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Introduction

This Retention &Archl g "_ ited’s procedures for retaining, archiving,
and disposing of recor 1d' inform committed to managing records in
accordance with legal ' '

electronic records, ema|ls, data : p_,,u\ It outlines the retenuon

periods for different types of records, ‘?{’ _sposmg of records, and
the responsibilities of staff members: ORTAA

Effectw&l’é(:gd§ manigment ensures th

Comply Wn‘lﬁegal@nd regulatory re

° P&otect the rig ts and interests of c r stakeholders

e Ensure compliance with UK legislat
e Define retention periods for differentty
e Provide clear procedures for archiving.and disposing of records
e Protect personal data and confidential information



e Support business continuity and operational efficiency

e Reduce legal and financial risks

e Ensure thatrecords are accessible when needed

e Promote consistent and effective records management across Youth Start

Scope and A

This policy applie
e Allrecords a
e Allformats of ré

e All staff members , '.q;:ontfactors who creatb’or handle Youth Start
records L

This policy covers all types o :
\ -~ .
e Candidate records (@p > d mentorship records)

Youth Start operates in compliance ' 1 gu
° nD'at'd Brotectlon Act 2018 and UK “theretentio 1 ".ﬁz;. sposal of personal
data Q( N A TR,

e “Limitation Ac 1980: Sets time lim ] : -. , . : .'for contractual

10 corporate records
"' of employment

Safety:at Worl .‘-‘\%,:‘: IS74:R ; tic v ‘. and safety records

e Conduct of ployr ent C I nt.Busi Regulations 2003:
Requires retentiOn @ ot o

¢ Taxes Management A

records

re ntion of financial and tax

e HMRevenue & Customs (HMRC) J’ ance: Provides guidance on retention of financial
records e

¢ Information Commissioner’s Offi
and disposal

dance: Provides guidance on data retention




General Principles of Records Retention
Youth Start applies the following general principles to records retention:

Lawfulness and Necessity

Records will @
collected, and
retained for longé

as long as necessary to fulfil the purpose hey were
legal and regulatory requirements. P‘er a will not be

iy
- . ’ ~ L

e :\ .4 P
Records will be retaine ey arepep,qbed to support busin

making, and accountabit t are y- onger needed will be dis
SO0 4

Business Need

operations, decision-
)osed of securely.

Legal and Regulatory C#

Records will be retained fo uired by UK legiStati
guidance. Where differentise 1 ' "'_ " applied.

Risk Management

Records that may be ee t > i figations, or demonstrate
compliance will be ret I§ th Start will consider legal, financial, and
reputational risks wheh ; C

Security and Confld

Records will be stored secu ”n ’ "’ ﬁ% will be restricted to
authorised individuals. Confidentiz L s wg.;m d in accordance with the

i i Secu LAY I AVRY
Data Protection Policy and Data -:, . »1@‘ L\"B\

Acceg_szuh:cy g AN e
“\ | CORCEA,
Rec&xds will be stc\!é ‘a manner that e s

record%xvlll be ind Iil 2d and catalogued to

L

] d Archived
4;’¢ \
b R\
'n.w‘

A

Records will be d '_;:_, €00 fse '9‘ ely at th
ensure that confidenti gleRe

Disposal 2%

osal methods will
cted.




Candidate Records

Record Type Retention Period Legal Basis
Candidate applications 6 years after end of placement Limitation Act 1980,
(successful) Conduct of Employment

lations 2003
onths after application onduct of

Candidate app
(unsuccessful)

Candidate assessme
selection records

Candidate placement
records

itation Act 1980,

,‘ i
_A(s.» st need

Candidate mentorship
records

Right to work
documentation

Background checks (DB :
references) ter end of Employment Agencies

Regulations 2003

Candidate feedback ane Limitation Act 1980

complaints

Candidate diversity and
equal opportunities data

Equality Act 2010

Employer Records D A "’_?‘“} ,-‘
Reconzd"f?pe.) . “. Retention aS|s 7
Em;ﬁyer contract ‘ﬁ 6 years afte on Act 1980
agreel%snts

,‘ Act 1980,
S need

tion Act 1980

Employer corresp o-;‘ N ..-;'¢ 6 years afte
and communications s &

Employerfeedba can
complaints

» ;
Employer invoices ar; | NC ncial ation Act 1980, HMRC
payment records R T _PRTE W s : dance

