Data Retention Policy

Youth Start Limited

Company Number: 16864238
Registered Office: 370 Osmaston Park Road, Derby, DE24 8FB
A

Effective Dat

1 January 2026

Next Review Date

1 January 2027

Introduction and Purpgs

Retaining personal da | ar ases the risk of data breaches, creates
unnecessary storage costs br tion legislation. Conversely, deleting data
too early may prevent us

comply with the storage limitation principl e UK. 5 '?ta Protection
Regulation(¥ IngP'R). It applies to all per ' Yol :
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e Allpersonal dat I "‘““'.:';Z\ = or paper-based)

o All staff mehrg; ' slmeni 20 o process personal
data on behe !

e Allsystems and torag , including our CRM system
(ZohoCRM), password-protec ail systems, and paper files

e All categories of individuals whose @z ess, including job applicants, employers,
website visitors, and mentorship par

This policy covers retention periods, delet ONProced es, and responsibilities for ensuring

compliance with retention schedules.




Legal and Regulatory Requirements

Our data retention practices are governed by the following legal and regulatory requirements:

UK GDPR and Data Protection Act 2018:

We must retain personal data only for as long as necessary for the purposes for which it was
collected. We d document retention periods for differe es of personal
data.

Equality Act 2010:
We must retain recr
process to defend aga

Employment Law:
We must retain certain em
insurance, and employment
the young people we place, v

Limitation Act 1980:

Legal claims for breach
retain data necessary to’d
appropriate.

We havg éstablished the following retentic

Job Aplicants \# s

We retain personalidatafrom [ ing'ap orms, CVs, interview
notes, and assesSmERtfecords)f ini ' \d of the recruitment
process. This retent “ L ’-\\".':i‘f*\'u;, enti nation claims under
the Equality Act 201088 et A=l '
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1) 1 ssful applicants, unless
pool for future opportunities.

n o f two years and seek fresh

Where consent has beén providee
consent before this period expires.

Successful Applicants: :
Personal data from successful applicants ig or the duration of the mentorship

to monitor outcomes, provide ongoing support if needed, and defend against potential claims.



After this period, we anonymise outcome data for impact evaluation and research purposes.
Anonymised data cannot identify individuals and is retained indefinitely to demonstrate the
effectiveness of our services and contribute to evidence on youth employment outcomes.

Mentorship Participants

Mentorship F
We retain recor@
for the duration o
completion. This re
approach, provide o

feedback forms
onths following

alls, progress notes, support interventi
torship programme plus a miningun'n
OWS us to evaluate the effective‘hess;1
eeded, @nd défend agai'n§t?§btenti aims.

After six months followi
impact evaluation purpos

the ment-grs‘hlp programme we anonymise this data for
s retained |ndef|n|tely

Sensitive Personal Data:
Where mentorship participan
health conditions, disabili :;_.
necessary to provide appfo ropr
data every three months -Fﬁ

e
longer needed. ?‘1’? .
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Employer Contact Det l;'
We retain employer conta

for the duration of our rela ‘»‘,‘::” W
period allows us to comply with fina fg»{m de fend against potentlal
contractual claims. SN N/

uch as information about
ata only for as long as
ing sensitive personal
nptly whenitis no

Employer Data

) 5o
oj‘g iness information, and detailsofrecruitment requirements

Employersompllance Records:
We retarn‘recojds of emp&oyer workplace
fora imum of si é%f(s,followmgthe e
demonétrate that we,have fulfilled our dut

:
standards.

monitoring activities
loyer. This allows us to
2 with employment

Website Visitos

Website Analytics®
We retain website an
referral sources) for
practice and allow

e spent on site, and
s with industry best

Cookie Data:

Cookies are retained in accordance with thegeténtion periods specified in our Cookies Policy. Most

cookies expire after 12 months, although s Jaa S eSsential cookies may have shorter expiry periods.

Bl N H



Financial and Business Records

Invoices and Payment Records:
We retain invoices, payment records, and financial transaction data for a minimum of six years
following the end of the financial year to which they relate. This retention period is required by

HMRC for tax gompliance purposes.

