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Retention and disposal policy  - Parishes

Introduction

This document outlines the Data Retention policy of the Roman Catholic Diocese of Northampton (Registered Charity No. 234091) as applicable to its parishes, in order to ensure that the approach taken throughout the Diocese is consistent and to ensure compliance with the current Data Protection laws. 

The Diocese of Northampton and its parishes will ensure that information is not kept longer than is necessary, in accordance with Article 5.1.e of the GDPR, and will retain the minimum amount of information that it requires to carry out its necessary sacred, pastoral and administrative functions and the provision of services. 

There are numerous reasons why documents and data need to be retained. Where this extends beyond the administration of a time-limited event or purpose, we will ensure that the data subject is informed of the purposes for retention. In many cases a retention period is imposed on us by statute, regulations, official requirements or Canon Law.  


A. Purpose 
The purpose of this policy is to detail the procedures for the retention and disposal of information to ensure that we carry this out consistently and that we fully document any actions taken. Unless otherwise specified the retention and disposal policy refers to both hard and soft copy documents. 

B. Assessment
Data, for which current use has ceased, should be assessed to determine whether it should be destroyed, retained for a further period or transferred to an archive for permanent preservation. 

C. How long, and on what basis, we should keep our records 
Data should be kept for only as long as they are needed to carry out its necessary sacred, pastoral and administrative functions of the parish or Diocese, and/or to comply with legal and regulatory requirements. We will assess our records to: 
· Determine their value as a source of information about the Parish and Diocese, their activities, relationships and ministries 
· Assess their importance as evidence of administrative /financial activities and decisions 
· Establish whether there are any legal or regulatory retention requirements (including: Public Records Act 1958, Taxes Management Acts, Companies Act, Charities Act, Pension / Maternity Pay / National Insurance legislation and regulations, the Limitation Act 1980, and the General Data Protection Regulation 2018). 
· Resolve conflicts of values between Safeguarding requirements and Data Protection requirements, and record such balancing decisions
· Determine whether they are likely to have a historical value, or are worthy of / required for permanent preservation, so as to be transferred into parochial or Diocesan Archives, or other locations. 
 
D. Retention and Disposal schedule 
a) A Retention & Disposal schedule is a key document in the management of records and information. It is a list of series or collections of records for which predetermined periods of retention have been established by the Diocese or are required by law, regulations or Best Practice in a specific sector.  
b) Records listed in our disposal schedules will fall into three main categories: 
· Destroy after a fixed period – e.g. current year plus 3 years, one month after event date etc. This is usually intended to limit indefinite retention possibilities, and curtail the accumulation of unnecessary documents to avoid wastage of space. Implementation of disposal may be subject to review to ascertain whether a sample of documents should be retained in archives as “ephemera” to give the flavour of parish life in a particular period. 
· Destroy after a statutory / regulatory retention period – this applies when we are obliged to retain documents for a minimum period, as for financial and tax records. 
· Retain permanently or by reference to an individual’s life – some key records have to retained permanently but this can involve transfer into archives. Some records, such as Safeguarding files, may need to be retained for the life of the individual.  

E. Destruction 
Records can be destroyed in the following ways: 

a) Non-sensitive paper information (listed as “Open” in the Schedule) – can be placed in a normal paper-recycling bin 
b) Confidential paper information (anything listed as “Closed” in the Schedule)  – cross-cut shredded (or pulped, or thoroughly burnt )
c) Electronic data – delete, and remove from Recycle Bin, but NB the simple deletion of files does not wipe or remove them, it just removes the “signpost” to them until they are over-written, and in early days they can be easily recovered. Permanent destruction of electronic records should render them non-recoverable even using forensic data recovery techniques. 
d) Electronic equipment containing personal information – either physical destruction of a hard disk, or engaging a reliable IT disposal contractor who will supply evidence of Data Protection law compliance and a certificate of irretrievable wiping of data. Proposed in-house use of software for permanent deletion needs to be approved by the Data Protection Manager 

NB: if personal data can be “anonymised”, by removing elements of it that identify individuals, (for example leaving only postcodes in a spreadsheet, or replacing names and addresses with numerical codes) it may not need to be destroyed.  