\



Staff Records

Record Type Retention Period Legal Basis
Employment contracts and 6 years after end of employment Limitation Act 1980,
offer letters Employment Rights Act

Personnel file ears after end of employment i ct 1980,
(performance, t = ent Rights Act
correspondence) '

Payroll and salary re 5 after end of fir{ar)cialyeér? ) ¢ ion Act 1980, HMRC

. ~

Tax and National Insura er e,nd ;i;* ncial year
records (P45, P60, P11D) ;’17,'45. S
“»

Pension records

> Management Act
970, HMRC guidance

ployment Limitation Act 1980,

Sickness and absence | m mp L tion Act 1980,
records & ‘.‘~ oyment Rights Act

“Limitation Act 1980,
Working Time Regulations

Annual leave records

1998
Disciplinary and grievan Limitation Act 1980,
records Employment Rights Act
o 1996
N
Recruitment records '.3‘:5‘\ UK GDPR, Equality Act 2010
(unsuccessful applicants) Il'e?\

3 t'-- NG ".i'-\. .
Equalopportunltles 6 years afte /7 _Equal tyAct 2010
monltprmg-da'ta. : e
Rightsto work

docum tation

b
-~

iqn, Asylum and
ity Act 2006

n Act 1980

i
f \ 2 years afte
- \\\ \

References provid d
Youth Start 5;
\)



Financial Records

Record Type Retention Period Legal Basis

Annual accounts and Permanently Companies Act 2006
financial statements

1980, HMRC

Bank statem@ 5 years after end of financial year

reconciliations

Invoices (sales a 2ars after end of financial year | Act 1980, HMRC

purchases) -» 2
4 .« ®
Receipts and expen after end of financial year* ation Act 1980, HMRC
: A e A
claims ok EXS

VAT records er end ., - 1cial year AT Act 1994, HMRC

Tax returns and supporting ancial year \Taxes Management Act

documents

Payroll records al year .‘ 5 t|on Act 1980, HMRC

(financial)

\ Companies Act 2006, best
practice

Audit reports

Corporate and Legal ¥

Record Type

. Legal Basis

Certificate of Incorporatlon ompanles Act 2006

AY, 1[1’0

Articles of Association ; : 1 "‘ BY. 3‘-i panies Act 2006

Sharel:wﬁgf and director Permanent L cemr anies Act 2006

recofds N ISRy

Board‘kr.l‘eeting minutés Permanent \ nies Act 2006, best
v / ; ‘

\

Annual returns @ es Act 2006

confirmations :
_ , ition Act 1980
Legal corresponde ‘ \ nd. - - 6 years "7,‘-? me concl i lation Act 1980
advice ; ' o® e

Insurance pol|C|e \

Contracts and agre€mef
(non-financial) !

imitation Act 1980

A

Intellectual property law,
best practice

Intellectual property records Permanen
(trademarks, copyrights)



Health, Safety, and Safeguarding Records

Record Type Retention Period Legal Basis
Health and safety risk 6 years after superseded Health and Safety at Work
assessments etc. Act 1974

1980, Health
Work etc. Act

Accident andgi
reports

6 years after date of incident (or until
ge 21 if involving a minor)

Health and safety ars after end of employment or. .
records ement ' “e% e

after case c’to’sea (or until age
ving a you ggperson)

Safeguarding records
reports

DBS checks

uarding best practice,
tation Act 1980

DBS guidance

ars after end of
ssful)

';‘"“
a7

b
0'

=

Operational and Co
Record Type

IR 1
,Lv.

aS|s

- ‘f"—l
W4
w
|
w

ess need, best
practlce

Policies and procedures
(current versions)

X
J

Policies and procedure Business need, audit trail

(superseded versions)

Data protection record . arsaft erconcluded UK GDPR, ICO guidance
(DPIAs, breach logs, N =
consent records)

\\ ' timitation Act 1980
= ’1(“.5‘3\

tpractice, business
AL

Complaints and dispute
resolution records

Audit ama:iﬁssegtion reports 6 years afte

S

Trainifg records (staf s need, best

6 years afte
mentofs, volunte rs')

Marketing andg€ o _
Record Type ‘f-'n i , : Basis

Website content( e Until st e ess need

Website content (ay iness need

Social media conter " Business need
1

Marketing materials and - " Business need
campaigns
Email marketing records 6 years after G0N N UK GDPR, business need

(consent, unsubscribes)

Photography and video 6 years afte lastuse UK GDPR, business need
consent forms




Archiving Procedures

Records that are no longer needed for day-to-day operations but must be retained for legal or
business reasons will be archived.

