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Description of Changes  • Statement of intent added as per Policy for Writing 
Policy and Procedures.  

• Removed all references to EU GDPR and associated 
European SIs. All updated to UK GDPR following UK 
exit from EU.  

• Responsibilities updated to set clearer parameters 
for those responsible for Data Retention and 
broader Information Governance.  

• Removed reference to Office Manual – added 
PeopleHR and Network Share.  

• Appendix 1 Updates:  
 Application forms and interview notes for paid 

staff/volunteers – extended from 7 months to 12 
due to risk of equality act claims where the 
deadline can be extended.  

 Payroll records – Changed to six years in line with 
accounting retention and Taxes Management Act 
1970.  

 Added Coronavirus furlough records – requirement 
to be kept for six years as detailed.  

 SSP Records – Changed to 12 months due to 
potential claims e.g. breach of employment 
contract.  

 Wages and Salary Records – Changed to NMW 
Records and added “after the tax year to which 
records relate” for 3 year retention period.  

 Records relating to promotion/transfer/training/ 
disciplinary – Updated to 12months due to risk of 
ET claims, in particular equality act/ discrimination 
claims.  

 Removed references given information as record as 
this record already exists for references.  

  Removed Board and Committee papers as already 
covered elsewhere.  

 COVID-19 Risk Assessments updated to be more 
specific in relation to what risk assessments.  

 Trustee meeting minutes – Changed to permanent 
as Charity Commission recommendation – this is 
due to special resolutions, changes to Mem and 
Arts and any historical significance.  

 Added Subject Access Requests – 1 year following 
completion.  

 Added HMRC approval to financial audits – 
remained as permanent.  

 Application details for unsuccessful candidates 
extended to 6 months due to potential equality act 
claims where the time limit could be extended.  

• Appendix B – Added safeguarding log as well as 
incident for clarification around high-risk retention 
periods.  Also added expansion regarding case 
records 
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Data Retention Policy  
  
1. Introduction  

  
Daisy Chain holds a significant amount of important information that is crucial to the 
running of the organisation. Data we hold must be available, accessible, and usable 
upon demand by an authorised entity. It is important that any personal data is 
securely erased or anonymised when the purposes for which it is kept no longer exists. 
This is required to comply with the UK General Data Protection Regulations (2021) 
and Data Protection Act (2018).  
  

2. Policy Statement  
  
This policy addresses the requirements surrounding Data Retention as set out by the 
Data Protection Act and UK General Data Protection Regulations (GDPR). Specifically, 
it outlines how Daisy Chain meets its obligations to individuals and the law regarding 
the retention of personal data.   
  
The policy serves to inform all staff members who process personal data on behalf of 
Daisy Chain to:  
  
• Minimise 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 must to do this to ensure:  
  
• We comply with the law  
• We protect staff and other individuals (e.g. beneficiaries)  
• We protect the organisation  

  
3. Policy Scope  

  
The Data Retention Policy applies to data held by all members of the workforce 
regardless of the form in which it is held. It applies throughout the lifecycle of the 
information from creation through storage and utilisation to disposal.   

  
 The policy applies to all members of the workforce who are given access to data held 

by Daisy Chain. It includes all devices including removable media/portable devices 
and paper-based records.   

  
 With regards to electronic systems, it applies to use of Daisy Chain owned facilities and 

privately/externally owned systems when connected to the Daisy Chain network 
directly or indirectly. The policy applies to all Daisy Chain sites owned/licensed data 
and software, be they loaded on to Daisy Chain or privately/externally owned 
systems, and to all data and software provided to Daisy Chain.  
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  ‘Owned’ is deemed to include leased, rented or on-loan.  
  
4. Responsibilities  

  
Chief Executive Officer (CEO) – Is responsible for ensuring there are relevant 
controls and facilities in place across Daisy Chain which allow records to be stored 
safely and securely for the appropriate retention period, and that records are 
destroyed securely once no legal basis for storing the information remains and the 
retention period has lapsed. The CEO is also responsible for ensuring the organisation 
continues to comply with Data Protection legislation.  
  
Data Protection Officer (DPO) – Is able to provide support, assistance, advice, and 
training to ensure compliance with Data Protection legislation. Is responsible for 
leading the day-to-day data protection compliance function and advising on how to 
comply with privacy legislation and relevant legislation including the Data Protection 
Act and UK GDPR.   
  
Information Asset Owners (IAOs) - Are responsible for ensuring that information 
used is managed and used in accordance with the Data Retention Policy.   
  
Both the CEO and the DPO are responsible for ensuring the Data Retention Policy is 
up to date and legally compliant.  
  

5. Policy Awareness and Guidance  
  
The Data Retention Policy will be made available to all members of the workforce via 
PeopleHR and Network Share Data Policies folder.  
  
Please refer to the Appendix in this document to find out how long certain types of 
data are to be retained.  
  

6. Disposal of Information  
  
Daisy Chain workforce members have an obligation to dispose of personal, 
confidential, and business critical information in a secure manner. This includes 
ensuring that all backups and copies are included in the destruction of records.   
  
Any data category which is not referred to in this policy should be referred to the Data 
Protection Officer.  
  

