Light-touch Data Retention Policy
Below is a short, light-touch Retention Policy, written specifically for independent inventory clerks and fully aligned with the ICO’s guidance for small organisations. It includes placeholders you can customise. Policy

Retention Policy
For independent inventory clerks, landlords and letting agents
1. Purpose of this Policy
This Retention Policy explains how long [Your company name here] keeps personal data collected during the course of providing inventory, check-in, mid-term and check-out services. It is intended to be simple, proportionate, and compliant with UK GDPR.

2. Types of Data We Hold and How Long We Keep It
2.1 Inventory Reports, Check-In, Mid-Term and Check-Out Reports
These reports contain property information, photographs, and may occasionally include personal items within images.
Retention period: [Up to 6 years], to align with tenancy dispute timeframes, deposit scheme evidence requirements, and standard limitation periods.
After this period, reports and associated images are securely deleted.
2.2 Contact Information (Tenants, Landlords, Agents)
Includes names, phone numbers, email addresses and access details.
Retention period: [Up to 2 years] after the end of the tenancy or last instruction, unless required for ongoing contractual or legal purposes.
Data is deleted earlier if no longer needed.
2.3 Booking Forms and Instruction Emails
Includes job details, access notes and relevant correspondence.
Retention period: [Up to 2 years] after completion of the work.

3. Legal or Dispute-Related Extensions
Where information forms part of an active dispute, complaint or legal process, [Your company name here] may retain that data until the matter is resolved, even if this exceeds the retention periods above.

4. How Data Is Deleted
At the end of the retention period, data is deleted securely from:
· Report-writing or inspection software
· Cloud storage systems
· Email accounts and archived folders
· External hard drives or mobile devices used for site work
Deletion is carried out in a way that prevents recovery.

5. Your Right to Request Deletion
Individuals may request deletion of their personal data at any time.
Where the data is not required for legal, contractual, or dispute-resolution purposes, [Your company name here] will delete it promptly.

6. Review and Updates
This policy is reviewed annually or when legislation or business needs change.
Members should update the above placeholders and timings to reflect their own business practices.

Members should adapt this for their own use.

Disclaimer:
The Association of Independent Inventory Clerks (AIIC) provides this template for general guidance only. It does not constitute legal advice and may not be suitable for every business. Members are responsible for ensuring that any document they adopt or adapt meets their own legal, operational, and compliance requirements. The AIIC accepts no liability for any loss, damage, or consequences arising from the use, modification, or reliance upon this template.
