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Amendment Register

Revision Number | Revision Date Revision Details Approved By
15 November 2021 Information updated with regards to Adult Social Kay Murphy —
Care Service Manager
Information updated with regards to Democratic Suky SuthrNggra i
: Democratic
Services :
Services Manager
Information updated with regards to Adult Social Ojwant Kaur -
1.6 February 2022 | Care Hospital2Home Operations Mana
It was agreed by Cabinet on 23" February 2022
that historic emails held on the Council System Cabinet
that are older than 8 years should be deleted.
Information
Governance Board
: . Data Protection
20 June 2023 Fl_JII Revu_aw of Retention Schedule undertaken Officer
with all Directorates.
SIRO
Cabinet

Version 2.0

Page | 1



11

1.2

1.3

1.4

1.5

Introduction

Sandwell Council is committed to the efficient management of the
personal information it holds for the effective delivery of our
services, to document our decisions and actions transparently and
to comply with our legal responsibilities. This Retention Schedule
sets out the periods for which the personal data held by Sandwell
Council should be retained. It also specifies what should be done
with this personal information once retention periods are reached.

The purpose of this Retention Schedule is to:

e Provide consistency, with regards to how long

information should be retained

Provide clarity about the scope and reach of this schedule

Catalogue the corporate retention schedule

Define and provide direction for record management activity

Set the standard for how records should be disposed of at the

end of record life

Bring the Council into alignment with data protection law.

e Provide assurance to stakeholders about the use and
treatment of the personal information the Council controls

Application of this schedule will give employees and customers
confidence that the Council is managing the personal information it
holds in compliance with:

e Legal requirements
e Best practice
e Business needs

Using the Retention Schedule to identify and dispose of personal
information on a routine and timely basis ensures compliance with
data protection legislation and other relevant legislation, reduces
costs and helps us to manage the personal information we hold
effectively.

This schedule gives details of the item containing the personal
information, the criteria triggering the start of the retention period,
the retention period, the disposal action, the authority (e.g.
legislation, codes of practice or guidance) forming the basis for
keeping the personal information and the senior person
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1.6

2.1

2.2

3.1

4.1

4.2

responsible for ensuring the retention period for each item is
imposed.

Divergence from the retention and disposal schedule may be
appropriate in certain circumstances. For example, pending or
actual legal action, investigation or inquiry, change of legislation or
regulations or to support legitimate business need.

Scope

This Retention Schedule applies to all personal information
processed by the Council for which it is the data controller.

The retention requirements stated within this Retention Schedule
applies to all personal information held regardless of media, format
or systems in which it is held.

Responsibilities

The Senior manager responsible for the personal information held
is listed within the schedule. These managers are responsible for:

Ensuring retention periods are adhered to in line with this schedule
Ensuring officers are aware of their responsibilities with regards to
retention periods

Ensuring relevant personal information is routinely identified and
reviewed to ensure it is no longer required

Ensuring that personal information is appropriately stored and
protected against unauthorised access

Ensuring this Retention Schedule is updated with any new records
containing personal data as required

Legal Requirements

The Council is obliged to meet the legal requirements for the
retention and disposal of personal information. Each entry in the
Retention Schedule references the specific legislation or guidance
that stipulates or recommends how long information must be kept
before being disposed of. Where no such legislation or guidance
exists, retention periods are based on common best practice and
business need.

Systematic and timely records disposal in line with this schedule is
fundamental to the Council’s compliance with information access
legislation.
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4.3

5.1

6.1

There are various pieces of legislation which outline retention
requirements. These include, but are not limited to:

e Freedom of Information Act 2000 — including the Code of
Practice Section 46

e The UK General Data Protection Regulations (the UK

GDPR)

Data Protection Act 2018

Public Records Act 1958

Limitation Act 1980

Inquiries Act 2005

Data Protection Leqgislation

The Council complies with the principles relating to the processing
of personal data set out in the UK General Data Protection
Regulation (‘UK GDPR’) and the Data Protection Act 2018 (‘DPA
2018"). All retention periods meet the requirements of the UK-
GDPR under Atrticle 5 (1) (e) which stipulates that personal data
shall be:

‘kept in a form which permits identification of data subjects for no
longer than is necessary for the purposes for which the personal
data are processed’

As such the Council does not retain personal information for any
longer than is needed for the purpose in which it was collected and
in accordance with this Retention Schedule.

Exceptions

Occasionally records will need to be held for longer than the
stipulated retention period. Circumstances that may trigger
variations to the retention period include but are not limited to:

Tribunal proceedings

Investigations carried out by the ICO
Ongoing litigation

Public Inquiry

Internal Investigations
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7.1

7.2

7.3

8.2

e System failure

UK Covid-19 Inquiry

The UK Covid-19 Inquiry has been set up to examine the UK’s
response to, and impact of, the Covid-19 pandemic and learn
lessons for the future. The Inquiry will examine, consider and
report on preparations and the response up to and including the
Inquiry’s formal setting-up date of 28 June 2022. Bodies exercising
public functions, including local authorities (which includes
Sandwell Council), are required to comply with the Inquiry. They
must:

“ensure that a full and clear record of their part in events exists, is
accessible, and that they apply a precautionary principle by
retaining all material that could be relevant”

Under section 35 of the Inquiries Act 2005 it is an offence to alter,
destroy or prevent relevant documents from being provided to the
Inquiry. Documents that may be relevant to the Inquiry,
considering the Inquiry’s Terms of Reference, must be securely
retained and kept accessible in case they need to be disclosed to
the Inquiry.

As such some of the personal information we hold will need to be
kept longer than the stipulated retention periods set out in this
retention schedule.

Once the Inquiry has been completed and authorisation has been
given by the Inquiry, records will be deleted in line with the
retention periods stipulated within this schedule.

Review and Update

This document will be reviewed on an annual basis with formal
sign off received from the Councils Information Governance Board,
Data Protection Officer (DPO) and Senior Information Risk Owner
(SIRO)

This document will be available on the Councils intranet site.
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Adult Social Care - Retention Schedule

ASC 1.0 - Community Social Work Teams, Mental Health and Social Work Teams
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
The Care Act 2014 A“’_s:ta"lt Dki’ec'“lz“
Mental Health Act Trisha Blackstoc
11 vears 1983/2007
20 Years it The Mental Capacity Area lManagir.
ASC 1.1 | Care and Support Plans After Service ends Myental Destroy Act, Deprivation of Angle a Measham
Health Issues Liberty Safeguards Paulette Jz;mes
(DoLS) and Liberty Annette Thompson
Protection
Operations Manager:
Safeguards (LPS) Ojwant Kaur
The Care Act 2014 As.s:tanlt Dklrecttk)r:
Mental Health Act Trisha Blackstoc
11 vears 1983/2007
20 Years i The Mental Capacity Area lManagir.
ASC 1.2 | Registration Forms After Service ends Myental Destroy Act, Deprivation of Angle a Measham
Health Issues Liberty Safeguards Paulette Jz:]mes
(DoLS) and Liberty Annette Thompson
Protection
Operations Manager:
Safeguards (LPS) Ojwant Kaur

Adult Social Care Retention Schedule




ASC 1.0 - Community Social Work Teams, Mental Health and Social Work Teams — Continued
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
The Care Act 2014 | Assistant Director:
Mental Health Act | Trisha Blackstock
11 vears 1983/2007
20 Years it The Mental Capacity Area lManagt;r.
ASC 1.3 | Assessment Records After Service ends Myental Destroy Act, Deprivation of Angle a Measham
Health lssues Liberty Safeguards Paulette Jz;mes
(DoLS) and Liberty Annette Thompson
Protection Operations Manager:
Safeguards (LPS) | ojwant Kaur
The Care Act 2014 | Assistant Director:
Mental Health Act | Trisha Blackstock
11 vears 1983/2007
20 Years it The Mental Capacity Area IManag(:]r.
ASC 1.4 | Placements After Service ends Myental Destroy Act, Deprivation of Angle a Measham
Health lssues Liberty Safeguards Paulette Jimes
(DoLS) and Liberty Annette Thompson
Protection Operations Manager:
Safeguards (LPS) | ojwant Kaur
The Care Act 2014 Assistant Director:
Mental Health Act Trisha Blackstock
11 years 1983/2007 . Principal Social Worker-
Deprivation of Liberty Safeguardin 20 years if The Mental Capacity Operational Head
ASC1.5 p. ) y 8 g After Service ends y Destroy Act, Deprivation of P )
applications Mental ) Safeguarding and Dols
Health Issues Liberty Safeguards Rachel Cotterill
(DoLS) and Liberty
fProtefjtion Operations Manager:
Safeguards (LPS) Suki Sandhu

Adult Social Care Retention Schedule




ASC 2.0 - Enquiry Team

Information Asset

users

Health Issues

1983/2007 — Mental

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director:
Colin Marsh
. . Limitation Act 1980 | Operations Manager;
21|8B B D
ASC lue Badge Application Records Submission 6 Years estroy (Section 2) Charlotte Leadbeater-Chase
Social Care Team Leader:
Tony Barnes
Assistant Director:
Colin Marsh
Weekly Performance .
+ .
ASC 2.2 | Reports, Meeting Minutes, Date of Record 6 Years Destroy Business Need Operations Manager;
. . Current Charlotte Leadbeater-Chase
Minor Adaption Orders
Social Care Team Leader:
Tony Barnes
ASC 3.0 - Therapy and Sensory
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
11 vears Operations Manager:
Requests for Minor and Major 20 Years ¢ The Care Act 2014 | Charlotte Leadbeater-Chase
ASC 3.1 | adaptations, letters from service After Service ends Myental Destroy Mental Health Act

Social Care Team Manager:
Keiran Hilliard

Adult Social Care Retention Schedule




ASC 4.0 - Enhancing Health in Care

Information Asset

Review of needs, Complaints
Consultation Data

Health Issues

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director:
Christine Guest
Limitation Act 1
ASC 4.1 | Enhancing Health in Care Records End of Contract 6 Years Destroy |m|tat|or.\ ct 1980
(Section 2) .
Quality & Safety Lead:
Richard Thompson
Assistant Director:
) Christine Guest
ASC4.2 MDT physical mental and other Date of Last Action 6 Years Destroy Business Need
health records. .
Quality & Safety Lead:
Richard Thompson
ASC 5.0 — Commissioning
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Service / Safeguarding Records Assistant Director
11 years -
Referral date, meetings data 20 years if Christine Guest
ASC5.1 ’ 8 ’ End of Service y Destroy Business Need
Budget Reports, Assessment and Mental

Operations Manager:
Justin Haywood

Adult Social Care Retention Schedule




ASC 6.0 - Commissioning for Older People

Provider staff and service users

. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director
Christine Guest
Performance monitoring, Expiry of contract
ASC 6.1 payments and capaci.ty monitoring subjpec}c/ to extension 6 Years Destroy Limitatior_1 Act 1980 Op(.e.rations Manager:
DARP records, Appraisals, 1-1 . (Section 2) Daljit Bhangal
. for legal action
supervisions
Commissioning Manager;
Ria Palmer
ASC 7.0 - Quality Team
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director:
Christine Guest
Training registers, outcome records .
lity & Safety Lead
ASC 7.1 | spreadsheet, Name of Date of Last Action 6 Years Destroy Service Need Quality & Safety Lea

Richard Thompson

Quality Team Manager:
Debra Humphreys

Adult Social Care Retention Schedule




ASC 8.0 - Community Alarm Team

Information Asset

e Vulnerable People
e Support Self Isolation

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Community Alarm Service User
Records Assistant Director:
e Physical / mental health Colin Marsh
ASC 8.1 Records Contract End 18 Months Destroy Business Need _ ,
e Other health d Joint Prevention Stores &
€rhealth records Community Alarms Manager:
* Photographs, Louise Butler
e Next of Kin records
ASC 9.0 - Independent Living Team
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Covid-19 Pandemic Services:
Winter Grant ; M .
ASC9.1 * interssran Last Action 2 Years Destroy Business Need Operations Manager

Charlotte Leadbeater-Chase

Adult Social Care Retention Schedule




ASC 10.0 - Residential Care Homes (Fountain Court, The Granges)

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director:
Colin Marsh
Health and Social Operations Manager:
Care Act 2008 Jackie Postin
Residents Case File 11 years The Mental Capacity
ASC Care Plans Act, Deprivation of | Homes Manager-
10.1 Physical / mental health End of Service 20 years if Destroy Liberty Safeguards | Walker Grange —
Records Mental (DolS) and Liberty | Justin Hickinbottom
Other health records Health Issues Protection Fountain court —
Safeguards (LPS) Sharon Billinge
Care Act 2014 Willow Grange -

Lorraine Skipp
Harvest View —
Michaela Wilson

Adult Social Care Retention Schedule




ASC 11.0 - Business Support — Therapy, Granges, Care Management and Prevention Stores

Information Asset

e Application for
Hydrotherapy
e Photographs

Health Issues

Activities) 2010

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director:
Colin Marsh
Operations Manager:
Jackie Postin
11 years
e SAC9 Contracts : Homes Manager-
ASC , i . 20 years if . Walker G — Justi
e Financial Records for Date of Last Action Destroy Business Need alker Grange — Justin
11.1 . . Mental Hickinb
Residential Homes Health | Ickinbottom
ealth Issues Fountain court - Sharon
Billinge
Willow Grange — Lorraine
Skipp
Harvest View — Michaela
Wilson
ASC 12.0 Learning Disability Day Opportunities and Shared Lives
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Service user records: 257.'“:/'“ Dr:rector:
e Physical / mental health olin Viars
Records 11 years Al Eiel SEEL Operations Manager:
ASC e Other health records . 20 years if Care Act 2008 P . . ger:
. , , End of Service Destroy Jackie Postin
12.1 e service user’s Information Mental (Regulated