F. Archival transfer 
This is the physical transfer of records (as paper, or rarely, on a digital medium such as a memory stick) into the parish or Diocesan archives. 

G. Duplicate information 
a) Duplicates of retained records should be destroyed, unless for back-up of digital info. Care should be taken that seemingly duplicate records have not been annotated or amended so as to become new documents in their own right. Latest versions need to be definitively identified. 
b) Documents and publications originating from other bodies (such as the Bishops Conference, or the Diocese where a parish is concerned) may be destroyed where it is likely that the originator will have its own archive arrangements. If in doubt – as for a small Catholic charity operating in the parish – make enquiries. 


H. Records of disposals 
Only minimal records need to be kept for data which is disposed-of in accordance with the Schedule. An indication of date-range, a tick mark and a DD/MM/YYYY date will be sufficient (e.g. for Pastoral letters, “2013-14:  13.12.2018”. Documents being disposed of outwith the Schedule, either by being disposed of earlier or reviewed for keeping longer than listed, will need to be recorded in a notebook for data-audit purposes. 
This will provide an audit trail for any inspections conducted by the Information Commissioner and will aid in addressing Subject Access requests, where we no longer hold the material. 

I. Responsibility, Breaches, and Monitoring  / Review
It is the responsibility of the Parish Priest to ensure compliance with this Policy at local level. If delegated to a secretary or layperson, he should ensure they are acquainted with the requirements.  In particular, all those implementing this Policy need to be aware of Data Subjects’ rights to request rectification and erasure. 
Responsibility for monitoring the Retention and Disposal Policy rests with the Parish Priest at local level, and occasionally with the Data Protection Manager (for this role, see the Diocese’s Data Protection Policy in its website).  The Parish Priest should review the operation of the Policy in his Parish, with others responsible for actions under it, at least annually, and record the outcome of such review. 

Any suspicion of a breach of this Policy must be reported to the Data Protection Manager - for example, the discovery, on an internal review or the arrival of a new Parish Priest, that records are routinely being retained for far longer than they should be, without any noted justification. Failure to conduct recommended remedial action, or other persistent non-compliance without reasonable excuse, will place the Diocese in breach of the Fifth Data Protection Principle (see the Introduction) and may require reporting to the Information Commissioner as a serious breach. 

The policy at Diocesan level will be reviewed annually, or more often if required, by the Data Protection Manager. 
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Parish records: Retention & disposal schedule 

Notes 
This retention & disposal  schedule can be applied to both the records currently being produced and used in the parish, and to historical records or archives which are no longer used for current purposes. 
    In deciding whether or not to retain correspondence or documents, ask yourself: are they records which help to tell the story of the parish, its work or its relationships; documents which contain historically significant information or official statements; documents expressing direction, support or approval for projects, contracts, policies, actions or a particular activity or decision, including dissenting views; documents which give information on a dispute or situation; correspondence with significant people. 
Records that have been designated as archives, or need to be kept for more than ten years, should, if practicable, be printed and kept as paper records. Storage on electronic media is vulnerable to deterioration or changes in technology, and should only rarely be used. 
Records that are closed may be accessed by parish staff for work, pastoral or canonical purposes. Closed records may not be accessed by parishioners or members of the public. 
Records that are open may be accessed by anyone at the discretion of the parish priest. 
If the parish has no facilities to maintain its own archive, or wishes to reduce its size, the Diocesan Archivist will be pleased to discuss whether material can be transferred there for safe keeping. (This does not apply to pre-nuptial enquiry material, too copious to store en masse at Bishop’s House, and which must therefore be retained at the parish or in a secure & confidential location nearby. ) 
A record should be kept (see Para. H of the Policy) of any destruction, disposal or archiving, subject to the exercise of common sense about trivial single items or repeated actions e.g. weekly newsletters going into Archives. ( If we receive a Subject Access Request for material from, say, ten years ago, we need to be able to prove that it was deleted in accordance with our Policy.)  The column headed “Disposal record” may serve for this purpose, especially if this Policy is maintained as a digital spreadsheet, so that successive dates and details can be posted in the cell, which will expand.)

