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Data Retention Policy

Scope of Policy

This Policy sets out the approach that Platform Housing Group (the Group) will
take to ensure that data is stored for an appropriate period of time, dependent on
the data in question.

Applicability

The Policy applies to all members of the Group.

1.

1.1

1.2

2.1

Policy Statement

Group members will ensure that documentation, whether in electronic or
paper form, is stored for an appropriate length of time that reflects both
statutory requirements and established best practice.

All data will be held in a manner that is compatible with the Data Protection
Act 2018 and the related General Data Protection Regulation (GDPR)
Policy.

Context

The attached appendix, Data Retention Schedule, originated by the
National Housing Federation in November 2018 outlines the principal data
record types held by providers. This includes record types related to the
following functions:
e Governance
Data governance
Meetings (e.g. Boards)
Regulations and statutory returns
Strategic management
Insurance
Finance, accounting and tax records
Other banking records
Contracts and agreements
Charitable donations
Application and tenancy records
Property records
Vehicles
Capital assets
Employee, tax, pension, health and safety and personnel data
Technical and research records
Anti-Social Behaviour files
Supporting People
Resident meetings
Property sales



2.2

3.1

3.2

4.1

51

52

6.1

7.1

Data Retention Policy

The Group’s Data Retention Schedule is the definitive document by which
the Group will set out the rules for how it will manage the retention of
documents. Data Owners, who are key senior managers within the
business, have been assigned to the various record types to ensure that
retention periods are understood and deployed in the Group’s information
systems. Where any changes are identified and requested to the schedule,
whether addition, amendment or deletion, these will be controlled through
the Information Compliance Team and signed off by the respective Data
Owner.

Aims and objectives

The aim of this policy is to ensure that all members of the Group are
storing data in information systems that is consistent in terms of retention
timescales, and which meets legal requirements and best practice.

The ultimate aim is for the automatic deletion of records outside of the
retention period.

Policy outline

The policy provides detailed guidance for all colleagues on the record type,
retention period, retention trigger, retention source, reason for retention,
action at the end of the retention period, team owner, data owner and data
classification.

Equality and Diversity

We are committed to fairness and equality for all regardless of their colour,
race, ethnicity, nationality, gender, sexual orientation, marital status,
disability, age, religion or belief, family circumstances or offending history,
as referred to in our relevant Group policies. Our aim is to ensure that our
policies and procedures do not create an unfair disadvantage for anyone,
either directly or indirectly.

No equality impact assessment or privacy impact assessment is required
specifically for this policy. However, the schedule should be a key
document for any privacy impact assessment for projects involving the
storage of personal data in the future.

Monitoring and review

The next policy review is scheduled for April 2021 and then every two years
thereafter.

Associated documents 7/ policies

List of documents/associated policies/publications:
= Information Security Policy
= General Data Protection Regulation Policy
= Data Retention Schedule
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DATA RETENTION SCHEDULE

Mini tuts Re ded retenti Acti t end of retenti
Reference [Function Record type Retention trigger |n|m.um sta‘u e ec? mmendec retention !on atendofretention Retention source Reason for retention In Current Schedule? Change to recommended retention? Team Owner Data Owner Data Classification
retention period period period
1. Governance
Organisation wide Corporate Plans, Policies, Superseded 1 year after superseded
1.1 Governance Business Continuity, Risk Management and doZument N/A (longer if required for Securely Destroy Best practice N 5 Years Governance, Company Secretary & | Andrew Bush Internal - Business
Strategies historical reasons) Policy
. . . . Governance, Company Secretary & .
1.2 Governance Governance documentation N/A Life of company Securely Destroy Required for charitable status. Y Poli Andrew Bush Internal - Business
olicy
L . L . . . . Governance, Company Secretary & .
13 Governance Constitution, Aims and Objectives Life of company Life of company Securely Destroy Required for charitable status. Y polic Andrew Bush Internal - Business
icy
Minimum 1 year to end of
Record of HMRC confirmation of charitable . . financial year - required ) . .
14 Governance — End of financial year for Annual Return as a Life of company Securely Destroy ICSA Annual return and best practice. Y Governance, Company Secretary &  [Andrew Bush Internal - Business
minimum Policy
) . . . . . Governance, Company Secretary & X
1.5 Governance Record of charitable registration Life of company Life of company Securely Destroy ICSA Best practice. Y Poli Andrew Bush Internal - Business
olicy
L . . . . . . Governance, Company Secretary & .
1.6 Governance Certificate of Incorporation Life of company Life of company Securely Destroy Companies Act 2006 section 15 Legal compliance Y polic Andrew Bush Internal - Business
icy
o . . . . . Governance, Company Secretary & X
1.7 Governance Memorandum of Association Life of company Life of company Securely Destroy Companies Act 2006 section 32 Legal compliance Y Poli Andrew Bush Internal - Business
olicy
) o . . . . . Governance, Company Secretary & .
1.8 Governance Articles of Association/ Model Rules Life of company Life of company Securely Destroy Companies Act 2006 section 32 Legal compliance Y polic Andrew Bush Internal - Business
icy
" . . . . . . . Governance, Company Secretary & .