Service Development
Manager (LD&MOW):
Diane Cox

Adult Social Care Retention Schedule




ASC 13.0 - Transport

Information Asset

Vehicle damage sheets

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Service users respite records
Assistant Director:
Information files Colin Marsh
ASC Medl'catlon transfer records . ‘ Operations Manager:
13.1 Respite requests End of Service 12 Months Destroy Business Need Jackie Postin
Vehicle accident records
Passport to travel Transport Manager:
Photographs Derrick Tibbetts
Next of Kin details
Assistant Director:
Colin Marsh
Vehicle Records
ASC Photographs . Limitation Act 1980 | Operations Manager:
Date of Last Act 7Y Dest : ;
13.2 Reports, AP59, AP62, AP19 | ¢ Of FastAction ears estroy (Section 2) Jackie Postin

Transport Manager:
Derrick Tibbetts

Adult Social Care Retention Schedule




ASC 14.0 - Meals on Wheels

Information Asset

e Reports/ plans

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Files are Assistant Director:
Archived on Colin Marsh
ASC Service User Record End of Servi thehsystem b Under investigation | Operations Manager:
14.1 ervice User Records nd of Service w er? no estroy with M2Pp Jackie Postin
longer in use
- cannot Transport Manager:
delete Derrick Tibbetts
ASC 15.0 - Better Care Fund
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director:
e Referral to supported .
. Christine Guest
ASC housing or Extra Care . .
L Date of Last Action 6 Years Destroy Business Need
15.1 e Application for supported .
housi Operations Manager
ousing Lead: Justin Haywood
Assistant Director:
ASC e Better Care Fund Christine Guest
i E B D Busi
15.2 Programme Information nd of BCF Scheme 6 Years estroy usiness Need BCF Integrated

Commissioning and PMO
Lead: Paul Moseley

Adult Social Care Retention Schedule




ASC 16.0 - Prevention Stores

Information Asset

Placements
Grant Payments
Financial information

Health Issues

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director:
Colin Marsh
ASC N . . . .
16.1 Application for access to ELMs Inactivity 12 Months Destroy Business Need Joint Prevention Stores &
) Community Alarms
Manager:
Louise Butler
Service User records Assistant Director:
Colin Marsh
ASC e Physical / mental health
Records Return of Equipment 6 Months Destroy Business Need Joint Prevention Stores &
16.2 .
e Other health records Community Alarms
e Service users Information Manager:
e letters Louise Butler
ASC 17.0 — Hospital Team
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Service User case file records
e (Care and support plans Assistant Director:
. . 11 years .
e Registration forms , Colin Marsh
ASC . 20 years if .
e Assessment records, End of Service Destroy Business Need
17.1 Mental

Operations Manager:
Ojwant Kaur

Adult Social Care Retention Schedule




ASC 18.0 - STAR

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
The Care Act 2014
Mental Health Act
11 vears 1983/2007 Operations Manager:
e Care Visit user records ¥ , The Mental Capacity | Charlotte Leadbeater-Chase

ASC . . 20 years if .
18.1 e Schedule of care visits End of Service Mental Destroy Act, Deprivation of

Client Records of visit,

Health Issues

Liberty Safeguards
(DoLS) and Liberty
Protection
Safeguards (LPS)

Social Care Team Manager:
Jaine Fleetwood

Adult Social Care Retention Schedule




ASC 19.0 Operational Adults Safeguarding

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

ASC
19.1

Case Files,

Safeguarding Referrals and
investigation reports,
Support and supervision
needs,

Investigative records

End of Service

11 years
20 years if
Mental
Health Issues

Destroy

Section 42 of the
Care Act 2014
requires that each
local authority must
make enquiries (or
cause others to do
so) if it believes an
adult is
experiencing, or is at
risk of, abuse or
neglect.
When an allegation
about abuse or
neglect has been
made, an enquiry is
undertaken to find
out what, if
anything, has
happened

Assistant Director:
Trisha Blackstock

Principal Social Worker-
Operational Head
Safeguarding and Dols:
Rachel Cotterill

Operations Manager:
Suki Sandhu

Adult Social Care Retention Schedule




ASC 20.0 Principal Social Work Team

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Devel t
* Pr:/er::qr:qiznfor New| Assistant Director:
g. . ) Y As per HR Trisha Blackstock
Qualified Social work )
ASC staff Policy, ASC
. ) Manage Destroy Business Need Principal Social Worker-
20.1 e Staff information . .
saf gi retention of Operational Head
[}
- a eguar. INg the items. Safeguarding and Dols
information on RARS .
Rachel Cotterill
System
Assistant Director:
Trisha Blackstock
A Wed Dri Fi ial As Per HR
S¢ © nesbury rve, _mancna > . er Destroy Business Need Principal Social Worker-
20.2 documents information Policy

Operational Head
Safeguarding and Dols
Rachel Cotterill

Adult Social Care Retention Schedule




ASC 21.0 Sandwell Safeguarding Adult Board
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
e Meeting reviews with . Assistant Director:
families Maximum Christine Guest
ASC . s dsheet f Annual Review of 20/25 years Destro Safeguarding Adults
21.1 ) prea' S_ eettor the database if mental y Care Act 2014 ]
identifying vulnerable health Operations Manager:
adults Deb Ward
e Meeting Records . .
e Evidence Assistant Director:
Ch f board Christine Guest
ASC e Members of the board ange ot boar Maximum Safeguarding Adults ristine Bues
) members Destroy
21.2 details . . 5 Years Care Act 2014 .
. information Operations Manager:
e Staff contact details
] Deb Ward
e Safeguarding Reports
Assistant Director:
Christine Guest
Registration for board traini
21.3 eglstration for board training Training Completion 4 Weeks Destroy Business Need
course .
Operations Manager:
Deb Ward
e Statutory Board . .
. . Assistant Director:
information, .
. Change of Statutory ) Christine Guest
e Stakeholder membership, . Safeguarding Adults
214 ) , board membership/ 6 Years Destroy
e Minutes of meetings, Care Act 2014 .
h q ] ) updates Operations Manager:
o P otps and registration Deb Ward
details for events

Adult Social Care Retention Schedule
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Borough Economy - Retention Schedule

BE 1.0 - Highways - Asset Management - Statutory and Regulatory Functions

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner
C t for Land Drai Work
BE1.1 fc?rrr:en or tand Urainage Works Date of Document 7 Years Destroy Land Drainage Act Robin Weare
L Drai Enf
BE 1.2 and ‘ralr.mge nforcement Date of Document 7 Years Destroy Land Drainage Act Robin Weare
Investigations
BE 1.3 | Enquiries and Questionnaire Date of Document 7 Years Destroy Land Drainage Act Robin Weare
C leti f
BE 1.4 | Dropped Kerb Application Form Omvr\)/srll(zn ° 18 months Destroy Warranty Period Robin Weare
D k horisation f leti f
BE 1.5 ropped e.rb authorisation forms Completion o 18 months Destroy Warranty Period Robin Weare
(During maintenance Works) Works
BE 1.6 Street name and num‘berlng Completion 12 months Destroy Business Need Robin Weare
requests, Letter, emails
BE 2.0 - Highways — Highways, Depot and Lighting
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BE 2.1 | System held Contact Information Collection 2 years Destroy Business Need Robin Weare

Borough Economy Retention Schedule




BE 3.0 - Highways - Road Safety and Parking

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner
BE 3.1 Traffic Regulation Order Review Completion of 2 Years Destroy Business Need Robin Weare
Requests Scheme
C leti f
BE 3.2 | Traffic Regulation Order Objections Orgcpheerlr?en ° 2 Years Destroy Business Need Robin Weare
leti f
BE 3.3 | Petitions and Questionnaires Corgcphzt::)en ° 2 Years Destroy Business Need Robin Weare
Information gathered to issue Date of Penalty Traffic Management .
BE 3.4 7Y Dest R w
3 Parking Penalty Charge Charge ears estroy Act obin Weare
BE 3.5 | Appeals Date of Decision 7 Years Destroy Traffic MAacntagement Robin Weare
Traffic M t
BE 3.7 | Informal Challenge Form Date of Decision 7 Years Destroy rattic ::tagemen Robin Weare
BE 3.8 Consent Form —To enforce Date of enforcement 7 Years Destroy Traffic Management Robin Weare
obstructed dropped kerb access Act
Application form — To gain consent ,
Traffic M
BE 3.9 | to enforcement of vehicles parking | Date of enforcement 7 Years Destroy rattic :Cntagement Robin Weare
on footway crossing
Traffic M t
BE 3.10 | Customer Information Records Date of Decision 7 Years Destroy rattic ::tagemen Robin Weare
BE 3.11 | Applications Date of Decision 7 Years Destroy Traffic M::tagement Robin Weare

Borough Economy Retention Schedule




BE 4.0 - Highways — Development and Road Safety and LTP Programme

Information Asset

Period

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Until
R f h i
BE 4.1 reocaodrjj ety Scheme enquiry Approval of Scheme | Approval of Destroy Business Need Robin Weare
scheme
Information gathering / Enquiry . .
BE 4.2 Date of Record 2 years Destroy Business Need Robin Weare
Records
Financial 6
Years
Delivery of Capital Schemes - . Limitation Act 1980 .
BE 4.3 Del Dat Dest Robin W
Contract and Financial Information clivery Date Sealed estroy (Section 2) obin TWeare
Contract - 12
Years
BE 5.0 - Libraries
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
C llati f
BE 5.1 | Library Membership Details ancetia |on.o 3 years Destroy Business Need Dawn Winter
Membership
BE 5.2 | Library CCTV Date of Footage 2 weeks Destroy Business Need Dawn Winter
BE 5.3 | Library Room Bookings Booking Date Immediately Destroy Business Need Dawn Winter
BE 5.4 | Event Bookings Event Date Immediately Destroy Business Need Dawn Winter
E
BE 5.5 | Library Volunteer registration form nd of Volunteer 6 months Destroy Business Need Dawn Winter
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BE 6.0 - Museums

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BE 6.1 | Marketing Records Date of Consent 2 years Destroy Business Need Frank Caldwell
BE 6.2 Museum Volunteer registration End of Vc?lunteer 6 months Destroy Business Need Frank Caldwell
form Period
BE 6.3 | Museum Room Bookings Booking Date Immediately Destroy Business Need Frank Caldwell
BE 7.0 - Visitor Services and Events
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BE 7.1 | Horse Grazing Form Horse Leaving Site Immediately Destroy Business Need Matthew Huggins
BE 7.2 | Sandwell Valley Room bookings Booking Date 12 Months Destroy Business Need Matthew Huggins
BE 7.3 | Events Planning Applications Date of Event 7 years Destroy L|m|tat|or.1 Act 1980 Matthew Huggins
(Section 2)
BE 7.4 | Sandwell Valley CCTV Date of Footage 1 Month Destroy Business Need Matthew Huggins

Borough Economy Retention Schedule




BE 8.0 — Green Services and Green Spaces

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Redaction of
BE 8.1 Management of Japanese Date of Fast 5 years Management Business Need Matthew Huggins
Knotweed Observation
Plan
BE 8.2 | Tree Works Information Comvi)/lsflzn of 2 Years Destroy Business Need Matthew Huggins
Administration / booking of Sports
BE 8.3 | Pitches Date of Booking 12 Months Destroy Business Need Matthew Huggins
e Application / booking forms
. . Till Offer . .
BE 8.4 | Allotments Waiting List Date of Request Date Destroy Business Need Matthew Huggins
BE 8.5 | Allotments Register Date of Lease End of Lease Destroy Business Need Matthew Huggins

Borough Economy Retention Schedule




BE 9.0 - Lightwoods House
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BE 9.1 | Lightwoods House Events Booking Date of Booking 12 Months Destroy Business Need Matthew Huggins
BE 9.2 | Tenant Lease Agreements Date of Signing 7 Years Destroy Business Need Matthew Huggins
) Term of . .

