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Data Retention Schedule

	

	Template Guidance Notes 
Use this template as a base to document your Data retention periods. It should be modified to suit your requirements and that the years quoted are accurate and can be adhered to. It is not designed to be definitive.
It should be completed and signed off by principals of the firm.
Red text indicates personalisation is required.
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[bookmark: _Toc221610826]Purpose
This Data Retention Schedule sets out the periods for which The Firm retains different categories of personal data, in accordance with UK GDPR, the Data Protection Act 2018, the Data (Use and Access) Act 2025, FCA record-keeping requirements, and other applicable legal and regulatory obligations.
Personal data is retained only for as long as necessary, after which it is securely deleted, destroyed, or anonymised.
[bookmark: _Toc221610827]Governance
The schedule is owned by the Data Protection Officer and:
· Retention periods are reviewed at least annually and following material regulatory or business changes.
· Where multiple retention requirements apply, the longest applicable period is adopted.
· Legal holds override standard retention periods where required.
[bookmark: _Toc221610828]Client and Business Relationship Data
· Client files and advice records – Minimum 6 years after end of relationship 
· Complaints records – Minimum 6 years after resolution
The firm withholds the right to retain files relating to client advice for longer than 6 years in order to investigate future complaints.
[bookmark: _Toc221610829]Employee and HR Data
· Personnel files – 6 years after employment ends
· Payroll and tax records – 6 years after employment ends
· Right-to-work checks – 2 years after employment ends.
· Training and CPD records – 6 years after employment ends
[bookmark: _Toc221610830]Marketing Data
Marketing contact data – Until consent is withdrawn or 2 years of inactivity 
[bookmark: _Toc221610831]Secure Disposal
At the end of the retention period, electronic data is securely deleted or anonymised, paper records are confidentially destroyed, and third-party processors are instructed to delete or return data in line with contractual requirements.


[bookmark: _Toc221610832]Exceptions
Retention periods may be extended where required by law or regulator, where a complaint or legal claim is ongoing, or where a litigation hold has been applied.
[bookmark: _Toc221610833]Review and Approval
This schedule is reviewed at least annually and approved by senior management.
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