1.9 Governance Certificate of registration with housing regulator Life of company Life of company Securely Destroy ICSA Best practice Y Poli Andrew Bush Internal - Business
olicy
Record of registration and certificate of Governance, Company Secretary &
1.10 Governance . N 4l ! M Life of company Life of company Securely Destroy Companies Act 2006 section 80 Legal compliance Y ) ! pany 4 Andrew Bush Internal - Business
incorporation for change of name Policy
Registration d| tation (Co- ti d Co- ti d C ity Benefit Governance, Company Secretary &
1.11 Governance B |.on ocur.nen é |o_n (Coprpsatisan Life of company Life of company Securely Destroy © ?pc.ara ve an Omr.nunl yEE Legal compliance Y . PRIy v Andrew Bush Internal - Business
Community Benefit Societies) Societies Act 2014 section 3 Policy
Internal Audit correspondence, terms of
1.12 Governance reference, meeting minutes, related papers and |After audit N/A 5 years Securely Destroy Best practice N Governance, Company Secretary & | Andrew Bush Confidential - Business
reports Policy
Sy e GDPR Article 5(1) (.e) requires t_hat perso_nal
. data shall be kept in a form which permits
membership ceases . e .
. identification of data subjects for no longer
Board member documents — apt letters, SLAs, . though some details . " . . .
1.13 Governance " Membership ceases 6 years Securely Destroy than is necessary Legal compliance Y Andrew Bush Confidential - Business
bank details etc. should be destroyed .
when membership ceases CA 2006 recommendation for docs post
; B termination of directorship Governance, Company Secretary &
e.g. bank details etc. Policy
2. Data Governance
Archived after 6 months Ofcom
21 Data Governance Emails No longer active receipt of email Securely Destroy National archive guidance ranges from 90 Best practice N ICT Mohammed Zabir Confidential - Personal
Destroyed after 2 years
days to four years.
Securely Destroy DPA
2.2 Data Governance CccTv Date of recording Minimum time necessary |30 days Best practice Y Multiple Teams Multiple Owners Internal - Personal
23 Data Governance Call Recordings Date of recording Minimum time necessary |6 months Sl RSy IR et T i of v aees 143 Best practice N Operations(Customer Services) Carol Trappett Confidential - Personal
Securely Destroy ICO
24 Data Governance Data Subject Access Requests Data sent 6 months 1year Best practice N Data Compliance Colin Bailey Confidential - Personal
25 Data Governance Films / Videos/Photography Date of recording Minimum time necessary |3 years Sl RSy Best practice N Communications Team Rachael Shaw Internal - Business
2.6 Data Governance Data Breach Records Date of recording N/A 6 years Securely Destroy Best practice N Data Compliance Rosemary Carter / Colin Bailey Confidential - Personal
2.7 Data Governance Fraud Records Date of recording 6 years 6 years Sl RSy Eeiblancbook Best practice N Data Compliance Rosemary Carter / Angela Rodway Confidential - Personal
2.8 Data Governance Image Consent Forms Form completed 3 years 3 years Securely destroy Best Practice N Communications Rachael Shaw Confidential - Personal
29 Data Governance Media Responses Form completed 3 years 3 years Securely destroy Best Practice N Communications Rachael Shaw Public
2.1 Data Governance Stakeholder Map/Listing List Update 2 years 2 years Update Best Practice N Communications Rachael Shaw Public
3. Meetings
In case of challenge to validity of meetin| Governance, Company Secretary &
3.1 Meetings Notice of meetings N/A 6 years Securely Destroy . H VRl e Y . ’ I Y Andrew Bush Confidential - Business
or resolutions Policy
E ti ti| das, , minut Governance, Company Secretary &
3.2 Meetings xecutive n'.1ee D, [EES, (it N/A 10 years Securely Destroy Best practice N . pany v Andrew Bush Confidential - Business
and resolutions Policy
10 from the date of
Board and Committee meeting minutes and thev:]ae:tirlon;f eitazte % o e
33 Meetings . E Date of meeting g . meeting of extant company or |Securely Destroy Companies Act 2006 section 248 and 249 Legal compliance Y Governance, Company Secretary & Andrew Bush Confidential - Business
resolutions company or life of Jife of compan g Y Y
companv P Policy
10 from the date of
Board and Committee meeting agendas and thev:]ae:tirlon;f eitazte ° Wyeewsien i eEeldn Best practice (if required to support
34 Meetings - ERE Date of meeting —— oflife of r‘neeting of extant company or |Securely Destroy Companies Act 2006 section 248 and 250 minu’t)es and resoI:Itions) R N Governance, Company Secretary & Andrew Bush Confidential - Business
life of company Poli
companv olicy
. . . . . . . . . . Governance, Company Secretary & . . .
3.5 Meetings Shareholder meeting minutes and resolutions | Date of meeting Life of company Life of company Securely Destroy Companies Act 2006 section 356 Legal compliance Y polic Andrew Bush Confidential - Business
icy
Best practice (if ired t t Governance, Company Secretary &
3.6 Meetings Shareholder meeting agendas and papers Date of meeting N/A Life of company Securely Destroy e.s e reqlflre R Y . PRIy v Andrew Bush Confidential - Business
minutes and resolutions) Policy
. . . . . . . . e . . Governance, Company Secretary & . . .
3.7 Meetings Minutes and resolutions of trustees (charities) ~[Date of meeting Life of company Life of company Securely Destroy Charity Commission requirement CC48 Legal compliance Y polic Andrew Bush Confidential - Business
icy
4. Regulations and Statutory Returns
Companies Act 2006 section 388 and
Regulati d Statuts Professional Standards Authority and
4.1 R:f:r:slons G| SEWIIR Audited financial statements Submission Minimum of 3 years 6 years Securely Destroy N;otizisa::)::chi::s ferc:mr‘:]e:dr;:ic::s for best Legal compliance and best practice Y Governance, Company Secretary & Andrew Bush Confidential - Business
practice Policy
Regulations and Statutor Governance, Company Secretary &
4.2 IR — Sealing register Life of company Life of company Securely Destroy Companies Act 1985 Legal compliance Y ! pany 4 Andrew Bush Confidential - Business

