Transform Data
Retention Schedule

Reference. Function Record type Rotention trigger i |numm-nm retention period Action at end of retention period I } } age l sito or System(s) Hyperiink System(s) Location(s)
1. Governance
11 Governance Organisation wide Strategies and Policies | Superseded document NA 1 year after superseded (longer if required for historical reasons) Securely Destroy Best practice Head of Governance & Assurance Personal data Eectonic SharcPoint MioPoicies
2 [— Rk Wanagerer Framovorkand [ — Po—— O P po— e
13 Governance B ‘Suberseded document 1 oerseded (lonaer if reauired for historical reasons) ‘Securely Destrov adof Personal data Eectronic ‘SharePoint BOP Team General
14 Governance Governance documentation NA Life of company Securely Destroy a Personal data Eectronic ‘SharePoint Goverance Team
Governance Team - General - All Documents (shareooint.com)
15 Goverance Record of charitable egstration Lo of company | Life of company Securely Destroy cai Sostpracice Eracutve Assstant No son Lockad ravor at Bradmero; SraroPoint Sommemca TemiGEml) | | miasion Racistration Carifcats 284132
N ot commtance ocive Assrsan o e crawer at Bradmere: SrarePon Goverrance Team/Company | Certifcate of Incorporation (SCDT Ltd) 13 June 1972 and Certificates of
17 Governance Certficate of Incorporation Life of company | Life of company Securely Destroy Companies Act 2006 section 15 | Legal comp Execuive Assistant N Bon Locked crawer at Bradmers; SharePoint Sovernanc pertiicate afincorporalion (SCOT L1q) 18 June 1972 and Cerfiicates
18 Governance Articles of Association Life of company Life of company Securely Destroy Companies Act 2006 section 32 Legal complance Head of Governance & Assurance No Both SharePoint Miko/Policies v =
19 Governance Gertiicate o rogisiration with housing Lifo of company  [Life of company Securely Destroy cal Bost praciice Execuive Assistant No Bon
Record of registraion and certificate of Governance fIncorporation (SCDT Ltd) 13 June 1972 and Certficates of
110 Governance o hon o o Life of company | Life of company Securely Destroy Companies Act 2006 section 80 | Legal compiance Exccuive Assistant No Bon Locked crawer at Bradmers; SharePoint Sovernanc pertiicate afincorporalion (SCOT L1q) 18 June 1972 and Cerfiicates
Internal Audit correspondence, terms of hitps:itransformhousing sharepoint.comisites/internalAudit/Shared%20Documen
11 Governance reference, meeting minutes, related After audit NA 5 years Securely Destroy Best praciice Head of Governance & Assurance Personal data Eectronic ‘SharePoint Internal Auditsite ts/Forms/Alltems.aspx?FolderCTID=0x012000C1E957C4351FB247A6BS615F04
papers and reports 15EF128id="%F sites’ hared?%200c General
Trustee and Committee Member
documents
CV and covering letter
References "
RTW documentation - copies of 6 years after board GOPR Arice S1) (e) requires that
i ° personal data shall be keptin a form
passportdriving licence and membership ceases § #
which permits identifcation of data
confirmatipon of address though some details It N TeamBoms embe
112 Governance Appointment Letter Membership ceases should be destroyed |6 years Securely Destroy ) 9 L Execut tant Special (sensitive) data | Electronic ‘SharePoint ot o oard Memoer| goard Recruitment
necessary Recrument charnel
DBS Checks when membership
" A 2006 recommendation for docs
Induction Programme ceases e.g. bank o
Appraisals details etc. P P
Skills audit and matrices
EDI information
Fit and proper person checks
2. Data Governance
Emails containing personal data should be deleted 6 mails after end of
tenancylsupport contact or contract of employment.
Any emails deleted from your mailbox will be permanently deleted within
90 days of deletion. Ofcom
21 Data Governance Emails Nolonger active receipt of email ‘Securely Destroy National archive guidance ranges | Best paciice Relovant Head of Service Personal data Micrsolt Outiook and Mimecast Various accounts
From 1 November 2024, all email boxes relating to colleagues who leave from 80 days to four years.
Transform should be deleted within 6 months of their date of leaving
Transform. The onus is on the relevant ine manager to ensure that any
emails which need o be retained are saved as a recort
22 Data Governance cerv Date of recording Mimum tme 'i_‘; days (uless required for an investigaton when it il be retained fo | Securely Desiroy DPA Best praciice Head of Housing & Support Personal data Eectronic IPIMS GCTV System Remote Deskiop (VPN)
Minimm tme ‘Automatically deleted after 21 days, unless downloaded. ‘Securely Destroy FCA Handbook, conduct of business
23 Data Governance Meeting Recordings Date of recording Best practice a Personal data Eectronic M Teams Various
ecessary fa
jownloaded 6 months
24 Data Governance Data Subject Access Requests Data sent & monihs 1year [Securely Destrey co Bestpractco Bon starepont Data Subjec! Acoess Requests - 0GARS - General - All Cocuments
harepoint. Internal Audit| General | Microsoft Teams
Minimum time Videos and fims containing personal data will be deleted in line with our | SSCUelY Destroy
25 Data Governance Films / Videos Date of recording standard retention period of 6 years. However where there is footage of Best pracice N Personal data
ecessary
historical interest this may be retained for longer as an archive record.
Securely Destroy Tou ionIGSG/Shared%20D
Gcuments/Forms/Alltems.aspx?FolderCTID=0x0120002C580C5238BI9D41887
. Best praciice i i i i
26 Data Governance Data Breach Records. Date of recording NA 6 years o Eectronic ‘SharePoint Dala Profecton|GSG site s e St S 200
nis%2F General
‘Securely Destroy
Colleague note books and diaries Keep for 12 months. If colleague leaves Transform any content forming
27 Data Governance pawi Date of completion NA e I aeeonton a Special (sensitve) data | Hard Copy
28 Data Governance Fraud Records Date of recording 6 vears 6 vears Securely Destrov H Best pracice Hoad of Eeconis SharcPoint ‘Governance Team ‘Governance Team - General - All Documents (shareoointcom)
