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1. Purpose
The Angels Foundation UK is committed to ensuring that information is retained only for as long as necessary and disposed of securely when no longer required. This policy sets out the charity's approach to records management, retention and secure disposal.
2. Scope
This policy applies to staff, trustees, volunteers, counsellors, students, contractors and all information held within Beacon CRM, Microsoft 365, SharePoint, email systems, paper files and financial systems.
3. Principles
Information will be accurate, secure, accessible only to authorised individuals, retained only as long as necessary, and securely destroyed when no longer required.
4. Responsibilities
The Board oversees governance, the CEO implements the policy, and all personnel must comply with retention and disposal requirements.
5. Storage of Records
Information may be stored electronically, within Beacon CRM, approved cloud systems or locked filing systems.
6. Secure Disposal
Electronic records must be permanently deleted and paper records cross-cut shredded or disposed of through confidential waste services.
7. Legal Holds
Records subject to litigation, complaints, safeguarding investigations, regulatory investigations or insurance claims must not be destroyed until the matter is resolved.
8. Retention Schedule
Governance Records
	Record Type
	Retention Period

	Governing document and constitutional records
	Permanently

	Trustee meeting minutes
	Permanently

	Annual reports and accounts
	Permanently

	Policies and procedures (superseded versions)
	7 years


Financial Records
	Record Type
	Retention Period

	Accounting records
	6 years after financial year end

	Payroll records
	6 years

	HMRC records
	6 years

	Gift Aid records
	6 years


Human Resources Records
	Record Type
	Retention Period

	Personnel files (employees)
	6 years after employment ends

	Volunteer records
	6 years after volunteering ends

	Recruitment records (unsuccessful applicants)
	12 months

	Right to work checks
	Employment plus 2 years

	Training records
	6 years after role ends


DBS and Safeguarding Checks
	Record Type
	Retention Period

	DBS check record (certificate number and decision only)
	6 years after role ends

	Copies of DBS certificates
	Not normally longer than 6 months


Counselling and Support Records
	Record Type
	Retention Period

	Counselling records (adults)
	7 years after case closure

	Counselling records involving children or young people
	Until age 25 or 7 years after closure, whichever is longer

	Case notes and support records
	7 years after closure

	Beacon CRM service user records
	7 years after closure unless longer required


Safeguarding Records
	Record Type
	Retention Period

	Adult safeguarding records
	7 years after closure

	Child safeguarding records
	Until age 25 or longer where advised

	Serious incident records
	10 years minimum


Fundraising and Supporter Records
	Record Type
	Retention Period

	Donor records
	6 years after last contact or donation

	Fundraising consent records
	Duration of consent plus 6 years

	Event participant records
	3 years after event


Complaints Records
	Record Type
	Retention Period

	General complaints
	6 years after closure

	Data protection complaints
	6 years after closure


Website and Communication Records
	Record Type
	Retention Period

	Website enquiries
	2 years

	Marketing preferences and consent records
	Duration of consent plus 6 years


9. Beacon CRM
Beacon CRM is the charity's primary client and case management system. Records stored within Beacon CRM are subject to the retention periods specified in this policy.
10. Monitoring and Review
The charity will periodically review records to ensure compliance with retention requirements.
11. Related Documents
Data Protection Policy, Information Security Policy, Information Sharing Policy, Privacy Notice, Safeguarding Policy and Complaints Policy.
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