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Data Retention Policy

This Data Retention Policy aims to specify 14th Bromley Scout Group guidelines for retaining different types of data and for how long. It covers all data held by
14th Bromley Scout Group, including the Squirrels, Beavers, Cubs, Scouts, Explorers, Volunteers, Parents/Guardians, regardless of the medium in or on
which the data is held.

Where statute or regulation departs from the requirements of this policy, 14th Bromley Scout Group will comply with the relevant statute or regulation. This
policy will be reviewed every year.

Personal data retention is governed by current Data Protection legislation. Data must be accurate, kept up to date and retained for no longer than is necessary
for the purpose for which it was obtained. Details of retention periods are set out in the tables below.

The retention periods set out in this policy cover data routinely collected and stored by 14th Bromley Scout Group. Any other personal data required for ad hoc
purposes will be destroyed as soon as it is no longer necessary.

Any member who handles data as part of their role will have completed online safety training, which covers the protection of personal and sensitive
information. This training must be applied by all data handlers acting on behalf of the 14th Bromley Scout Group. Data handlers should also ensure that their
electronic devices remain fully updated, including operating systems and software, to reduce the risk of breaches arising from known vulnerabilities, such as
using unsupported or outdated versions of Windows.

Personal data may be held in both digital and paper formats. Digital data is primarily stored in Online Scout Manager (OSM), Google Drive and Microsoft 365
systems, and paper forms are held securely and destroyed at the earliest appropriate opportunity in accordance with the retention periods listed in this policy.
Paper records will be destroyed using cross-cut shredding or secure disposal methods and will not be placed in general waste.

The Data Protection Policy and Data Retention Policy should be read together. Where any wording appears to differ between the two documents, 14th
Bromley Scout Group will follow the approach that best meets current legal requirements and guidance issued by the Information Commissioner’s Office
(ICO). Both documents collectively set out how we handle, store, retain and delete personal data in line with the GDPR and Data Protection Act 2018.
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1 Young Person
Data Process Data Type Retention Justification
1 year after the enquiry or until a member joins, whichever
Pre Join Personal Data is shorter. After 1 year, review if this information is accurate | To place them on the waiting list for a place and
Enquiries and still required with the parent/guardian and if they still keep them informed of progress
want to stay on the waiting list if no space is available.
Personal and For enquiries on membership and to assist with
Joining Sensitive Data 2 years after the Young Person leaves. .. .q P
. re-joining
(Special Category)
Personal and 2 months after the event (N.B any consent provided for . .
. i . ] Required for enquiries on the event and
Events Sensitive Data photos and videos will be kept with the personal data and . .
. responding to incidents
(Special Category) Consent records)
Safeguarding N/A — see Scout Association Safeguarding policy
Until the Young Person is 25 or Legal claims are raised
Safety Accident | Personal and against the 3 years, whichever is greater. Accident records Leqal claims raised against the incident
Reports Sensitive Data may be shared with The Scout Association or any other g g
relevant Government Agency, including HSE.
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Badge / Required for any re-joins to connect them back to
Training Personal Data 2 Years after the Young Person leaves o
their training records
Records
Required for the annual review of attendance. The
Attendance 5 years or after the Young Person leaves, whichever is Leader in Charge is obligated to keep a register;
. Personal Data .
Register greater. this is to ensure the safety of all our members
when at the Scout Hall or at an external activity.
Identifiable special category personal data contained within
photographs or video recordings will be retained for 8 years
from the date of creation. After 8 years, the material will be
reviewed and either securely deleted or minimised (for
example, anonymised, redacted, or retained in a
reduced-identification format).
Where photographs or recordings form part of the Group’s
Personal and official historical archive, or are reasonably required for This makes up the permanent record and history of
Photos & Video | Sensitive Data the Group. The photos may already be in the public

(Special Category)

ongoing promotional, educational, or organisational
purposes, the material may continue to be retained and
used as part of the Group’s long-term archival record (not
less than 100 years), or until deletion is requested in
writing, whichever is later.

Withdrawal of consent applies to future use only and does
not require the removal of materials already lawfully
published, printed, archived, or otherwise distributed before
the withdrawal.