Review photos and videos. Any item which needs (0 be retained s a record should be | Email Management Policy
saved (o the Client or Property team folder. Any other items should be securely
destroyed.
29 Data Governance Photos and videos stored on work mobile | pyte of Recording 6 months
phones
Al Personal data Electronic Mobile Phone.
Review messages. Any messages which need (0 be retained as a record should be
saved (o the Client or Property team folder. Any other items should be securely
Whats app Messages, Text and Photos Gestroyed.
210 Data Governance |on work mobile phones Date of Message 6 months WhatsApp Policy
Al Personal data Electronic Mabile Phone
21 Data Governance Teams Net Date of Call 30 days. Securely Destroy Head of Digal & Information Systems Personal data Electronic TeamsNet CallLog
212 Data Governance Freshdesk IT Helpdesk Requests Date of Call 180 days. Once deleted retained for a futher 30 days after deletion Head of Digal & Information Systems | Personal data Eectronic
Freshdesk
213 Data Governance LIMA Helodesk Reauests Date of Call Archived after 30 davs. Hoad of Digal & Iformation Svstems | Persoral data Eectonic LIMA Support Desk
3. Mootings
In case of chalenge 1 valdty of Governance-Exec/Board and
31 Meetings Notice of General meetings NA 6 years Securely Destroy e Executve Assistant Personal data Bon Locked drawer at Bradmere; SharePoint e Govemance - Exeo | Board and Committes bacers (drafte) | Microsoft Teams.
Execulive mesling agendas, papers,
32 Meetings e oy aden NA 10 years Securely Destroy Best praciice Executive Assistant Personal data Eectronic SharePoint Exec Team Meeting notes and actions
10 years from the
Board and Committee meeting minutes. date of the meeting | 10 years from the date of the meeling of extant company o lfe of Companies Act 2006 section 248 and Governance-Exec/Board and
33 Meetings e o Date of meeting o vt compameor |cormpany ‘Securely Destroy o Legal compiance Execuive Assistant Personal data Bon Locked crawer at Bradmere; SharePoirt; OneDrive (oider docs) Comnitise paper (drafs)
lfe of comoanv Governance - Exec | Board and Gommitiae oaners (drafts) | Microsoft Taams.
10 years from the
i Board and Committee meeting agendas date of the meeting | 10 years from the date of the meeting of extant company o lfe of Companies Act 2006 section 248 and | Best practice (i raquired to support Governance-Exec/Board and
34 Metings o papors Date of meeting of oxtant company or |company Securely Destroy 250 peaplogioGbpuabes Executive Assistant Personal data Bon Locked drawer at Bradmere; SharePoint; OneDrive (oder docs) Commitos paper (drafts)
lfe of comoany Governance - Exec | Board and Commitiee bavers (drafts) | Microsoft Teams.
. ot Governance-Exec/Board and
35 Meetings General meeting minutes and resolutions | Date of meeting Life of company | Life of company Securely Destroy c 1 2006 section 356 |1 3 Personal data Bon Locked crawer at Bradmere; SharePoint oo Governance - Exec | Board and Comities pavers (drafts) | Microsofl Teams
Best praciice (1 required 0 support Governance-Exec/Board and
38 Meetings General meeting agendas and papers | Date of meeting NA Life of company Securely Destroy ) Executve Assistant Personal data Bon Locked crawer at Bradmere; SharePoint e 0 | Board and. L ceatto) | Microsoft Teams
4 Regulations and Statutory Returns
Companies Act 2006 section 388 and
41 Regulations and Statutory Returns Audited financial statements ‘Submission Minimum of 3 years [ Life of company ‘Securely Dest Professional Standards Authority and | ., o and st ractice | Head of Finance Personal data Eectonic SharcPoint Mio/Gorporate Documerts
g g 4 ve: pany ' Destroy National Archives recommendations. |“** “°™" o P!
for best practice Milo - C . - All Documents
42 Regulations and Statutory Returns Sealing register Life of company [ Life of company ‘Securely Destroy c ot 1985 L Personal data Eectronic ‘SharePoint Governance TeamGeneral
Governance Team - General - All Documents
- . hitps:/itransformhousing sharepoint.comfisites/Governance:
Annual Statutory Returms to the Minimum of 1 year Co-operative and Community Benefit Governance Exec/Reguitory .
a3 ead of ersonal da ctoic arePoi qiri/Shared%20D: 7csf=1&web=18ex!
Regulations and Statutory Returns Rogulniors Submission o sl | Life of company Securely Destroy s 014 sty L Hoad of Personal data Eectr SharcPoint o Exsctiih 0Retums 7csf=18web=1&e=h5
44 Regulations and Statutory Returns Register of directors and secretaries Life of company __|Life of company Securely Destroy Companies Act 2006 section 162 |1 Execu tant Personal data Eectronic ‘SharePoint Goverance Team Transform Realster at Octoher 2023 xlsx
45 Regulations and Statutory Returns Register of members Life of company [ Life of company ‘Securely Destroy c 1 2006 section 113 | L Personal data Eectronic SarcPoint Governance Team Teansform Reaister at Octaber 2023 xlsx
46 Regulations and Statutory Returns Register of share certficates. Lifo of company  [Life of company Securely Destroy Companies Act 1984 5.325 Legal complance Exccuive Assistant Personaldata
Company Act 2006 saction 177 hitps:/itransformhousing sharepoint.comsites/Compliance/Shared%20Document
a7 Regulations and Statutory Returns. Declarations of interest Life of company Life of company Securely Destroy (moliody L Personal data Eectronic ‘SharePoint and Forms Compliance site SlForms/Alltems.aspx?FolderCTID=0x0120001C80858C99287D479DIBCFAIE
mel SFF75FF8id=%2Fsitesh2F General
5. Strategic Management
Business Plans and supportin ilps Jiransformhousing sharepoint com/siles/BusinessPIanning2021-
51 Strategic M it pporting End of Business Plan Period NiA 5 years Securely Destroy Bes praciice Execuive Assisant No Eectronic sharePoint Business Planning site 22/Shared%20Documents/Forms/Alitems.aspx?FolderCTID=0x012000BDDO7E
focumentation 7O RORATRCANNr AR RRUNAE Rirt=1% OFSitest. DRy 0195