BE 9.3 | Tenancy Management Information End of Lease Lease Destroy Business Need Matthew Huggins

Ligh H Vol E f Vol
BE9.4 '8 'twogds ouse Volunteer nd o (.) unteer 6 months Destroy Business Need Matthew Huggins

registration form Period
BE 9.5 | Exhibitors Booking Form End of Event 12 Months Destroy Business Need Matthew Huggins
BE 9.6 | Lightwoods House CCTV Date of Footage 2 months Destroy Business Need Matthew Huggins

Borough Economy Retention Schedule




BE 10.0 - Citizen and Consumer Protection - Environmental Health

Information Asset

and electrolysis

Act Legislation

Ref Item Retention Trigger | Retain For Action Retention Source owner
BE 10.1 Food business registrations and Closure of Business 6 years Destroy Fooq Safety Liz Nembhard
approvals Legislation
. . N Animal Welfare ]
BE 10.2 | Animal Licence Applications Closure 6 Years Destroy . Liz Nembhard
Legislation
BE 10.3 Eat Out Eat Well Award Scheme Date of Award 2 Years Destroy Business Need Liz Nembhard
Documentation
BE 10.4 | Infectious Diseases Notification Date of Notification 2 Years Destroy Business Need Liz Nembhard
Dependant
on if children Record
BE 10.5 | Outbreak investigations Date of Notification involved Destroy Management Code Liz Nembhard
Yes -25 Years of Practice 2021
No — 8 Years
BE 10.6 C|t|z.ens Advice and Consumer Date of Report 6 Years Destroy Business Need Liz Nembhard
Service Request
Special treatment registration Local Government
BE 10.7 | including tattooing, skin piercing Closure of Business 6 years Destroy Liz Nembhard

Borough Economy Retention Schedule




BE 11.0 - Citizen and Consumer Protection — Trading Standards

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner
BE 11.1 sz?n and AdV|.ce Consumer Last Contact 6 Years Destroy Business Need Liz Nembhard
Services — Intelligence Database
BE 11.2 | Inspections and Investigations Closure of case 6 Years Destroy Business Need Liz Nembhard
BE 11.4 | Scams Hub Referral Date of Referral 6 Years Destroy Business Need Liz Nembhard
Until child i
BE 11.5 | Underage Sales documentation Date of Visit i :sl 15 Destroy Business Need Liz Nembhard
BE 12.0 - Regulated Services - Environmental Protection and Enforcement
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Investigation of service, Provision
f i ice, | i Envi I
BE 12.1 of Service / advice, Inspections, Closure of case 6 Years Destroy nV|r'onmenta Alasdair Morrison
and enforcement of Protection Act 1990
statutory duties
BE 12.2 | Fixed Penalty Notice (FPN) Receipt of Payment 2 Years Destroy Business Need Alasdair Morrison
BE 12.3 | Vehicle information / records Receipt of Payment 2 Years Destroy Business Need Alasdair Morrison
BE 12.4 | Intelligence Information Last Contact 6 Years Destroy Business Need Alasdair Morrison

Borough Economy Retention Schedule




BE 13.0 - Regulated Services - Taxi Licensing

Information Asset

(Hearings)

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Business Need, each
BE 13.1 | Applications and Renewals Last Action 7 Years Destroy LA sets it own Alasdair Morrison
retention periods
45 days
without
Incident
12 months or
in the
BE 13.2 | CCTV Date of Footage Case of an Destroy Business Need Alasdair Morrison
Appeal
Until the
courts have
reached final
decision
BE 14.0 - Regulated Services - General Licensing
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Premises — Sale of Alcohol etc
P i Li Li ing A
BE 14. remises 'lcence Relevance of Licence 6 years Destroy |cer?smg' ct Liz Nembhard
Personal Licence Legislation
Temporary event licence
. . . Scrap Metal Dealers .
BE 14. | Scrap metal dealer/Site Licence Relevance of Licence 6 years Destroy L Liz Nembhard
Act Legislation
Li ing Act 2003 .
BE 14. | Licensing Hearings Notice of Hearing 6 Years Destroy icensing AC Liz Nembhard

Borough Economy Retention Schedule




BE 15.0 - Regulated Services - Domestic Abuse Team

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner
BE 15.1 | MARAC paperwork Date 20 Years Destroy Best Practice Joanne Sailsman
BE 15.2 | Domestic Homicide Reviews Date 20 Years Destroy Best Practice Joanne Sailsman
BE 16.0 - Regulated Services - CCTV
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source Owner
Collated
Incidents
12 Months Industry Good
BE 16.1 | Synergy System records Date of Footage Destroy y. Jason Flannagan
Practice
General
Footage
1 Month
BE 17.0 - Regulated Services — Prevention
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
Business Need / In
BE 17.1 | Counter Terrorism records Date of Records Indefinite Destroy I|r.\e with CTU Pardeep Brar
Guidance / Best
Practice

Borough Economy Retention Schedule




BE 18.0 - Regulated Services - Community Safety

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BE 18.1 | CS Team Shared File Date of Records Indefinite Destroy BesF Practice / Tessa Mitchell
Business Need
BE 18.2 | Staff Budget Records Date of Records 7 Years Destroy Limitation Act 1980 Tessa Mitchell
BE 19.0 - Regulated Services - Anti Social Behaviour
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
. 3 Years after
BE 19.1 Enterprise EDMS - Case Date end of Destroy Business Need Andrew Clarke
Management and Core Team
Tenancy
> Years after Best Practice /
BE 19.2 | Anti-Social Behaviour Records Date of Records end of Destroy ) Andrew Clarke
Tenancy Business Need

Borough Economy Retention Schedule




BE 20.0 - Regulated Services — Resilience Team

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BE 20.1 | Incident and Duty Log Books Date of Records 5 Years Destroy Business Need Xris Middleton
Removed at
BE 20.2 | Alert Cascade System Annual Review Annual Destroy Business Need Xris Middleton
Review
BE 21.0 - Environment and Fleet
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assisted Collection D tati
BE 21.1 SSISte 0_ ection oc'umen ation Date of Form 3 Years Destroy Business Need Ben Purcival
e Assisted collection form
BE 21.2 | Dog Related Requests Date of Request 12 Months Destroy Business Need Ben Purcival
BE 21.3 | Drain Requests and Graffiti Date of Request 12 Months Destroy Business Need Ben Purcival

Borough Economy Retention Schedule




Business Strategy and Change - Retention Schedule

BSC 1.0 - ICT — Desktop and Collaboration Team

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner

12 Months

8 Years
Members,
Directors, Destroy Cabinet Dave Guest
Directors

PA’s, Officers
with specific
business case

Last Day of

BSC 1.1 | Mailbox retention for Staff Leavers
Employment

BSC 1.2 | Emails of current employees Date of email 8 years Destroy Cabinet Dave Guest

Business Strategy and Change Retention Schedule



BSC 2.0 - ICT - Cyber Security and Connectivity

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BSC 2.1 | Avaya telephone call logs Date of Log 12 Months Destroy Business Need Dave Guest
BSC 2.2 | Contact Centre Recordings Date of Recording 12 Months Destroy Business Need Dave Guest
BSC 2.3 | Employee mobile phone reporting Date of Records 12 Months Destroy Business Need Dave Guest
BSC 3.0 - Service Improvement and Quality Team
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BSC 3.1 | Employee mobile phone reporting Date of Records 12 Months Destroy Business Need Kate Ashley
Strategic Planning, Service Completion of
BSC 3.2 | Transformation and Project PFr)o'ect 5 years Destroy Business Need Kate Ashley
Management :
BSC 3.3 | Sandwell Learn — Partnership Staff Date of Record 5 years Destroy Business Need Kate Ashley
BSC 3.4 | Voluntary Sector Support records Date of Record 7 Years Destroy Limitation Act 1980 Kate Ashley

Business Strategy and Change Retention Schedule




BSC 4.0 - Customer Service Centre

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner

BSC4.1 Customer Contact Centre Date of Recording 12 Months Destroy Business Need Tracy Causer
Recordings

BSC4.2 Housing and_Corporate Complaints Date of Complaint 3 Years Destroy Business Need Tracy Causer
Documentation
Children’s, ASC, Health and Well

BSC4.3 I rens, . ealth an Ff Date of Complaint 7 Years Destroy Business Need Trudie Morris
Being Complaints Documentation

lai

BSC4.4 OmbudsmarT Complaint Date of Complaint 3 Years Destroy Business Need Tracy Causer
documentation

BSC 4.5 | Compliment documents Date of Compliment 3 Years Destroy Business Need Tracy Causer
MP and C illor Enquiri

BSC 4.6 an °”_”°' orEnquines Date of Enquiry 3 Years Destroy Business Need Tracy Causer
documentation

2Y |
BSC 4.7 | General Enquiries documentation Date of Enquiry Ciar:s;:tus Destroy Business Need Tracy Causer

Business Strategy and Change Retention Schedule




BSC 5.0 - Health and Safety
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
BSC 5.1 | Employee Accident Records Date of Incident 4 Years Destroy Business Need Managers / Terry Hassall
4 Years
. . Children - )
BSC 5.2 | Non - Employee Accident Records Date of Incident Until they Destroy Business Need Terry Hassall
reach 21
Work related employee ill health Health and Safety
BSC5.3 records Date of Record 40 Years Destroy Act 1974 / RIDDOR Terry Hassall
Industry Best
BSC 5.4 | RIDDOR Incidents Date of Incident 5 Years Destroy : PurS;cr’Zicees Terry Hassall
4 or 40 Years
BSC 5.5 | Risk Assessments Date of Incident dependent Destroy MHSWR / RIDDOR Terry Hassall
on above
4 or 40 Years
Health f
BSC 5.6 | H&S Training Records Date of Training dependent Destroy ed ;\c::g;j ety Terry Hassall
on above

Business Strategy and Change Retention Schedule




BSC 6.0 - Human Resources — Employee Records

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Date Empl 6Y |
BSC 6.1 | Employee Management Records ate =mployee . ears plus Destroy Business Need Victoria Lee
Leaves the Council current
Management Records — Date Emplovee
BSC 6.2 | Employees working with Children poy . 25 Years Destroy Business Need Victoria Lee
Leaves the Council
and Vulnerable Adults
BSC 6.3 Information Relating to disclosure Date Employee ' 6 Years plus Destroy Business Need Victoria Lee
checks Leaves the Council current
BSC6.4 Recruitment Records / fel|g|b|I|ty to Date Employee . 6 Years Destroy Business Need Victoria Lee
work — Successful Applicants Leaves the Council
R : R licibili
BSC 6.5 ecruitment Records /e Ig.lbl 'ty to Date of document 6 Months Destroy Business Need Victoria Lee
work — Unsuccessful Applicants
Sandwell Learn — Employee . . .
BSC 6.6 Date of Record 5 years Destroy Business Need Victoria Lee
Records
ick A M
BSC 6.7 Sickness Absence Management Last Action 6 Years Destroy Business Need Victoria Lee
Records
BSC 6.8 | Leave and Attendance Records Last Action 6 Years Destroy Business Need Victoria Lee

Business Strategy and Change Retention Schedule




BSC 6.0 - Human Resources — Employee Records - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
6 Months
Oral Warning
1Year
Final .
. Business Need
Warning
BSC 6.8 U.ph.ek.j or substan'tlated Date of Record 6 Years plus Destroy Statuto.ry Gu@ance Victoria Lee
disciplinary and grievance records — Keeping Children
current . .
Termination Safe in Education
2022
6 Years
Warning
Involving
Children
Unfounded, dismissed and S_tT(’;u;oirr:/ Gclﬁﬁ;?::
BSC 6.9 | unsubstantiated disciplinary and Date of Allegation 10 Years Destroy p E . Victoria Lee
rievance records Safe in Education
8 2022
BSC Payroll records (evidence of what 6 Years plus StaFutory . .
has been paid and deducted from Tax year Destroy Requirement Victoria Lee
6.10 current
an employee) (HMRC)
Pensi d I
BSC ens!on recor .S (emp oyee Date Employee Statutory . .
pension benefit calculations . 5 years Destroy . Victoria Lee
6.11 . _ Leaves the Council Requirement
requires 13 years of details)
BSC . . Date Employee . . .
6.12 Pension information Leaves the Council 40 years Destroy Business Need Victoria Lee

Business Strategy and Change Retention Schedule




BSC 7.0 - Systems Relationship Team

Information Asset

e Non-Grant Application
Form

e Monitoring and Evaluation
Form

Payment

(Section 2)

Ref Item Retention Trigger | Retain For Action Retention Source owner

BSC 7.1 | Open Housing System Records Termination of 3 Years Destroy Business Need Nigel CoIIuml:feII / Theresa
Tenancy Smith
BSC 8.0 — Neighbourhood Engagement
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
Grants documentation
e Town Grant Application
Form

BSC 8.1 e Town Grant Appraisal Form Date of Grant 7 Years Destroy Limitation Act 1980 Santokh Singh

Business Strategy and Change Retention Schedule




BSC 9.0 — Performance and Analysis

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Audit Requi t
BSC 9.1 | Statutory Returns Date of Return 6 Years Destroy ua eguwemen > Ross Bailey
and Business Need
1Year
User Survey
BSC 9.2 | Surveys Date of Surveys 2 Years Destroy Business Need Ross Bailey
Carers
Survey
BSC 10.0 — Transformation
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BSC Projects and C li C leti f
rojects ?n ompiiance omp e. 'on o 6 Years Destroy Business Need Vickie Merrick
10.1 | Information Project

Business Strategy and Change Retention Schedule




BSC 11.0 - Adult Social Care Systems

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

BSC
11.1

Data / Information Storage

End of Service

11 Years

20 Years
If Mental
Health Issues

Destroy

e NHS Records
Management
Code of Practice
2021

e The Mental
Health Act 1983

e (CareAct 2014

e Health and Social
Care Act

e Mental Capacity
Act 2005

Rashpal Bishop

BSC
11.2

Decommissioned data on ASC

Systems

End of Service

11 Years

20 Years
If Mental
Health Issues

Destroy

e NHS Records
Management
Code of Practice
2021

e The Mental
Health Act 1983

e (Care Act 2014

e Health and Social
Care Act

e Mental Capacity
Act 2005

Rashpal Bishop

Business Strategy and Change Retention Schedule




BSC 12.0 - Regulated Services — Transformation

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
BE 12.1 | Projects and compliance Records Date of Records 7 Years Destroy Limitation Act 1980 Nicola Plant
BSC 13.0 - Communications and Corporate Affairs
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
VUELIO System — L f SMBC
BE 13.1 , ¥S em g0 Date of Enquiry 5 Years Destroy Business Need Matthew More
media enquiries
Granicus / GOV Delivery — Customer In line with
BE 13.2 | Newsletter Distribution Subscriber Unsubscribes / .. Destroy Business Need Matthew More
. ) ) subscription
lists Review Period
BE 13.3 Permissions to use photographs Date of Form 12 Months Destroy Business Need Matthew More
consent form and photographs

Business Strategy and Change Retention Schedule




Children and Education - Retention Schedule

CE 1.0 — Education Skills and Employment

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

CEl.1l

Any education records of children
‘looked after’by Sandwell Council if
they died after the age of 18.

