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Lightwave Community CIO (“Lightwave”)
Document Retention Policy
Introduction
It is important that Lightwave has a reference for how long key items of documentation need to be retained. This is to avoid holding on to unnecessary paperwork with consequent storage implications but also to ensure that relevant documents are retained for an appropriate period. Note that the medium for retention will need to be decided on a per document basis but where this is electronic then a format should be chosen which will remain readable for the duration of the expected retention.
The following table summarises the retention requirements taking into account guidance recommended by the Charity Commission
Documents Types and Retention Period

	Document Category
	Document Type
	Retention Period

	1
	Standard Insurance certificate/schedule
Claims correspondence
Employer’s Liability certificate
	6 years after end of policy
6 years after claim settlement
In perpetuity (in case of delayed claims) – 40 years minimum after end of policy (Employers’ Liability (Compulsory Insurance) Regulations 1998 suggests 40 years)

	2
	Lightwave Business documents:
- Trustees Meeting Minutes
- Annual Reports
- Annual Accounts
- Accident books
- Health and Safety records e.g. risk assessments
- Asset Register
- Registers for key events – name lists/staff lists
- Consent forms from Parents/Carers
- Policies
- Electoral Roll
	Last action + 5 years
In perpetuity – 10 years minimum – potential to archive at Records Office
5 years (good practice) - potential to archive at Records Office only if of
longer term interest.
In perpetuity – Should retain for 6 years after property disposed of.
In perpetuity – 10 years minimum – potential to archive at Records Office
In perpetuity – 10 years minimum – potential to archive at Records Office
3 years after date of entry or end of any investigation if later - The Reporting
of Injuries, Diseases and Dangerous Occurrences Regulations 2013
3 years
3 years
3 years - the Designated Person for Safeguarding will store these with
Safeguarding records after being signed and dated.
3 years
7 years
5 years
Review regularly to keep up to date – archive if the church closes. Remove
details 6 months after a person ceases to be a Member or Friend.
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Church Services 
	Basic record description
	Keep in parish
	Final Action

	Baptism register
	Arrange phased transfer to the Archives and Local History Service 
	Permanent (deposit) 

	Service Registers
	Arrange phased transfer to the Archives and Local History Service
	Permanent (deposit)







	Document Control Information

	Document Owner
	Lightwave Treasurer

	Date Approved:
	June 2021 (TBC)

	Approving Committee: 
	Lightwave Community Council

	Version:
	V1

	Review Committee: 
	Lightwave Community Council

	Review period
	3 years

	Review Date:
	June 2024

	This policy is referenced/required by these other policies or by these organisations
	

	Source document(s)
	This policy is based on that drafted for Lightwave of St Edmundsbury and Ipswich Diocesan Board of Finance
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