Diocesan, Area, parish and civil administration
	Type of record 
	How long to keep it for 
	What action to take after this time 
	Disposal record
	Access 

	Documents relating to Parish’s foundation and dedication 
	Permanently 
	Keep permanently in parish archive 
Store in a safe 
	
	Open 

	Pastorals and Ad Clerums 
	Current year + 2 years 
	Destroy  or archive (Diocese will have copies )
	
	Closed 

	Papers of Diocesan Commissions, Synods etc 
	Current year + 2 years 
	Destroy securely or archive
	
	Closed 

	Pastoral Area (formerly Deanery) Papers 
	Current year + 2 years 
	Destroy parish copies or archive
Area / Deanery copies may be sent to Diocesan Archive by arrangement
	
	Closed 

	Marriage paperwork (pre-nuptial enquiry papers)
	Permanently unless required to send it to the Chancery or elsewhere. Security copy to be retained until receipt confirmed. 
	
	Closed 



Parish publications
	Type of record 
	How long to keep it for 
	What action to take after this time 
	Disposal record
	Access 

	Parish magazines and newsletters 
	Permanently 
	Transfer 1 copy to parish archive 
	
	Open 

	Parish publications including parish histories 
	Permanently 
	Transfer 2 copies to parish archive 
Transfer 1 copy to Diocesan archive 
	
	Open 



Parish finances
	Type of record 
	How long to keep it for 
	What action to take after this time 
	Disposal record
	Access 


	Parish Finance Committee minutes and papers 
	Permanently 
	Transfer to parish archive after say 6 years 
	
	Closed for 30 years 

	Finance records including: cash books, bills, bank statements, financial returns, budgets, accounting records, Gift Aid paperwork and other subsidiary financial records 
	Current financial year + 6 years 
	Destroy securely. Archive annual accounts and a few samples for historical interest 
	
	Closed 

	Insurance policies 
	Date of expiry + 6 years 
	Destroy securely 
	
	Closed 

	Records relating to bequests, legacies etc 
	Permanently 
	Transfer to parish archive 
	
	Closed for 30 years 




Parish Property
	Type of record 
	How long to keep it for 
	What action to take after this time 
	Disposal record
	Access 

	Architectural drawings, photographs, and plans for property including church 
	Permanently (unless property is sold) 
	Transfer to parish or Diocesan archive (If sold, transfer to new owner) 
	
	Open 

	Records documenting major maintenance and development works on property 
	Permanently (unless property is sold) 
	Transfer to parish or Diocesan archive (If sold, transfer to new owner)
	
	Closed for 30 years 

	Property Deeds, leases – originals 
	These should be held by the Diocese 
	Transfer securely to the Diocese. Contact the Finance Office for information
	
	Closed

	Property Deeds - copies 
Originals are held by the Diocesan solicitors; contact Finance Office for information 
	For as long as the property is owned by the Diocese/parish 
	Archive
	
	Open 

	Records documenting the purchase, disposal or leasing out of properties 
	Disposal of property + 12 years 
	Archive 
	
	Open 

	General correspondence related to property 
	Last action on correspondence + 6 years 
	Archive
	
	Closed 

	Cemetery, if any: Plans, registers of graves, and accompanying records 
	Permanently, unless closed and “emptied”
	Archive
	
	Open 




	Type of record 
	How long to keep it for 
	What action to take after this time 
	Disposal record
	Access 

	Sacramental and other registers [Baptism, First Communion, Confirmation, Marriage, Catechumens, Deaths, and any others kept by the parish] 
	Permanently 
	Transfer to Diocese archive if desired, once current use has ceased 
	
	Entries are closed for 110 years from birth of subjects. Then open to legitimate researchers

	Civil Marriage Registers and indexes 
	Until volume full, then transfer to civic registrar
	Any retained index, copies of quarterly returns etc to be transferred to parish archives 
	
	Open (public doc’s )


 Sacramental and other registers
	Type of record 
	How long to keep it for 
	What action to take after this time 
	Disposal record
	Access 

	Records relating to the appointment of parish clergy
	Not kept by parish. Letters of appointment, faculties etc personal to priest / deacon
	
	

	Parish lay staff personnel records 
Full staff records must be kept, unless all 
handled by Diocese
	Termination of employment + 6 years 
	Transfer securely to the Diocese. Contact the HR Office for information
	
	Closed 

	Parish lay staff summary record of employment details (Employee's name, dates of employment, positions held) 
	(Kept after the termination of employment) 
Until age 100 
	Destroy securely 

	
	Closed 

	Parish positions / roles – applications and CVs of unsuccessful candidates
	One month from filling of post
	Transfer to Diocese once interviews have taken place. (HR Office.)
	