Includes the Education
Management Information system

Date of Birth

75 Years

Destroy

The Care Planning,
Placement and Case
Review (England)
regulations 2010 S.
50

Assistant Director Education
Support Services

CE1l.2

Any education records of children
‘looked after’by Sandwell Council if
they died before the age of 18

Includes the Education
Management Information system

Date of Death

15 Years

Destroy

The Care Planning,
Placement and Case
Review (England)
regulations 2010 S.
50

Assistant Director Education
Support Services

CE13

Any education records held by
Sandwell Council in relation to a
child subject to a child protection
plan.

Date of Birth

35 Years

Destroy

Childrens Act 1989
and Revision 2006

Assistant Director Education
Support Services

Children and Education Retention Schedule




CE 1.0 - Education Skills and Employment - Continued
Ref Item Retention Trigger | Retain For Action Retention Source Inforrr(r)a‘u:ll::rAsset
All records relating to individual
children as held by Sandwell Assistant Director Education
CE 1.4 | Council which form part of the Date of Birth 25 Years Destroy Limitation Act 1980 .
. . . Support Services
main pupil record (see exceptions
statement)
25 Years (or
Any education records held by 15 years
CE 15 Sandwell Council in relation to Date Provision Ends from date of Destroy Children Act 1989 Assistant Director Education
those identified as children in death if they and Revision 2006 Support Services
need. die before
18)
Process involved in assessing and
providing individual support for
children who have need of
CE 1.6 special education support. Date of Birth 35 Years Destroy Goo_d Practice / Assistant D.irector: .Inclusive
Business Need Learning Services
e SEND Records
e EHCPs
e Tribunal Records

Children and Education Retention Schedule




CE 1.0 - Education Skills and Employment - Continued

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

CE1.7

Documents relating to the process
that assesses risks for home to
school transport of pupils with
Special Educational Needs

and Disability.

e Application Forms
e Routes
e Correspondence

Date of Birth

35 Years

Destroy

Good Practice /
Business Need

Assistant Director: Inclusive
Learning Services

CE
1.8

Records used for the process of
assessing and providing individual
support for children. Including:

e Educational Psychology
e Inclusion Support Files
e HI/VI

Date of Birth

35 Years

Destroy

Good Practice /
Business Need

Assistant Director: Inclusive
Learning Services

CE1l.9

Records used for the process
involving individual case
management in the provision of
support by the local authority to
children young people and
families. Including:

e Attendance and
Prosecution Services

e EHE, CME, CMFE

e Penalty Notices

e Attendance Referrals

Date of Birth

30 Years

35 Years if
case went to
Court

Destroy

Good Practice /
Business Need

Assistant Director Education
Support Services

Children and Education Retention Schedule




CE 1.0 - Education Skills and Employment - Continued
Retention . . . Information Asset
Ref Item . Retain For Action Retention Source
Trigger Owner
CE 1.10 Becords relating t.o permanent or Date of Birth 35 Years Destroy Gooq Practice / Assistalf\t Direct_or of
fixed term exclusion from school Business Need Inclusion Services
Data about children that is not Current
CE 1.11 reqL.ured to form part of the main Academic Year academic year Destroy Business Need Assistant Director I?Zducatlon
pupil record or for a statutory plus Support Services
purpose 6 years
Child Employment and 2 years (paper) Assistant Director Education
CE1.12 ploy Last Date of Contact 25 years Destroy Business Need .
Performance records. Support Services
(Synergy)
Assistant Director —
CE 1.13 Sandwell Guarantee or financial Payment Date 7 Years Destroy S'ta.tut(.a of Children’s Commissioning,
records. Limitations Partnerships and
Improvement
Records held prior to 2019 relating i i Assistant Director —
to Adult Education Apprenticeships, Children’s Commissioning
CE1.14 ' Date of Record 7 Years Destroy Skills, Children and . ’
Learning Act 2009 Partnerships and
e EFSA Paperwork 8 Improvement
Records held 2019 onwards Apprenticeships Assistant Director —
relating to Adult Education. ’ Chil 'sC issioni
CE1.15 8 Date of Record 7 Years Destroy Skills, Children and lldren’s om_mlssmnlng,
Learning Act 2009 Partnerships and
e EFSA Paperwork 8 Improvement

Children and Education Retention Schedule




CE 1.0 - Education Skills and Employment - Continued

10, 12 and 68 of
that Act.

Retention . . . Information Asset
Ref Item . Retain For Action Retention Source
Trigger Owner
Section 68 of the
tnd o £5A 2009
. Raising of the
academic year .
16 Participation Age
(RPA). This is under Assistant Director —
Where the sections 18 and Children’s Commissionin
CE 1.16 | Records for Career Advice. Academic Year child is known Destroy ) &
68(4) of the 2008 Partnerships and
to SCT or SEN . .
end of Education and Skills Improvement
: Act (ESA 2008) in
academic year . .
53 relation to sections

Children and Education Retention Schedule




CE 1.0 - Education Skills and Employment - Continued
Retention . . . Information Asset
Ref Item . Retain For Action Retention Source
Trigger Owner
Records relating to the Assistant Director Education
CE 1.17 | performance of schools as held by Academic Year 6 Years Destroy Business Need .
Services
Sandwell LA
Business
Records relating to the monitoring . . :
N A D E
CE 1.18 | of standards and support provided Academic Year 5 Years Destroy eed/'Standards & ssistant |rec.tor ducation
Testing Agency Services
to schools. .
Guidance
Records and visit notes relating to
CE 1.19 th? support provided to Date of Records 3 Years Destroy Business Need Assistant D|rec.tor Education
childminders and Early Years Services
Providers
CE 1.20 Financial records relating to Early Date of Record 7 Years Destroy Limitatior? Act 1980 | Assistant Direc.tor Education
Years (Section 2) Services
All records relating to local child
safeguarding practice reviews
including final report. . . .
A D E
CE1l.21 Date of Birth 100 Years Destroy Limitation Act 1980 ssistant |rec.tor ducation
. . Services
Previously known as serious case
reviews / independent
management reviews
Financial records relating to o , , _
CE 1.22 | Education benefits Date Of Record 7 Years Destroy L|m|tat|or? Act 1980 | Assistant D|rec.tor Education
. (Section 2) Services
e Application Form
Financial records relating to
Education benefits
Practi Assi Di £ :
CE1.23 Date Of Birth 25 Years Destroy Good Practice /| Assistant Director Education
. Business Need Services
e Electronic Records (Held as
part of the pupil record)

Children and Education Retention Schedule




CE 1.0 - Education Skills and Employment - Continued

estate

School / building

Retention . . . Information Asset
Ref Item . Retain For Action Retention Source
Trigger Owner
. . Assistant Director —
Records relating to visits to No Incident Children’s Commissionin
CE 1.24 | Sandwell Residential Education Date of Record Destroy Business Need . &
. 5 Years Partnerships and
Centres — No Incident
Improvement
. - Assistant Director —
CE 1.25 | Sandwell Residential Education Date of Incident 25 Years Destroy . . &
) Business Need Partnerships and
Centres — Incident
Improvement
) . Until no longer Assistant Director —
Records relating to the marketing, . , e
) . . relevant or ) Children’s Commissioning,
CE 1.26 | booking and administration of a Consent .. Destroy Business Need .
. . . permission Partnerships and
residential centre visit. i
withdrawn Improvement
sensitive Business Management Assistant Director Education
CE 1.27 | Information (Not HR or Finance Date of Record 6 Years Destroy Business Need .
Support Services
records or personal data)
Non-Sensitive operational . Assistant Director Education
CE1.28 | . . P Date of Record 2 Years Destroy Business Need .
information Support Services
Records relating to the
administration of training courses . Assistant Director Education
CE 1.29 ) . 8 Date of Record 3 Years Destroy Business Need .
and events, including attendance Support Services
registers
Records relating to the completion . . . :
. Destruction of . Assistant Director Education
CE 1.30 | of capital works to the school NA Destroy Business Need

Support Services

Children and Education Retention Schedule




CE 2.0 - Young Peoples Services

Retention . . . Information Asset
Ref Item . Retain For Action Retention Source
Trigger Owner
Records relating to Sandwell
Young People’s Services. Including: . .
Assistant Director —
. . ) Practi hil ’ issioning,
CE2.1 e Registration Form Date of Birth 25 Years Destroy Gooq ractice / Children’s Commwsnomng
Business Need Partnerships and
e Parental Consent Form
Improvement
e Enhanced Youth Referral
Form
Assistant Director —
Booking Form for Hire of Facilities . Limitation Act 1980 Children’s Commissioning,
CE22 and Football Pitches Date of Booking 7 Years Destroy (Section 2) Partnerships and
Improvement
General Assistant Director —
1 Month Children’s Commissionin
CE 2.3 | CCTV Date of Footage Destroy Business Need . &
. Partnerships and
Incident Improvement
12 Months P

Children and Education Retention Schedule




Finance - Retention Schedule

1.0 Finance — Procurement

Information Asset

e Tender Registration Forms
e Quotations

Ordinary Contracts up to £100k

Expiry

Ref Item Retention Trigger | Retain For Action Retention Source
Owner

FIN 1.1 | EXPressions of Interest Process Date of Contract Let 2 Years Destroy Business Need Fiona McLaughlin
documents or not
Procurement — Specification & Terms of Contract

FIN 1.2 | Contract Development documents Expir 7 Years Destroy Limitation Act 1980 Fiona McLaughlin
— Ordinary Contracts piry
Procurement — Specification & Terms of Contract

FIN 1.3 | Contract Development documents Expir 13 Years Destroy Limitation Act 1980 Fiona McLaughlin
— Contracts Under Seal Py

FIN 1.4 Tender Issuing and Return Start of Contract 2 Years Destroy Business Need Fiona McLaughlin
Documents
Evaluati f Tender D t T f Contract

FIN 1.5 va u? 'on of fender bocuments €rms o ) ontrac 7 Years Destroy Limitation Act 1980 Fiona McLaughlin
— Ordinary Contracts Expiry
Evaluation of Tender Documents Terms of Contract Limitation Act 1980

FIN 1. 13Y Dest Fi McL hli

6 — Contracts Under Seal Expiry 3 Years estroy (Section 14B) iona fVictaughiin
Successful Tender Documents.
Including:
Tender D t
FIN 1.7 * lendertocuments Terms of Contract 7 Years Destroy Limitation Act 1980 Fiona McLaughlin

Finance Retention Schedule




1.0 Finance — Procurement — Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Successful Tender Documents.
Including:
Tender Documents T f Contract
FIN 1.8 * , ) erms o . ontrac 13 Years Destroy Limitation Act 1980 Fiona McLaughlin
e Tender Registration Forms Expiry
e (Quotations
Contracts Under Seal over £100k
FIN 1.9 | Unsuccessful Tender Documents Start of Contract 12 Months Destroy Business Need Fiona McLaughlin
FIN Post Tender CIarlflcatlon Terms of Contract Limitation Act 1980 . .
Documents - Ordinary Contracts . 7 Years Destroy ) Fiona McLaughlin
1.10 Expiry (Section 5)
up to £100k
FIN Post Tender Clarification Terms of Contract
Documents - Contracts Under Seal . 13 Years Destroy Limitation Act 1980 Fiona McLaughlin
1.11 Expiry
over £100k
FIN Award of Contract Doc.uments, Terms of Contract Limitation Act 1980 . .
signed Contracts - Ordinary . 7 Years Destroy ) Fiona McLaughlin
1.12 Expiry (Section 5)
Contracts
FIN Award of Contract Documents, Terms of Contract
signed Contracts - Contracts Under . 13 Years Destroy Limitation Act 1980 Fiona McLaughlin
1.13 Expiry
Seal
FIN M D T f
'Contra'lct ana'lger'nent ocuments erms o 'Contract 2 Years Destroy Business Need Fiona McLaughlin
1.14 | including monitoring Expiry

Finance Retention Schedule




1.0 Finance - Procurement — Continued

Information Asset

e Contact Forms
e Final accounts

Ref Item Retention Trigger | Retain For Action Retention Source
Owner

M tand d t of
FIN anagement an ame.n ment o Terms of Contract Limitation Act 1980 . .

contract records - Ordinary . 7 Years Destroy . Fiona McLaughlin
1.15 Expiry (Section 5)

Contracts
FIN Management and amendment of Terms of Contract

contract records - Contracts Under ) 13 Years Destroy Limitation Act 1980 Fiona McLaughlin
1.16 Expiry

Seal

Standing Contract Data.
FIN Instruction from Instruction

Contracts register D Busi N Fi McLaughli

1.17 ° gi Legal from Legal estroy usiness Need iona MclLaughlin

Finance Retention Schedule




2.0 Finance — Accounts and Reporting

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

FIN 2.3

The process of reporting
which examines the budget in
relation to actual. Including:
e Monthly budget monitoring
reports
e FSG reports

