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1. Purpose
This policy ensures that FloorSkills retains and securely disposes of documents and records in compliance with UK GDPR, the Data Protection Act 2018, the Data (Use and Access) Act 2025, and DfE Apprenticeship Funding Rules 2025/26. It provides a clear framework for how long documents are kept and how they are securely destroyed.
2. Retention Schedule
The following retention periods apply:
• ILR data, OTJT evidence, and learner portfolios – minimum 6 years after end of learning
• Safeguarding records – minimum 7 years after closure (or until learner reaches age 25)
• Complaints and appeals records – minimum 6 years after resolution
• HR and payroll records – minimum 6 years after employment ends
• Financial records (invoices, payments) – minimum 6 years after tax year end
• Health & Safety records – minimum 3 years (accident reports retained longer if required by law)
3. Secure Disposal
At the end of the retention period, records are securely destroyed by:
• Shredding paper documents using cross-cut shredders or approved destruction services
• Secure deletion of electronic files and backups
• Ensuring no unauthorised person can access records marked for disposal
4. Monitoring and Compliance
Document retention compliance is reviewed annually as part of internal audit and funding compliance checks. Non-compliance is reported to management and corrective actions are taken to maintain audit readiness.
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