https://teams.microsoft.com/l/team/19%3AzzKL-c6iptP_lpV-jE_q0e4pIf7mz-17s55ZJHcBR7Q1%40thread.tacv2/conversations?groupId=c036e12e-52c4-4328-8bf7-26be2b4dbb02&tenantId=
https://teams.microsoft.com/l/channel/19%3A000bcae135bd4b979599cce5236f2138%40thread.tacv2/Board%20and%20Committee%20papers%20(drafts)?groupId=16d9f959-228f-472c-9db6-226a4b400be1&tenantId=abd67a07-0b53-4b48-862c-53e70a68fed5
https://teams.microsoft.com/l/channel/19%3A000bcae135bd4b979599cce5236f2138%40thread.tacv2/Board%20and%20Committee%20papers%20(drafts)?groupId=16d9f959-228f-472c-9db6-226a4b400be1&tenantId=abd67a07-0b53-4b48-862c-53e70a68fed5
https://teams.microsoft.com/l/channel/19%3A000bcae135bd4b979599cce5236f2138%40thread.tacv2/Board%20and%20Committee%20papers%20(drafts)?groupId=16d9f959-228f-472c-9db6-226a4b400be1&tenantId=abd67a07-0b53-4b48-862c-53e70a68fed5
https://teams.microsoft.com/l/channel/19%3A000bcae135bd4b979599cce5236f2138%40thread.tacv2/Board%20and%20Committee%20papers%20(drafts)?groupId=16d9f959-228f-472c-9db6-226a4b400be1&tenantId=abd67a07-0b53-4b48-862c-53e70a68fed5
https://teams.microsoft.com/l/channel/19%3A000bcae135bd4b979599cce5236f2138%40thread.tacv2/Board%20and%20Committee%20papers%20(drafts)?groupId=16d9f959-228f-472c-9db6-226a4b400be1&tenantId=abd67a07-0b53-4b48-862c-53e70a68fed5

Minimum statutory.

