Institute of Registered

Data Retention Schedule

The Institute of Registered Case Managers (IRCM) is committed to safeguarding the
data it collects, ensuring compliance with UK GDPR, the Data Protection Act 2018,
and other relevant regulations.

This Data Retention Schedule outlines how long IRCM retains different types of
personal, professional, and organisational data. It ensures that:

e Personal data is not held longer than necessary.

e Data is securely stored, archived, or deleted in accordance with legal,
regulatory, and business requirements.

e The organisation remains transparent and accountable in data processing
practices.

This schedule applies to all data collected, processed, or stored by IRCM, including
data related to:

Registrants, Pre-Registrants and applicants

Employees, Directors, volunteers and other representatives
fithess to practise and professional conduct cases and concerns
Financial and organisational records

Public correspondence and business communications

CPD accreditation applicants, CPD providers and facilitators

Retention periods are based on legal requirements, business needs, and regulatory
functions to ensure compliance and best practice in data management. Retention
reasons are based on statutory limitation periods, regulatory obligations, and
organisational accountability requirements.

Type Description Retention period Reason for
retention
General
Public General enquiry 10 years after last Evidential.
correspondence correspondence Public
Feedback 10 years after last accountability
correspondence and policy audit
Public consultation | Permanent trail.
responses
Registrant and General enquiries Retained in line with Regulatory
Pre-Registrant for advice or the applicable function, audit
contact signposting Registration and Pre- | trail and record
Registration retention | integrity.
period
Business or General enquiries | 10 years after last Evidential.
organisation correspondence Public
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contact accountability
and audit trail.
Internal email Emails between 6 years from last Business need

communications

staff

correspondence
(excluding emails
linked to fitness to
practice, professional
conduct or regulatory
investigations which
are retained in line

with the below section:

fitness to practice,
professional conduct
and concerns).

and evidential.
Public

accountability
and audit trail.

Organisational

Board and
committee
documents

Board and
committee meeting
packs

Minimum 10 years
from the date of the
meeting or from the
date of passing a
resolution in writing

Data Protection
Act, Companies
Act

Minutes of general
meetings and
members
resolutions passed
other than at a
general meeting

Minimum 10 years
from the date of the
meeting or from the
date of passing a
resolution in writing

Companies Act

Annual accounts | Accounts and Permanent Companies Act
annual review and audit
requirements
Governance Corporate business | 25 years Business need
annual plans
Risk registers 6 years after Business need
superseded
Legal advice 25 years Business need
Committee terms of | Permanent Business need
reference
Conflicts of interest | Permanent Business need
register
Internal and 25 years Business need
external policy and regulatory
and guidance
documents
Business Permanent Business need
contracts and
agreements,

trademarks and
other intellectual
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property
Insurance Policies 3 years after lapse Data Protection
Act
Claims 6 years after Limitation Act
correspondence settlement
Employer’s liability | 40 years Employers’
insurance Liability
certificate Regulations
Accident reports 3 years after Data Protection
and relevant settlement Act
correspondence
Complaints Complaints about Permanent Regulatory
IRCM function
Financial Statements Six years from the end | Business need
documents Accounts of the financial year in | (Companies
Expenses which the transaction | Act)
Payment reports was made
Annual reports
Invoices
Remittance advices
Media and Newsletters Destroy when no Business need
communications Press releases longer required and historic
Blog/ website posts value
Posters
Logos
Survey results
Image library
Presentations
Payroll Income tax records | Six years plus the Taxes
re employees current year Management
leaving e.g., P45 Act
Notice to employer
of tax code (P6)
Annual return of
employees and
directors expenses
and benefits
(P11D)
Certificate of pay
and tax deducted
Records of pension
deductions
Notice of tax code
change
Website Analytics | Data collected 2 years from last site User
and user data through website visit experience

\V
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analytics tools,
such as IP
addresses, device
type, time spent on
site, and page
visits.

analysis and
performance
reporting

Website Forms

Data collected via
forms on IRCM’s

website, including
name, email, and
message content.