When to Argias

Records should E
.

)r current business operations, *

e Theyare no

e They mustbe

orregulatoryreasons ¥ i

eference o@dit purposes
e £ :

e They maybe ne

Archiving Process

e Records will be revié
e Records will be indexg
e Paperrecords will be

individuals
e Archived recor

e Access to archived recor:

DispasakProcedu res
‘of securely at th
W\

Rec&t{s will be diq{!o;se

0S€ES

e Therecord isinoilong

\‘ 4
e

e Therecord éded records has

expired

Disposal Process

e Records will be reviewed regularly to identify those due for disposal



e Approval for disposal will be obtained from the relevant manager or Data Protection Lead

e Adisposallog will be maintained to record what records were disposed of, when, and by
whom

Disposal Methods

Paper Record aste disposal (shredding or secure destru
Shredding mus ent unreadable and unrecoverable - Di
!

obtained from thi ervices 4

ice) -
rtificates will be

using data era"sure softv'vé’ré!h.at rites data multiple
media (hard drives, USB drives) if necessary - Deletion from
osa.l_Q'é.:‘m}l {gcord the metho ‘gf deletion and who

i

Electronic Record
times - Physical destrt
cloud storage and bac
performed it

Email: - Permanent deletio
email folders

Exceptions to Dispogal

Records will not be dispe

e Reporting any concerns aboutre ; theirmanagerorthe Data Protection

Lead
Managers

Managers are responsible for:



e Ensuring that staff, mentors, and volunteers comply with this policy

e Reviewing records regularly to identify those suitable for archiving or disposal
e Approving disposal of records in their area of responsibility
e Ensuringthatrecords are accessible when needed

e Maintgimi i

Data Protect

.
.

The Data Protectio . .
e Overseeing ct is policy, " s ‘e v
e Providing guida on records}‘({cention and disposa‘,
L

e Reviewing and ug periods@as.required
e Ensuring complian@ ‘

e Maintaining the rete

e Reporting on records
Senior Management £ 4
a2,

Senior management is féspol
° Ensuringthata' “"*.

e Reviewingand g
e Ensuringthat Yol

e Monitoring com

nd created in a timely

. [c?‘éﬁtg agburate;ecords: Record:s ad

manner _ :
o “Store recoyds S in sec with restricted

to enable

ularly to prevent loss

- '\;\.\ \ ..‘ U . S > . .
o’ ‘ dentify those suitable

e Reviewrecords'

e Train staff: Staffymen no | dh records management
e Monitor compliance: Compliancesy Hould be monitored and reported

regularly




Data Protection and Confidentiality

All personal data and confidential information will be handled in accordance with the Data
Protection Policy, Data Security Policy, and UK GDPR requirements.

When retaini frecords containing personal data, Youth

e Onlyret or as long as necessary F
e Ensureth stored securely and access is restric

.
rely to prevent unauthoriseg'%cees
ight to efas%rey,‘ri'ght to rgcfificatio

.

e Maintainrecor

Monitoring and Revie

This Retention & Archiving/P

e Changes to UK ; ‘

e Changesto Yo 507”. tart
 Feedback from sta
e Incidents orco ’J';i ok:

~:q.\f
e Regular audits of recordsﬁ 1an

* Review of disposal logs ._A/-
° ,,Fér‘eybjclhcfrom stgff and managers

»~

* Data profeci[orii*n))act assessme
b o \‘, )

ot [ /

PO B pil i
If you have any q estions aboutth Y, OF guidance on
retaining or disposing efirecords; plea; n e following contact
details: = 3 b

Youth Start Limite 27
Registered Office: 370 Osmaston
Email: contact@youthstart.co.uk
Telephone: 07470435603
Website: youthstart.co.uk

Data Protection Lead: Nick Calin (conta




Relationship with Other Policies

This Retention & Archiving Policy should be read in conjunction with the following policies:

o Data Protection Policy




