ABBEY DLD

GROUP OF COLLEGES

CAMBRIDGE « LONDON = MANCHESTER

DATA RETENTION POLICY

1.Aims

This policy sets out a structured approach to reviewing and destroying records in relation to Abbey
DLD Colleges Ltd.

2. Legislation and guidance

This policy meets the requirements of the UK GDPR and the provisions of the Data Protection Act
2018. It is based on guidance published by the Information Commissioner’s Office (ICO) on storage
limitation.

This policy upholds the requirement that personaldatais keptin a form that permits identification of
data subjects for no longer than is necessary for the purposes for which the personal data is
processed. As part of this requirement ADCL:

e Continually assesses the data held and why it is needed

e Carefully considers how long personal data is kept

e Regularly reviews and erases or anonymises personal data when it is no longer needed

e Has processes in place to comply with requests for erasure under ‘the right to be forgotten’

e |dentifiesany personaldata that needsto kept for public interest archiving, scientific or
historical research, or statistical purposes

3. Retention periods

The UK GDPR does not specify time limits for different types of data and allows organisations to set
appropriate retention periods based on the purposes for processing. The table on the following pages is
intended to establish standard retention periods for different categories of personal data. There may be
cause for discretion where, for example, early deletion is possible as the datais no longer needed, or it
is deemed necessary to keep to data for longer due to a risk of litigation or a request from an outside
body.

4. Disposal of records

Where datais no longer needed, it will be anonymised or securely destroyed. This applies to paper
records, electronic information and biometric information. For example, we will shred or incinerate
paper-based records, and overwrite or delete electronic files. We may also use a third party to safely
dispose of records on Abbey DLD Colleges Ltd.’s behalf. If we do so, we will require the third party to
provide sufficient guarantees that it complies with data protection law.

3. Links with other policies

This retention policy is linked to our:
e Data Protection Policy
e Privacy Notice (pupils and parents)
e Privacy Notice (staff)

4. Monitoring arrangements

The DPO is responsible for monitoring and reviewing this policy in collaboration with the Group
Commercial and Operations Director. The policy will be reviewed and updated if any changes are
made to legislation that affect Abbey DLD Colleges Ltd.’s practice. Otherwise, this policy will be
reviewed every 12 months.

Reviewed — August 2024
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