



 

 

6. Procedures. 

6.1. The Data Protection Contact, reporting to the Senior Management Team, will ensure 

the appraisal, disposal, destruction, and archiving of records in accordance with this 

policy. 

   

6.2. Appraisal: 

6.2.1. On an annual basis the Data Protection Contact will carry out a records 

appraisal for all records held by IICP College.   

6.2.2. Appraisal refers to the process of examining and evaluating records in order to 

determine which records should be kept and for how long, in order to meet the 

needs of the organisation, legal and regulatory requirements, and the 

expectations of other users of records. 

6.2.3. Appraisal will result in either the disposal of records or their permanent 

retention as archives. 

6.2.4.  For the most part, appraisal decisions are governed by the data retention 

schedules. The schedules should be consulted where decisions on the retention 

or destruction of records are being taken. 

 

6.3. Disposal: 

6.3.1. Disposal should be: 

• Authorised; 

• Timely; 

• Secured; 

• Documented. 

6.3.2. The destruction of records should be carried out in such a manner that 

information is irrecoverable. Depending on the format of records, destruction 

may be affected using different methods 

6.3.3. Sensitive records should be destroyed by secure means, and their disposal 

documented. 

 

 



 

 

6.4. Disposal   procedures: 

6.4.1.  An important consideration is that material should be disposed of in a manner 

that befits its sensitivity. 

6.4.2. While some records are required to be destroyed in a secure manner, other 

material does not require this level of security. A distinction should be drawn 

between material which is genuinely sensitive and that which may be discarded 

as rubbish. Transient records and drafts, may simply be torn up, placed in a litter 

bin and removed as rubbish. This is specifically mentioned for the convenience 

of staff members. These guidelines specify that sensitive records must be 

destroyed securely, and where this occurs, destruction must be documented. 

However, non-sensitive records are discarded more informally. 

6.4.3. Where secure shredding is required, then the credentials of the company 

whose services are engaged for the destruction of records should be examined.  

6.4.3.1. It is recommended that certificates of destruction are obtained and inserted 

in the destruction register adjacent to the relevant list of records. 

6.4.4. Different types of electronic media demand specific methods of destruction in 

order that secure destruction is affected. The Data Protection Officer will 

determine the most appropriate method of secure storage and destruction for 

electronic files. 

 

6.5. Archive: 

6.5.1. Archives are records created or received and retained by IICP College in the 

course of conduct of affairs and retained because of continuing value. The 

overwhelming rationale for careful and documented retention of records and 

archives is that they may be located for further use. 

6.5.2. From time to time archival practices are developed by the Senior Management 

Team, who oversee their implementation. These practices are subject to change 

where the activities of the College so require.  

 

  



 

 

 

7. Supporting Documentation 

Learner Consent Form for data required by QQI for the purpose of Certifying Learners 

 

I  [Name]                                               am undertaking a programme leading to a QQI award.  

I understand that in order for that award to be made I am required to submit the following 

personal information to IICP College for onward submission of that information to QQI. I 

understand that QQI will maintain and retain this data indefinitely for the purpose of 

verification and confirmation of my QQI award, for example to employers, to other training 

providers and to myself.  

There may be circumstances where I give permission to have this information shared, for 

example with IACP.  

 
Signed: (Name) 
 
Date:  

 
 
Data collected in relation to learners to whom QQI makes awards. 

PPS number 
Access ID Number 
Gender 
Date of birth 
First name(s) 
Family name(s) 
Programme name 
Programme code 
Award name 
Award code 
Result for award (as appropriate) 
Grade for award (as appropriate) 
Address 
County 
Eircode 

 

 

 

 

 

 

 



 

 

7.1. Data Retention Schedule: Organisational Records 

HR Records Retention Period Final disposition 

Unsolicited applications for 
positions 

None  Confidential shredding / 
secure deletion of electronic 
records 

Vacancy notification, Advert 
copies, Job description, 
Selection criteria. 

Indefinitely Confidential shredding / 
secure deletion of electronic 
records 

Candidates not qualified or 
short listed for interview: Cover 
letters, application forms/CVs 
etc. Applications and CVs of 
candidates shortlisted for 
interview but who do not 
attend: Cover letters, 
application forms/CVs etc. 
Candidates short listed and 
who attend interview but who 
are not successful or who are 
successful but do not accept 
offer: Cover letters, application 
forms/CVs etc. 
 