Returns

Policy




Reference |Function Record type Retention trigger Mlnlm-um sta?utory Rec.o JAD=gceciistention A“!“" Grendicieon Retention source Reason for retention In Current Schedule? Change to recommended retention? Team Owner Data Owner Data Classification
retention period period period
Regulations and Statutor Minimum of 1 year from Co-operative and Community Benefit Governance, Company Secretary &
4.3 stfatl (el Annual Statutory Returns to the Regulator Submission ! . u‘ U Life of company Securely Destroy ) p‘ W . e ' Legal compliance and best practice Y Was 5 Years previously ) ! pany 4 Andrew Bush Confidential - Business
Returns submission Societies Act 2014 section 90 Policy
Regulati d Statuty Governance, Company Secretary &
4.4 R:f:r:slons G| SERR Register of directors and secretaries Life of company Life of company Securely Destroy Companies Act 2006 section 162 Legal compliance Y Poli pany v Andrew Bush Confidential - Business
olicy
Regulations and Statutor Governance, Company Secretary &
4.5 Rei:jrnsl (el Register of shareholding members Life of company Life of company Securely Destroy Companies Act 2006 section 113 Legal compliance Y Polic ! Py U Andrew Bush Confidential - Business
icy
Regulati d Statuty Governance, Company Secretary &
4.6 R:f:r:slons G| SERIR Register of share certificates Life of company Life of company Securely Destroy Companies Act 1984 5.325 Legal compliance Y Poli pany v Andrew Bush Confidential - Business
olicy
Regulations and Statutor Governance, Company Secretary &
4.7 Rei:jrnsl YO beclarations of interest Life of company Life of company Securely Destroy Company Act 2006 section 177 (implied) Legal compliance Y Was 6 years previously polic ’ I Y Andrew Bush Confidential - Business
icy
Regulati d Statuts List of bers (C: ities & Benefit Required by Registrar of Friendl: Governance, Company Secretary &
4.8 (AN G S el s _O r‘nem 505 (GermIn s & Ceme Life of company Life of company Securely Destroy Registrar of Friendly Societies eq_ulr.e P Y . PRIy v Andrew Bush Confidential - Business
Returns Society’) Societies Policy
Regulations and Statutor P cidential oS 7 years following end of
4.9 8 Y |registration certificates End of management [N/A U 8 Securely Destroy Care Quality Commission Guidelines Best practice Y Was permanently previously Governance, Company Secretary & | Andrew Bush Confidential - Business
Returns management Policy
410 Regulations and Statutory _Nursing_ home and residential care homes ) G R 7 years following end of |7 years following end of Sy Besay C.an.a ijality Commission Guidelines and e T e s et v Was 6 years follow.ing end of Goyernance, Company Secretary & Andrew Bush Confidential - Business
Returns inspection reports management management Limitation Act 1980 management previously Policy
5. Strategic Management
. . . . End of Business Plan . . . . .
5.1 Strategic Business Plans and supporting documentation Period N/A 5 years Securely Destroy Best practice Y Performance, Improvement & Excellence |Rob Tomlinson Confidential - Business
i
6. Insurance
CUTTETIT/ TOTTTTET POTCIES T
- crime cover
- engineering inspection Limitation can commence from knowledge of
- motor insurance potential claim and not necessarily the cause
- property damage of the claim.
- loss of commerecial rent N.B. Housing Association Boards must
- housing contents annually reaffirm formally their continuation
6.1 Insurance - office contents End of policy term Life of company Life of company Review of the Voluntary Board Members Liability Legal compliance and best practice Y Corporate Compliance Angeal Rodway/Rosemary Carter Confidential - Business
- works in progress cover Policy (automatically provided via NHF
- business interruption cover membership). NCVO ( National Council for
- all risks cover Voluntary Organisations) recommends 3
- engineering insurance years after lapse.
- personal accident for staff
- professional indemnity
e
2008 regulations removed requirement to
6.2 Insurance Certificate of Employers’ Liability Insurance End of policy term N/A 40 years Offer to Archives retain for 40 years but need to be mindful of |Best practice Y Corporate Compliance Angeal Rodway/Rosemary Carter Confidential - Business
'long tail' industrial disease claims, etc.
As current and former policies are kept
permanently (above), schedules should be
6.3 Insurance Annual Insurance schedule End of year N/A Life of company Securely Destroy too. Best practice Y Previously 6 years after expiry Corporate Compliance Angeal Rodway/Rosemary Carter Confidential - Business
Best practice
Zurich Municipal recommendation. NCVO
6.4 Insurance Claims and related correspondence End of settlement N/A 2 years Securely Destroy un unicip: ! Best practice Y Corporate Compliance Angeal Rodway/Rosemary Carter Confidential - Business
recommends 3 years after settlement
Limitati Act 1980, Limitation for legal . " . . .
6.5 Insurance Indemnities and guarantees End of policy term N/A 6 years after expiry Securely Destroy pl:;‘:::e;)i:;‘iz — ;frv;;;::g tgzaii? Legal compliance Y Corporate Compliance Angeal Rodway/Rosemary Carter Confidential - Business
- ) 12 years after cessation of . . . . .
6.6 Insurance Group health policies End of benefits N/A benefit Securely Destroy Best practice Y HR(Employee Relations) Helen Wood Confidential - Business
7. Finance
Companies Act Section 388 recommends 3
years. Taxes Management Act 1970 (TMA)
7.1 Finance Accounting records for Limited Company 6 years 6 years Securely Destroy Sec20 (Taxes Management Act 1970) may Legal compliance Y Finance Liz Casey Confidential - Business
require any documents relating to tax over 6
(olus) vears
A til ds for Ci ities & Benefit
7.2 Finance cc.ounl ng recor s tor ) ommunities & Benett N/A 6 years Securely Destroy Best practice Y Finance Liz Casey Confidential - Business
Society’ Society or Charity
73 F|nanFe - Cheques and Cash books/sheets End of Financial Year |6 years 6 years Securely Destroy HM.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
associated records advice
Petty cash records/books/sheets
. Postage/courier account/cash records I . e
Fi - Ch d HM ti delines, National Audit Offi . . X . . . .
7.4 |nan.ce eques an Register of postage expenditure End of Financial Year (2 years 2 years Securely Destroy . reasury guidelines, Rational Audt ‘e Legal compliance and best practice N Finance Liz Casey Confidential - Business
associated records K advice
Postage paid record
Postage books sheets
7.5 F|nanFe - Cheques and Creditors’ history records End of Financial Year |6 years 6 years Securely Destroy HM.treasury guidelines, National Audit Office Legal compliance and best practice Y Finance Liz Casey Confidential - Business
associated records advice
Fi - Ch d HM ti idelines, National Audit Offi . . X . . . .
7.6 |nan.ce eques an Statements of accounts outstanding orders End of Financial Year |2 years 2 years Securely Destroy . reasury guicelines, Rational Audi ‘e Legal compliance and best practice N Finance Liz Casey Confidential - Business
associated records advice
. Vouchers — claims for payment, purchase - . " .
Fi - Ch d HM ti delines, National Audit Offi . . X . . . .
7.7 |nan.ce eques an orders, requisition for goods and services, End of Financial Year (6 years 6 years Securely Destroy . reasury guidelines, Rational Audt ‘e Legal compliance and best practice Y Finance Liz Casey Confidential - Business
associated records L ° advice
accounts pavable, invoices and so on
Fi - Ch d HM ti idelines, National Audit Offi . . X . . . .
7.8 |nan.ce eques an Wages/salaries vouchers End of Financial Year |6 years 6 years Securely Destroy . reasury guicelines, Rational Audi ‘e Legal compliance and best practice N Finance Liz Casey Confidential - Business
associated records advice
G | and subsidiary led, duced for thi
Finance - Cheques and eneraland subst }ary © 5fers p.ro uFe orthe . . HM treasury guidelines, National Audit Office . . . . . . .
7.9 . purposes of preparing certified financial End of Financial Year |6 years 6 years Securely Destroy . Legal compliance and best practice N Finance Liz Casey Confidential - Business
associated records . X N advice
statements or published information
7.10 F|nan;e - Expenditure Cash books/sheets End of Financial Year |6 years 6 years Securely Destroy H[Ij\/l.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
records advice
Fi -E dit Other led, h tracts, costs, . . HM ti idelines, National Audit Offi . . X . . . .
7.11 inance - bxpenditure er ledgers (such as contracts, costs End of Financial Year |2 years 2 years Securely Destroy . reasury guicelines, Rational Audi ‘e Legal compliance and best practice N Finance Liz Casey Confidential - Business
records purchases) advice
7.12 Finance - Expenditure Journals — prime records for the raising of End of Financial Year |6 years 6 years Securely Destroy HM.treasury guidelines, National Audit Office Legal compliance and best practice Y Finance Liz Casey Confidential - Business
records charges advice
Fi -E dit HM ti idelines, National Audit Offi . . X . . . .
7.13 rsl:.z:;: xpenditure Journals - routine adjustments End of Financial Year (2 years 2 years Securely Destroy advicr:asuw guidelines, National Audi ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
Trial balances - Year-end balances
Fi -E dit ! HM ti idelines, National Audit Offi
7.14 r::z:;: xpenditure reconciliations and variations to support ledger |End of Financial Year |6 years 6 years Securely Destroy advicr:asuw guicelines, National Audi ‘e Legal compliance and best practice Y Finance Liz Casey Confidential - Business
balances and published accounts
Receipt books/butts
Fi - Receipts and Offi ies of ipts — cashiers’, cash . . HM t idelines, National Audit Offi . . X . . . .
7.15 inance - Receipts an I.Ce COP.IES ot recelpts — cashiers <.:as . End of Financial Year |6 years 6 years Securely Destroy . reasury guidelines, Rational Audt ‘e Legal compliance and best practice Y Finance Liz Casey Confidential - Business
revenue records register, fines and costs, sale of publications, advice
general receipt books/butts/ records
7.16 Finance - Recetljpts and Postal remittance books/records End of Financial Year |6 years 6 years Securely Destroy H[Ij\/l.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
revenue records advice




