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Data Retention and Data Destruction Policy

Key Message
This policy outlines the ICO’s approach to retention and disposal of information. This policy covers: 
· Retention period
· Reviewing information
· Destruction of information
· Permanent preservation
· Legal holds 
Wrekin Golf Club seeks to ensure that it retains only data necessary to effectively conduct its golfing activities and the work in fulfilment of the club.

Data: All data that Wrekin Golf Club holds or has control over this policy applies as member information must be managed correctly. This includes physical data such as hard-copy documents, contracts, notebooks, letters, and invoices. It also includes electronic data such as emails, electronic documents, audio, and video recordings. It applies to both personal data and non-personal data.
Data Protection Contact: Wrekin Golf Club Governance Director Hamish Vale will be responsible for advising on and monitoring compliance with the UK data protection laws.
Data Retention Policy: Wrekin Golf Club's Data Retention policy will explain our requirements to retain client data and dispose of client data. Wrekin Golf Club controls the appropriate data handling and disposal procedure.
Disposable information: Wrekin Golf Club disposable information consists of data that may be discarded or deleted at the discretion of the Governance Director once it has served its temporary purpose and/or data that may be safely destroyed because it is not a formal or official record as defined by this policy and the Record Retention Schedule within this document.






Company record: Wrekin Golf Club has certain data which is more important and is therefore listed in the Record Retention Schedule below. This may be because we have a legal requirement to retain it, or because we may need it as evidence of our transactions, or because it is important to the running of our business. 
Non-personal data: Wrekin Golf Club may have data which does not identify living individuals, either because it is not about living individuals (for example financial records) or because it has been fully anonymised.
Personal data: Wrekin Golf Club is aware of any information identifying a living individual or information relating to a living individual that we can identify (directly or indirectly) from that data alone or in combination with other identifiers we possess or can reasonably access. This includes special categories of personal data such as health data and pseudonymised personal data but excludes anonymous data or data that has had the identity of an individual permanently removed. Personal data can be factual (for example, a name, email address, location, or date of birth) or an opinion about that person's actions or behaviour. 
 Management: The Wrekin Golf Club Governance Director is responsible for identifying the data that they must have or should retain, and determining, in collaboration with the UK GDPR Consultant, the proper period of retention. It also arranges for the appropriate storage and retrieval of data, coordinates with the administration team where appropriate and handles the destruction of some records whose retention period has expired.
Records Management Officer: Wrekin Golf Club Governance Director Hamish Vale is head of the company’s records and is responsible for administering the data management programme, helping the staff and board of Directors implement it and related best practices, planning, developing, and identifying data disposal dates, systems, standards, and procedures and providing guidance, training, monitoring, and updating this policy.
Record Retention Schedule: Wrekin Golf Club's schedule (attached to this policy) has set out retention periods for the data records. 
Storage limitation principle: UK GDPR laws require us to retain personal data for no longer than is necessary for the purposes for which it is processed. This is referred to in the UK GDPR as the principle of storage limitation.
[bookmark: a864049][bookmark: _Toc256000013]Wrekin Golf Club Record Retention Schedule: Wrekin Golf Club understands retention or destruction schedules or procedures for specific categories of data. This is done to ensure UK legal compliance (for UK GDPR obligations) and accomplish other objectives, such as protecting intellectual property and controlling storage costs. 
Employees and the Board of Directors should comply with the retention periods listed in the record retention schedule below, by the Wrekin Golf Club Data Retention Policy. 



