
Appendix 1 

Secure retention schedule for safeguarding materials. 

(As outlined in the Church of England records retention Schedule) April 2026 

 

Records which have to be kept for ONE CALENDAR Year and then destroyed 

 Records that relate to concerns that are determined not to be safeguarding issues must be 
kept for one calendar year then destroyed. 

 Records relating to initial information that relates to individuals who are not officers must 
be retained for one calendar year then destroyed. 

 Any notebooks or case notes taken during investigations for recording details of cases that they 
are working on must be kept for a minimum of one calendar year and then destroyed 

Documents which have to be kept for TWO CALENDAR YEARS and then destroyed 

 Records relating to the safe safeguarding matters that have been deemed as requiring no 
further action must be retained for two years, reviewed after two years and if appropriate 
destroyed. 
 

Documents which have to be kept for SIX CALENDAR YEARS and then destroyed 

 Any initial information that relates to concerns about individuals, includes reports and referrals to a 
safeguarding team application forms and communications with individuals must be kept for six 
calendar years and then destroyed. 

 Records relating to the management of complaints regarding safeguarding activities must be 
retained for six calendar years and then destroyed. 

 Recorder relating to a review process including policies and procedures the initial establishment of 
a process, terms of reference for a review, appointment of reviewers in accordance with the 
requirements of the safeguarding policy must be kept for six years and then destroyed. 

 Records relating to ad hoc engagements and consultations must be retained for six years and then 
destroyed. 

Documents which have to be kept for TWELVE CALENDAR YEARS and then destroyed 

 Records relating to support schemes set up for people must be retained for 12 years reviewed 
and then destroyed. 

Documents which have to be kept for SEVENTY-FIVE CALENDAR YEARS and then 
destroyed 

 Data from records recording a safeguarding matter that was deemed to require no further 
action must be kept for 75 calendar years and then destroyed. 

 Records of safeguarding case investigations including notes, correspondence with victims, 
correspondence with alleged perpetrators, safeguarding casework reports, minutes of 
core group meetings, and risk assessments must be kept for 75 calendar years and then 
destroyed.  

 Records of evidence collected or created relating to the investigation of cases where a 
review has been undertaken must be retained for 75 years and then destroyed. 

 

Documents which have to be kept PERMANENTLY 



 Reports relating to the outcome of any review must be maintained permanently in a secure 
archive. 

 Records relating to past cases in past case implementation of review including action 
plans implementation documents and reports must be retained permanently in the secure 
archive. 

 Records relating to supervision process is which includes supervision forms and any 
casework included in supervision must be retained for 75 years and then destroyed. 
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