10 years from last
correspondence

Business need
and evidential
purposes

Employee/ HR rec

ords

Health and safety

Medical records
and details of
biological tests
under the control of
Lead at Work
Regulations

40 years from the date
of the last entry

The Control of
Lead at Work
Regulations

Accident books

3 years after last entry

or end of investigation | of Injuries,

(whichever is the later) | Diseases and
Dangerous
Occurrences
Regulations

The Reporting

Accident records

3 years for general
records. Permanently
for records relating to
hazardous substances

Training Personnel files and | Maximum 6 years Limitations Act
training records after employment and Data
ceases Protection Act
Salary, payments | Wages and salary | 6 years plus the Taxes
and working time | records current year Management
Expense records Act
Overtime records/
authorisations
Records relating to | 2 years form the date | The Working
working time on which they were Time
made Regulations

Statutory maternity
pay records,

3 years after the end
of the tax year in

The Statutory
Maternity Pay

calculations, which the maternity Regulations
certificates and period ends

medical evidence

Statutory sick pay | 3 years after the end Statutory Sick
records, of each tax year for Pay (General)
calculations, Statutory Sick Pay Regulations
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certificates and purposes
self-certificates
National minimum | 3 years after the end National
wage records of the pay reference Minimum Wage
period following the Act
one that the records
cover.
Recruitment Application forms 6 months Equality Act
and interview notes
(for unsuccessful
candidates)
Fitness to practice, professional conduct and concerns
Fitness to Concern raised — 20 years after the Regulatory
practice and no case closure of the case function
professional Case closed before
conduct cases hearing Case summary
— no case or document to be kept
informal resolution | permanently
Case proceeds Permanent
through full process
Notification of Details of sanctions | Permanent Regulatory
sanctions imposed by other function
regulators
Registrant and Declarations Permanent Regulatory
Pre-Registrant relating to health function
declarations and character
Emails related to | Emails that form 20 years after case Regulatory
concerns or part of fitness to closure (if no action function
investigations practice and taken).
professional
conduct processes, | Permanent if case
concerns or resulted in sanctions
appeals
Registration and Pre-Registration
Applications/ Application forms Permanent Regulatory
renewals leading | Fitness to practice function and
to registration and | and professional business need
Pre-Registration | conduct
declarations
Supporting
documents
Employment
information
Appeal information
Applications/ Application forms 20 years Regulatory
renewals not Fitness to practise function and
leading to and professional business need




IR

\V

Institute of Registered

registration or conduct
Pre-Registration | declarations
Supporting
documents
Employment
information
Appeal information
Lapsed Individuals who did | Permanent Regulatory
registrants and not renew their function and
Pre-Registrants registration or Pre- eventual
Registration but purposes
were not subject to
disciplinary action.
Voluntary Registrants and 20 years from removal | Regulatory
removals Pre-Registrants date function
who chose to leave
the Register or
Pathway.
Struck-off Individuals Permanent Public
Registrants and removed from the protection and
Pre-Registrants Register due to a regulatory
fitness to practise function
decision.
Individuals
removed from the
Pre-Registrant
Pathway due to a
professional
conduct decision.
Payment Card payments IRCM does not store Payment
information full card details. Card | processing
(Registrants and data is processed
Pre-Registrants directly by Stripe.
Direct debit IRCM does not store
instructions full bank details.
Mandates are
managed by
GoCardless.
Payment Retained in line with Regulatory
transaction records | the applicable function and
Registration and Pre- | business need
Registration retention
period
Payment Payment Six years from the end | Companies Act
information transaction records | of the financial year in | and tax
(other) (invoices, which the transaction | requirements
confirmations, was made
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reports)

CPD Audit information Permanent Regulatory
Portfolios added by | Until deleted by function and
registrants registrant business need

CPD Accreditation Service

Accreditation
applications -
successful

Application forms,
supporting
documentation,
evaluation records,
moderation
records, outcome
letters and other
communications

6 years after expiry of
accreditation

Regulatory
function, audit
trail

Accreditation
applications -
unsuccessful

Application forms,
supporting
documentation,
evaluation records,
moderation
records, outcome
letters and other
communications

6 years after outcome
decision

Audit trail,
consistency of
decision-making

Accredited CPD Provider name, Permanent (core log Transparency,
log record course title, record) public
accreditation protection and
status, dates regulatory
function
Annual quality Annual returns 6 years after expiry of | Regulatory
assurance submitted by accreditation oversight and
records accredited quality
providers assurance

Data will be securely destroyed or anonymised at the end of the retention period
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\Version Date Amendments
1 March 2025
1.1 April 2026 Included retention terms for Pre-

Registrants, standardised retention
periods and terminology, corrected
legislative references, and
strengthened clarity and
compliance with data protection and
regulatory requirements. Clarified
retention and processing
arrangements for payment
information.

Review date: April 2027




