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[bookmark: purpose]1. PURPOSE
Human Aspect Fieldwork Ltd is committed to ensuring that personal data and business records are retained only for as long as necessary to fulfil legitimate business purposes, contractual obligations, legal requirements, and regulatory obligations.
This policy establishes the retention, review, archiving, and secure disposal of information held by Human Aspect Fieldwork Ltd in accordance with:
· UK General Data Protection Regulation (UK GDPR)
· Data Protection Act 2018
· Client contractual requirements
· ISO 9001:2015 Quality Management principles

[bookmark: scope]2. SCOPE
This policy applies to:
· Employees
· Contractors
· Temporary staff
· Consultants
· Third-party suppliers processing data on behalf of Human Aspect Fieldwork Ltd
It applies to all personal data and business records held in electronic and physical formats.

[bookmark: policy-statement]3. POLICY STATEMENT
Human Aspect Fieldwork Ltd will:
· Retain information only for as long as necessary
· Ensure information remains accurate and relevant
· Conduct periodic reviews of retained information
· Securely dispose of information when retention periods expire
· Maintain appropriate records of disposal activities
· Comply with client-specific retention requirements where applicable

[bookmark: data-retention-principles]4. DATA RETENTION PRINCIPLES
The organisation shall ensure that:
1. Personal data is not kept longer than necessary.
1. Retention periods are clearly defined.
1. Data is securely archived where required.
1. Data is securely destroyed at the end of the retention period.
1. Legal, regulatory, and contractual requirements take precedence where applicable.

[bookmark: retention-schedule]5. RETENTION SCHEDULE
[bookmark: participant-recruitment-records]Participant Recruitment Records
	Record Type
	Retention Period

	Participant contact details
	24 months from last contact

	Screening questionnaires
	24 months from project completion

	Participant consent forms
	3 years from project completion

	Incentive payment records
	6 years

	Participant communication records
	24 months

	Recruitment trackers
	3 years



[bookmark: client-project-records]Client Project Records
	Record Type
	Retention Period

	Client agreements and contracts
	6 years after project completion

	Project specifications
	3 years

	Feasibility assessments
	3 years

	Quotations and proposals
	3 years

	Project reports
	6 years



[bookmark: quality-management-system-records]Quality Management System Records
	Record Type
	Retention Period

	Internal audit reports
	3 years

	CAPA records
	3 years

	Management review records
	3 years

	Risk assessments
	3 years

	Training records
	Duration of employment plus 3 years

	Supplier evaluations
	3 years



[bookmark: employee-records]Employee Records
	Record Type
	Retention Period

	Personnel files
	6 years after employment ends

	Payroll records
	6 years

	Right-to-work documentation
	Duration of employment plus 2 years

	Training records
	Duration of employment plus 3 years



[bookmark: financial-records]Financial Records
	Record Type
	Retention Period

	Accounts and financial records
	6 years

	Invoices
	6 years

	Tax records
	6 years

	Expense records
	6 years



[bookmark: data-review]6. DATA REVIEW
The Managing Director shall ensure that retained information is reviewed annually to identify:
· Records that have exceeded retention periods
· Duplicate records
· Obsolete records
· Records requiring archiving
A record of reviews shall be maintained.

[bookmark: data-archiving]7. DATA ARCHIVING
Where information is no longer actively required but remains within its retention period, it may be archived.
Archived records shall:
· Remain accessible if required
· Be protected against unauthorised access
· Be stored securely
· Be subject to the same confidentiality controls as active records

[bookmark: data-disposal]8. DATA DISPOSAL
At the end of the retention period, records shall be securely destroyed.
[bookmark: electronic-records]Electronic Records
Electronic records shall be:
· Permanently deleted from active systems
· Removed from cloud storage where appropriate
· Deleted from local devices
· Removed from backup systems in accordance with backup schedules
[bookmark: paper-records]Paper Records
Paper records shall be:
· Shredded using confidential waste services
· Destroyed in a manner that prevents reconstruction

[bookmark: legal-holds]9. LEGAL HOLDS
Where legal proceedings, complaints, investigations, audits, or regulatory matters are ongoing, relevant records shall not be destroyed until the matter is fully resolved, regardless of standard retention periods.

[bookmark: responsibilities]10. RESPONSIBILITIES
[bookmark: managing-director]Managing Director
Responsible for:
· Maintaining this policy
· Approving retention schedules
· Monitoring compliance
· Authorising disposal activities
[bookmark: employees-and-contractors]Employees and Contractors
Responsible for:
· Following retention requirements
· Reporting records requiring disposal
· Protecting confidential information

[bookmark: monitoring-and-compliance]11. MONITORING AND COMPLIANCE
Compliance with this policy shall be monitored through:
· Internal audits
· Management reviews
· Periodic record reviews
· Data protection compliance checks
Any breaches shall be investigated and corrective action implemented where necessary.

[bookmark: related-documents]12. RELATED DOCUMENTS
· HA-DS-001 Privacy Policy
· HA-DS-002 Information Security Policy
· HA-DS-003 Data Breach Notification Policy
· HA-DS-004 Password & Access Control Policy
· HA-QMS-001 Quality Manual
· HA-QMS-002 Document Creation and Control Policy
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