Minimum statutory

Recommended retention

Action at end of retention

Records

Good practice as per DWP guidance

Reference |Function Record type Retention trigger N . N N Retention source Reason for retention In Current Schedule? Change to recommended retention? Team Owner Data Owner Data Classification
retention period period period
Fi - Receipts and Receipt book ds for i t h HM t idelines, National Audit Offi
7.17 inance - Receipts an eceipt books/recor S or imposts (such as End of Financial Year |6 years 6 years Securely Destroy . reasury guicelines, Rational Audi ‘e Legal compliance and best practice y Finance Liz Casey Confidential - Business
revenue records stamp duty, VAT receipt books) advice
7.18 Finance - Receipts and Cash registers - Copies of forms, Reconciliation End of Financial Year |6 years 6 years Securely Destroy HM.treasury guidelines, National Audit Office Legal compliance and best practice Y Finance Liz Casey Confidential - Business
revenue records sheets advice
Fi - Receipts and HM t idelines, National Audit Offi . . X . X . .
7.19 inance - Receipts an Audit rolls, Summaries/analysis records End of Financial Year (2 years 2 years Securely Destroy . reasury guidefines, National Auct ‘ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
revenue records advice
Debtors’ records and invoices - debit notes
Fi - Receipts and dered on debt h as invoi HM ti idelines, National Audit Offi
7.20 inance - Receipts an re? ere 9” © Aors (Suc_ as.lnvolces End of Financial Year (6 years 6 years Securely Destroy . reasury guidetines, Rational Audt ‘e Legal compliance and best practice Y Finance Liz Casey Confidential - Business
revenue records paid/unpaid, registers of invoices, debtors advice
ledgers)
Debits and refunds - Records relating to
Fi - Receipts and bl , debts and HM ti idelines, National Audit Offi . . X . X . .
7.21 inance - Receipts an unrecoverable revenue, e. S an . End of Financial Year |6 years 6 years Securely Destroy . reasury guidetines, Rational Audt ‘e Legal compliance and best practice N Finance Liz Casey Confidential - Business
revenue records overpayments (such as register of debts written advice
off. register of refunds)
Employee pay histories
Note that the last th 3 d t b
Finance- Salaries and related ote that the as‘ Ijee years'records must be . . HM treasury guidelines, National Audit Office . . . . . . .
7.22 records kept for leavers, in either the personnel or End of Financial Year (6 years 6 years Securely Destroy advice Legal compliance and best practice N Finance Liz Casey Confidential - Business
finance records system, for the calculation of
pension entitlement
Fi - Salari d related HM ti idelines, National Audit Offi . . X . X . .
7.23 r;:z:;: alaries andrelate Salary ledger card/records End of Financial Year (6 years 6 years Securely Destroy advicr:asuw guidelines, National Audi ‘ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
7.24 F|nan;e- Salaries and related Copies of salaries/wages payroll sheets End of Financial Year |2 years 2 years Securely Destroy H;\/I.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
records advice
Fi - Purch: d HM t idelines, National Audit Offi . . X . X . .
7.25 r;:z:;: urehase order Purchase order books/records End of Financial Year (6 years 6 years Securely Destroy advicr:asuw guidelines, National Audi ‘ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
7.26 Finance- Purchase order Railway/courier consignment books/ End of Financial Year |2 years 2 years Securely Destroy HM.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
records records/Travel warrants advice
Fi - Purch: d HM ti idelines, National Audit Offi . . X . X . .
7.27 r;:z:;: urehase order Goods inwards books/records End of Financial Year (6 years 6 years Securely Destroy advicr:asuw guidelines, National Audi ‘ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
7.28 Finance- Purchase order Delivery dockets, Stock/stores control End of Financial Year |2 years 2 years Securely Destroy HM.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
records cards/sheets/records advice
Fi -Fi ial Stat t i d for inclusion i HM ti idelines, National Audit Offi
7.29 {nance - Financia atements/summaries prepared for inclusion in End of Financial Year |6 years 6 years Securely Destroy . reasury guicelines, Rational Audi ‘e Legal compliance and best practice N Finance Liz Casey Confidential - Business
Statements quarterly/annual reports advice
Fi -Fi ial Periodic fi ial stat t d fi Dest h lated into  [HM t idelines, National Audit Offi
7.30 inance - Hinancia eriodic financial statements Prepare or End of Financial Year |1year 1year estroy when cumulatecinto . reasury guidelines, Rational Audt ‘e Legal compliance and best practice N Finance Liz Casey Confidential - Business
Statements management on a regular basis quarterly/annual reports advice
6 ft t or last
Finance - Asset register . . . . ye? e atter alsse ?r as 6 years after asset or last one . HM treasury guidelines, National Audit Office . . . . . . .
7.31 ) ) Assets/equipment registers/records End of Financial Year |one in the register is . . o Review . Legal compliance and best practice N Finance Liz Casey Confidential - Business
financial records . in the register is disposed of advice
disposed of
. . . . . 6 years after asset or last - . " .
Fi - Asset t Dy t ters - R ds relating to th 6 i t or last HM t del , Nati | Audit Offi N . . . . . .
7.32 nlnanc‘e sset register eprecl.a lon registers ecc‘»r ‘sre ating tothe End of Financial Year [one in the register is . vearsa .er asnse .or ast one Review . reasury guidelines, Rational Audt ‘e Legal compliance and best practice N Finance Liz Casey Confidential - Business
financial records calculation of annual depreciation . in the register is disposed of advice
disposed of
8. Other Banking Records
8.1 Other Banking Records Cancelled / Dishonoured Cheque End of Financial Year |2 years 2 years Securely Destroy H;\/I.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
advice
