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RECORD RETENTION AND DESTRUCTION POLICY
March 2024
INTRODUCTION
In the course of carrying out various functions and activities, Blackpool Music School collects information from individuals and external organisations and generates a wide range of data/information which is recorded.  These records can take many different forms, for example.
· Letters received from 3rd parties

· Copy letters which have been sent out

· File attendance notes

· Invoices

· Completed application forms

· Financial records

· Contracts/deeds

· Email communication (and any attachments)

· Photographs including video files

· PDF documents

Many of the above documents can be retained as ‘hard’ paper records or in electronic form.  Retention of specific documents may be necessary to……..
· Fulfil statutory or other regulatory requirements

· Evidence events/agreements in the case of disputes

· Meet operational needs 

· Ensure the preservation of documents of historic or other value

The untimely destruction of documents could cause……..
· Difficulty in defending arguable claims

· Operational problems

· Embarrassment

· Failure to comply with the Freedom of Information or Data Protection Acts

PURPOSE
The purpose of this policy is to provide a corporate policy framework to govern management decisions on whether a particular document (or set of documents) should either be.
· Retained – and if so in what format, and for what period; or

· Disposed of – and if so when and by what method
Additionally, this policy seeks to clarify the roles and responsibilities of any designated officer in the decision-making process.  This Policy is also for the purpose of aiding employees of Blackpool Music School in understanding their obligations in retaining electronic documents - including e-mail, web files, text files, sound and movie files, PDF documents, and all Microsoft Office or other formatted files.

RETENTION/DISPOSAL PROTOCOL
Record Retention Schedule
A Record Retention Schedule document will be approved as the initial maintenance, retention and disposal schedule for physical records of Blackpool Music School and the retention and disposal of electronic documents. 

Any decision whether to retain or dispose of a document should be taken in accordance with the retention/disposal protocol.  This protocol consists of:
· The key disposal/retention considerations criteria checklist, set out in Schedule.  Essentially no document should be disposed of unless all these have been considered in relation to the document.
· The retention schedules provide guidance on recommended and mandatory minimum retention periods for specific classes of documents/records
Where a retention period has expired in relation to a particular document a review should always be carried out before a final decision is made to dispose of that document.  In the event that a decision is taken to dispose of a particular document or set of documents, then consideration should be given to the method of disposal.
DISPOSABLE

Disposal can be achieved by a range of processes including but not limited to…..
· Confidential waste i.e. making available for collection by a designated refuse collection service 

· Physical destruction on site (paper records – shredding)

· Deletion – where computer files are concerned

· Migration of documents to external body

Under no circumstances should paper documents containing personal data or confidential information be simply binned.  To do so could result in the unauthorised disclosure of such information to third parties. Disposal should be documented by keeping a record of the document disposed of the date and method of disposal and designated officer who authorised disposal.
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