Record Retention Policy for Dundee Historic Environment Trust 
Introduction

The purpose of this policy is to ensure that records and documents of Dundee Historic Environment Trust are retained in a secure environment, are accessible to those who need them and are securely disposed of when they are no longer required for legal, business or historical reason.
[bookmark: _Hlk78902518]The policy applies to all trustees, employees and volunteers of Dundee Historic Environment Trust. 
[bookmark: _Hlk78900678]The length of retention for each type of record will be determined by Dundee Historic Environment Trust Trustees. Their decision will be based on several factors, including legal requirements, best practice, storage costs and historical significance. 

Scope
The policy applies to records received and created by Dundee Historic Environment Trust including electronic documents, email, internet, databases, videos and hard copy.
Data Protection

The policy will ensure that Dundee Historic Environment Trust complies with data protection legislation. This requires that Dundee Historic Environment Trust does not retain personal data for longer than is necessary.

The principles of the data protection legislation require that Dundee Historic Environment Trust must only keep data when there is a valid reason for doing so and the Trustees will ensure that the records kept meet at least one of the 7 lawful bases detailed in the legislation. 
The Information Coordinator has completed a legitimate interests assessment to help decide whether or not the legitimate interests basis is likely to apply to our processing. This should be kept under review. 
Records will be held securely and will be kept only whilst there is a business or legal need for them.  Records will be easily retrievable and will allow a natural person access to the information held by Dundee Historic Environment Trust with respect to their information should they request it.

Dundee Historic Environment Trust will ensure that data is secure when it is on any premises occupied by Dundee Historic Environment Trust. A record of the storage location will be maintained for all records.

All records created by or on behalf of Dundee Historic Environment Trust remain the property of Dundee Historic Environment Trust. Records, both hard copy and electronic will be securely disposed of or released in accordance with legislation and Dundee Historic Environment Trust’s business needs.

Dundee Historic Environment Trust will maintain retention schedules tracking the retention and disposal of records.  The Information Coordinator is responsible for the storage and retrieval of records and will determine what will be kept and where and how the records will be kept. 
Review and Audit
Records will be reviewed by the Information Coordinator against the Record Retention Schedule on an annual basis.  Where there is no longer a legal, business or historical requirement to retain the record a Disposal Request form will be completed and passed to the Director. 
The Disposal Request form will detail the method of disposal of the records.  Where hard copy records are shredded, this will be to at least DIN 5 size.  Electronic records must be securely destroyed, and all backups and copies must be included in the destruction of the records.
The Disposal Request form will include details of the records being disposed of, format of the data, either electronic or hard copy, proposed disposal method, proposed disposal date and brief explanation as to why the record is no longer being retained.  When the Disposal Request is approved the form will be signed by the Director and the date of disposal will be added by the Information Coordinator.  A copy of all Disposal Request forms will be held by the Director.
Pandemic process

During a pandemic or other emergency period if Dundee Historic Environment Trust cannot adhere to the record retention policy with respect to storage and disposal of records alternate arrangements will be made to ensure the secure storage of the charity’s records. When it is possible to do so the approved record retention and disposal process will resume.




Retention Schedule

	Category
	Data type 
	Retention period
	Rationale

	Master
	Minutes of Trustee meetings and decisions made as resolutions in writing. 
	Permanent 
	Charities Act 2005  & Companies Act requires minimum 10 years

	Master
	Minute of General meetings and members resolutions passed other than at a General meeting
	Permanent
	Charities Act 2005  & Companies Act requires minimum 10 years

	Master
	Financial records
	Permanent
	Charities Act 2005  & Companies Act requires minimum 6 years

	Operational
	Invoices, records of monies received and paid
	6 years after the end of the current period
	Accountability to funder if required

	Operational
	Employee details 
	6 years after the end of the current period
	HMRC legislation

	Operational
	Income Tax Records, P45 and P60
	6 years after the end of the current period
	? check if we actually hold these or is it payroll

	Operational
	Application forms and interview notes for unsuccessful candidates
	Six months 
	Equality Act 2010 Limitations Act

	Operational
	Unsuccessful grant applications
	24 months after decision
	Allow for complaints or reapplication context


	Operational
	Grant records for successful applications – personal information
	Until the end of the maintenance and clawback period as recorded in the grant conditions or contract
	To ensure grantees fulfil the grant conditions and facilitated clawback where required

	Historic
	Grant records for successful applications -excluding personal information, e.g. photos and descriptions of grant aided work, impact evaluation
	Permanent
	Essential to our aims as a charity to keep a record of past work.

	Operational
	Historic building repair grant records where a  conservation burden applies - including legal papers with personal details such as name and address
	Permanent
	Legal documents which must be retained as the conservation burden remains on the property permanently

	Operational
	Event attendee contact details*
	Immediately after any post event evaluation is collected
	No basis to retain indefinitely

	Operational
	Contact details of an enquirer
	12 months after last contact
	No basis to retain indefinitely

	Operational
	Special category data
	We do not collect this at present however this should be reviewed
	Should be anonymised after collection


*If event attendees are children or vulnerable adults we will not collect contact details or personal information. This will be held by relevant partner organisations, such as schools, who have appropriate processes in place.

The Record Retention Policy was approved by the Board of Trustees of Dundee Historic Environment Trust on [INSERT DATE] and will be reviewed either on [INSERT DATE] or an earlier date if a change to legislation or practice with respect to the retention and disposal of records is brought to the attention of the Board.