HM ti idelines, National Audit Offi . . X . X . .
8.2 Other Banking Records Paid/presented cheques End of Financial Year (6 years 7 years Securely Destroy advicr:asuw guidelines, National Audi ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
8.3 Other Banking Records Record of cheques drawn for payment End of Financial Year |6 years 7 years Securely Destroy H;\/I.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
advice
HM ti idelines, National Audit Offi . . X . X . .
8.4 Other Banking Records Bank deposit books/slips/butts End of Financial Year (2 years 2 years Securely Destroy advicr:asuw guidelines, National Audi ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
8.5 Other Banking Records Ba(nk dep95|t summary sheets - Summaries of End of Financial Year |2 years 2 years Securely Destroy HM.treasury guidelines, National Audit Office Legal compliance and best practice N Finance Liz Casey Confidential - Business
daily banking advice
HM ti idelines, National Audit Offi . . X . X . .
8.6 Other Banking Records Bank reconciliations files/sheets End of Financial Year |2 years 2 years Securely Destroy advicr:asuw guidelines, National Audi ‘ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
8.7 Other Banking Records Bank statements, periodic reconciliations End of Financial Year |2 years 2 years Securely Destroy H;\/I.treasury guidelines, National Audit Office Legal compliance and best practice Y Now 2 Years , 6 previously. Finance Liz Casey Confidential - Business
advice
HM ti idelines, National Audit Offi . . X . X . .
8.8 Other Banking Records Electronic banking and electronic funds transfer |End of Financial Year |6 years 6 years Securely Destroy advicr:asuw guidelines, National Audi ‘ce Legal compliance and best practice N Finance Liz Casey Confidential - Business
9. Contracts and Agreements
12 years after completion |12 years after completion
9.1 Contracts and Agreements  [Contracts under seal and/or executed as deeds |Completion (including any defects (including any defects liability |Review Limitation Act 1980. Legal compliance Y Corprate Compliance Richard Orders / Rosemary Carter Confidential - Business
liability period) period)
. 6 years after completion |6 years after completion A .
Contracts for th ly of d 3 . q S 8 i, Limitation Act 1980 (12 f related t . i . . . .
9.2 Contracts and Agreements | on rzfc s for e.supp Ve .goo BEIFEENIER Completion (including any defects (including any defects liability |Securely Destroy ‘mitation Ac 2veei ety Legal compliance Y Corprate Compliance Richard Orders / Rosemary Carter Confidential - Business
including professional services . . . land).
liability period) period)
Documentation relating to small one-off
h f goods and ices, where there i 3 i) ted limit: good: . 1 Year. Si ted limit: good: i 5 . . . .
9.3 Contracts and Agreements (I as-es? B _5 an servn:es_ W ere there s After purchase N/A years. B I D Securely Destroy Best practice. Y (lic SR LI el (il Corprate Compliance Richard Orders / Rosemary Carter Confidential - Business
no continuing maintenance or similar or services up to £10,000 up to £10,000
requirement
9.4 Contracts and Agreements  [Loan agreements Last payment N/A 12 years after last payment Securely Destroy Best practice N Corprate Compliance Ben Colyer Confidential - Business
9.5 Contracts and Agreements |Licensing agreements Expiry of agreement |6 years after expiry 6 years Securely Destroy Limitation Act 1980. Legal compliance Y Corprate Compliance Richard Orders / Rosemary Carter Confidential - Business
9.6 Contracts and Agreements ~ [Rental and hire purchase agreements Expiry of agreement |6 years after expiry 6 years Securely Destroy Limitation Act 1980. Legal compliance Y Corprate Compliance Richard Orders / Rosemary Carter Confidential - Business
9.7 Contracts and Agreements  |Indemnities and guarantees Expiry of agreement |6 years after expiry 6 years Securely Destroy Limitation Act 1980. Legal compliance Y Corprate Compliance Richard Orders / Rosemary Carter Confidential - Business
9.8 Contracts and Agreements  [Documents relating to successful tender End of contract N/A 6 years Securely Destroy Best practice Y Corprate Compliance Richard Orders / Rosemary Carter Confidential - Business
9.9 Contracts and Agreements  [Documents relating to unsuccessful tenders After notification N/A 2 years after notification Securely Destroy Best practice Y 1Year Corprate Compliance Richard Orders / Rosemary Carter Confidential - Business
10. Charitable Donations
TMA recommends 12 years after last
10.1 Charitable Donations Deeds of covenant N/A 12 years after last payment Securely Destroy payment. Limitation for legal proceedings if |Best practice Y Finance Liz Casey Confidential - Business
related to land.
10.2 Charitable Donations Index of donations granted N/A 6 years Securely Destroy N/A Best practice Y Finance Liz Casey Confidential - Business
Companies Act recommends 3 years.
10.3 Charitable Donations Account documentation 3 Years 6 years Securely Destroy Best practice Best practice Y Finance Liz Casey Confidential - Business
11. Applications and Tenancy Records
11.1 '::?g::stmn e UERETE Applications for accommodation Offer accepted N/A 6 years after offer accepted Securely Destroy Limitation Act 1980, section 2 Best practice Y Operations ( Lettings) Sarah Sutton Confidential - Personal
As long as it is deemed
Application and Tenancy Continuous Recording of lettings and sales . . . To be destroyed immediately statistics . . Sarah Sutton/ Jeff Plant/ Catherine
11.2 N/A t rt | Securely Destroy CORE Data Sharing Agreement 12.1 Best practice Y Operations ( Lettings; Int I-P |
Records (CORE) data record form / nece.ssary ‘_) support social urely 4 ng A8 practi have been recorded P ! ( ings) Cole nternal-Fersona
housing policy.
Recommendation from Chartered Institute of
Applicati d T Housing.
11.3 pplication and fenancy Housing Benefit notifications N/A 2 Years Securely Destroy ousing Best practice Y Operations (Income) Michael Bruce Internal - Personal