Contracts and
We retain contrac
other business agré
termination or expiry?

s, data processing agreements with'vthi‘ y processors, and
ration of the contract plus a-mfnlm six years following
o0 defend @galns,t potential Eohitract laims.
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Correspondence an8 tlons . h 4 )"
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Email Communications: .4’3 ’s 4

We retain email communica
the duration of our relationsh
unless they contain informa

example, contractual agpee I
ﬁ\"

Telephone Call Records; .,
We do not routinely o("(r
mentorship calls), we ,.‘,,
programme plus six mon

employers, and mentorship participants for
x months. Aftegthis,period, we delete emails
ed for longer p fi( nder other categories (for

\aintained (for example, logs of
1S mentorship records (duration of

Backup Data

USB Backup Drives: <ot a 5'.,‘

We retain backup copies of per onat data: avg_véf-ﬁr\ emory drives fora
maximum of 30 days. Backup data ?'- ve A"?_ te L* 1Isure that outdated data is
not retalnsd unnecessarlly Backup drives el W h restricted access.
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CRM ?stem Back s}( “\

Our CRM provider (Zo oQRM) maintains a hthe system. These
backups are retained N ace o'- ance with Z | e used only for
disaster recover p x:""" 0 T€ riods in our Data
Processing Agreer ‘5 A .

When personaldata he ¢ Gl ;f..f-"- lydelete or anonymise itin
accordance with the following proce . ’ =

Electronic Data Deletion: : ‘
Electronic data stored in our CRM system, en 'ms, or other electronic storage locations is
permanently deleted using secure deletio Deletion is carried out by authorised
personnel and is logged for accountability purposes. We ensure that deleted data cannot be
recovered.



Paper Records Destruction:

Paper records containing personal data are securely shredded or destroyed using a cross-cut
shredder. Destruction is carried out by authorised personnel and is logged for accountability
purposes. We do not dispose of paper records containing personal data in general waste or
recycling bins.

USB Backup L
Data on USB bad
end of its useful li

written on a rolling 30-day basis. Wt}e rive reaches the

» .o ~ L
ch, imp‘acf*eVél'uation,-.or statistical purposes, we
tifiers tf a}ﬁ?gu‘lg be used to identify individuals.
i sregated statistics, and trend analysis. We ensure
mbining it with other data sources.
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Anonymisation:
Where we wish to reta
anonymise the data by
Anonymised data include
that anonymised data cann

We may retain persona
circumstances:

Legal Claims:

Commissjoner’s Office or employm/ent trik [SO! rrelevant to the
inves%%'atfar‘fuht}{_iﬁe’@ogigation is conc ' =L y.
Individual Requestsy |

Where anfindividual exercises their right ta
personal data, we're .L.f"-‘-'f;,?fg in accorg
resolved. 3

letion of their
Intil the issue is

Consent-Based Rete
Where an individuallhas'
than the standard reter

accordance with t f

dnal data for longer
ool), we retain the data in
the consent period expires.




Review and Monitoring

We regularly review our data retention practices to ensure compliance with this policy and with
legal requirements. Reviews include:

Annual Retention Schedule Review:
We review our es annually to ensure they remain appro
legal requireme ention periods where necessary to r‘efl
business practice '

compliant with
ges in legislation,
’.
' ‘e ..
al data held'.n’f our systems to identify data that has reached
d be delemﬁ‘. Audlts are documey;ed and any issues

Quarterly Data Aud
We conduct quarterly @
the end of its retention p
identified are addressed

Deletion Logs:
We maintain logs of all perso

category of data deleted, and]
a minimum of three year :
Staff Training:
All staff members who
part of their data prote
the importance of comg

Responsibilities

Data Protection Lead:
Nick Calin.(contact@youthstart.co. .uk, 07 _ nsible for ¢ seeing compliance
with thls‘Baiﬁ.RetentlonBQllcy, conductin > reten Schedules, ensuring that

quarterly data auditg'aré\completed, and
® W A\
All StaffMembers:

All staff member
with retention perio:
deleting or anony
to the Data Protectior

g and complying
)h period, securely
INy issues or concerns

Individuals:

Individuals have t 3 rec
UK GDPR. Requests deletl
to valid requests within 30 days.

certain circumstances under
uthstart.co.uk. We will respond




Relevant Legislation
This Data Retention Policy is based on the following legislation:

e UK General Data Protection Regulation (UK GDPR)
e DataP j

Companies

e Income Tax ( egulations 2063,
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