End of the Financial
year to which they
were created

7 Years

Destroy

Limitation Act 1980
(Section 2)

Rebecca Maher

3.0 Finance - Transactions Management

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

FIN 3.8

General Income Records
Car loans
e General income
e records
e Payment by
e instalments (including
e carloans, public
e health acts etc.)
e Debtor assessment
o files
e Departmental income
e returns
e Income assessment
o files
e Supplementary /
e general income
e records

Admin Use
Concludes

1Years

Destroy

Business Need

Rebecca Maher

Finance Retention Schedule




4.0 Finance — European Structural Funding

Information Asset

Publicity

Claims for payment
Procurement Records
Reports

Evidence of outputs,
results, impact and
evaluation

until official
notification
is received from
DCLG
(ERDF) or DWP (ESF)

Ref Item Retention Trigger | Retain For Action Retention Source Owner
European Regional Development
Fund 2007 - 2013
Government Office
European Social Fund 2007 — 2013 for the West
Midlands
Application
Grant offer letters Legal obligation to
Significant changes Until 2025 / retain documents.
Financial and Until Offer to
FIN4.1 transaction records NA Notification Archivist No Documents Rebecca Maher
Beneficiary records from GOWM should be destroyed

Finance Retention Schedule




4.0 Finance — European Structural Funding - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner

European Regional Development

Fund 2014 - 2020

NOTE: Delivering for the West

funding until 2023 Midlands
Application Legal obligation to
Grant offer letters retain documents.
Significant changes Offer to

FIN 4.2 . . NA til 2 R Mah

Financial and Until 2033 Archivist No Documents ebecca Maher
transaction records should be destroyed
Beneficiary records until official
Publicity notification
Claims for payment is received from
Procurement Records DCLG
Reports (ERDF) or DWP (ESF)
Evidence of outputs,
results, impact and
evaluation

ERDF t f ital ject 1 2 ERDF Guid

FIN 4.3 support for capital projec 0and 25 Destroy uidance qn Rebecca Maher
records Year Rules Document Retention

Finance Retention Schedule




5.0 Finance - Invoice Management
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
HMRC - Fi ial
5.1 Invoices Document Date 6 + Current Destroy CReglsnanua Rebecca Maher
5.1 VAT Receipts Document Date 6 + Current Destroy HMRC Rebecca Maher
5.3 Payment Run Documentation Document Date 3 + Current Destroy Audit Requirement Rebecca Maher

Finance Retention Schedule




6.0 Finance — Insurance and Risk

Information Asset

Superseded

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
i Audit Requirements
® |Insurance Policies and e
Schedules Employers Liability
FIN 6.1 Document Date 100 Years Destroy (compulsory Narinder Phagura
® Emails relating to clarification insurance)
of insurance cover regulations 1998
Audit Requi
Document relating to the process udit eqwr(.am(.ar\ts
of evaluating the tender quotes Employers Liability
FIN 6.2 received and the brokers tender Document Date 100 Years Destroy (?ompulsory Narinder Phagura
evaluation insurance)
regulations 1998
Insurance claims made against the
local authority or localauthority
officers
® (Claims file, records and forms Aggregate Stop Loss
FIN6.3 | ® Correspondence Date of Birth 100 Years Destroy (ASL) Audit Narinder Phagura
® Reports requirements
® Evidence
e Statements
® Court documents
. ) Date Register is . .
FIN 6.4 | Risk Registers 6 Years Destroy Business Need Narinder Phagura

Finance Retention Schedule




7.0 Finance - Audit and Fraud

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source Oowner
Audit reports (including interim),
FIN7.1 wherg th(.ese have included the Date of Report 6 Years plus Destroy Audit Requirements Peter Farrow
examination of long- term current
contracts
FIN 7.2 | Fraud Reports Completion .Of Legal | 6 Years plus Destroy Audit Requirements Peter Farrow
Proceedings current
Audit contingencies and 6 Years plus
FIN 7.3 | investigations (including working Date of Document Destroy Audit Requirements Peter Farrow
papers) current
6 Years
following
Conviction or
6 Years
following
prison
release
e Report papers used in the
course of a fraud Date Investigation (and must as
FIN7.4 investigation a minimum Destroy Audit Requirements Peter Farrow
Ends
e Fraud cases meet the CPS
e Report Papers Casework
Retention
Schedule -
which differs
dependent
upon the
type of
offence)

Finance Retention Schedule




7.0 Finance - Audit and Fraud — Continued
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
) 6 Years plus )
FIN 7.5 | Audit Plans Last date of Plan current Destroy Business Need Peter Farrow
Terms of Reference
Correspondence
Working papers
FIN 7.6 Annual reports to Accounting Date of Documents 3 Years Destroy Business Need Peter Farrow
Officers
Other audit reports
(including interim reports)
Internal audit guides
i i D t il
FIN 7.7 Manual guides relatingto ocumen Unti Destroy Business Need Peter Farrow
departmental procedures Superseded Superseded
Local auditingstandards

Finance Retention Schedule




8.0 Finance - Revenues and Benefits

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Part 3, Local
National Non-Domestic Rates Government Finance
FIN 8.1 Date of Document 7 Years Destroy Act 1988 lan Dunn
Documents

Limitations act 1980

The Housing Benefit
Regulations 2006
and Council Tax
benefit Regulations
2006

e Benefit Records Sandwell Local

L. Date of Document 7 Years Destroy Council Tax lan Dunn
e Application Forms . .

reduction policy
(2022/23) as

instructed by the
Local Government
Finance Act 2012

FIN 8.2

Limitations act 1980

Local government
finance act 1992 (as
FIN 8.3 | Council Tax Records Date of Document 7 Years Destroy amended) lan Dunn

Limitations act 1980

Finance Retention Schedule



9.0 Finance - Community Care Business Unit
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
In line with good
e Application for Funding practice, the def?UIt
FIN 9.1 e Assessment form Death of Customer 6 Years Destro standard retention Kay Murph
) i Y period for HMRC v PRy
e [Invoices .
records is 6 years
plus current
In line with good
practice, the default
Records of deferred payment standard retention
FIN 9.2 arrangement and debt accrued Death of Customer 6 Years Destroy oeriod for HMRC Kay Murphy
records is 6 years
plus current
Client specific correspondence
records
The Care Act 2014
e Records within the ContrOCC Mental Health Act
11 Years 1983/2007
ICT System .
e Examples Record of deferred The Mental Capacity
FIN 9.3 Service Ends Date Mental Destroy Act, Deprivation of Kay Murphy
payment arrangement and .
Health Issues Liberty Safeguards
debt accrued i
_ ) 20 Years (DolLS) and Liberty
e Financial Assessments .
e Customer notes / Protection
) Safeguards (LPS)
letters/emails
e DRE Calculations

Finance Retention Schedule




10.0 Finance - Appointeeship and Direct Payments

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

FIN
10.1

Direct Payment Records

Service Ends Date

11 Years

Mental
Health Issues
20 Years

Destroy

The Care Act 2014
Mental Health Act
1983/2007
The Mental Capacity
Act, Deprivation of
Liberty Safeguards
(DoLS) and Liberty
Protection
Safeguards (LPS)

Kay Murphy

11.0 Finance - Independent Sector Management

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

FIN
111

Tier 4 Records -

Physical, Mental and Other Health

Records

Expiry of Contract

6 Years

Destroy

The Limitation Act
1980 sets deadlines
within which claims
must be started.

The statutory

limitation period for
a breach of contract
claim is 6 years from
the breach (12 years
if signed as a deed).

Kay Murphy

Finance Retention Schedule




11.0 Finance - Independent Sector Management - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
The Limitation Act
1980 sets deadlines
within which claims
must be started.
6 Years
FIN Contracts and Tenders —
11.2 Performance Records, invoices, Expiry of Contract Subject to Destroy The statutory Kay Murphy
original contracts legal action limitation period for
a breach of contract
claim is 6 years from
the breach (12 years
if signed as a deed).
ASC Systems, LAS, Controcc, Liquid The Care Act 2014
Logic Mental Health Act
e Client information, 11 Years 1983/2007
FIN e Records, Support Plan, The Mental Capacity
11.3 e Assessments, End of Service Mental Destroy Act, Deprivation of Kay Murphy
e Funding Regime costs relating Health Issues Liberty Safeguards
to Care/Services, 20 Years (DoLS) and Liberty
e Financial Assessments, Protection
e Provider Payments Safeguards (LPS)

Finance Retention Schedule




11.0 Finance - Independent Sector Management - Continued

Information Asset

Safeguards (LPS)

Ref Item Retention Trigger | Retain For Action Retention Source owner
The Care Act 2014
Mental Health Act
Schedule of Care Visits 11 Years The l\%lii?cglzgg;ac't
. . ity
Client Inf t
FIN * lent Information / End of Service Mental Destroy Act, Deprivation of Kay Murphy
11.4 e Records Names, Address, .
Next of Kin. Date. Ti Health Issues Liberty Safeguards
* ext ot fin, Late, Time 20 Years (DoLS) and Liberty
Protection

Finance Retention Schedule




Housing - Retention Schedule

HOUS 1.0 - Housing - Asset Management and Maintenance

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner
Electronic J M Workhub system
H Terminati f
ous e Person and Property details ermination o 3 Years Redact Business Need Dean Epton
1.1 . ) Tenancy
e Repairs Information
Property Allowance Scheme
HOUS | documents 6 years plus Companies Act 2006
Date of D t Dest D Ept
1.2 e Property Allowance Form ate ot Documen current estroy Section 388 (4)(b) can tpton
HOUS | Rechargeable Repairs documents 6 years plus Companies Act 2006
Date of D t Dest D Ept
13 e Rechargeable repairs form ate of Yocumen current estroy Section 388 (4)(b can tpton
HOUS 6 years plus Companies Act 2006
Shared Cost ks d t Date of D t Dest D Ept
14 ared Cost works documents ate of Documen current estroy Section 388 (4)(b) ean Epton

Housing Retention Schedule




HOUS 2.0 - Housing - Sandwell Locals

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

HOUS
2.1

Tenancy File - Housing
Management Documentation

Tenancy Agreement
Home Check Form
Getting to Know

You Form

Income and

Expenditure Form

New Tenant Details
Form

Welfare Forms

Risk and Support

Needs Form

Notice of Seeking
Possession

ASB related Documents
Diary Sheets

Social Services Documents
Housing related forms
where tenants signature
is required

Termination of
Tenancy

3 Years

Destroy

Business Need

Jim Brennan

HOUS
2.2

Garage Management documents

Garage Application
Garage Termination Form

Termination of
Garage Tenancy

3 Years

Destroy

Business Need

Jim Brennan

HOUS
2.3

CCTv

Date of Footage

General

1 Month

Incident
12 Months

Destroy

Business Need

Jim Brennan

Housing Retention Schedule




HOUS 2.0 - Housing - Housing - Sandwell Locals - Continued

Information Asset

request form

- Cancellation Date

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Physical
2 Years
H D
ous Red Warning Flag Process Date of Incident estroy / Business Need Jim Brennan
2.4 Delete
All Others
12 Months
HOUS 3.0 - Housing - Housing Solutions - Allocations
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Housing Allocation Process
documents Rehoused
Applicants - Tenancy 3 Years
e Housing Application Form Termination
e Supporting documentation
HOUS e Change of Circumstances Cancelled
3.1 Form Application - 3 Years Destroy Business Need Karl Robinson
) e Housing Choice Triage Form | Cancellation Date
e Tenant Assistant Scheme
Registration Form
e Housing decision review No Tenancy Granted 3 Years

Housing Retention Schedule




HOUS 4.0 - Housing - Housing Solutions — Homelessness — No details received for Homelessness

Information Asset

analysis
e Legal Decision letters
e Review and appeal
information
e Medical information
e Details of housing offers
e Financial statements

Housing Act 1996 /
Business Need

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Documentation relating to
homelessness assessment and
support:
e Homelessness Assessment
e Personal Housing Plan Statutory
e Supporting documentation Requirement under
HOUS PP & . End of statutory 6 years plus qui ! .
e Income and expenditure Destroy Part 7 of the Karl Robinson
4.1 duty Current

Housing Retention Schedule




HOUS 5.0 - Housing - Income and Money Advice Services - Income Management

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Current Rent Arrears Recovery
Process records
e UCA47Form
e Income and Expenditure N
Hglle Form Terg:::g; of 3 Years Destroy Business Need Manijit Rai
e Arrears Recovery Reports
e Third Party deduction form
e Breathing Space
Notification
Former Rent Arrears Recovery
Process records
HglzJS : lef;;(:irl;ct:egcc):ds Date Debt is Cleared Unct:Lanet:; 15 Destroy Business Need Manijit Rai
e Breathing Space
notification
Legal Proceedings records
e Memo for Court
e Memo for Eviction .
HOUS e Eviction Authorisation form Termination of 3 Years Destroy Business Need Manijit Rai
5.2 . Tenancy
e Safer Estates Risk
Assessment Form
e Proportionality Form
HOUS * Not!ce to Exten.d Termination Date 3 Years Destroy Business Need Manijit Rai
5.3 e Notice to Terminate
HOUS . . . . . o
54 Notice of Seeking Possession Date of Notice 13 Months Destroy Business Need Manijit Rai

Housing Retention Schedule




HOUS 6.0 - Housing - Housing - Income and Money Advice Services - Welfare Rights Service

Information Asset

e Electronic Case
Management Records

Ref Item Retention Trigger | Retain For Action Retention Source owner
Vulnerability Assessment (Ability to
HOUS Pay) Records Termination of
e Authority to Act Form 3 Years Destroy Business Need Manijit Rai
6.1 . Tenancy
e Tenancy Smart Risk
Assessment
Benefits Advice Records
e Referral Forms
HOUS * Employment and Support Case Closure 3 Years Destroy Business Need Manijit Rai
6.2 Allowance form

Housing Retention Schedule




HOUS 7.0 - Housing - Income and Money Advice Services - Home Ownership and Rent Accounting

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
H Y |
ous Right to Buy Applications Date of Acceptance 6 Years plus Destroy Housing Act 1985 Manijit Rai
7.1 current
H Righ Buy - Anti M
ous '8 tto. Y n.tl .oney Date of Record 5 Years Destroy Housing Act 1985 Manijit Rai
7.2 Laundering Application
H D f leti
ous Right to Buy - Financial Records ate of Completion 12 Months Destroy Financial Limitations Manijit Rai
7.3 / Refusal
6 Years plus
H
ous Leaseholder Documents End of Leasehold . cur.rent Destroy Housing Act 1985 Manijit Rai
7.4 including any
notices
HOUS 6Y |
Leaseholder Bills / Statements Date of Record ears pus Destroy Financial Limitations Manijit Rai
7.5 current
End of
HOUS End of Leasehold or | Leasehold or . e o
76 Leasehold Debt Recovery Letters until debt is cleared | until debt is Destroy Financial Limitations Manijit Rai
cleared
Leaseholder End of
HOUS e Historical Right to Buy End of Leasehold or | Leasehold or Destro Financial Limitations Maniit Rai
7.7 completions until debt is cleared | until debt is Y J
e Audit / Solicitor queries cleared

Housing Retention Schedule




HOUS 7.0 - Housing - Housing - Income and Money Advice Services - Home Ownership and Rent Accounting - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Never Dispose in . .