Reference |Function Record type Retention trigger Mlmm_" m stafutory REC.B JAD=gceciistention An!“" Grendicieon Retention source Reason for retention In Current Schedule? Change to recommended retention? Team Owner Data Owner Data Classification
retention period period period
Applicati d T
11.4 RZSOI:;;O“ and fenancy Rent statements N/A 2 years Securely Destroy Best practice Y Operations (Income) Michael Bruce Internal - Personal
o Tenants’ tenancy Files, including rent payment . .
Applicat d T 2 7 ds pl t @ tly all t d Jeff Plant & Cath Cole & Michael
115 AU IR records, and details of any complaints and 6 years VSR IR B D G Securely Destroy Limitations Act 1980 Legal compliance Y urren ya_\ CIMEINE) RIS Operations (East) , (West) & (Income) it Flan atherine tole \chae Confidential - Personal
Records year kept even if older than 3 years. Bruce
harassment cases
Applicati d T Fq t ts’ Te Al ts, and PP i . . Jeff Plant & Catherine Cole & Sarah . .
11.6 A L UERESY oraner enarT > er-lancy I, €l End of tenancy 6 years 6 years Securely Destroy Limitations Act 1980 Legal compliance Y Operations (East) , (West) & (Lettings) et Flan atherine tole &ara Confidential - Personal
Records details of their leaving Sutton
Arrangements for Placements of Children
Until 75th year of child’s
birt;l or 15V cars aftelr Until 75th year of child’s birth (General) Regulations 1999 and Children’s
Application and Tenancy . ,V . or 15 years after death if child Act 1989. . Permanently for recommended. 75 Years |Operations (East) , (West) & Jeff Plant & Catherine Cole& Sue . .
11.7 11 death if child dies before | Securely Destroy Legal compliance Y ) L Confidential - Personal
Records 18, (Case records dies before 18. (Case records Some documents may be transferred to not 75th birthday. (Independent Living) Heelas
. including care plans, b t caril b
e e ) i 4 p ) subsequent caring agency
Records Management Code of Practice for
Application and Tenancy Care plans/ case files for adults and related 8 years from end of care. |8 years from end of care. el e SeEE R At . ) Operations (East) , (West) & Jeff Plant & Catherine Cole& Sue . .
11.8 End of support ) ) Securely Destroy Some documents may be transferred to Legal compliance Y Previously N/A L Confidential - Personal
Records documents (Adult Social Care) (Adult Social Care) ) (Independent Living) Heelas
subsequent caring agency.
— Documentation, correspondence and
Application and Tenancy . . . . . . . . . . . . y .
11.9 Records information provided by other agencies relating While tenancy continues |While tenancy continues Securely Destroy Best pracice Y Operations (East) & (West) Jeff Plant & Catherine Cole Confidential - Personal
to special needs of current tenants
Applicati d T Records relating to offenders, ex-offend d . . . . . . . N
11.10 AL EIE R ecords re a. I e_n (e EE While tenancy continues |While tenancy continues Securely Destroy NACRO Best practice Y Operations (East) & (West) Jeff Plant & Catherine Cole Confidential - Personal
Records persons subject to cautions
- 10 years Statutory requirement under the . .
Applicat d T O t East) , (West) & Jeff Plant & Cath Cole& S . .
11.11 A I RS Safeguarding Referral 10 years Securely Destroy Safeguarding Vulnerable Groups Act 2006 Legal compliance N (e as. ) st et ran atherine Coles sue Confidential - Personal
Records (Independent Living) Heelas
and Care Act 2014
Minimum of 364 days or [Minimum of 364 days or when Records relating to child protection should
Application and Tenancy . ) . when notified Home notified Home Office has be kept for 7 years after your organisation’s . Operations (East) , (West) & Jeff Plant & Catherine Cole& Sue . .
11.12 Safe ding R ds - S Case R S ly Dest Legal | N Confidential - P |
Records BRI S =Sl ek ity Office has closed DHR closed DHR EEHE By last contact with the child and their family — I GRS (Independent Living) Heelas ontidential - Fersona
NSPCC guidance
12. Property Records
) . Superseded . . . . . . . .
12.1 Property Records Rent registrations (superseded) document N/A 6 years Securely Destroy Rent Officer Handbook recommendation Best practice Y Operations (Income) Michael Bruce Confidential - Business
12.2 Property Records Rent Registration (not superseded) N/A Life of company Securely Destroy Rent Officer Handbook recommendation Best practice Y Previously, Permanently. Operations (Income) Michael Bruce Confidential - Business
12.3 Property Records Fair rent documentation N/A 6 years Securely Destroy Rent Officer Handbook recommendation Best practice Y Operations (Income) Michael Bruce Confidential - Business
124 Property Records Leases and deeds of ownership N/A 15 years after expiry. Securely Destroy NCVO Best practice Y Home Ownership James Baker Confidential - Business
Limitation for legal action relating to land or
Settlement of all contracts under seal.
. i i Bak fi ial - Busi
125 Property Records Copy of former leases issues 12 years 12 years Securely Destroy Limitations Act 1980 Legal compliance Y Home Ownership James Baker Confidential - Business
Limitation for legal action relating to land or
Rights gi contracts under seal.
12.6 Property Records Wayleaves, licences and easements ' AS siven or 12 years 12 years Securely Destroy o Y Legal compliance Y Home Ownership James Baker Confidential - Business
received cease Limitations Act 1980
Limitation for legal action relating to land or
12 years after interest contracts under seal.
12.7 Property Records Abstracts of title Interest ceases v ! 12 years Securely Destroy o Y Legal compliance Y Home Ownership James Baker Confidential - Business
ceases Limitations Act 1980
Limitation for legal action relating to land or
12 years after interest contracts under seal.
12.8 Property Records Planning and building control permissions Interest ceases v ! 12 years Securely Destroy o Y Legal compliance Y Asset Management Malkit Sagoo Confidential - Business
ceases Limitations Act 1980
Limitation for legal action relating to land or
12 years after interest contracts under seal.
12.9 Property Records Searches Interest ceases i ! 12 years Securely Destroy o Legal compliance Y Treasury Ben Colyer /Steven Harris Confidential - Business
ceases Limitations Act 1980
Limitation for legal action relating to land or
contracts under seal.
12.10 Property Records Property maintenance records 6 years 6 years Securely Destroy o Y Legal compliance Y Asset Management Malkit Sagoo Confidential - Business
Limitations Act 1980
Limitation for legal action relating to land or
contracts under seal.
12.11 Property Records Reports and professional opinions 6 years 6 years Securely Destroy o Y Legal compliance Y Asset Management Malkit Sagoo Confidential - Business
Limitations Act 1980
Limitation for legal action relating to land or
Settlement of all cl)nltrarfts underieal I " IR i Rt el e Development (Programme &
12.12 Property Records Development documentation ) 12 years 12 years Securely Destroy o . Legal compliance Y Document Retention see the Develpt p e Helen Newbury Confidential - Business
issues Limitations Act 1980 ) Performance)
Dept Retention Schedule Worksheet.
Limitation for legal action relating to land or
contracts under seal.
. i i Malki fidential - Busi
12.13 Property Records Invoices 12 years 12 years Securely Destroy Limitations Act 1980 Legal compliance Y Asset Management alkit Sagoo Confidential - Business
13. Vehicles
13.1 Transport & Vehicles Mileage records & defect sheets Vehicle disposal N/A 2 years Securely Destroy Best practice Y FPC Peter Cresswell Confidential - Business
13.2 Transport & Vehicles Maintenance records & MOT tests Vehicle disposal N/A 2 years Securely Destroy Best practice Y FPC Peter Cresswell Confidential - Business
13.3 Transport & Vehicles Copy Registrations Vehicle disposal N/A 2 years Securely Destroy Best practice Y FPC Peter Cresswell Confidential - Business
13.4 Transport & Vehicles Vehicle disposal log Vehicle disposal N/A 1year Securely Destroy Best practice N FPC Peter Cresswell Confidential - Business
T rt & Vehicles - O tors Li rtificat d d ts of Driver & Vehicle Standards A DVSA|
13.5 ranspo . enicles .pera ors Heence certilicates and documents o N/A Permanently Permanently Securely Destroy river e. cle Stan a.r s Agency ( ) Legal compliance N FPC Peter Cresswell Confidential - Business
Operators Licence Only title Operators Licence requirement