domain and may not be able to remove.
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2 Parent & Guardian
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Data Process Data Type Retention Justification
Pre Join Until the Young Person is offered a place, withdraws their application, | Required for placing a young person on a
. Personal Data . . D
Enquiries or reaches the age of 18, whichever is sooner. joining list for a place
Personal and
Joining Sen3|t.|ve Data 2 years after the Young Person leaves. Fgr enq.w.rlgs on membership and to assist
(Special with re-joining
Category)
Personal and
Events Sensitive Data 2 months after the event (N.B any consent provided for photos and Required for enquiries on the event and
(Special videos will be kept with the personal data and Consent records) responding to incidents
Category)
Safeguarding N/A — see Scout Association Safeguarding policy
Safety Accident | Personal and Until the Young P_erson is 25 or !_egal claims raised against the_6 . _ . o
" years, whichever is greater. Accident records may be shared with The | Legal claims raised against the incident
Reports Sensitive Data -
Scout Association.
Accounting Personal Data 6 Years from the end of the accounting period during which any ReqU|reFj by charlty reporting and
transaction took place. accounting regulations.
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Personal and
Complaints SenS|t.|ve Data 1 year after the complaint has been resolved/concluded To enable the complaint to be dealt with
(Special and to allow for any follow-up.
Category)
Identifiable special category personal data contained within
photographs or video recordings will be retained for 8 years from the
date of creation. After 8 years, the material will be reviewed and
either securely deleted or minimised (for example, anonymised,
redacted, or retained in a reduced-identification format).
Persc')r'1al and Where photographs or recordings form part of the Group’s official T.his makes up the permanent record and
Photos & Video | S¢nsitive Data historical archive, or are reasonably required for ongoing promotional, | history of the Group. The photos may
(Special educational, or organisational purposes, the material may continue to | alréady be in the public domain and may
Category) be retained and used as part of the Group’s long-term archival record | Not be able to remove.
(not less than 100 years), or until deletion is requested in writing,
whichever is later.
Withdrawal of consent applies to future use only and does not require
the removal of materials already lawfully published, printed, archived,
or otherwise distributed before the withdrawal.
3  Adult Volunteers
Data Process | Data Type Retention Justification
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Pre Join 1 Year after the enquiry or until an adult volunteer is To maintain the progress of their enquiry and keep them
‘e Personal Data ” . . .
Enquiries offered a position, whichever is shorter. informed of progress
The 10-year retention of all data is required to provide
tenure and service records in the event an individual
10 years after leaving, the data will be reduced to only wishes to rejoin. The 100-year retention of reduced data is
Personal and . . . )
I include name, date of birth, awards, training records, necessary to respond to evidence requests from statutory
- Sensitive Data . L . - . .
Joining (Special events attended, roles, permits held and any complaints in | agencies and to preserve organisational history. After this
Ca?ce ory) summary format. This remaining data will be retained for a | period, we may retain the data in a minimised form solely
gory minimum of 100 years. for archiving purposes, ensuring it contains only essential
information while complying with data protection
requirements and respecting individual privacy.
Adult Personal and
. Sensitive Data | 12 months or until approval checks and “Getting started” . L .
Information ) I . . Required to assist in the appointment process
(Special training are complete, whichever is shorter
Form
Category)
Identity Until ID data has been submitted to DBS and the vettin
Checking Personal Data . 9 Required to verify that the identity has been checked.
process is complete
Form
2 months after the event (N.B any consent provided for
Personal and photos and videos will be kept with the personal data and
Sensitive Data | Consent records). Withdrawal of consent will prevent Required for enquiries on the event and responding to
Events . . . e
(Special further use of the image but may not require removal of incidents
Category) materials already publicly shared or printed before the

withdrawal of consent.
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Safeguarding N/A — see Scout Association Safeguarding policy
Until the Young Person is 21 or Legal claims raised
Safety ) . , .
. Personal and against the 6 years, whichever is greater. Accident records . . . .
Accident " . L Legal claims raised against the incident
Sensitive Data | may be shared with The Scout Association or any other
Reports : .
relevant Government Agency, including HSE.
Accounting Personal Data 6 Years from the er_1d of the accounting period during Required by charity reporting and accounting regulations.
which any transaction took place.
Personal and
Complaints Sen5|t.|ve Data 1 year after the complaint has been resolved/concluded To enable the complaint to be dealt with and to allow for
(Special any follow-up.
Category)
6 Years from the end of the accounting period during . . . . .
Insurance Personal Data which the insurance schedule was purchased Required by charity reporting and accounting regulations.
Identifiable special category personal data contained
within photographs or video recordings will be retained for
8 years from the date of creation. After 8 years, the
Vid Soecial minimised (for example, anonymised, redacted, or Group. The photos may already be in the public domain
Category)
Where photographs or recordings form part of the Group’s
official historical archive, or are reasonably required for
ongoing promotional, educational, or organisational
purposes, the material may continue to be retained and
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used as part of the Group’s long-term archival record (not
less than 100 years), or until deletion is requested in
writing, whichever is later.

Withdrawal of consent applies to future use only and does
not require the removal of materials already lawfully
published, printed, archived, or otherwise distributed
before the withdrawal.

