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1. Purpose
This policy sets out how long Bilbrough Village Hall keeps documents and how they are securely disposed of, to comply with legal, financial and data protection requirements.

2. Responsibilities
The Trustee Committee is responsible for ensuring records are:
· Kept securely
· Retained for the correct period
· Disposed of safely

3. General Principles
BVH will:
· Keep records only as long as needed
· Keep them accurate and secure
· Dispose of them in a way that prevents unauthorised access

4. Retention Schedule
	Record type
	Retention period

	Governing documents & deeds
	Permanently

	Trustee meeting minutes
	Permanently

	Annual accounts & financial statements
	Permanently

	Bank statements, invoices, receipts
	7 years

	Gift Aid records
	6 years

	Booking records & hire agreements
	7 years

	Insurance policies & claims
	7 years after expiry

	Accident & incident records
	7 years (or longer for children until age 25)

	Safeguarding records
	As required by law, normally until youngest person is 25

	Volunteer & trustee records
	7 years after leaving

	Complaints
	7 years

	CCTV
	Normally 30 days unless required for investigation

	Emails
	As long as necessary for business or legal reasons



5. Secure Storage
· Paper records will be kept in locked storage
· Electronic records will be password protected
· Access is restricted to authorised Trustees

6. Disposal
Records will be disposed of by:
· Shredding paper documents
· Secure deletion of electronic files

7. Suspension of destruction
If a complaint, investigation or legal issue is ongoing, records must not be destroyed even if the retention period has passed.
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