West Moors Memorial Hall (Registered Charity Number: 1212375)

Data Retention Schedule
Version 1.3  22/09/2025

Record Description Retention Period Personal
Information
Accident Book 8 years Yes
Private occasional Booking Information? 6 years after event Yes
Booking information? for regular users 6 years after Hire Agreement Ends Yes
Private Hire Enquiry with no booking. Partial Booking Information* 6 months after enquiry Yes
CCTV Annual Review Reports Indefinite No
CCTV Data Access Log Indefinite No
CCTV Maintenance Reports For the lifetime of the system No
Complaints Records 2 years after the closure of the complaint Yes
Complaints Other Documents 2 years after the closure of the complaint Yes
Complaints Index Indefinite No
Data Retention Schedule Annual Review Record Indefinite No
Safeguarding Reports Until after Safeguarding Annual Review following reporting of incident Yes
Subject Access Request Index Indefinite No
Subject Access Request Record 2 years after completion Yes
Personnel Records 6 years after leaving charity Yes
Financial Records 7 years Yes
Minutes Indefinite Yes
Trust Documents Indefinite Yes
Data Breaches 8 years Yes

1 - Booking Information (name, address, phone number, email address, bank details)
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