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Data Retention & Disposal Policy
Connected Minds
Version 1.0
Effective Date: July 2026
Review Date: July 2027
Business Details
Business Name: Connected Minds
Owner & Data Controller: Ewa Walczyna
Address: 40 Bluebell Avenue, Leeds, LS25 2FD
Email: connectedminds.leeds@hotmail.com
Telephone: 07495 862946
Facebook: Connected Minds
Website: Not currently available
ICO Registration: Registration pending (registration number will be added once available).
1. Purpose
This policy explains how Connected Minds retains, reviews and securely disposes of personal information. It supports compliance with the UK GDPR and Data Protection Act 2018 by ensuring information is kept only for as long as necessary.
2. Scope
This policy applies to all electronic records created or received while providing SEND advocacy and family support services.
3. Principles
Connected Minds will collect only information that is necessary, store it securely, review retention periods regularly and permanently delete information when it is no longer required.
4. Secure Storage
Client records are stored electronically on password-protected devices with secure encrypted cloud backup. Access is restricted solely to Ewa Walczyna. Devices are protected by passwords, antivirus software and regular security updates.
5. Retention Schedule
Client files, referral forms, consent forms, case notes, meeting notes, advocacy correspondence and case-related emails are retained for two years after case closure. Financial records are retained for six years to comply with HMRC requirements. Safeguarding information will be retained for longer only where required by law or ongoing safeguarding responsibilities.
6. Disposal of Records
When the retention period has expired, records will be permanently and securely deleted from devices and encrypted backups where appropriate. Any paper records created temporarily will be shredded using a cross-cut shredder or disposed of through a confidential waste service.
7. Suspension of Disposal
Records will not be destroyed if they are subject to an ongoing complaint, legal claim, insurance matter, safeguarding investigation, Subject Access Request or other legal requirement.
8. Before Deleting Records
Before deleting information Connected Minds will confirm: (1) the retention period has expired; (2) there is no legal reason to retain the information; (3) there is no ongoing complaint or safeguarding matter; (4) deletion has been recorded where appropriate.
9. Responsibilities
Ewa Walczyna, as Data Controller, is responsible for implementing this policy, reviewing retained information and ensuring secure disposal.
10. Related Policies
This policy should be read alongside the Confidentiality Policy, Data Protection Policy, Privacy Notice, Information Sharing Policy and Safeguarding Policy.
11. Policy Review
This policy will be reviewed annually or sooner if legislation or guidance changes.
Retention Summary
	Record Type
	Retention Period

	Client files
	2 years after case closure

	Referral forms
	2 years

	Consent forms
	2 years

	Meeting notes
	2 years

	Case emails
	2 years

	Financial records
	6 years (HMRC)

	Safeguarding records
	Longer where required by law/safeguarding




Approved by:

Ewa Walczyna
Owner, Connected Minds

Signature: ____________________    Date: ____________________
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