7. Legal and Contractual Requirements  
  
Daisy Chain will abide by all relevant legislation related to the holding and processing 
of information. Data protection legislation defined as; (i) the UK GDPR (2021) – which 
replaces the UK GDPR (2016/679) – and any other national legislation, regulations 
and secondary legislation, as amended or updated from time to time in the UK and 
then ii) any successor legislation to the UK GDPR or the Data Protection Act 2018.  
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8. Third Party Contractors  
  
Daisy Chain has appropriate contracts with third parties who store, process or transmit 
data covered by this policy so that the applicable retention period is adhered to.  
  

9. Monitoring and Maintenance  
  
The Data Retention Policy will be monitored and maintained and reviewed at least 
annually and whenever a significant event occurs which requires its revision. Daisy 
Chain should also regularly audit and monitor their approach towards the secure 
disposal of data.  
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Appendix A  
  

Type of record  Retention period  

Personnel files of employed and volunteer 
staff including training records and notes 
of disciplinary and grievance hearings   

6 years from the end of employment   

Application forms/interview notes for paid 
and volunteer staff  

6 months from the date of the job 
advertisement  

Facts relating to redundancies where less 
than 20 redundancies   

6 years from the date of redundancy   

Facts relating to redundancies where 20 or 
more redundancies  

6 years from the date of the redundancies   

Payroll records, Income Tax and NI 
Returns, including correspondence with 
tax office   

At least 6 years after the end of the tax year to 
which the records related   

Statutory Maternity and Paternity Pay 
records and calculations   

3 years after the end of the tax year in which the 
maternity period ends  

Statutory  Sick  Pay  records  and  
calculations/ Sickness records  

There is no longer a specific statutory retention 
period.  
  
Advise keep records for a minimum of 12 months 
after the sickness ends.   

Wages and salary records  3 years   

Individual  pension  entitlement  and  
contribution history  

As long as there is a member or dependant 
liability   

DBS checks for staff and volunteers  6 years after end of employment  

Accident books, and records and reports of 
accidents   

3 years after the date of the last entry  

Health Records for staff and volunteers   During employment/ volunteer engagement  

Health Records where reason for 
termination of employment relates to 
health, including stress related illness   

3 years  
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Examination, testing, monitoring and 
control records:   

Review 5 years after last action   
  

Medical records kept by reason of the 
Control of Substances Hazardous to  
Health Regulations 1999   

40 years   

Health and Safety  
Training, guidance, and instructions:    
  
Risk assessment reports and reviews:    
  
  
  

Review 3 years from date superseded  
  
The HSE recommends 40 years for personal 
records  
http://www.hse.gov.uk/health- 
surveillance/record-keeping/index.htm  
  

Building related risk assessments   A recent example is the claim relating to 
exposure to asbestos dating back a number of 
years with no records available.  

Contractual records  6 years  

References received for staff and 
volunteers  

1 year  

Annual leave records  2 years  

Annual appraisal/assessment records 
Volunteer supervision notes  

5 years  
3 months after volunteer leaves  

Records relating to promotion, transfer,  
training, disciplinary matters  

1 year from end of employment/volunteer 
engagement  

References given information to enable 
references to be provided  

5 years from reference/ end of employment  

Summary of record of service eg: name, 
position held, dates of employment  

10 years from end of employment  

Records relating to accident or injury at 
work  

12 years  

Board & Committee papers held by  
Trustees -email/paper copies  

1 month  

Recruitment Information for unsuccessful 
candidates  

7 months from the date they were notified that 
they were unsuccessful  

Information relating to Senior Managers  6 years  

http://www.hse.gov.uk/health-surveillance/record-keeping/index.htm
http://www.hse.gov.uk/health-surveillance/record-keeping/index.htm
http://www.hse.gov.uk/health-surveillance/record-keeping/index.htm
http://www.hse.gov.uk/health-surveillance/record-keeping/index.htm
http://www.hse.gov.uk/health-surveillance/record-keeping/index.htm
http://www.hse.gov.uk/health-surveillance/record-keeping/index.htm
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COVID-19 Risk Assessments  Permanently  

Employability Liability Insurance Claims  40 years  

Successful tender applications  Permanently  

Legacies  4 years from the date of death (unless 
expression instruction is received from probate)  

Grant Reports  7 years after service delivery has ceased (plus 
current financial year)  

Gift Aid Data  6 years  

Trustee Meeting Minutes  Permanently 

Property Information  Permanently  

Leases  12 years after the lease has been entered into  

Accounts  6 years from the end of the financial year, plus 
the current year.   

Financial Audits  Permanently  

  
    
Appendix B  
  
Service User Records  
  
Daisy Chain are data controllers in relation to service users’ records stored on Daisy 
Chain’s systems.    
  
In these cases, Daisy Chain should follow the service user data retention schedule below.  

  

Low  
risk  

6 
years  

All routine service user records including attendance records, 
support records, case notes, programme participation records and 
health-related information unless they fall within one of the high-
risk categories below. 

High 
risk  

16 
years  

Any case that has been subject to a serious complaint, insurance 
claim, Safeguarding incident/log, or serious incident.  

  


	1. Introduction
	2. Policy Statement
	3. Policy Scope
	4. Responsibilities
	5. Policy Awareness and Guidance
	6. Disposal of Information
	7. Legal and Contractual Requirements
	8. Third Party Contractors
	9. Monitoring and Maintenance
	Service User Records