Reference Function Record type Retention trigger Action at end of retention period | | age | site or System(s) Hyperlink System(s) Location(s)
|
6 Insurance
Gurrentformer policies:
- crimo cover
e e spection Limitation can commence from
g inorng Insp: knowledge of potential claim and not
- motor nsurance
e oo nocessarlly the cause of the claim.
4 N.B. Housing Association Boards.
- loss of commercial rent
S must annually reaffirm formally their
61 nsurance office contents End of polcy term Lifeof company ~|&years. Liabity insurance should be kept for should be retained forfe | ., continuation of the Voluntary Board | o corpsance and bestpractics | Diector of Finance Porsonal data
of company. Members Liabilty Policy
~works n progress cover
Bosiness mtamuption cover (automatically provided via NHF
membership). NCVO ( National
- all isks cover
Council for Voluntary Organisations)
- engineering insuranca recommends 3 years after lapse.
- personal accident for staf
- professional indemnity
- crimelfdelity cover
2006 reguiations removed
62 Insurance Certicate of Employers' Liabity End of polcy term NiA Life of company Offer to Archives requirement to retain for 40 years ut | gy o, Diretor of Fnance No
Insurance need to be mindiul of‘long taf
industrial etc
As current and former policies are
Kept permanently (above), schedules
63 nsurance Annual Insurance schedule End of year NiA Life of company Securely Destroy should be too, Best pracice Dirctor of Fnance Personal data
Best practice
Zurich Municipal recommendation.
64 Insurance Claims and related correspondence | End of settlement NA 6 years Sectrely Destroy NCVO recommends 3 years after | Best pracice Head of Finance Porsonal data
Settiement
Limitations Act 1980, Limitation for
65 Insurance Indemites and guarantees End of policy term NiA 6 years after oxpiry Securely Destroy logal proceadings. 12 years if related | Logal complance Diretor of Fnance No
o land
66 Insurance Sroup Hfe assurance policy (deathin | g1 of benefis NiA 6 yoars Securely Destroy Best practce Director of Finance Porsonal data
7. Finance
Companies Act Section 388
recommends 3 years. Taxes
ct 1970 (TWA) Sec20 |,
71 Finance Accounting records for Limited Company 6 years 6 years Securely Destroy e araemant At 1670y e, Personal data
require any documents rlating fo tax
over 6 plus) years
- Finanial ledgers in Pyramid (such as HM treasury guidelines, National ||
740 Finance - Expendilure records amid End of Financial Year 2years 6 years Sectrely Destroy M easury guidel
i Journals in Pyramid- standard and adhoc HM treasury guidelines, National |
741 Finance - Expenditure records e are a1 End of Financial Year 6 years 6 years Sectrely Destroy i easury guidel
Pyramid Trial balances - Year-end
i balances, reconcilations and variations to HM treasury guidelines, National
713 Finance - Expenditure records e e o oo | End of Financial Year 6 years 6 years Sectrely Destroy i easury guidel Logal compiance and best practice | Head of Finance
accounts
T4 Finance - Receipts and revenus records Rent Receipt booksibults End of Financial Yoar 6 years 6 years Securely Destroy M weasury guidelines, National | cgatcompiance andbostpacice | Head of Finance Porsoral data
715 Finance - Receipts and revenue records Postal remittance booksirecords End of Financial Year 6 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance Personal data
Receipt books (induding rent receipt M reasury quidelins, National
716 Finance - Receipts and revenue records. books)irecords for imposts (such as. End of Financial Year 6 years 6 years Securely Destroy v g Legal compiance and best practice | Head of Finance Personal data
stamn duty. VAT receint books) Audit Offco advice
Sales and Rent Ledger in Pyramid - debit
i notes rendered on debtors (such as HM treasury guidelines, National |
749 Finance - Receipts and revenue records psoliguiibissttwe End of Financial Year 6 years 6 years Sectrely Destroy M easury guidel Personal data
invoices. debors ledaers)
Debits and refunds - Records relating 1o
unrecoverable revenue, debs and HM treasury guidelines, National |,
720 Finance - Receipts and revenue records o o o gebts | of Financil Year 6 yoars 6 years Securely Destroy ooy Sl Personal data
written of. reaister of refunds)
Employes pay histories
Note that the ast thee years'records M reasury quidelines, National
721 Finance- Salaries and related records must be kept for leavers, in either the End of Financial Year 6 years 6 years Securely Destroy Vo d Legal compiance and best practice | Head of Finance
Audit Offce advice
personnel or finance records system, for
the calculation of pension entitiement
7.22 Finance- Salaries and related records Salary ledger cardirecords End of Financial Year 6 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance Personal data
723 Finance- Salaries and related records Copies of salariesiwages payroll sheets | End of Financial Year 2 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance
7.24 Finance- Purchase order records Purchase order booksirecords End of Financial Year 6 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance
7.26 Finance- Purchase order records Goods receipt notes End of Financial Year 6 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best practce | Hoad of Finance
) France - FnancilSaaments A waing p30er o WO |1 o Francil Yoar oyers oyers J— O ey s, NAUT | comparcoaestracics | st Franes
7.29 Finance - Financial Statements Management Accounts End of Financial Year 1 year 6 years Destroy when cumlated into quarterly/annual reports M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance
6 yoars aftr asset or
i lastone in the 6 years after end of ownership of asset orlast one in the register is HM treasury guidelines, National |,
730 Finance - Asset register firancial ecords Assetslequipment registersirecords | End of Financial Year s | ol Review Y reasury guidel
of
6 years after asset or
i Depreciation registers - Records relating Iastone in the 6 years after end of ownership of asset orlast one inthe register is HM treasury guidelines, National
731 Finance - Asset register financial records e ot |End of Financial Year o o dhencsod | oo Review M reasury guicel Logalcompiance and best paciice | Head of Finance
of
. Ofher Banking Records
81 Other Banking Records Cancelled / Dishonoured Cheque End of Financial Year 2 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance
83 Other Banking Records Record of cheques drawn for payment | End of Financial Year 6 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance
84 Other Banking Records Bank deposit books/slips/buts End of Financial Year 2 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance
o OterBarking Rords Bk depontsumaryshoct - e of Fnancil Your 2yors syors SecurdlyDesoy e i [FPep—— P —
86 Other Banking Records Bank reconcilations fles/sheats End of Financial Year 2 yoars § yoers after ond of ownership of asset o last one I the regiter 5 Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance
87 Other Banking Records Bank statements, periodic reconciliations |End of Financial Year 2 years 6 years Securely Destroy M treasury guidelines. National |, ogalcompiance and best pactce | Hoad of Finance
Electronic banking and electronic funds HM treasury guidelines, National
88 Other Banking Records |;m,w linedudding BACS) End of Financial Year 6 years 6 years Securely Destroy Audit Office advice Legal compliance and best practice | Head of Finance
5 Contracts and Agresment
12 years after
o1 Contracts and Agresments Sonracts under seal andlor executed a5 | 6o ion complelon (o9 12 years after completion (inciucing any defects labity poriod) Review Limitation Act 1980, L No Both SharePoint Seal Rogister intcom:xir; am/Shared?%20
ry et bty Domens Gone TranslombLs05eabi 20sis e owbsgot ote
P 6860a166317553358cs{~18web=18e=09rEaZ Coniracts Reoister (shareooi
Contracts for the supply of goods or completion including Limitation Act 1980 (12 years f
92 Contracts and Agresments oo ot jces | Completion o a6 yeas aftr compieton (incuding any deect iabilty period) Sectrely Destroy o ey I’ No Ecronic Staropoint Contracs ragistr
period) Contracts Recister (sh
Documentation refating to small one-off
93 Contracts and Agreements purchases of goods and services, where | g prchase NA 3 years. Suggested limit: goods or services up to £10,000 Securely Destroy Best pracice. Relevant Head of Service
thero is no continuing maintenance or
similar roquirement
hiipsi/iransformhousing.sherepoint comsites/AsselLiabityGlobalRegister/Share|
%20Documents/Forms/Allems. aspx?FolderCTID=0+01200059A5009829D47C
94 Contracts and Agresments Loan agreements Last payment NA 12 years aftr last payment Sectrely Destroy Bost pracico Director of Fnance Staropoint hsset & Liilty Register 20Bocuments Forms/Alltems. aspFolde CTID=0:01200050A5000029D47C
red %200« General
Coniracts and Acreements Grant aareement
55 Contracts and Aareements Licensing aoreements Exoiry of aoreement 6 vears after o |6 vears Seotrely Destrov Uimitation Act 1980 0
96 Gontracts and Agreements [Rentalleasses and hire purchase Expiry of agreement 6 years after expiry |6 yoars Securely Destroy Limitaion Act 1980. p
o7 Contracts and Agreaments Indemnities and guarantoes Expiry of agreement 6 yoars after expiry |6 years Securely Destroy Limitation Act 1980, Logalcompiance Head of Finance
98 Contracts and Agreements Documents relating to successful tender | End of coniract NiA 6 yoars Securely Destroy Best practce Relevant Head of Senvice No Ecronic
29 Contracts and Agreements Documents relating to unsuccessiul | xer notcation NiA 2 years afer notiication Securely Destroy Best practce Relevant Head of Senvice
910 Coniracts and Acreements Forms of tender NA 6vears Seotrely Destrov Besloracice No Eecronc Teams




