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Data Retention Policy

	Charity
	Means St Thomas Community Project, a registered charity (CIO)

	Church
	Means the PCC of St Thomas Church

	GDPR
	Means the General Data Protection Regulation 

	Responsible Person
	Means Rev Sue Round

	Register of Systems
	Means a register of all systems or contexts in which personal data is processed by the Church and the Charity.




PURPOSE

A Data Retention Policy forms an essential part of the personal data lifecycle. Data shall be maintained for as long as there is an operational need. The length of time it will be retained will be set out in the Data Retention Schedule.

Please note that this policy covers both paper-based and electronic paperwork and files.

This policy addresses the requirements surrounding Data Retention as set out by the General Data Protection Regulation (GDPR) and how the Charity and the Church meet their obligations to individuals and the law regarding the retention of personal data. This document serves to inform everyone who processes personal data on behalf of the Charity or the Church. The purpose of this policy is to:
· minimize the retention period of records while ensuring that the information needs of the business are met
· ensure that records required for legal and evidential purposes are kept for the appropriate period and in an appropriate manner
· ensure that records are not destroyed prematurely
We need to do this in order to:
· ensure the Charity and Church comply with the law
· protect staff / volunteers and other individuals
· protect the organisation from risk

SCOPE

This document applies to St Thomas Church and St Thomas Community Project. It should be read in conjunction with the Data Retention Schedule, which specifies retention periods for each type of data. It applies to all staff, volunteers, contractors and temporary employees who hold or process any Charity or Church records for any purpose. It applies equally to our own computers, third party servers, email accounts, backup storage such as photographic, microform and electronic media that are used to store records as well as to more traditional paper or card records.

This policy should be read in conjunction with:
· The Safeguarding of Children and Young People Policy
· The Safeguarding of Vulnerable Adults Policy
· The Data Protection Policy

THE POLICY

Personal data shall not be kept for longer than is necessary for a given purpose. However, the retention period can differ based on the type of data processed. The Data Retention Schedule lists the types of personal data maintained by the Charity and the Church and specifies the Retention period for each data type. If the Church or the Charity acquire a new type of data, the Data Retention Schedule must be updated accordingly. No records involved in any investigation, litigation or audit will be destroyed until the vicar or the Chair of Trustees have confirmed that no further legal reason exists for retention of the record. It is the responsibility of the Responsible Person to ensure related documents have been stored appropriately.

PROCEDURE

· Proper and accurate recording of information and appropriate use of that information is an important aspect of good practice and safeguarding service users.
· All records of work done with service users will be kept in one place in a locked central file for paper-based records and securely in a central file on the cloud. This reduces the risk of information being lost or overlooked and makes it easily accessible.
· To comply with the Data Protection Act records will be kept in line with legislation (see end of policy) after the work has been completed.  Paper copies will be filed and stored securely, clearly labelled with contents and date of storage.    Electronic data will be retained on the cloud and archived. 
· Sensitive information stored on the cloud will be password protected and the password revealed only to those who need to access the data. 
When writing records staff must bear the following in mind:
· Service users have the right to see any records kept
· Information must be factual and not include personal opinion unless it is clearly qualified and the reason for including the opinion stated.
· Information must be complete, clearly expressed and avoid jargon.
· The information about individuals must be clearly stated using names, not ‘Mum’ or ‘he/she’
· All records must be kept in an appropriately organised file and stored in a locked filing cabinet and/or stored electronically with password protection.
DATA ARCHIVING

“Archiving” is the process of moving data that is no longer actively used to a separate storage device for long-term retention. Archive data consists of older data that is still important to the organisation and may be needed for future reference, as well as data that must be retained for regulatory compliance.

Archive data that is held electronically will be deleted subject to legislation and the Data Retention Schedule. Emails held on the server in archive will be deleted after 18 months (unless legislation determines a longer retention period) 
Emails will be moved to archive after three months.
Paper-based files will be moved to Storage for secure keeping within 18 month of the file being closed.
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DATA RETENTION SCHEDULE

	Basic file description
	Example documents
	Retention Period

	Registration Forms
	Registration forms for all activities

	Date entered on the system + 3 months

	Room bookings
	Requests for parties / private hire
	Date entered on the system + 3 months

	Feedback forms
	FS case without CP
	closure date
years
	+ 7

	Safeguarding
	Child Protection
	DOB  of  youngest
child + 25 years

	Safeguarding
	SEN or child death
	DOB  of  youngest
child + 35 years

	Safeguarding
	Vulnerable adults
	Closure date + 10 years

	Safeguarding
	Looked after children
	+ 75 years from child’s 18th birthday

	Publicity
	Leaflets and brochures 


	For historical purposes only


	Health & Safety
	Accident Reporting: Children
	DOB + 22 years

	Health & Safety
	Accident Reporting: Adults
	4 years

	Health & Safety
	COSHH
	10 years

	Health & Safety
	Incident reports
	20 years

	Health & Safety
	Employers’ liability certificate
	40 years

	Health & Safety
	Risk Assessments
	Current  year  +  3
years

	Health & Safety
	Fire Precautions log book
	Current  year  +  6
years



	HR
	Staff Training Records
	Current  year  +  2 years

	HR
	Application forms & interview notes
	5 months

	HR
	References
	1 year

	HR
	Sickness records
	3 years

	HR
	Maternity records
	3 years

	HR
	Annual leave records
	2 years

	HR
	Annual appraisals & supervision
	5 years

	HR
	HR file
	1 years

	HR
	Parental leave records
	18 years

	HR
	Right to work
	2 years

	HR
	Redundancy details
	6 years

	HR
	Summary of record of service, e.g. name, position	held, dates of
employment & reason for leaving
	7 years from end of employment

	Financial Information
	All financial records including annual
accounts, invoices, payroll, etc.
	Current year + 6 years

	Premises
	Contractors Reports
	Current  year  +  6
years

	Premises
	Maintenance log books
	10 years

	Minutes
	Minutes of meetings
	5 years

	Policies
	Policies
	Destroy once it is no
longer operational

	Complaints
	Complaints
	6 years from date of
resolution

	 Occasional Offices
	Banns requests, banns of marriage,
Wedding documentation, baptism requests, baptism documentation, 
Funeral requests, funeral documentation
Request for duplicate certificates
	

	DAC
	Faculty requests and documentation
	

	Pastoral emails
	
	

	Governing documents
	
	

	
	
	

	

	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Policy review

	Responsibility
	The Responsible Person

	Procedure
	In partnership with the vicar / chair of trustees

	Timing
	Next review July 2025 unless legislation changes