Reference  [Function

Record type

Retention trigger

Minimum statutory
retention period

Transport & Vehicles -

Recommended retention
period

Action at end of retention
period

Retention source

Reason for retention

In Current Schedule?

Change to recommended retention?

Team Owner

Data Owner

Data Classification

2 years is best practice.

specific terms and conditions applying to
individuals

proceedings

13.6 . Mileage records & defect sheets Vehicle disposal 15 months 2 years Securely Destroy DVSA requirement to keep for 15 months Best practice N FPC Peter Cresswell Confidential - Business
Operators Licence Only N
under Operators Licence
. . 2 years is best practice.
T rt & Vehicles - Maint: ds & MOT test:
13.7 ranspo 3 ehicles aintenance records ests Vehicle disposal 15 months 2 years Securely Destroy DVSA requirement to keep for 15 months Best practice N FPC Peter Cresswell Confidential - Business
Operators Licence Only (up to 3.5T) .
under Operators Licence
. . 2 years is best practice.
T rt & Vehicles - Maints ds & MOT test:
13.8 ranspo . enicles aintenance records ests Vehicle disposal 15 months 2 years Securely Destroy DVSA requirement to keep for 15 months Best practice N FPC Peter Cresswell Confidential - Business
Operators Licence Only (HGV over 3.5T) )
under Operators Licence
" . . 2 years is best practice.
T rt & Vehicles - C Registrati
13.9 ranspo 3 ehicles OPy Registrations Vehicle disposal 15 months 2 years Securely Destroy DVSA requirement to keep for 15 months Best practice N FPC Peter Cresswell Confidential - Business
Operators Licence Only (up to 3.5T) .
under Operators Licence
. N . 2 years is best practice.
T rt & Vehicles - Ce Registrati
13.10 ranspo . enicles Opy Reglstrations Vehicle disposal 15 months 2 years Securely Destroy DVSA requirement to keep for 15 months Best practice N FPC Peter Cresswell Confidential - Business
Operators Licence Only (HGV over 3.5T) )
under Operators Licence
14. Capital Assets
Capital Assets including all land, property, Asset sold,
14.1 Capital Assets housing stock, corporate buildings, play areas, [transferred or N/A 6 years Securely Destroy Best practice N Finance Andrew Brook Confidential - Business
vehicles, equipment, fixtures & fittings >£400 disposed of
14.2 Capital Assets Fixed Asset Register NA Permanently Permanently Securely Destroy Charities Act Legal compliance N Finance Andrew Brook Confidential - Business
15. Employees - Tax and Security
HM Revenue and Customs requires retention
Record of taxable payments; record of ta of each payment for 3 years.
deducted or):'efunZe:I' record of earnin, sxon ek =B EiEm Syrers ey Income EI)'az (PAYE) Re »:Jlations 2003 (SI
15.1 Tax and Social Security R - g End of Financial Year [the end of the financial |6 years Securely Destroy g Legal compliance Y HR (Systems & Performance) Chris Phillips Confidential - Personal
which standard NI Contributions payable; record . 2003/2682 Reg 97).
7 P year to which they relate .
of employer’s and employee NI contributions The Income Tax (employments) Regulations
1993 (SI 1993/744) and amended 1996
Income Tax (PAYE) Regulations 2003 (S|
NIC contracted out arrangements; Inland Not less than 3 years after 2003/2682 Reg 97).
15.2 Tax and Social Security Revenue notice of code changes, pay and tax End of Financial Year |the end of the financial 6 years Securely Destroy The Income Tax (employments) Regulations |Legal compliance Y HR (Systems & Performance) Chris Phillips Confidential - Personal
details. year to which they relate 1993 (SI 1993/744) and amended 1996.
Taxes Management Act 1970
Income Tax (PAYE) Regulations 2003 (SI
Not less than 3 years after 2003/2682 Reg 97).
15.3 Tax and Social Security Copies of notices to employees (e.g. P45, P60); |End of Financial Year [the end of the financial 6 years plus current year Securely Destroy The Income Tax (employments) Regulations [Legal compliance Y HR (Systems & Performance) Chris Phillips Confidential - Personal
year to which they relate 1993 (SI 1993/744) and amended 1996.
Taxes Management Act 1970
15.4 Tax and Social Security HMRC notice of code changes, pay & tax details 6 years 6 years Securely Destroy Taxes Management Act 1970 Legal compliance Y HR (Systems & Performance) Chris Phillips Confidential - Personal
. . . . 3 years from the end of . . - , .
15.5 Tax and Social Security Expense Claims After audit 6 years Securely Destroy HMRC Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
the tax year they relate to
Taxes Management Act 1970
Inland Revenue require retention of each
15.6 Tax and Social Security Record of sickness payments On payment 6 years 6 years Securely Destroy payment for 3 years. Legal compliance Y HR (Systems & Performance) Chris Phillips Confidential - Personal
SSPR recommends 3 years following year to
which thev relate
The Statutory Maternity Pay (General)
Regulations 1986 (SI 1986/1960) as
Record of maternity payments, statutory amended.
15.7 Tax and Social Security paternity pay, statutory shared parental pay and [On payment 6 years 6 years Securely Destroy The Statutory Paternity Pay and Statutory Legal compliance Y HR (Systems & Performance) Chris Phillips Confidential - Personal
statutory adoption pay Adoption Pay (admin) Regulations 2002 (SI
2002/2820) and Statutory Shared Parental
Pay (Admin) regulations 2014 (S| 2014/2929)
Income Tax (PAYE) Regulations 2003 (S|
2003/2682 Reg 97).
Not less than 3 years after t eg 97)
15.8 Tax and Social Security Income Tax and NI returns End of Financial Year |the end of the financial 6 years Securely Destroy . Legal compliance Y HR (Systems & Performance) Chris Phillips Confidential - Personal
ear to which they relate The Income Tax (employments) Regulations
U v 1993 (SI 1993/744) and amended 1996
. 5 Redundancy details and record of payments & . . . - . .
15.9 Tax and Social Security refunds Date of redundancy [N/A 6 years Securely Destroy IPD recommended Best practice Y Previously 12 Years. HR (Systems & Performance) Chris Phillips Confidential - Personal
u
15.10 Tax and Social Security Revenue and Customs approvals N/A Permanently Securely Destroy CIPD recommended Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
15.11 Tax and Social Security Annual earnings summary End of Financial Year [N/A 12 years Securely Destroy Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
Income Tax (PAYE) Regulations 2003 (SI
Pl et e, i, B Not less than 3 years after 2003/2682 Reg 97).
15.12 Tax and Social Security exyenses etcry ! ! End of Financial Year |the end of the financial 3 years Securely Destroy Legal compliance N HR (Systems & Performance) Chris Phillips Confidential - Personal
B ) year to which they relate The Income Tax (employments) Regulations
1993 (SI 1993/744) and amended 1996
15.13 Tax and Social Security Trade Union agreements Date of cessation N/A i?f;/;a‘rseafter Ceaznelche Securely Destroy CIPD recommended Best practice HR (Systems & Performance) Chris Phillips Confidential - Personal
iv
15.14 Tax and Social Security Inland Revenue approvals N/A Life of company Securely Destroy CIPD recommended Best practice HR (Systems & Performance) Chris Phillips Confidential - Personal
16. Human Resources - Pension Schemes
16.1 Pension Schemes Actuarial valuation reports N/A Permanently Securely Destroy CIPD recommended Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
16.2 Pension Schemes Detailed returns of pension fund contributions N/A 6 years Securely Destroy Pensions Regulator Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
16.3 Pension Schemes Annual reconciliations of fund contributions N/A 6 years Securely Destroy Pensions Regulator Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
16.4 Pension Schemes Money purchase details After transfer N/A tsa\lizanrs aiiepuansienoniaie Securely Destroy CIPD recommended Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
6 fter transf |
16.5 Pension Schemes Qualifying service details After transfer N/A ta\l/;a:]rs atter transter orvalue Securely Destroy CIPD recommended Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
. - End of benefits . - X .
16.6 Pension Schemes Investment policies . N/A 12 years Securely Destroy CIPD recommended Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
payable under policy
16.7 Pension Schemes Pensioner records After benefits cease |N/A 12 years after benefits cease |Securely Destroy CIPD recommended Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
. . . X After transfer or . - X .
16.8 Pension Schemes Records relating to retirement benefits alue taken N/A 6 years Securely Destroy RBS(IP)R recommended Best practice Y HR (Systems & Performance) Chris Phillips Confidential - Personal
valu
17. Human Resources - Personnel Records
Terms and conditions of service, both general
terms and conditions applicable to all staff, and N Limitations Act 1980 Limitation for legal . . . .
17.01 Personnel Records o L0 Leaving date N/A 6 years Securely Destroy ‘mitatt imitatt 8 Legal compliance Y HR (Employee Relations) Helen Wood Confidential - Personal