ceases

Limitations Act 1980

Reference Function Record type Retention trigger [y | Action at end of retention period | | | ‘ ‘ | Site or System(s) Hyperlink Systemis) Location(s)
|
70, Fundraising and Charitable Donations.
TMA recommends 12 years after last
101 Charitable Donations Deeds of covenant NiA 12 years afte last payment Securely Destroy payment. Limitation for legal Best pracice Dirctor of Cent Services
oroceedings if elated tolang
0z Charitable Donations ndercof NA 6 vears Securely Destrov A Sostoracico Director of Cient Services o
Companies Act recommends 3
years.
103 Charitable Donations Account documentation 3Years 6 years Securely Destroy Lo acics Bost pracico Director of Cient Sarvices
© years (mefor o keep donors nformeof their
104 Fundraising voluntoers Personal data of donors Afer last donation donations 9ver £500 | nsurance Securely Destroy 9
campaigns
indefintely
- Fundraising volunioers Giftad deciration Ater 6 vears Securely Destrov MR Tax Ausit Diretor of Cient Services
71 Applications and Tenancy Records
11 Client Records Clientreferrls and assessments notifcation 12 months Securely Destroy Best practice do Boih Localteams SharePoint Paper Records in Ofices'A1
2 Clent Rocords Cortinuose Recording o Lorss 3|0 ey - rs1ong a5 1 doomd nocosany o suppor sl usingpoey. | ey Dty CoRe Dt Sharing reement 121 et —— S et o [T—
Unt 75th year of
chid's birth or 15 Regulation 24 Supported
Young People’s records for OFSTED years atter deathif | Unti 75th year of child's bith or 15 years afer death f chid dies before eguiations }
: ead of Housing & Su il (sonsitve ocalteams aropon o i )
13 Client Records it End of tenancylsupport e e 15, | oo e o e o 18 oo Securely Destroy e e L Head o Housing & Support Specal(sensitve) data | Both Localte Staropoint Paper Records in Offices'1AT
(Case records
including care plans)
Glient case fle incuding
Referral forms
Gopy of tenancy agreement (where
relevant)
Copies of scanned documents such as
proofof ID
Rent payment rocords and ront
statements
14 Client Records Case notes End of tenancy andior support 6 years from end of support Securely Destroy Limitatons Act 1980 Logalconplance Head o Housing & Support Special (sensiive)cata | Botn Localteams Sharegoint Paper Records in Offces'A1
Records of any complaints or harassment
corresponden
benefis claims
loters from 3rd partes
records relating o any offences, cautions
or as ex offender
records relating o ermination oftenancy
or support contract
any safeouarding referals or
Glient rferrals from HMPPS Pyramid Remote Deskion (VPN
15 Client Records Criminal Justice records and End of tenancy 6 years 6 years Securely Destroy Limitations Act 1980 Legal compliance Head of Housing & Support ‘Special (sensitive) data | Electronic Secure email sevice for the criminal justice system e Desktop (VPN)
assessments
16 Client Records Gasa notes electronically on Pyramid | End of tenancy/ support 6 yoars 6 yoars Securely Destroy Limitations Act 1980 L Su Eecronic Pyramia Remote Deskiop (VPN)
fent Records informalion reporing - Accidents Recording period vears from end of recording peri ecurely Destrov ftations Act 1960 L Data Offcer Yes MS Forms/Excel Teams Folder
fent Records. informalion Reporting - Incidents Recordina period vears from end of recording e ecurely Destrov Hations Act 1980 . Dta Officer Yes S Forms/Excel Teams Folder
fent Records. informalion Reporting - Complaints | Recording oeriod vears from end of recording perio ecurely Destrov Hations Act 1980 . Data Officer Yes S Forms/Excel Teams Folder
fent Records. informalion Reporting - Compliments | Recording oeriod vears from end of recording perio ecurely Destrov Hations Act 1980 . Dta Officer Yes S Forms/Excel Teams Folder
fent Records. informalion Reporting - Safequarding | Recording oeriod vears from end of recording perio ecurely Destrov Hations Act 1980 . Dta Officer Yes S Forms/Excel Teams Folder
fent Records. information Reporting - NOSP Recordina period vears from end of recording perio ecurely Destrov Hations Act 1980 . Dta Officer Yes S Forms/Excel Teams Folder
fent Records. informalion Reporting - NTT Recordin period vears from end of recording perio ecurely Destrov tations Act 1980 L Data Officer Yes S Forms/Excel Teams Folder
178 Client Records lormaton Repotng - Unepected | Recoring period 3 years fom end ofrecording period acurely Destroy Limitations Act 1980 Legal complance Data Offcer Yes MS Forms/Bxcel Teams Folder P
1178 Glient Records nformation Reporina - ASB Recording period 3 vears from end of recordina eriod. ‘Securely Destrov Uimitations Act 1980 L Performance Data Offcer Yes IS Forms/Excel Teams Foider ‘SharepoiniTeams
710 lont Records lormatn Reporing - Combined Recording period 5 years from end of recoring period. Securely Destroy Limitations Act 1980 e compiance Performance Data Officer Yes MS Forms/Excel Teams Folder ‘SharepointTeams
EIRAT] Glient Records Information Reporting - New Cllent Recordin period 3 vears from end of recordina eriod. Securely Destrov Uimitations Act 1980 L Data Officer Yes IS Forms/Excel Teams Foider ‘SharepoiniTeams
pr lont Records nformation Reporting - Internal transfer | Recording period 5 years from end of recoring period. Securely Destroy Limitations Ac 1980 e compiance Performance Data Officer Yes S Forms/Excel Teams Folder ‘SharepointTeams
nformation Reporling - Complaints Case | Recording period Securely Destroy Performance Data Officer Yes S Forms/Excel Teams Folder SharepointTeams
Management System. s important that
1713 Client Records al correspondence relating o the: 3 years fom end ofrecording period Limitations Act 1980 Logal compiance
Complaint s ransterred to the Clients
File
P ot Records Informalion Reporing - Safeguarding | Recording period 5 yours from and of recording poriod Securely Destroy imitations At 1980 Ceoateomplance Performance Data Offcer Yes WS Forms/Excel Toams Folder SharopoiniTeams
s ot Records lomaton Reportng - Wokingtam rop| Recoring orod 5 yours from and of recording poriod Securely Destroy imitations At 1980 Ceoateomplance Performance Data Offcer Yes WS Forms/Excel Toams Folder SharopoiniTeams
e ot Records nformation Reporting - Ext Questionnaire. Recording period 5 yours from and of recording poriod Securely Destoy imitations Act 1980 Ceoateomptancs Performance Data Offcer Yes WS Forms/Excel Toams Folder SharcpoiniTeams
Emails and attachments n sent tems and
in bores which relae to clients
Colleague Emails are aulo deleted after 2
years. Former colleague emal boxes are
deleted 6 months afer they leave.
’ ’ Paper Records in Offices'IA1
Client Records EMAILS AND ATTACHMENTS WHICH | End of tenancy! support 6 yoars 6 yoars Securely Destroy Limitations Act 1980 L Head of Ectoric Localeams Sharepoint Paper Records in Offces'A1
NEED TO BE RETAINED AS A
RECORD MUST BE UPLOADED TO
THE CLIENT'S FOLDER ON
TEAMSISHAREPOINT AN NOT
1o support or housing management
Sarvices provided! offered fo lents.
Photos and texts on moble phones
shauld not be kept on the phone any
longer than 6 monihs.
Mobile phone texts and photos are
doloted from the phone when a colleague. .
19 Logalconplance Head o Housing & Support Porsonal data Ecronic Localteams Staropoint Paper Records i )
Client Records et o e phore when End of tenancyl support 6 yoars 6 yoars Securely Destroy Limitations Act 1980 egalcomp g & Suppor po aper Records in Offces'1A1
reallocated.
PHOTOS AND TEXTS WHICH NEED
TO BE RETAINED AS A RECORD
MUST BE UPLOADED TO THE
CLIENT'S FOLDER ON
TEAMSISHAREPOINT AND NOT
RETAINED ON THE MOBILE PHONE
Whatsapp messages relevant to support
or housing management services
provided ofered to client
Whatsapp messages on mobi phones
should not be kept on the phone any
longer than 6 months.
110 Client Records Whatsapp messages are deleted from the End of tenancyl support 6 years 6 years Securely Destroy Limitations Act 1980 Logalconplance Head of Housing & Support Porsonal data Ecronic Localteams Starspoint Paper Records in Ofices'iA1
phone when a colleague leaves so that
he phone can be reallocated
WHATSAPP MESSAGES WHICH
NEED TO BE RETAINED AS A
RECORD MUST BE UPLOADED TO
THE CLIENT'S FOLDER ON
TEAMSISHAREPOINT AND NOT
RETAINED ON THE MOBILE PHONE
Where care was provided as a registered | o oo o Records Management Code of
a1 Client Records Care Quality Commission provider o 8 yoars Securely Destroy Practice - NH i Su Personaldata 8o Local Teams and Archive Sharepoint Paper Records in Ofces'A1
Pleasa note wo coased operation as a care provider in 2021 NS
(applies o histori records only records (including care plans) s
12. Tenancy Records
g
Social Ren Setting, incuding 1999
21 valuations Rent Offcer Handbook eetoracis eadof France
Property Records o Rent Setoms, inluding NiA For lfe of asset and then 6 years after disposal of property Securely Destroy Ront Offcer i Bostprac Head of Fi
valuation
124 Property Records Loases and deeds of ownershio NA 16 vears after exoirv. Securely Destrov NCVO Best rects Personaldata 8o Sherel [ Serior Leadershio Team ontracts. Laases. Manaqement Aareements. Nominations
Limitation for legal acton refating ©©
125 Property Records Copy of former leases Settement of al issues 12 years 12 years Securely Destroy o ot " 08! L Personal data Boih ‘SharePoint; some aiso inlocked cabinets at Bradmere Senior Leadership Team
Contracis. Leases. Manaaement Aareements. Nominations
Cimitation for egal acion relating o
128 Propery Recards Woyeais, sncesand casemrts | i givn or eceivd coase 1 yeas 1 yeas Securey Destoy fnd o confots er 50|\ F— S son U —— —
Contracts. Leases. Management Aareements. Nominations
Limitation for egal acton refating ©©
12 years afte interest Iand or contracts under seal. nsset & Liabity Giobal
: . " i
27 Property Records Abstracts of e Interest coases 12 year 12 years Securely Destroy o et . No Eecronic Sharepoint oL Ly Gt on
Land Reaistr TitleDeeds and Plans
Cimitaton for egal acion efating o
12 years afte interest Iand or contracts under seal
128 Property Records Planning and building control permissions | nterest ceases 12 years ‘Securely Destroy {and or conlracts und I’ No
Limitation for egal acton refating ©©
129 perty Searches Interest ceases 12 yoars after interest] 15 years Securely Destroy land or contracts undar seal. . No