H F | - BACS

ous Direct Debit Application Forms case of indemnity Indefinite N/A ihancia . Manijit Rai

7.8 . Regulations

claim

HOUS Direct Debit — BACS / Audit Reports Date of Record 2 Years plus Destroy Financial ) BACS Manijit Rai

7.9 Current Regulations
HOUS Rent Refund Form Date of Record 6 Years plus Destroy Financial Limitations Manijit Rai
7.10 Current
HOUS . e o
711 Insurance Cube Reports Date of Report 12 Months Destroy Financial Limitations Manijit Rai
H Y |

ous Insurance Application Form Date of Record 6 Years plus Destroy Financial Limitations Manijit Rai
7.12 Current
HOUS Reth books, financial ledgers, rent Date of Record 6 Years plus Destroy Financial Limitations Manijit Rai
7.13 review Current
H Bank lief Y |

ous an. 'rupjccy and debt relief order Date of Record 6 Years plus Destroy Insolvency Act 1986 Manijit Rai
7.14 notifications Current
HOUS { Universal (.Zredlt/ Housing Benefit Date of Record 6 Years plus Destroy Financial Limitations Manijit Rai
7.15 | payment files Current

Housing Retention Schedule




HOUS 8.0 - Housing — Community Partnerships
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
Grant Administration Records
e Tenants and Residents
H;)l:.lls ?;iomaanon Application Date of Application 7 Years Destroy Business Need Manny Sehmbi
e Community partnerships
application and grant
agreements
HOUS . . I . .
8.2 Wheelchair Loan Application Date of Application 12 Months Destroy Business Need Geoff Deakin
HOUS . . . .
8.3 Community Centre Booking Form Date of Record 7 Years Destroy Business Need Geoff Deakin
General
HOUS 1 Month
8.4 Tanhouse Community Centre CCTV Date of Footage Destroy Business Need Geoff Deakin
) Incident
12 Months
HOUS San<.:lweII-Mob|I|ty Shop Date of Membership | 12 Months Destroy Business Need Geoff Deakin
8.5 Registration Form

Housing Retention Schedule




HOUS 9.0 - Housing - Home Improvement

Information Asset

Safeguards (LPS)

Ref Item Retention Trigger | Retain For Action Retention Source owner
HOUS . . End of Grant Limitation Act 1980 /
9.1 Case files for Housing Grants Condition Period 11 Years Destroy Business Need Stuart Hall
HOUS 10.0 - Housing - Floating Support
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source Owner
The Care Act 2014
Mental Health Act
11 Years 1983/2007
The Mental Capacity
HOUS | A tand ds f
sse_ssmen and case records for End of Service Mental Destroy Act, Deprivation of Vince McCalla
10.1 service users .
Health Issues Liberty Safeguards
20 Years (DoLS) and Liberty
Protection

Housing Retention Schedule




HOUS 11.0 - Housing — Citizen and Protection Accommodation Team

Information Asset

scheme

Ref Item Retention Trigger | Retain For Action Retention Source owner
HOUS . . . . .
1.1 Immigration Property Inspection Closure of Case 6 Years Destroy Business Need G Wright / R Hawkins
HOUS . . . .
11.2 Service Requests Closure of Case 6 Years Destroy Business Need G Wright / R Hawkins
HOUS . . . . . . .
113 HMO Licensing Expiry of License 6 Years Destroy Business Need G Wright / R Hawkins
HOUS | HMO Licensing — Incomplete . . . .
D f Appl 12 Month D B N Wright / R Hawk
11.4 | Application ate of Application onths estroy usiness Need G Wright / R Hawkins
Landlord and letting agent . .
HOUS Cessation of being ) . .
11.5 database, and assured Landlord Landlord / Agent 6 Years Destroy Business Need G Wright / R Hawkins

Housing Retention Schedule




Law and Governance - Retention Schedule

1.0 - Law and Governance - Legal Services
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Until the
Land is
LG 1.1 | Title Deeds Transfer of Land to a transferred Destroy Business Need Assistant Director
Purchaser
toa
purchaser
Expiry of Contract e . .
LG 1.2 | Contract Under Seal Terms 12 Years Destroy Limitation Act 1980 Assistant Director
LG 1.3 | Child Care Files Date of Record 75 Years + Destroy Chlldre':r? s Act 1989 Assistant Director
Current revision 2006
LG 1.4 | All other files Last Action 7 Years Destroy Business Need Assistant Director
Limitation Act 1
LG 1.5 | Records and Process of Litigation Last Action 7 Years Destroy |m|tat|or.\ ct 1980 Assistant Director
(Section 2)
Records and Process of Litigation — S
LG 1.6 | Significant Case or Major Last Action 7 Years Archive L|m|tat|or? Act 1980 Assistant Director
Litigation (Section 2)

Law and Governance Retention Schedule




2.0 - Law and Governance — Governance

. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
2 Years
. ;reeeudeosrtr; of Information 6 Years if
LG 2.1 q. _ Date of Response request Destroy Business Need Vanessa Maher-Smith
e Environmental Information .
results in
Requests .
policy
Change
LG 2.2 | Subject Access Requests Date of Response 2 Years Destroy Business Need Vanessa Maher-Smith
3.0 - Law and Governance - Electoral Services
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Representation of
LG 3.1 | Electoral Register Date of Register 15 Years Destroy the People Act 1985 Tracey Hurst
S1(3)
Annual Canvass .
e (Canvass Forms Until
LG 3.2 L Removal of Elector Removal of Destroy Business Need Tracey Hurst
e Canvass Commination A
o Elector
e Canvass Commination B

Law and Governance Retention Schedule



4.0 - Law and Governance - Registration and Elections

Information Asset

¢ Home Address Form

General Election)

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Absent Vote Applications
Removal of
e Postal Vote Applications Removal of Elector Elector or
LG4.1 pp. ) or absent vote Destroy Business Need Tracey Hurst
e Proxy Vote Applications absent vote
cancelled
e Postal Proxy Vote cancelled
Applications
Registration Process Records
R | of
LG 4.2 oL . Removal of Elector emoval o Destroy Business Need Tracey Hurst
e Invitation to register form Elector
e Registration enquiry form
e Special Category Elector
Registration R | of
LG 4.3 gl, I L Removal of Elector emovato Destroy Business Need Tracey Hurst
e Service Voter Application Elector
e QOverseas Voter Application
Evidence Request Process Records
R | of
LG 4.4 | Letter to request additional Removal of Elector el?l‘(:::‘;ca)ro Destroy Business Need Tracey Hurst
evidence to support electoral roll
application
Nomination of candidates to stand Date of UKPGE 21 Calendar
LG 4.5 | at a General Election. (UK Parliamentary Days Destroy Business Need Tracey Hurst

Law and Governance Retention Schedule




4.0 - Law and Governance - Registration and Elections - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Nomination of candidates to stand
. Date of Local | .
LG 4.6 | at a Local Election. ateo . oca 35 Calendar Destroy Business Need Tracey Hurst
Election Days
e Home Address Form
Nomination of candidates to stand
. ) 21 Calendar .
LG 4.7 | at an election. Date of Election Davs Destroy Business Need Tracey Hurst
e All other documents y
Candidate Expenses Records
e (Candidate and Election
LG 4.8 declarations Date of Receipt 2 Years Destroy Business Need Tracey Hurst
e (Candidate and Election
Spending Returns
Statutory Election Documents
e Ballot papers (counted,
unused, rejected, tendered
spoilt)
e Corresponding Numbers . .
LG 4.9 Lists Date of Election 12 Months Destroy Business Need Tracey Hurst

e Marked copies of the
polling station registers and
absent vote lists

e Postal voting statements
and undelivered packs

Law and Governance Retention Schedule




4.0 - Law and Governance - Registration and Elections - Continued
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Returning Officer Staff
LG 4.10 * Staff application and Date of Election 12 Months Destroy Business Need Tracey Hurst
acceptance employment
forms
Returning Officer Staff
LG 4.11 g Employment Ends 2 Years Destroy Business Need Tracey Hurst
e Right to work documents
Polling Station Documents
e Risk Assessments
LG 4.12 e Booking Forms Date of Election 12 Months Destroy Business Need Tracey Hurst
e List of addresses and
contacts

Law and Governance Retention Schedule




5.0 - Law and Governance - Bereavement Services
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
The Local
Burial and Cremation Autho.r|t|e5
Cemeteries Order
. . P 1977
LG5.1 e Burial Registers na e;:lir:znt na Mark Satchwell
° Eurchats.ed C;rayet Registers The Cremation
¢ Lremation Registers (England and Wales)
Regulations 2008
Memorialisation Records
e Application to purchase Permanent
LG 5.2 memorial (Cremation) na Record na Business Need Mark Satchwell
e Cemetery memorial permit
Application
e Low cost funeral records
Section 46 f I d Limitation Act 1980
LG 5.3 * Section 46 funeral records Date of Record 7 Years Destroy imra |or.1 ct 198 Mark Satchwell
e Pet funeral records (Section 2)
e Wake records

Law and Governance Retention Schedule




6.0 - Law and Governance - Register Office Services

Information Asset

Civil Partnerships
Correction Applications
Associated Correspondence

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Births and Deaths
e Births register Permanent Registration Act
LG 6.1 e Deaths register na na 1953 Mark Satchwell
. . Record
e Marriage registers
Marriage Act 1949
Births and Deaths
e Marriage Notices Registration Act
LG 6.2 e Record of body disposal Date of Record 5 Years Destroy 1953 Mark Satchwell
e Medical certificates
Marriage Act 1949
e Certificates of birth
LG 6.3 * Cert|f|cates Of_ Qeath Use of Counterfoil 2 Years Destroy Business Need Mark Satchwell
e Marriage certificates
e Civil partnership certificates
Certificate applications for:
e Births - .
LG 6.4 e Deaths Date of Certificate 2 Years Destroy Business Need Mark Satchwell
e Marriages
Correspondence relating to:
e Births
e Deaths
Marri
LG 6.5 * arriages Date of Record 3 Years Destroy Business Need Mark Satchwell

Law and Governance Retention Schedule




7.0 - Law and Governance - Democratic Services
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Paperwork relating to meetings of
. Local Government
committees, boards, member
. . . Act 1972 s100b
working groups, including o
. Local Authorities
partnership, agency and external )
. (Executive
meetings. . 6 Years + .
LG7.1 Date of Meeting current Destroy Arrangements) Suky Suthi-Nagra
(Access to
e Agenda .
Information)
e Reports
e Back dp (England)
a.c ground Fapers Regulations 2000
e Minutes
Local Government
Act 1972 s100b
Local Authoriti
Signed minutes for committees, . ocal AU .O” 1es
boards, member working groups Signed (Executive
LG7.2 |. ! . & groups, Date of Meeting Minutes kept Destroy Arrangements) Suky Suthi-Nagra
including partnership, agency and . ..
. indefinitely (Access to
external meetings. .
Information)
(England)
Regulations 2000
Local Government
6 Years + Personal data Act 1972 s100b
current year relating to Local Authorities
Exempt reports containing then redact | Taxi Licensing (Executive
LG 7.3 | personal data relating to taxi Date of meeting and archive meetings Arrangements) Suky Suthi-Nagra
licensing committee meetings. on internal redacted (Access to
system before Information)
permanently storing (England)
Regulations 2000

