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RECORDS RETENTION POLICY & DISPOSAL GUIDE

1. Introduction

1.1.	The guidelines set out in this document support the Swaffham Relief in Need Data 	Protection & GDPR Policy.

1.2.	It is important that the Trust has in place arrangements for the retention and disposal
	of documents necessary for the adequate management of services in undertaking its 	responsibilities. This policy sets out the minimum requirements for the retention of 	documents and sets out the requirements for the disposal of documents. It is important 	that this document be updated on a regular basis.

1.3.	Swaffham Relief in Need will ensure that information is not kept for longer than is 	necessary and will retain the minimum amount of information that it requires to carry 	out its function and the provision of services, whilst adhering to any legal or statutory 	requirements.

2. Aims and Objectives

2.1 	It is recognised that up-to-date, reliable and accurate information is a vital tool to 	support the work that the Trust does. This document will help to:
· ensure the retention and availability of the minimum amount of relevant information that is necessary for the Trust to operate and provide services to the public 
· comply with legal and regulatory requirements, including the Freedom of Information Act 2000, the Data Protection Act 1998, UK GDPR Act 2021, and the Environmental Information Regulations 2004 
· save administration time and effort when retrieving information by reducing the amount of information that may be held unnecessarily. 
· ensure archival records that are of historical value are appropriately retained for the benefit of future generations.

3.  Scope

3.1 For the purpose of this Strategy, “documents” includes electronic and paper records.

3.2 	Where storage is by means of paper records, originals should be retained where      possible, or scanned digital documents.

4. Standards

4.1 	The Trust will make every effort to ensure that it meets the following standards of
	good practice:
· adhere to legal requirements for the retention of information as specified in the Retention Schedule. This document provides a framework for good practice requirements for retaining information
· appropriately dispose of information that is no longer required
· take appropriate measures to ensure that confidential and sensitive information is securely destroyed
· information about unidentifiable individuals will be permitted to be held indefinitely for historical, statistical or research purposes, e.g., Equalities data

5. Breach of Policy and Standards

5.1 	Any Trustee who knowingly or recklessly contravenes any instruction contained in, or following from, this Policy and Standards may, depending on the circumstances of the case, would be asked to resign.

6. Roles and Responsibilities

6.1 The Trustees have overall responsibility for the Policy.

6.2 	The Charity Administrator is responsible for the maintenance and operation of the policy, including ad hoc checks to ensure compliance.

6.3	The Charity Administrator is responsible for ensuring that the guidelines set out in this policy are adhered to and to ensure that any documents disposed of are done so in accordance with the sensitivity, i.e. whether “normal”, or “confidential” waste.

7. Confidential Waste

7.1        Article 5 of the GDPR sets out seven key principles:
1. Lawfulness, fairness, and transparency: Processing lawfully, fairly and transparently in relation to individuals
2. Purpose limitation: Staying in line with the original purpose
3. Data minimisation: Limiting data to what is necessary and adequate
4. Accuracy: Erasing out of date information and keep relevant information up to date
5. Storage limitation: Storing only for reasonable lengths of time
6. Integrity and confidentiality: Having appropriate security and protection measures
7. Accountability: Taking full responsibility for handling and disposing of confidential information.
7.2	Confidential waste is any waste that contains or shows personal information; this could be a name, address, bank details and contact numbers, and redacted data.
8. Disposal of Documentation

8.1 	Confidential waste which clearly shows any personal information or information which
	can be identified using the parameters in 7.2 will be shredded. 

8.2 	All information appertaining to children is to be shredded.

9. Retention

9.1 Timeframes for retention of documents have been set using legislative requirements 	(Charity Commission.Gov.uk): 

9.2 Documents relating to the establishment or changes to the Trust, prior versions of          the Trust Scheme, details of benefactors wish, and decisions made by the Charities Commission in relation to the above should be retained in perpetuity


9.3      Minutes of Trustees meeting should be retained in perpetuity.

9.4 	Throughout the retention the conditions regarding safe storage and controlled access
	will remain in place.

10. Recommended Document Retention Timescales 

10.1 The retention period should be the number of years specified plus the current 
	financial period (i.e., three years plus the current period, therefore at least three years 	documentation will always be retained at any given point in time). 

10.2 If you collect and use personal data fairly and lawfully, to comply with GDPR you cannot keep it for longer than you need, but there is no time limit set.

10.2     Preservation of accounting records Charities Act 2011
The charity trustees of a charity must preserve any accounting records made for the purposes of section 130 in respect of the charity for at least 6 years from the end of the financial year of the charity in which they are made.
  A records Retention Schedule will be maintained as follows:

	[bookmark: _Hlk113441600]Type of Record

	Description of record 

	Storage Media

	Retention period


	Applications
	Applications – forms & corresponding information
	Electronic
	3 years

	
	General Correspondence
	Electronic
	3 years

	Charity Governance
	Minute books 
	Paper 
	In perpetuity

	
	Meeting Administration – agendas, reports & minutes
	Electronic
	3 years

	
	Insurance policies
	Paper & Electronic
	3 years 

	
	ICO registration
	Paper & Electronic
	3 years

	
	Trustee Information
	Electronic
	1 year after leaving Trust 

	
	Charity Commission – annual returns
	Electronic
	12 months, destroy once audited

	
	Charity Commission – Articles  
	Electronic
	indefinite

	
	Policies 
	Electronic
	Once superseded & agreed by Trust

	Financial
	Accounts
	Electronic
	7 years
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	Financial Investments & IFA correspondence
	Electronic
	7 years

	
	Bank statements, cheque books & stubs
	Paper & Electronic
	7 years 

	
	Bank summary sheets
	Electronic
	12 months

	
	Invoices & invoice payment sheets
	Electronic
	7 years
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