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	Governance (data protection)
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	Scope:
	This policy explains how Sibling Kinship handles the retention of personal data and protects personal data in line with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

	Applies to:  
	Trustees, staff, volunteers, mentors/ coaches, and counsellors, students, supervisors, and any operating on behalf of the charity. 
All Sibling Kinship records in any format (digital, email, paper—though services are online-first)
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[bookmark: _Toc227612544]1. Purpose
To ensure Sibling Kinship keeps records only as long as needed for service delivery, safeguarding, governance and legal/regulatory requirements—and deletes them securely when no longer required.

[bookmark: _Toc227612545]2. General principles
· Keep the minimum necessary for the shortest necessary time.
· Store securely with access limited to those who need it.
· Review and delete routinely.
· Where we must retain records for safeguarding or legal reasons, we document rationale.
· Retention periods may be adjusted as Sibling Kinship grows and once registered as a CIO, with advice from an accountant or data protection specialist.

[bookmark: _Toc227612546]3. Secure disposal
At the end of retention:
· permanently delete electronic files from active systems and trash/recycle bins,
· remove access from shared drives/accounts,
· shred any paper records (if any exist),
· ensure third-party systems (where feasible) are cleared.

[bookmark: _Toc227612547]4. Retention table (recommended starting point for Phase One–Two)
Note: This is a practical small-charity schedule. Where Sibling Kinship later adopts a clinical records policy aligned to professional body guidance/insurer requirements, this should be reviewed.

[bookmark: _Toc227612548]A) General enquiries / website registrations
1. Website registration / waiting list (not taken into service)
· What: name, contact details, brief presenting need, date registered
· Retention: 12 months from last contact/activity
· Reason: service administration and re-contact; minimisation

	2.	General enquiries (email/phone) not progressing
· Retention: 6–12 months from closure of enquiry

[bookmark: _Toc227612549]B) Mentoring & Counselling service records
	1.	Mentoring and Counselling consent forms & intake forms
· Retention: 7 years after mentoring/counselling ends (or until age 25 for clients under 18, whichever is longer)
· Reason: clinical governance, safeguarding, risk management, insurance/complaints

	2.	Mentoring and Counselling session notes (brief notes)
· Retention: 7 years after mentoring/counselling ends (or until age 25 for clients under 18, whichever is longer)

	3.	Mentoring and Counselling attendance records (dates/times only)
· Retention: 7 years after mentoring/counselling ends (or aligned with above clinical record)

	4.	Supervision records (case discussion notes)
· Retention: 7 years
· Note: Keep anonymised/pseudonymised where possible.

[bookmark: _Toc227612550]C) Safeguarding and serious incidents
	1.	Safeguarding concern records / referrals / outcomes
· Retention: Until at least 10 years after last involvement, or longer if:
· ongoing risk is identified,
· required by statutory processes,
· linked to serious incident reporting/insurance.
· Reason: safeguarding accountability and risk

	2.	Serious Incident Reports (Charity Commission report copies, internal investigation)
· Retention: 10 years
· Reason: governance, legal/insurance, regulatory accountability

[bookmark: _Toc227612551]D) Peer support groups
	1.	Peer support group sign-up information and cohort allocation
· Retention: 2 years after last involvement
· Reason: service evaluation, safeguarding follow-up if issues arise

	2.	Peer support attendance registers
· Retention: 2 years

	3.	Peer support feedback forms
· Anonymised: keep indefinitely for impact reporting (preferred)
· Identifiable: keep 2 years then anonymise/delete

[bookmark: _Toc227612552]E) Volunteers, mentors/counsellors, students (Phase Two onwards)
	1.	Volunteer applications, references, interview notes (unsuccessful)
· Retention: 6 months
· Reason: fairness/audit trail then minimisation

	2.	Volunteer/staff personnel files (successful applicants)
· Retention: 6 years after role ends
· Reason: HR and legal protection

	3.	DBS information
· What: record that a DBS was seen, level, date, certificate number (if necessary)
· Retention: keep for role duration + 6 months
· Important: do not store copies of DBS certificates unless a clear lawful reason exists; store minimal data.

	4.	Training records (safeguarding, data protection, etc.)
· Retention: 6 years after role ends

[bookmark: _Toc227612553]F) Donations, fundraising and finance
	1.	Donation records (including Gift Aid declarations)
· Retention: 6 years from end of the financial year (Gift Aid may require longer; confirm with HMRC once registered)
· Reason: HMRC and accounting rules

	2.	Grant agreements, monitoring reports, funder correspondence
· Retention: 7 years after grant closure (or per funder requirement if longer)

	3.	Accounts, receipts, invoices, bank records
· Retention: 6 years from end of financial year (or per accountant advice/CIO requirements)

[bookmark: _Toc227612554]G) Governance
	1.	Trustee meeting minutes and governance documents
· Retention: Permanent
· Reason: organisational history, accountability

	2.	Policies/procedures (version-controlled)
· Retention: Permanent archive of old versions

[bookmark: _Toc227612555]H) Marketing and communications
	1.	Newsletter subscriber list
· Retention: until unsubscribe, then delete within 30 days
· Suppression list (do-not-contact): keep minimal info indefinitely to respect opt-out

	2.	Social media direct messages relating to support
· Retention: move essential information into secure case record then delete/social platform retention as applicable; review every 6 months

[bookmark: _Toc227612556]5. Review and exceptions
· The DPL will review this schedule annually and after service expansion (e.g., when mentoring/counselling expands to children/young people).
· Any exception (keeping data longer) must be documented with a clear rationale (e.g., active safeguarding concerns, ongoing complaint, insurance/legal need).
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