Reason for Data Retention
Wrekin Golf Club retention periods are determined by the UK Laws, if there is no reason then the Governance Director will question as to why it would need to be kept. Therefore, the Governance Director will decide as to whether the 
· Retention triggers are clear and consistent.
· Retention periods are not excessively long and are consistent with the company schedule.
· The correct retention source has been identified.
· Approval has been obtained for any new entries with an action of ‘Destroy’.
Each retention has 3 elements:
· Trigger – for example, End of employment or Business year-end accounts.
· Retention – New year-end accounts
· Review – assess as to whether the information is required for temporary extension, permanent or permanent preservation.
Wrekin Golf Club's reasons for retaining the information.
· Compliance with HMRC
· Other regulatory requirements
· Litigation
· Case in tribunal court
Duplication of data
Wrekin Golf Club will make every effort to avoid duplication of information – paper and electronic.
Retaining Data
Wrekin Golf Club will be retaining data whilst the staff members remain employed by the company. Golfers' information will be retained because they continue to use our services for a long period, which we continue to encourage by delivering an effective service.
Website and telephone enquiries will be kept if the client decides to proceed with our services. However, should they decide not to use our services then we have the right to delete their information within 3 months as we do not have any reason to keep it.



Wrekin Golf Club Client Information
	Type of Data

	Retention – Y/N and length of time
	Reason / Comment(s)

	Contact details
	3 years after contract end
	Delete is no longer required

	Company contract(s)
	No- Immediate at the end of the contract
	Delete is no longer required

	IT System login details
	12 months after last action
	Review and delete as relevant 

	Invoice & Remittance Forms
	Yes- 6 years at the end of the financial year
	Destroy- Business needed

	Company internal documents
	Yes- 3 years last action
	To be reviewed and destroyed if no longer required

	Enquiry forms
	Yes- 3 months
	Destroy if contact is no longer required

	
	
	



Wrekin Golf Club Internal Information
	Type of Data
	Retention – Y/N and length of time
	Reason / Comment(s)

	Staff contact details
	Yes- 6 years after the end of employment
	Destroy- Business needs

	NINO, DOB, Proof of address
	Yes- 6 Years after the end of employment
	Destroy- Business needs

	Wage slips
	Yes- 6 years at the End of the financial year
	Destroy- Business needs

	Employment contracts
	Yes, Years after the last action
	Destroy- Business needs

	Employee login and passwords
	No- end of employment Immediate
	Destroy- Not required

	Mins of meeting
	Yes, years after the last action
	Destroy- Business needs

	
	
	








Wrekin Golf Club Data Extension Period
	Type of Data
	Retention extension – length of time
	Reason / Comment(s)

	Business Insurance Claims
	5 years
	Financial payout

	Car Insurance Claim
	5 years
	Financial payout

	Financial Payment Plans
	12 months
	Ample time for satisfied letter as evidence debt has been paid

	
	
	

	
	
	

	
	
	

	
	
	



Wrekin Golf Club Deletion Items
	Type of Data
	Date of Deletion

	Reason / Comment(s)

	Accounts over 7 years old
	Every April 
	No longer required 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Wrekin Golf Club data destruction
Wrekin Golf Club ensures that data destruction processes are efficient and managed responsibly. When the retention period for the data expires Wrekin Golf Club will securely destroy the data stated within this policy.
Members of staff at Wrekin Golf Club will be expected to inform the Governance Director as to when certain information needs to be either retained or deleted. 
The Governance Director of Wrekin Golf Club will manage all data that will be or has been used in a UK court case within the last 7 years.

Wrekin Golf Club may change this policy from time to time. This may be necessary, if the law changes, or if we change our business in a way that affects your personal information. This Privacy Notice was last updated on 4th April 2024
 

Double Check Additional Information – Speak to Hamish
Wrekin Golf Club collates electronic data and paper data. 
Data destruction will consist of paper documents and electronic data.
Accounts over 7 years old
Bank details of member (previous)
Ex Employees/ Volunteers/ Apprentices and all supporting evidence regarding the individual
Ex Players
Ex Volunteers
Ex Coaches
Members of the public – details
The destruction process will happen once a year. See the data destruction register.

Data Retention - Hamish
Documents and Electronic data will be retained will consist of the following. 
Financial accounts documents and electronic files
Board of Directors minutes of the meeting – paper form and electronic
Insurance claims 
Grounds maintenance audit reports
Quotations from suppliers 
Investigation reports
Legal documents/evidence
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