Minimum statutory.

Reference Function Record type Retention trigger Action atend of retention period Siteor System(s) Hyperlink System(s) Location(s)
Uimitation for legal acton refating ©o
Properly maintenance records: cyclical Iand or contracs under seal Diector o Asset Management & Capial
12101 Property Records S Ml riarebens Date of repair 6 years 6 years ‘Securely Destroy {and or conlracts und Logal compiance ool Porsonal data
Limitation for egal acton refating ©©
Property maintenance records: . Jand or contracts under seal Director of Asset Managemert & Capial
12102 Property Records e o Date ofrepair 6 yoars 6 yoars Securely Destroy o ot . Legal complance sty Personal data
Uimitation for legal acton refating ©o
Property maintenance records: senvicing land or contracis under seal Dirctor of Asset Management & Capial
12103 Property Records e o Date of senvicing 6 years 6 years ‘Securely Destroy {and or conlracts und Logal compiance ool Porsonal data
Limitation for egal acton refating ©©
. Jand or contracts under seal Director of Asset Managemert & Capial
211 Property Records Reports and professional opinions 6 yoars 6 yoars Securely Destroy o et . Legal conplance e No
Uimitation for legal acton refating to
Iand or contracs under seal
12142 Property Records Development documentation Settiement of all issues 12years 12years ‘Securely Destroy {and or conlracts und I’
Limitation for egal acton refating ©©
. Jand or contracts under seal Director of Asset Managemert & Capial
1213 Property Records Invoices 12 years 12 years Securely Destroy o ot . Legal complance e
T3 Vehiclos
[ Trarspon & Vees . A 2yoms Seauroy Doty p— e o et Vot G
132 Transport & Vehicles Maintenance records & MOT tests Vehicle disposal NA 2 years Securely Destroy Best pracice Director of Asset Management & Caplal
s Trnspoct & Veticks cory - 2 yoes [o— p— Orecor o et aregoret G
134 Transport & Vehicles Vehicle rackers Date of records NA 12 months Securely Destroy Directorof Asset Management & Caplal | pecial sensitve) data Quartix Queriix
s Trespoct & Veticks Vetice dpossog [Eremp— - year Securl Desoy p— Orecor o et gt G
74 Capital Asset
Capital Assets including alland, propery,
housing stock, corporate buildings,
141 Capital Assets o e fngs | Assetsold, anstered o isposed of NiA 6 years afer disposal of asset ‘Securely Destroy Best pracice Dirctor of Finance
>£500
5. Colleagues - Taxa
HM Revenue and Customs requires,
Record of taxable paymens; record of tax retention of each payment for 3
Notless than 3 years yoars.
deducted or rafunded; record of eamings aftr the ond of the Income Tax (PAYE) Regulations
154 Taxand State Support on which sandard NI Contibuions | End of Financial Year ronem e [8years Securely Destroy [aspisaa e Legalconplance Head of Finance
payable; rcord of employer's nanci yoar 2000 (51 20002662 Re
[ttt which they relae e Income Tax (employmerts)
Regulations 1993 (S1 1993/744) and
amended 1996
Income Tax (PAYE) Reguiations
NI convacted out arrangemerts and et e eng o e T come Tax (pmts)
152 Tax and State Support Income . HNRC notco o oo End of Financial Year e aoe e |6yeas Securely Destroy e oy ok ana.|Legaicomptance Head of Finance
9es. pay which they relate amended 1996,
Taes M Act 1970
Income Tax (PAYE) Regulations
Notless than 3 years 2003 (31 200312662 Reg 97)
(Gopies of nalices to employees (e.9. P45, ) aftr the ond of the The Income Tax (employments) ,
153 Taxand State Support o End o Financial Year rons oo |8 vears plus curent year Securely Destroy B o AT oberie)ang. | Logal compiiance Head of Finance
which they relae amended 1996
tAct 1970
3 years from the end
155 Tax and State Support Expense Claims Afer audit of the tax year they |6 years Securely Destroy HMRC Best practice Head of Finance,
relate to
Taxes Management Act 1970
Inland Revenue reire retention of
156 Tax and State Support Record of sickness payments On payment 6 years 6 years Securely Destroy each paymentfor 3 years Legal compliance Head of Finance
SSPR recommends 3 years following
vear o which thev relate
The Statutory Maternity Pay
(General) Reguiations 1986 (SI
160) as amended
Record of maternity payments, statutory The Statutory Paternity Pay and
157 Tax and State Support paternity pay, stalutory shared parental |On payment 6 years 6 years ‘Securely Destroy o ( L Head of Finance
pay and statutory adoption pay Regulations 2002 (S 2002/2820) and
Stalutory Shared Parental Pay
(Admin) regulations 2014 (S1
2014725200
Income Tx (PAYE) Reguiations
Notloss than 3 years 2003 (31 200312662 Reg 97)
) aftr the ond of the .
158 Taxand State Support Income Tax and NI returns End o Financial Year 6 yoars Securely Destroy Tho Income Tax (employments) | Legal compliance Head of Finance
financial year to °
A Regulations 1993 (S1 1993/744) and
amended 1996
Redundancy details and record of
159 Tax and State Support Redundancy detals Date of redundancy NiA 6 years ‘Securely Destroy PD recommended Best practice Head of Finance.
511 Taxand State Support End of Financial Year A 12 vears Securelv Destrov Best practice Head of Finance.
Income Tax (PAYE) Reguiations
Notless than 3 years 2003 (S1 200312662 Reg 97)
Payroll salary records, overtime, bonuses after the end of the
1512 Tax and State Support End of Financial Year e e |6yeas Securely Destroy e Income Tax (employments) | L6981 complance Head of Finance.
which they relate Regulations 1893 (SI 1993/744) and
amended 1096
6. Fluman Resources - Pension Schemes
164 Pension Schemes SHPS end Royal London annusl valuation NiA Permanenty Securely Destroy CIPD recommended Best practce Director of Finance
162 Pension Schemes Detalled retums of pension fund NA 6 years Securely Destroy Pensions Regulator Best pracice Head of Finance
163 Pension Schemes Annual resonliations of fund NA 6 years ‘Securely Destroy Pensions Regulator Best pracice Head of Finance
167 Pension Schemes [Pensioner racords (defined benefi After benefis cease NA 12 years after benefis cease Securely Destroy CIPD recommended Best practce Head of Fnance
77 Human Resources - Colleague Records
Terms and conditions of service, both