Law and Governance Retention Schedule




7.0 - Law and Governance - Democratic Services - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Local Government
Act 1972 s100b
Local Authoriti
All records relating to the ocal AU (.m 185
administration of appointments Date Record (Executive
LG7.4 Dest A t Suky Suthi-N
G & membership of committees & Superseded 6 years estroy rrangements) uky suthi-Nagra
. . , (Access to
working groups, outside bodies )
and charities Information)
(England)
Regulations 2000
Video Foot f publi itt
LG7.5 ! eo. ootage o pu. Ic committee Date of Meeting 2 Years Destroy Business Need Suky Suthi-Nagra
meetings streamed live
Members Register of Interest i Len.gth of
1G7.6 | records Cessation of Office of Destroy Local Government Act Suky Suthi-Nagra
) . Councillor Duties Member + 3 1972 (Section 94)(2)
e Declarations
Months
Length of
M Gift Hospitalit C ti f ffice of
LG 7.7 embers ffts and Hospitality ess.,a 'on 0. Office o Destroy Business Need Suky Suthi-Nagra
Register Councillor Duties Member + 3
Months
. Length of
- I f
LG 7.8 Co-opted m'embers./ ndependent Cessation 0. Member Destroy Business Need Suky Suthi-Nagra
Persons register of interests. Member Duties Duties

Law and Governance Retention Schedule




7.0 - Law and Governance - Democratic Services - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner
. Length of
LG 7.9 Co-opted members /.Independe.:nt Cessation O.f Member Destroy Business Need Suky Suthi-Nagra
Persons travel / subsistence claims Member Duties .
Duties
Local Government
Declarati fA t f Offi
LG 7.10 eclara |.on ot Acceptance o Ice Date of signing Indefinitely Destroy Act 1972 (Section Suky Suthi-Nagra
e Signed Acceptance Form
94)(1)
Declaration of Acceptance of Office
of Mayor and Deputy Mayor Local Government
LG7.11 Y _ puty Viay Date of signing Indefinitely Destroy Act 1972 (Section Suky Suthi-Nagra
e Signed Acceptance Form
94)(1)
Written undertaking to comply
with Member Code of Conduct - - Retain from end of .
LG 7.12 e Form / Declaration of Date of signing Indefinitely Destroy office for 6 years Suky Suthi-Nagra
Acceptance of Office
Register of financial or other .
interest by members End of Term of Duration of
LG 7.13 Y ) i Term of Destroy Business Need Suky Suthi-Nagra
e Declaration Made at the Office Office
Meeting Form
LG 7.14 | School Admission Appeals papers Date of Record 2 Years Destroy Business Need Suky Suthi-Nagra
As long as
hool A | Panel P L
LG 7.15 S¢ o'o ppeal Panel members erson teaves per.son Destroy Business Need Suky Suthi-Nagra
details Appeal Panel remains on
Appeal Panel

Law and Governance Retention Schedule




7.0 - Law and Governance - Democratic Services - Continued

. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
LG 7.16 Petlt.lons (Held by Democratic Expiry of Right to 6 Months Destroy Business Need Suky Suthi-Nagra
Services) Appeal

Law and Governance Retention Schedule



8.0 - Law and Governance - Member and Business Support

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Retain until Local Government
) End of Term of . . .
LG 8.1 | Register of Members Addresses Office end of office Destroy Act 1972 Section 94 Elaine Newsome
+ 2 years (1)
Local Government
LG 8.2 | Register of Member Allowances Date of Register 4 Years Destroy Act 1972 Section 94 Elaine Newsome
(1)
Elected members travel and Local Government
LG 8.3 . . Date of Claim 5 Years Destroy Act 1972 Section 94 Elaine Newsome
subsistence allowance claims (1)
Civic Activities - Local Government
LG 8.4 * PUb“C e.ngagement and End of Term of 12 Months Destroy Act 1972 Section 94 Elaine Newsome
interaction records Office (1)
e Letters to the Mayor
Civic Activities —
e Freeman and Alderman . .
LG 8.5 Death 1Year Destroy Business Need Elaine Newsome
related
e Invite List for Event
Records relating to the
LG 8.6 | appointment of Honorary Freemen Date of record Indefinitely NA Business Need Elaine Newsome
and Aldermen
LG 8.7 Clvic Activities - WM Lieutenancy End of Term of 12 Months Destroy Business Need Elaine Newsome
correspondence Office
End of Term of
Civic Activities -Faith Lead
LG 8.8 vic Activities -raith teaders appointment + 1 Indefinitely Destroy Business Need Elaine Newsome

contacts

month/death

Law and Governance Retention Schedule




8.0 - Law and Governance - Member and Business Support - Continued
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Civic Activities -
LG 8.9 e Fund bank account / budget Date of Record 6 Years plus Destroy leltatlor? Act 1980 Elaine Newsome
statements current (Section 2)
e Mayoral Charity returns
Civic Activities - Remembrance End of Term of
LG 8.10 | contact information and appointment + 1 Indefinitely Destroy Business Need Elaine Newsome
correspondence month/death
Retain from
creation of . :
LG 8.11 | Elected Members PDP records Date of record Destroy Business Need Elaine Newsome
records for 4
years.
e Member Training Records
e Member Allowances End of Term of
LG 8.12 related records Office 12 Months Destroy Business Need Elaine Newsome
e ICT / Mobile phone records
e Personal records
Pre-1974 and
LG 8.13 | Year Books retained for Indefinitely na Na Elaine Newsome
posterity
R d ted by th
LG 8.14 ecords created by the . Date of meeting 6 years Destroy Business Need Elaine Newsome
Independent Remuneration Panel
Endof T f
LG 8.15 | Contact details for IRP Members " o. erm o 1 Month Destroy Business Need Elaine Newsome
Appointment

Law and Governance Retention Schedule




Public Health - Retention Schedule

PH 1.0 - Clinical Commissioning Group, NHS Trust, Sandwell West Birmingham Primary Care Network

. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
i C Itant Public Health:
PH1.1 Information on Healthcare Date of Last Action 6 Years Destroy Business Need onsuftant Fu
Pathways Anna Blennerhassett

PH 2.0 - Adult Health Improvement Team

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source Owner

Consultant Public Health:

. . . Anna Blennerhassett
Project work, meeting minutes,

. Date of Last Action 5 years Destroy Business Need
databases, training notes,

PH 2.1
Vulnerable Groups

Manager: Eilish James
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PH 3.0 - Pollution Control (Healthy Urban Development)

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner
Air Quality / Assistant Director Public
Contaminated Land - Permanent Environmental Health: Paul Fisher
PH 3.1 | Industrial Permits, Planning na Record na Protection Act Part
Applications and Reviews, 2a Healthy Urban
proforma documents, grant bids Development: Andy Thorpe
Assistant Director Public
. . Required as part of | Health: Paul Fisher
Service Requests, Permit . .
. . . . Permanent Public Register for
PH 3.2 | Applications, Permit Information, Date of Last Action na .
. Record the life of the Healthy Urban
Inspection Documents .
Permits Development:
Andy Thorpe
4.0 - Health Improvement Team
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
e Walk Leaders Programme Consultant Public Health:
register Anna Blennerhassett
’ . E
PHA4.1 e Attendees register, End of Contract Until End of Destroy Business Need -
Contract Communities and
e Leaders contact .
] - Partnerships Manager:
information .
Katie Deeley
Consultant Public Health:
e Contract performance
. Anna Blennerhassett
monitoring
PH4.2 o Meeting minutes End of Contract 2 Years Destroy Business Need ..
o Lett Communities and
eters Partnerships Manager:
e KPI's

Katie Deeley
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4.0 - Health Improvement Team - Continued

Information Asset

Programme

Ref Item Retention Trigger | Retain For Action Retention Source Owner
e Weight Watchers Consultant Public Health:
Programme information Anna Blennerhassett
PH4.3 * Patabase of V.ouchers End of Contract 2 Years Destroy Business Need .
issued to service users Communities and
e Application Forms Partnerships Manager:
e Contract information Katie Deeley
Consultant Public Health:
Anna Blennerhassett
PH4.4 COVID = 19 Vaccine Leaders Date of Last Action 1 Year Destroy Business Need

Communities and
Partnerships Manager:
Katie Deeley
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5.0 - Health Protection Team

Information Asset

emails and tethering

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Health Protection Interim Director Public
. . Health :
Contract information . .
Liann BrookesSmith (from
NHS Test and Trace March 2023)
PH5.1 Covid inbox Date of Last Action 6 Years Destroy Limitation Act 1980
PuE:!c Health England Service Manager:
Public Valerie Unsworth (leave
Staff service end of March
Sexual Health Contract .
. Consultant Public Health:
Information i )
Lina Martino
Reports
PH5.2 Needs assessments Date of Last Action 6 Years Destroy Limitation Act 1980 .
Safeeuardin Service Manager
g. & Valerie Unsworth (leave
Surveillance data )
i . service end of March)
Meeting minutes
Care homes Interim Director Public
Health :
Schools . .
Liann BrookesSmith (from
Workplaces March 2023)
PH5.3 Individuals Date of Action 4 Weeks Delete Business Need
Calls Service Manager
Texts

Valerie Unsworth (leave
service end of March)
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5.0 - Health Protection Team - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
e PID from COVID Pandemic Consultant Public Health:
work Anna Blennerhassett,
PH5.4 * Outbreak Records Date of Last Action 6 Years Destroy Business Need Lina 'Martlno
e Surveys Service Manager
e (Care Home audits Valerie Unsworth (leave
e External Representatives service end of March)
6.0 - Learning for Public Health West Midlands
Ref Item Retention Trigger | Retain For Action Retention Source diciationlaesst
Owner
Communications & Social
Marketing Project Manager:
e Training and event Date of Event / Chitra Roberts
PH6.1 registration details Training 2 Years Destroy Business Need
e Photos Public Health Network
Support Officer:
Rajdeep Atwal
Communications & Social
Marketing Project Manager:
. Cessation of Chitra Roberts
. Cessation of .
PH 6.2 | Stakeholder contact details Stakeholder Duties Stakeholder Destroy Business Need
Duties Public Health Network
Support Officer:
Rajdeep Atwal
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7.0 - Public Health - Communications
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Assistant Director Public
Health: Paul Fisher
PH 7.1 | Details of Contact with colleagues Date of Contact 1 Month Delete Business Need . L. .
Communications & Social
Marketing Project Manager:
Chitra Roberts
Staff records Assistant DlreFtor Public
. Health: Paul Fisher
Appraisals
PH7.2 1-1 Supervision Date on Record 6 Years Destroy Business Need N .
DARP Communications & Social
) Marketing Project Manager:
Recruitment Chitra Roberts
Assistant Director Public
Budget Overviews, Health: Paul Fisher
PH7.3 ProFurement items, Date of Last Action 6 Years Destroy Limitation Act 1980 .. .
Project Plans Communications & Social
Reports. Marketing Project Manager:
Chitra Roberts
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8.0 - Lifestyle Health Improvement

Information Asset

e Applications
e Referral information

Local Healthwatch

Representatives)

Regulations 2013,
S.1.2013/351

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Consultant Public Health:
Liann Brookes-Smith
Faith Sector Engagement with . .
! E 2 D B
PHS COVID-19 Pandemic Response nd of Pandemic Years estroy usiness Need Lifestyle Improvement
Programme Manager:
Ali Al-Osaimi
Consultant Public Health:
Liann Brookes-Smith
PH 8.2 | Testing for Covid-19 information End of Pandemic 2 Years Destroy Business Need .
Lifestyle Improvement
Programme Manager:
Ali Al-Osaimi
9.0 - Healthy Sandwell
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source
Owner
NHS Health check | Consultant Public Health:
Regulations 4 and 5 of | | j3nn Brookes-Smith
the Local Authorities
e Healthy Sandwell (Public Health and .
Programme Records Entry to Premises b Lifestyle Improvement
PH9.1 g Date of Last Action 5 Years Destroy Y y Programme Manager:

Ali Al-Osaimi

Healthy Sandwell Project
Manager: Jessie Shran
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10.0 — Children’s Public Health

Information Asset

quality improvement plans
Grant agreements

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Consultant In Public Health
SHAPE Records (L:.hlldrgns IT(ubsllc'I;Iﬁalth:
Registration details lann Brooks->mi
PH SHA_PE forum‘ information Date of Last Action 5 Years Destroy Children Act 2004 | Programme Manager:
10.1 Audio recordings .
. . Eilish James
Residential visits
Information and surveys SHAPE Programme
Manager: Neesha Patel
Staff records
Appraisals
1-1 Supervision Consultant In Public Health
DARP Childrens Public Health:
PH Rec_rl,.ntment/JDs Date on record 6 Years Destroy Business Need Liann Brooks-Smith
10.2 Training records and
certificates Programme Manager:
Flexi sheets and Annual Eilish James
Leave cards
SAM Meeting notes
Budget Plans/Reports Consultant In Public Health
Service Specifications, SLAs Childrens Public Health:
PH and Con’Frac.ts Date of Last Action 6 Years Destroy Business Need Liann Brooks-Smith
10.3 KPI Monitoring reports and

Programme Manager:
Eilish James
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10.0 - Children’s Public Health - Continued