Retain until final 
appointment has been 
approved plus 2 years 

Confidential shredding / 
secure deletion of electronic 
records 

Interview Board marking sheet, 
interview Board notes, 
recommendation by Interview 
Board 

Retain until final 
appointment has been 
approved plus 2 years 

Confidential shredding / 
secure deletion of electronic 
records 

Payroll Pay-sheets, 
authorisations to deduct tax 
details of staff, appointment 
details, pay scales 

Retain on personnel file 
for duration of 
employment and for 5 
years after last pension 
payment 

Confidential shredding 
/secure deletion of electronic 
files  

Personnel Files. 
These contain (at a minimum) 
• Personal contact details  
• Staff identification number  
• Application form/CV/cover 
letter  
• Contract of employment 
(offer of appointment, date 
appointed)  
• Evidence of education 
qualifications  
• References  
• Questionnaire on criminal 
offences  
• Recruitment medical  

 
Retain on personnel file 
for duration of 
employment and for 5 
years after last pension 
payment 

Confidential shredding 
/secure deletion of electronic 
files 



 

 

• Probation forms  
• Salary rates and increments  
• Service records  
• Completion of mandatory 
training (where relevant)  
• Termination notices  
• Training and development 
records  
• Safety training records  
• Occupational health reports  

• Leave records relating to: 

Sabbatical, Secondment, Career 

break, Sick Leave, Shorter-

working year/Term-time, Job-

share scheme, Part-time 

Working records, Parental 

leave, Adoptive Leave,  

Annual Leave Retain for current year 
plus 4 years 

Confidential shredding 
/secure deletion of electronic 
files 

Discipline records  
Records relating to disciplinary 
actions taken against 
employees e.g. warnings, 
suspensions recorded, or copy 
warnings placed on an 
employee’s personnel record 
etc. 

Retain in accordance with 
relevant Policy 

Confidential shredding 
/secure deletion of electronic 
files 

HR allegations and complaints 
Written allegations/ 
complaints: records 
received/created as a result of 
investigating allegations / 
complaints 

Retain in accordance with 
relevant Policy 

Confidential shredding 
/secure deletion of electronic 
files 

  

Health and Safety Records Retention Period Final disposition 

Safety policies Retain for 5 years after 
superseded then destroy 

Shredding 

Risk assessments records  Retain for 5 years after 
superseded then destroy 

Confidential shredding 
/secure deletion of electronic 
files 

Fire drill records Retain for 5 years Shredding 

Incident reports e.g. Accident 
reports and dangerous 
occurrence report forms 

Retain for 10 years after 
date of incident 

Confidential shredding 
/secure deletion of electronic 
files 



 

 

Notifications of personal 
accidents  

Refer to insurance Confidential shredding 
/secure deletion of electronic 
files 

 

OTHER Retention Period Final disposition 

Legal records Retain indefinitely Appropriate filing / secure 
archiving 

Tax records 6 years Confidential shredding 
/secure deletion of electronic 
files 

 
7.2 Data retention Schedule: Academic Records. 

Learner Records Retention Period Final disposition 

Records of successful direct 
entry applicants 

Retain for duration of 
studies plus 3 years 

Confidential shredding / 
secure deletion of electronic 
records 

Records of unsuccessful 
applicants (undergraduate & 
postgraduate) where no appeal 
initiated 

Retain for two years. Confidential shredding / 
secure deletion of electronic 
records 

Unsuccessful applicant appeals 
submissions, Appeal committee 
reports/outcomes 

Retain for 5 years 
following completion of 
action 

Confidential shredding / 
secure deletion of electronic 
records 

Learner enrolment record 
(learner name, ID number, 
contact details on SI system 
etc.) 

Retain indefinitely Appropriate filing / archiving 

Records including:  
Learner registration, 
scholarships, extenuating 
circumstances forms, requests 
for extensions, leave of 
absence, deferral, transfer, 
readmission, exemptions, 
Records relating to access, 
disability, references, medical/ 
sick certificates and 
correspondence with learners 

Retain for duration of 
studies plus 3 years 

Confidential shredding / 
secure deletion of electronic 
records 

Learner fees/ financial: 
Recorders learner fees, 
payment records, bank giros 

Retain for duration of 
studies plus 3 years 

Confidential shredding / 
secure deletion of electronic 
records 

Academic progress records, 
including: 
 records re supervision and 
support not held centrally in 
Academic Registry 

Retain for duration of 
studies plus 3 years 

Confidential shredding / 
secure deletion of electronic 
records 

Postgraduate theses Retain indefinitely Appropriate filing / archiving 



 

 

   

Discipline records  
Records relating to disciplinary 
actions taken against learners  

Where not upheld, retain 
in accordance with 
relevant Policy. 
Where upheld, Retain for 
duration of study plus 25 
yrs. 