general terms and condifions applicable Limitations Act 1980 Limitation for |
172 Colleague Records e Tt b o 27 nd of tax year ollowing leaving date NiA 7years Securely Destroy oo peaian Personal data Eecronic EoRM MyHR
onditons applying to individuals
B Coteague Records Sereissnd Deducions SEVEe | b comton of rectorshis Syeas 7 Revon oo Sonpraces [ — [— T —
e J—— Remnerabon package o — e Ty Revon e [ p— o e i
175 Colleague Records :I‘:z“” colleagues” Human Resources | o1y of tay year following leaving date NIA 7 years ‘Securely Destroy CIPD recommended Best practice Electronic EDRM
176 Colleague Records References to be provided for former | of tax year following leaving date NiA 7years Securely Destroy CIPD recommended Best practce Director of Corporate Services Personal data Eectoric EDRM
7T Colleaaue Resords Training Proorammes ond of tax vear followina leavina date NA Tvears ‘Securelv Destrov CiPD Bestoracice o
7.8 Colleaaue Records Individual traning records nd of tax vear followina leavina date NA Tvears ‘Securely Destrov ciPD Best oacice oi Porsonsl daa Eecronc EoRM R lind
179 Colleague Records Shortlss,intervew noles and related |, 5t pcton NA 1 year Securely Destroy CIPD recommended Best practce Director of Corporate Services Ecronic EDRM (or successu appicanis) Hiretul hitos:ogin.hireful app)
Limitations Act 1980
Application forms of non-short listed A & RRA recommend 3 months
17.10 Colleague Records o Afer notfcation 1 year 1 year Securely Destroy ission for Racial Equalty and |1 Eecronic Teams Hieful hitos:ogin.hireful app)
candidates :
Equal Opportuites recommends 6
months.
. Legal complance
Date of learance +
1711 Colleague Records DBS cerifcate number Date of learance Up to amaximum of 6|3 years Review DB check code of pracice (Home Eecronic My HR ukiind
months. office) number but the system reminds HR to
check againin’ years
72 Collaaue Records Time cardsl shets ond of tax vear ollowina leaving date NA Tvears Securely Destrov CIPD Sostoracico O Eocron Timeshests are onl reauired fo oxra bourson call s iR
Employer/Employes commiliee minutes narep:
1743 Colleague Records Employer/En NiA Permanenty ‘Securely Destroy CIPD recommended Best pracice Dirctor of Corporate Services Eecronic Sharepoint sy bansiormiol
1744 Colleaque Records. Parental leave records. [Birth of child NA 18 vears from birth of child Securelv Destrov CIPD Bost practice Dir Electronic EDRM My HR
Health data,including absence records,
17.15 Colleague records health reports (see also | end of tax year following leaving date 7 years ‘Securely Destroy Dirctor of Corporate Services My HR ukiind
18.5)
17.16 Colleague records Employee data relaing Equall, DNVErSHY | g of ax year ollowing leaving date 7 years Securely Destroy Dirctor of Corporate Services My HR ukiind
78 Human Resources - Health & Safoty
The Control of Asbestos at Work
Medical records relating o control of Regulations 2002 (S1 2002/ 2675)
asbestos. (where a colleague has been, Also see the Control of Asbestos |,
181 Health & Saety s e o e oo |End of convact 40 years 40 years Securely Destroy e e soon d & Sate No
hazardous to health) the Control of Asbestos Regulations
2012 (51 20120632
Health and safety assessments; records.
182 compiance ad of Healin & Safr
Health & Safoty siiihibe el Securely Destroy Health and Safety at Work Act 1979 | Legalcomps Head o Heall & Safety
183 Health & Safoty Health and safety policy statements Securely Destroy Health and Safety at Work Act 1979 |1 & Sate
RIDDOR Limitation for legal
proceedings
6 yoars after date of occurrencelentry. RIDDOR 1995 and Limitation Act
. 1980
. L
184 Health & Safoty Accident records, repors, accident books | Date of occurrence 3 years For accidentsincidonts involing sildron (under 18)rocords should be | SSCATElY Destoy Soouil s apply concorning Head of
kept il the 2st birthday of that chid incidens involving hazardous
Substances.
185 Health & Saely Health and safely statutory notices Once compliant © years after 6 years after compliance ‘Securely Destroy Limitations Act 1980 Limitation for |, & Safe
comoliance lecal oroceedinas
166 Heallh & Safety Loneworking svstem records. Date of leavina 3 months after eaving Transform. Securely Destrov Head of Eocrono 7 7 7
79, Technical and Research Records
Techcaand Fesaaen O P n 1215 yors e roqremnts hav ende o B 160010 a0 P91 o Doty oo Sonpractes RomntHeasotsove
'ASB (Ani-social behaviour) case files and
ASB case fles and associaled documents ASB (Ari-socal behay NiA 6 years or unilend of legal action ‘Securely Destroy Best pracice Haad of Housing & Support Personal data Boin Local senvices Sharepoint Starepoint
Resident Meetinas. House Meefinas/ Client Forum Minutes From date of meetina [nA 6 vears Securely Destrov licsa Best praciice Direcior of Client Services No 6o Local services Teams/ Central CS site and D Sharepoint ‘Sharepoint
21 Property Sales Registrations of interost Salo of property NA 2 yoars Securely Destroy Sost pracice Development Manager
22 Property Sales Offer Details Offor accepted current year plus 6 ye{ 6 years Securely Destroy Estate Agency Act 1979 L
23 Propery Sales i sale 12 yoars 12yoars Sectrely Destroy Housing Act 1985 Best pracice Developrmont Manager
224 Property Sales Property sales Gompletion of Sale 12 years 12years Securely Destroy Housing Act 1985 Best pracice Development Manager
21 Direct marketing (incoming and outgoing) GDPR good practice? Head of Extenal Afars and
- c - contact detai Ifthrough a website request, from that date. NA 6 vears D Promoionalcurcoses Porsonaldata Eicronic folcer Maichinp
Promotonalpurposes
Case for support
22 Pl harep: and on our website
GDPR good practice? nemal Head of External Afairs and o and
c Photos andior From when the ohotos or taken and stored | NA 6 vears o d videos or obtain further consent Porsonaldata Eicronic picat e
o Photos and/or video foolage (colleagues, GDPR good practice? tHead of External Affars and narep: Blus
- c rustees and PAMS) From when the photos or takenand stored _|NA 6 vears D and video footage or obain further consent Porsonaldata Eicronic picat o