4 Donors
Data Process Data Type Retention Justification
In.d|V|duaI Personal Data 1.5 Year To keep informed about donations
Givers
In.dIVIduaI Gift Aid ' 6 Years from the end of the accounting period during which HMRC Tax Audit
Givers Declaration any transaction took place.
Individual Direct Debit 6 years after the end of the year or accounting period that | As proof of the Direct Debit Instruction (DDI) and to
Givers Mandate includes the last Direct Debit assist in claims against that DDI
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Partnerships Personal Data 3 Years To answer queries on the donations and maintain a
record of partner donors
5 Suppliers
Data Process | Data Type Retention Justification

Suppller. Personal Data 2 Years policy applies after the warranty expires. To be kept in case a warranty claim needs
Information to be made
Safety Under 18 — Until the Young Person is 25 or Legal claims raised against
. Personal and the 3 years, whichever is greater. Adult Members — 6 Years. Accident . . . .
Accident " . L Legal claims raised against the incident
Sensitive Data records may be shared with The Scout Association or any other
Reports : .
relevant Government Agency, including HSE.
Identifiable special category personal data contained within
photographs or video recordings will be retained for 8 years from the
Personal and date of creation. After 8 years, the material will be reviewed and either | This makes up the permanent record and
Photos & Sensitive Data securely deleted or minimised (for example, anonymised, redacted, or | history of the Group. The photos may
Category) not be able to remove.

Where photographs or recordings form part of the Group’s official

historical archive, or are reasonably required for ongoing promotional,
educational, or organisational purposes, the material may continue to
be retained and used as part of the Group’s long-term archival record
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(not less than 100 years), or until deletion is requested in writing,
whichever is later.

Withdrawal of consent applies to future use only and does not require
the removal of materials already lawfully published, printed, archived,
or otherwise distributed before the withdrawal.

6

Hall Users & Hires

Data Process

Data Type

Retention

Justification

Hall users and
Hires

Personal Data

5 years after the hall hire period ends. *If a donation is received, see the
donation section.

To be kept if a claim, complaint, or
danger is caused to property owned or
managed by the 14" Bromley Scout
Group

Personal and

To enable the complaint to be dealt with

Complaints Sensitive Data 1 year after the complaint has been resolved/concluded
. and to allow for any follow-up.
(Special Category)
Donations Personal Data 6 Years from the end of the accounting period during which any Required by charity reporting and

transaction took place.

accounting regulations.
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(Special Category)

Gift Aid Gift Aid ' 6 Years from the end of the accounting period during which any HMRC Tax Audit
Declaration transaction took place.
Safety Under 18 — Until the Young Person is 25 or Legal claims raised against
Accident Personal and the 3 years, whichever is greater. Adult Members or Adult Visitors— 6 Leaal claims raised against the incident
Sensitive Data Years. Accident records may be shared with The Scout Association or 9 9
Reports . .
any other relevant Government Agency, including HSE.
Identifiable special category personal data contained within photographs
or video recordings will be retained for 8 years from the date of creation.
After 8 years, the material will be reviewed and either securely deleted or
minimised (for example, anonymised, redacted, or retained in a
reduced-identification format).
Personal and Where photographs or recordings form part of the Group’s official This makes up the permanent record
Photos & Sensitive Data historical archive, or are reasonably required for ongoing promotional, and history of the Group. The photos
Video may already be in the public domain and

educational, or organisational purposes, the material may continue to be
retained and used as part of the Group’s long-term archival record (not
less than 100 years), or until deletion is requested in writing, whichever
is later.

Withdrawal of consent applies to future use only and does not require
the removal of materials already lawfully published, printed, archived, or
otherwise distributed before the withdrawal.

may not be able to be removed.

7 Additional Information
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Historical Archive:

We may retain photographs, correspondence, documents, and other records for periods exceeding 100 years when they hold long-term organisational,
historical, or evidential value. This retention is based on archiving-in-the-public-interest provisions within data-protection law. Archived materials are stored
securely, access is controlled, and they undergo periodic review to ensure they remain appropriate for long-term preservation. The group or designated
Archive Team will assess each record individually to determine whether it can be held for these purposes.

Notes:

Where possible, personal and sensitive (special category) data should be anonymised as soon as appropriate if to be retained for analysis or statistical
purposes. The retention of safeguarding data is handled by The Scout Association as part of the investigation, and no data should be retained locally. This
should be in line with The Scout Association's ‘Young People First’, ‘Yellow Card’

Any incidents that have required medical intervention should be reported to The Scout Association for alignment to an incident category and to manage the
process. Near misses may also be reported to The Scout Association to improve safety for all members, where possible this data should be anonymised.

If Safety Accident Reports are maintained for the three years as stated in this document (exceptions apply—please refer to the main body), this retention
period aligns with the requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) and the Limitation Act
1980, which set standard time limits for personal injury claims. These laws require organisations to keep adequate accident records for regulatory review and
potential legal proceedings.

8 Version Control

Date Version Change Issued By Reviewed By

New Data Retention Policy V1.0
18/06/2026 V1.04 - Created new Data Retention Tom Bostock Board of Trustees

Policy.
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