	Closed

	Personal papers and private correspondence of clergy (if not handed on)
	Priest’s personal property to manage as he sees fit. 
	Priest’s personal property to manage as he sees fit. 
	
	Closed 

	[bookmark: _GoBack]Spiritual writings e.g.sermon notes of clergy 
	Duration of appointment 
	Transfer a sample to the parish archive with priest’s permission 
	
	At discretion of parish 


Personnel

Parishioners


	Type of record 
	How long to keep it for 
	What action to take after this time 
	Disposal record
	Access 

	Lists of death anniversaries, Mass intentions etc
	Permanently
	Transfer to parish archives when no longer being used
	
	Closed for 110 years from birth of subjects

	Sick Call Books 
	Permanently 
	Transfer to parish archives 
	
	Closed for 110 years from birth of subjects

	School applications – Mass attendance forms 
	School application process complete + 1 year 
	Destroy 
	
	Closed 



Church services and events
	Type of record 
	How long to keep it for 
	What action to take after this time 
	Disposal record
	Access 

	Liturgy booklets and Orders of Service, Programmes, flyers, ephemera
	Time of use only, unless as templates for future use
	Place occasional samples (sparingly) in parish archive as “period flavour” items
	
	Open

	Photographs of parish activities, events, people and property 
	End of the event + time for viewing
	Print a sample and transfer to parish archives 
Ensure that event, date and those in the photographs are recorded. 
	
	Open 

	Visual and audio recordings of parish activities and events 
	End of the event + time for dissemination
	Transfer to parish archives. Ensure that event, date and those in the recording are noted. 
	
	Open 



Parish organisations    (the parish is not responsible for Data Protection compliance by local branches of separate charities such as the SVP, SPUC, CAFOD etc)
	Type of record 
	How long to keep it for 
	What action to take after this time 
	Access 

	Minutes and papers 
	Permanently (say 5 years as current files ?) 
	Transfer to parish archive 
	Closed for 30 years 

	Correspondence 
	Current year + 2 years 
	Transfer key correspondence to parish archive. Destroy other correspondence. 
	Closed for 30 years 















Parish administration 
	Type of record 
	How long to keep it for 
	What action to take after this time 
	Access 

	General and routine correspondence (priest’s and parish’s) 
	Last action on correspondence + 2 years 
	Destroy, or filter-and-archive
	Closed 

	Official/key correspondence (priest’s and parish’s) 
	Permanently 
	Transfer to parish archive 
	Closed for 30 years 

	Parish Committees minutes and papers 
	Permanently (say 5 years as current files ?)
	Transfer to parish archive 
	Closed for 30 years 

	Parish census or membership list, internal mailing lists, group lists, rotas etc
	Permanently, but require ongoing updating, and major renewal at least every 5 years
	Destroy out of date versions, unless archived securely for historical interest
	Closed for 110 years from birth of subjects

	Pastoral Statistics and Parish Register Returns 
	Permanently 
	Transfer to parish archive 
	Closed for 30 years 

	Other organisations’, churches’ and Diocesan publications, minutes and other material 
	Keep as long as required for working purposes 
	Destroy. No need to archive if the originators are likely to have their own archives. Can transfer occasional samples to parish archive as “period flavour”
	Closed 

	Accident Book (individual entries)
	3 years from date of incident, or 21st birthday of any child involved
	Destroy unless there is pending litigation
	Closed
	



This Retention Schedule is very substantially based on one produced by the Archdiocese of Southwark, and we are grateful for their permission to adapt it. As part of their own version, they have produced an excellent set of Guidance Notes for parish archives, and rather than reinventing this particular wheel, we invite any parish archivist to consult this document at http://www.rcsouthwark.co.uk/archive%20media/Southwark%20Diocese%20record%20keeping%20advice%20for%20parishes.pdf 
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