Information Asset

in Sandwell

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Needs assessments
Anonymised health Consultant In Public Health
outcome data Childrens Public Health:
. i B e
PH Surveys and consultation Date of last action 6 Years Destroy Business Needs lann Brooks-Smith
10.4 results
Strategies, plans and Programme Manager:
proposals Eilish James
Reports
. Consultant In Public Health
Records of meetings . .
Childrens Public Health:
Stakeholder work contact . .
PH . . . Liann Brooks-Smith
10.5 details Date of last action 6 Years Destroy Business Need
) Project Notes
p ] briefi Programme Manager:
resentations/briefings Eilish James
11.0 — Addictive Behaviours Team
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
. Consultant Public Health;
Tier 4
PH Reports Anna Blennerhassett
P L ) Date of Last Action 11 years Destroy Business Need
11.1 Monitoring information
. . Programme Manager:
Minutes of meetings )
Mary Bailey
Anonymised statistical Consultant Public Health;
PH information regarding . . Anna Blennerhassett
Date of Last Action 20 years Destro Business Need
11.2 addictive behaviours trends ! y Y ust Programme Manager:

Mary Bailey

Regeneration and Growth Retention Schedule




12.0 — Addictive Behaviours Team

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Statutory Board
* y Consultant Public Health;
Information Anna Blennerhassett
PH kehol hi
* St? eholder merr_1bers 'P Date of Last Action 6 Years Destroy Business Need
12.1 e Minutes of meetings
] . Programme Manager:
e Photos and registration )
) Mary Bailey
details for events
13.0 - Research and Intelligence
. . . . . Information Asset
Ref Item Retention Trigger | Retain For Action Retention Source owner
Consultant Public Health:
Lina Martino
PH Intelligence on the population of Information no .
20Y D B N
13.1 Sandwell longer required 0Years estroy usiness Need Principal Research and
Intelligence Specialist:
Jason Copp
Consultant Public Health:
Lina Martino
PH
13.2 Meeting Minutes Date of Last Action 6 Years Destroy Business Need

Principal Research and
Intelligence Specialist:
Jason Copp
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Regeneration and Growth - Retention Schedule

1.0 - Regeneration and Growth — Development Planning and Building Control

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Building Regulations Applications Destroy /
RG1.1 e Building Application Form Date of Record 7 Years Redact Business Need John Baker
e Eligibility Details
Building Regulations Enforcement -
to aid investigation of
RG 1.2 | unauthorised work / contravention Date of Record 2 Years D::::zc/ Business Need John Baker
e Email correspondence
e Phone Records
Dangerous Structures records
e Formal Notice Destroy / .
RG 1.3 . Date of Record 7 Years Business Need John Baker
e Emails Redact
e Phone Records
Planning Records
e Planning Application
. . Destroy / .
RG 1.4 e Evidence of Objections Date of Record 7 Years Redact Business Need John Baker
e Emails
e Committee Reports
Planning enforcement - to aid Dependent
investigation of unauthorised work of type of Destroy /
RG 1.5 e Complaint Form Date of Enforcement | enforcement Redact Business Need John Baker
e Emails breach
e Formal Notices Served 4 or 10 Years
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1.0 - Regeneration and Growth — Development Planning and Building Control - Continued

Information Asset

e Record of payee

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
High Hedges Process records
High Hed Applicati Dest
RG 1.6 * 'eh Hedges Application Date of Application 7 Years estroy / Business Need John Baker
Form Redact
e emails
Tree Preservation Orders
e Tree Preservation . Destroy / .
RG 1.7 o Date of Application 7 Years Business Need John Baker
Application form Redact
e emails
. . . . . Destroy / .
RG 1.8 | Daily mail received for service area Date of Receipt 12 Months Redact Business Need John Baker
Controlled Stationery cheque
Destroy / .
RG 1.9 | books Date of cheque 7 Years Redact Business Need John Baker
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2.0 - Regeneration and Growth - Planning and Growth - Strategic Planning and Transportation

Information Asset

response to consultations
e Sandwell Local Plan
Landowner Responses
e Sandwell Local Plan
Examination in Public
documents (2024/25
onwards)

Town and Country
Planning (Local
Planning) (England)
Regulations 2012

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Land Opportunity Promotion
RG 2.1 records Date of Record 7 Years Destroy 2023 Business Need Hayley Insley/Jenna
e Development Ready Langford
Database
Consultation records
e Black Country Plan
consultation -responses
e Planning consultation Planning and
database Compulsory
e Sandwell Local Plan Purchase Act 2004
RG 2.2 consultation database and Date of Record 7 Years Destroy Andy Miller
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2.0 - Regeneration and Growth - Planning and Growth - Strategic Planning and Transportation - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Community Infrastructure Levy
(CIL) records
e CIL Additional Information
Form
e Assumption of Liability Form
e Form 2 -Claiming
Exemption or relief
e Form 5 — Notice of Until
chargeable development Payment of Levy / Payment of
RG 2.3 e Form 6 — Commencement Land Charge Levy / Land Destroy Business Need Andy Miller
Notice Discharged Charge
e Form 7 - Self-build Discharged
Exemption

e Form 8 - Self-build
residential Annex

e Form 9 —Self-build
residential extension
exemption

e Liability information notice

Self-build records
e Self-build register Construction
RG24 application form . 15 Years Destroy Business Need Andy Miller
. Completion

e Self-build and custom
house building register
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3.0 - Regeneration and Growth - Planning and Growth - Regeneration

Information Asset

personal data

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Destroy 2023
Advice Information and Project End Date SanJ(regf/;Io Gareth Owens / Jenna
RG 3.1 | Market Development (AIM) J 7 Years PP EU Legislation
, . 2016 from Langford
e Business Owners Profile
Accountable
Body (WCC).
Social Enterprise Fund records Successful Until Grant
. . Grant End
e Social Enterprise Fund End . Gareth Owens / Jenna
RG 3.2 o Destroyed Business Need
Application Form Langford
Unsuccessful
. 12 Months
Date of Decision
Black Country, Local Enterprise
Funding records Close of Programme 3 Years . Gareth Owens / Jenna
RG 3. . D B N
G3.3 e only records which contain in March 2023 (2026) estroy usiness Need Langford
personal data
Enquiries
e only records which contain
personal data
RG 3.4 * Think Sandwel Response to Enquir Until Destro Business Need Jenna Langford
) e Regenerating Sandwell P quiry Responded Y g
e Towns Fund/Deal
e Wednesbury HAZ
e Brandhall Consultation
Development Ready records Hayley Insley / Jenna
RG 3.5 | ¢ onlyrecords which contain Date of enquiry 6 Years Destroy 2023 Business Need yiey y

Langford
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3.0 - Regeneration and Growth - Planning and Growth - Regeneration - Continued

Information Asset

e Registration Forms
e Enquiry records

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
T Fund R d
RG 3.6 OW.n lcj):l rzzZ:dZ which contain Close of Programme 3 years Destro DLUHC HOT Rina Rahim/ Jenna Langford
) y in March 2026 (March 2029) Y Requirements 8
personal data
Signed Partnership/Funding
A t
RG 3.7 greements . i Close of Programme 20 Years Destroy EU& Gf)ver.nment Tammy Stokes
e only records which contain Legislation
personal data
Levelling Up Fund Records
&P . . Successful Until Grant . Jenna Langford/ Tammy
RG 3.8 e only records which contain Destroy Business Need
Grant End End Stokes
personal data
Inclusive Economic Recovery Plan
activities
e only records which contain Close of
RG 3.9 personal data Programmes March 2027 Destroy GLoeveizerr:‘:i]s:t GarethL;)r:A/fczg:éJenna
e Attendee Records 2025 & 8
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4.0 - Regeneration and Growth - Planning and Growth - Housing and Partnerships

Information Asset

e Property condition records
e Asbestos records
e \Warranties

Requirement

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Energy Project records Government
RG 4.1 e ECO3 LA-Flex— Date of Record 12 Months Destroy Requirement Mark Taylor / Alan Martin
application/eligibility forms q
T t Feedback d
RG 4.2 ehant ree .ac re.:cor > Date of Record 12 Months Destroy Business Need Alan Martin
e (Questionnaire
Resident Consultation - Planning
RG 4.3 | process Date of Record 12 Months Destroy Business Need Alan Martin
e Correspondence
RG 4.4 | General Enquiries Date of Record 3 Years Destroy Business Need Alan Martin
Riverside Housing - Stock
Condition Data
e Repairs history Business Need/
RG 4.5 e EPCratings End of Contract 15 Years Destroy Contractual Trevor Fields / Alan Martin
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4.0 - Regeneration and Growth - Planning and Growth - Housing and Partnerships - Continued

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

RG 4.6

Riverside Housing — Tenancy File
Housing Management

® Tenancy Agreement

® Getting to KnowYou
Form

® Income and Expenditure
Form

® New Tenant DetailsForm

e \Welfare Forms

® Risk and SupportNeeds
Form

® Notice of Seeking
Possession

® ASB related
Documents

® Diary Sheets

® Social Services
Documents

® Housing related forms
where tenants
signature is required

Termination of
Tenancy

3 Years

Destroy

Business Need

Trevor Fields / Alan Martin
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4.0 - Regeneration and Growth - Planning and Growth - Housing and Partnerships - Continued

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

RG 4.7

Tenant Management
Organisations — Tenancy File
Housing Management

® Tenancy Agreement

® Getting to KnowYou
Form

® |ncome and Expenditure
Form

® New Tenant DetailsForm

e \Welfare Forms

® Risk and SupportNeeds
Form

® Notice of Seeking
Possession

® ASB related
Documents

® Diary Sheets

® Social Services
Documents

® Housing related forms
where tenants
signature is required

Termination of
Tenancy

3 Years

Destroy

Business Need

Trevor Fields / Alan Martin
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5.0 - Regeneration and Growth - Strategic Assets and Land - Facilities Management

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
R Hire Booki
RG 5.1 oom Hire oo.mg ) Date of Booking 3 Months Destroy Business Need Lee Constable
e Room Hire Booking Form
General
1 Month
RG 5.2 | CCTV Date of Footage Destroy Business Need Lee Constable
Incidents
12 Months

6.0 - Regeneration and Growth - Strategic Assets and Land — Commercial Property

Ref

Item

Retention Trigger

Retain For

Action

Retention Source

Information Asset
Owner

RG 6.1

Lease Records

Application to

Lease Form

Application for

consent to assign
Application for consent to
underlet

Application for consent to
alterations

Section 40 Notice

Date of Record

7 Years

Destroy

Business Need

Stefan Hemming

RG 6.2

Key Holder Records

End of Occupation

Duration of
Occupation

Destroy

Business Need

Stefan Hemming
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6.0 - Regeneration and Growth - Strategic Assets and Land - Commercial Property - Continued

Information Asset

e Market Trading Application
Form

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Successful
7 Years
RG 6.3 Lease Offer records Date of Record Destroy Business Need Stefan Hemming
e Sealed Offer Form
Unsuccessful
12 Months
Land Sales Records
RG 6.4 e 15-dayland Date of Completion 7 Years Destroy Business Need Stefan Hemming
disposal form
Assets of Community Value Records Localism Act 2011
RG 6.5 e Community Right to Bid Date of Record 10 Years Destroy Chapter 3 Stefan Hemming
e Nomination Form
7.0 - Regeneration and Growth - Strategic Assets and Land - Markets
Ref Item Retention Trigger | Retain For Action Retention Source [ s
Owner
Markets Operation Records
e Application to hold charity
or commercial cart boot
sale . o
RG7.1 . Date of Record 7 Years Destroy Business Need Gerry Ritchie
e Trading Consent Form
e Stall Application Form
e Entertainment Application
Form
Market Trading Records
RG 7.2 * Trading Licence Expiry of Licence 7 Years Destroy Business Need Gerry Ritchie
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7.0 - Regeneration and Growth - Strategic Assets and Land - Markets - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source owner
General
1 Month
RG 7.3 | CCTV Date of Footage Destroy Business Need Gerry Ritchie
Incidents
12 Months

8.0 - Regeneration and Growth - Strategic Assets and Land - Urban Design and Building Services

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Unlimited
Suspend
Atrium Records 3 months /10 DeFI)ete //
RG 8.1 | (Property Information Unit) Date of records dezii:ing anonymise Business Need Mark Drake
e Electronic Property Records record as
on type of .
data applicable
Suspend /
Technology Forge Records Delete /
RG 8.2 | (Property Information Unit) Date Tenant Leaves Unlimited anonymise Business Need Mark Drake
e Electronic Property Records Property record as
applicable.
Last Incident
Last Incident 3 Years
RG 8.3 Health ?—Ir:e(llizfzxzeazs;ecords Destroy Legislation Mark Drake
Last Action Last Action
40 Years
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8.0 - Regeneration and Growth - Strategic Assets and Land - Urban Design and Building Services - Continued

Information Asset

Ref Item Retention Trigger | Retain For Action Retention Source
Owner
Destructi f Health and Safet
RG 8.4 | Asbestos Records es rl.jc .|on ° 40 Years Destroy calth and >arety Mark Drake
Building Act
Lift Customer Records
e Emails i
RG 8.5 Date of Record 5 Years Destroy Business Need Mark Drake
o Letters
e System Records
Street Furniture Insurance Claim
Records Closure / Amount Till Closure / .
RG 8.6 e Emails Paid Amount Paid Destroy Business Need Mark Drake
o |Letters
Disabled Road Markings Records
e Disabled Road Markings
RG 8.7 Applications Date of Record 4 Years Destroy Business Need Mark Drake
e Disabled Badge Evidence
e Vehicle documentation
Suspend /
Technology Forge Records Delete /
Date T tL
RG 8.8 | (Sandwell Property Care) ate P(:(r)]azrt caves na anonymise Business Need Mark Drake
e Electronic Property Records perty record as
applicable.
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