Confidential shredding 
/secure deletion of electronic 
files 

Complaints records. 
Written allegations/ 
complaints: records 
received/created as a result of 
investigating allegations / 
complaints 

Where not upheld, retain 
in accordance with 
relevant Policy. 
Where upheld, Retain for 
duration of study plus 25 
yrs. 

Confidential shredding 
/secure deletion of electronic 
files 

Garda Vetting records:  
 

Retain for duration of 
study plus 3 yrs. 

Confidential shredding 
/secure deletion of electronic 
files 

Examination, results, 
graduation records 

  

Examination papers and related 
records 

Retain indefinitely Appropriate filing / secure 
archiving 

Records which contribute 
towards module grade such as 
essays, case studies (These 
have been returned to learners) 

Retain for duration of 
study plus 1yrs 

Confidential shredding 
/secure deletion of electronic 
files 

Final Year Projects/ 
Dissertations and associated 
records, raw data, supervision 
records etc. 

Retain for 3 years 
following deadline for 
appeal 

Confidential shredding 
/secure deletion of electronic 
files 

Assessment scripts which 
undergo recheck / appeals 
procedures.  
 
1. Original script  
2. Examinations Recheck and 

Appeal form, outcome 
record 

 
 
 
 

1. Retain for 2 years 

after action 

completed  

2.  Retain indefinitely 

Confidential shredding 
/secure deletion of electronic 
files 
Appropriate filing / secure 
archiving 

External examiners’ reports Retain for a period of 
current year plus 5 years, 
or completion of next 
revalidation, whichever is 
the longer 

Confidential shredding 
/secure deletion of electronic 
files 

External Examiners 
correspondence, meetings 
records etc. 

Retain for a period of 
current year plus 5 years, 
or completion of next 
revalidation, whichever is 
the longer 

Confidential shredding 
/secure deletion of electronic 
files 



 

 

Records of module marks and 
amendment to marks, Formal 
broadsheets, Examination 
board meeting records, Learner 
academic transcript, Diploma 
Supplement, Alumni records 
 

Retain indefinitely Appropriate filing / secure 
archiving 

 

General Academic Records Retention Period Final disposition 

IICP College policies and 
procedures 

Retain current until 2 
years after superseded 

Confidential shredding / 
secure deletion of electronic 
records 

Strategic Plans (including 
Teaching and Learning, Access 
Transfer and Progression) 

Retain current until 2 
years after superseded 
Retain 2 copies for 
records  

Non-secure Shredding / 
Recycling  
Archive (non-secure) 

Records of Board & Academic 
Council and their Committees 
(Minutes, etc.)  

Retain indefinitely Confidential shredding / 
secure deletion of electronic 
records 

 
Records of hearings, (e.g. 
Appeals boards etc.) 

Retain in accordance with 
policy,  
Otherwise, retain for 5 
years after relevant 
action completed 

Confidential shredding /secure 
deletion of electronic files 
 
Appropriate filing / secure 
archiving 

Routine administration 
records  

Retain for current year, 
or until they cease to be 
of administrative use 

Appraise and evaluate for 
secure archiving where 
relevant otherwise, 
confidential shredding / 
secure G deletion of electronic 
records 

Quality reports, quality 
assurance peer reviews 

Retain for review period 
(Programme Review / 
Revalidation / 
Institutional Review) 

Confidential shredding /secure 
deletion of electronic files 
 

Correspondence with 
accreditation bodies etc. 

Retain indefinitely Appropriate filing / secure 
archiving 

Teaching allocations/semester 
schedules 

Retain until superseded 
plus 2 years. 

Confidential shredding /secure 
deletion of electronic files 
 

Marketing Material  Retain 2 copies for 
College record and 
destroy remainder, once 
superseded 

Non-secure Shredding / 
Recycling  
Archive (non-secure) 

Legal records Retain indefinitely Appropriate filing / secure 
archiving 

 

 