https://transformhousing.cascadecloud.co.uk/index.aspx
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https://login.hireful.app/#/
https://login.hireful.app/#/
https://transformhousing.cascadecloud.co.uk/index.aspx
https://transformhousing.cascadecloud.co.uk/index.aspx
https://transformhousing.cascadecloud.co.uk/index.aspx
https://transformhousing.cascadecloud.co.uk/index.aspx
https://transformhousing.cascadecloud.co.uk/index.aspx

'GDPR good practice?

Head of External Affairs and

d on our website

the website

234 Event activity and communications:
ohotos. video footaoe | From the date o the event 6 years, unle: 1 year photos and vi tage | Personaldata Etectronic hareoint.
25 Case-studies, articles and quotes, GDPR good practice? Head of Extornal Afairs and htps/fransformhousing.org.uk/clientstories and
lients From date of 10y 12 months contacts Personaldata Etectronic ra.ukin

a8 Case-studies, articles and quotes, i

including contact details (colleagues and GDPR good practice? d hitps:/transformhousing org uk/aboutipeople and

irustoes) rom date of 6 vears, or Transform if contacts Fundraisina Personaldata Eectronic K

Promotional purposes.
27 reputation audit communications: contact GDPR good practice? a
i 6 years Delete all contact details and quotes. recuiation Communications. Personal data Eectronic Inthe Cormms folder on SharepoiniOneDrive
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