Reference [Function Record type Retention trigger Mlnlm-um sta.tutory Rec.o aencetiEtention A“!“" atendlofictention Retention source Reason for retention In Current Schedule? Change to recommended retention? Team Owner Data Owner Data Classification
retention period period period
Benefits and Deducti Servil tracts f Date of tion of
17.02 Personnel Records fane 'ts and De u_c i ot .a €o ce.ssa lono 3 years 6 years Review ICSA Best practice Y HR (Employee Relations) Helen Wood Confidential - Personal
directors (companies) directorship
17.03 Personnel Records Remuneration package Leaving date N/A 6 years Review :I::)‘::t:;?:::a Lsolnitatiopic ey Legal compliance Y HR (Employee Relations) Helen Wood Confidential - Personal
i
17.04 Personnel Records Former employees’ Human Resources files Leaving date N/A 6 years Securely Destroy CIPD recommended Best practice Y HR (Employee Relations) Helen Wood Confidential - Personal
Ref to by ided for f Previously, 20 til fi . X .
17.05 Personnel Records LT 0 L e U Ty Leaving date N/A 6 years Securely Destroy CIPD recommended Best practice Y WECTEAE), VRIS Clr L] i Er HR (Employee Relations) Helen Wood Confidential - Personal
emplovees employee reaches 65.
17.06 Personnel Records Training Programmes Leaving date N/A 6 years Securely Destroy CIPD recommended Best practice Y HR (Learning and Development) Kate Hunter Confidential - Personal
17.07 Personnel Records Individual training records Leaving date N/A 6 years Securely Destroy CIPD recommended Best practice Y HR (Learning and Development) Kate Hunter Confidential - Personal
The Control of Asbestos at Work Regulations
2002 (SI 2002/ 2675). Also see the Control of
17.08 Personnel Records Asbestos Training Records Leaving date 40 years 40 years Securely Destroy Asbestos Regulations 2006 (S| 2006/2739) Legal compliance N HR (Learning and Development) Kate Hunter Confidential - Personal
and the Control of Asbestos Regulations
2012 (S12012/632
Short lists, intervi t d related . . . . .
17.09 Personnel Records apzlric;:i;nl?ofr:/slew notes ancretate Last Action N/A 1year Securely Destroy CIPD recommended Best practice Y HR (Employee Relations) Helen Wood Confidential - Personal
Limitations Act 1980
SDA & RRA recommend 3 months
17.10 Personnel Records Application forms of non-short listed candidates |After notification 1year 1year Securely Destroy - " 5 Legal compliance Y HR (Employee Relations) Helen Wood Confidential - Personal
Commission for Racial Equality and Equal
Opportunities recommends 6 months.
Legal compliance
. Date of clearance + up to . . . . . o . . . .
17.11 Personnel Records DBS certificate number Date of clearance 2 maximum of 6 months 3years Review DBS check code of practice (Home office) Teign Housing hold only the certificate  [Y Previously 6 months HR (Employee Relations) Helen Wood Confidential - Personal
number but the system reminds HR to
check again in 3 years.
17.12 Personnel Records Time cards/ sheets After audit N/A 2 years Securely Destroy CIPD recommended Best practice Y HR (Employee Relations) Helen Wood Confidential - Personal
Trust deeds, rules and minutes (for joint
17.13 Personnel Records employee/employer sports/social clubs, etc. set N/A Permanently Securely Destroy CIPD recommended Best practice Y HR (Employee Relations) Helen Wood Confidential - Personal
up under trust)
17.14 Personnel Records Ezp:\)/er/Employee oI i ek (5 N/A Permanently Securely Destroy CIPD recommended Best practice Y HR (Employee Relations) Helen Wood Confidential - Personal
u
17.15 Personnel Records Parental leave records Birth of child N/A 18 years from birth of child Securely Destroy CIPD recommended Best practice N HR (Employee Relations) Helen Wood Confidential - Personal
18. Human Resources - Health & Safety
The Control of Asbestos at Work Regulations
2002 (SI 2002/ 2675). Also see the Control of
18.1 Health & Safety Medical records relating to control of asbestos 40 years 40 years Securely Destroy Asbestos Regulations 2006 (SI 2006/2739) Legal compliance Y HR (Employee Relations) Helen Wood Confidential - Personal
and the Control of Asbestos Regulations
2012 (S12012/632
Health and safety assessments; records of . . . .
18.2 Health & Safety . ty Permanently Permanently Securely Destroy Health and Safety at Work Act 1979 Legal compliance Y Corporate Compliance Rosemay Carter / Angela Rodway Confidential - Personal
consultations with safety reps
18.3 Health & Safety Health and safety policy statements Permanently Permanently Securely Destroy Health and Safety at Work Act 1979 Legal compliance Y Corporate Compliance Rosemay Carter / Angela Rodway Confidential - Personal
RIDDOR Limitation for legal proceedings
6 years after date of RIDDOR 1995 and Limitation Act 1980
18.4 Health & Safety Accident records, reports, accident books Date of occurrence (3 years ocycurrence/ent Securely Destroy Special rules apply concerning incidents Legal compliance Y Corporate Compliance Rosemay Carter / Angela Rodway Confidential - Personal
i involving hazardous substances.
The Statutory Sick Pay (General) Regulations
1982 (SI 1982/894 ded
18.5 Health & Safety Sickness records Date of occurrence |3 years 6 years from date of sickness |Securely Destroy ( . ) e Legal compliance Y HR (Employee Relations) Helen Wood Confidential - Personal
Professional Standards Agency
18.6 Health & Safety Health and safety statutory notices Once compliant 6 years after compliance |6 years after compliance Securely Destroy :I::)‘::t:;?:::a Lsolnitatiopic ey Legal compliance Y Corporate Compliance Rosemay Carter / Angela Rodway Confidential - Personal
i
19. Technical and Research Records
12-15 years after requirements.
. . After requirements have ended for both records . . . . .
19.1 Technical and Research Technical and research records N/A . Securely Destroy NCVO Best practice Y Asset Management Malkit Sagoo Confidential - Business
have ended and reports and drawings and
other data.
20. ASB case files and associated documents
20.1 ASB case files and associated | ASB (.Ant|-soc|a| behaviour) case files and |N/A 5 yfears or until end of legal Securely Destroy | Best practice |Y |Operations (East) & (West) Jeff Plant & Catherine Cole Confidential - Personal
documents associated documents action
21. Supporting people — subsidy claims / support plans / single assessments including supporting information
Supporting people — subsidy claims / support
211 Supporting People plans / single assessments including supporting N/A Duration of tenancy Securely Destroy Best practice Y Operations Indepemdent Living Sue Heelas Confidential - Personal
information
22. Resident Meetings
221 Resident Meetings Resident Meeting Minutes From date of meeting |N/A 1year Securely Destroy |ICSA recommended Best practice |Y |Operations (East) & (West) Jeff Plant & Catherine Cole Public
23. Property Sales
. — 6 years after offer L N . . . .
23.1 Home Ownership New Sales applications Offer accepted accepted 6 years Securely Destroy Limitation Act 1980, section 2 Best practice N Home Ownership James Baker Confidential - Personal
23.2 Property Sales Registrations of interest Sale of property N/A 2 years Securely Destroy Best practice N Home Ownership James Baker Confidential - Personal
233 Property Sales Offer Details Offer accepted current year plus 6 years |6 years Securely Destroy Estate Agency Act 1979 Legal compliance N Home Ownership James Baker Confidential - Personal
234 Property Sales Completion documentation Completion of Sale |12 years 12 years Securely Destroy Housing Act 1985 Best practice N Operations (Income) Michael Bruce Confidential - Personal
23.6 Property Sales Post purchase questionaire/ customer feedback |Date of creation N/A 3years Review National Archives guidance Best practice N Operations (Income) Michael Bruce Confidential - Personal




Minimum statutory

Recommended retention

Action at end of retention

Reference |Function Record type Retention trigger Retention source Reason for retention In Current Schedule? Change to recommended retention? Team Owner Data Owner Data Classification
retention period period period
I 6 years after offer . . . . . . .
23.6 Property Sales Help to Buy applications Offer accepted accepted 6 years Securely Destroy Limitation Act 1980, section 2 Best practice N Operations (Income) Michael Bruce Confidential - Personal
. 6 years after offer Lo . . . y .
23.7 Property Sales Resales (Shared Ownership) Offer accepted accepted 6 years Securely Destroy Limitation Act 1980, section 2 Best practice N Home Ownership James Baker Confidential - Personal
23.8 Property Sales Staircasing process documents Completion of Sale |12 years 12 years Securely Destroy Housing Act 1985 Best practice N Home Ownership James Baker Confidential - Personal
239 Property Sales Right to Buy/ Acquire files Completion of Sale |12 years 12 years Securely Destroy Housing Act 1985 Best practice N Operations (Income) Michael Bruce Confidential - Personal
23. Finance - Treasury
24.1 Treasury Certificate of Title Loan agreement ent|n/a Period of loan Securely destroy Referral N Finance ( Treasury) Ben Colyer Confidential - Business
24.3 Treasury Security Trust Deed Loan agreement ent|n/a Period of loan Securely destroy Referral N Finance ( Treasury) Ben Colyer Confidential - Business
24.1 Treasury Property valuation Loan agreement ent|n/a 5 Years Securely destroy Referral N Finance ( Treasury) Ben Colyer Confidential - Business




Drop Down Lists
Data Classification
Internal - Personal
Internal - Business
Confidential - Personal
Confidential - Business
Public

Storage format
Hard Copy
Electronic

Both

Action at end of retention period
Securely Destroy

Review

Offer to Archives

Trigger Events for Retention Period
Board / Committee Meeting Date

Contract - Tender Closing Date
Contract - Start Date

Contract- End Date

Contract - Extension Date

Email - Date Received

Employee - Start Date

Employee - End Date

Employee - Disciplinary Date
Employee - Training Date

Employee - Health Policy End Date
Employee - Pension Benefit Start Date
Employee - Pension Benefit End Date
Employee - Job Interview Date
Employee - Birth of Child

Employee - Accident At Work Date
Employee - Sickness Date

Financial Year - End

H&S Notice - Compliance Date
Miscellaneous - File Creation Date
Not Applicable

Telephone Call - Date Made
Tenancy_Lease - Start Date
Tenancy_Lease - End Date

Trade Union Agreement - Start Date
Trade Union Agreement - End Date

Retention Label

6 months

18 months

3 years
4 years
5 years

7 years
8 years
9 years
10 years
11 years

13 years
14 years
15 years
16 years
17 years
18 years
19 years
20 years
25 years
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