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Classification

Description

Type of information held

Retention period

Citation

1. | Enquiries and complaints | 1.1 Routine complaints received | Correspondence and CR1 logs CY+ 3 years M
1.2 Freedom of information Log of requests made under the CY+ 2 years M
requests Freedom of information act
1.3 Routine enquiries received | Correspondence CY+ 2 years M
1.4 Compliments received Correspondence CY+ 2 years M

2. | Performance 2.1 The dissemination of the Monthly Performance Reports CY+ 1lyear M

information and Authority’s performance
monitoring information
2.2 The process of inspection on | Copies of any audit reports made of | CY+ 1 year M
the Service the Authority
2.3 The process of managing Project plans and related CY+ 1 year M
major projects documentation for corporate
projects

3. | Litigation 3.1 The process of managing, Criminal case files, Civil case files, CY+ 7 years or 30 for | Limitation Act 1980 M

undertaking or defending, for or | Correspondence fatal cases

4.  Occupational Health

against, litigation, on behalf of
the Authority, including judicial
reviews

4.1 The process of checking and
ensuring the health of staff

Heath questionnaire, medical
clearance, reasonable adjustment
to work place, restrictions,
recommendations, reports from




5. Human Resources and 5
Personnel Records






8.4 The use of operational data
gathering (72d), for the purpose
of Fire Fighter safety

SSRI'and 72d including radiation
records

CY+ 7 years

Fire & Rescue
Services Act 2004

8.5 The use of site and building

Site specific plans, building and

Retain for the life of

Fire & Rescue

plans for use by incident floor plans property and then Services Act 2004
commanders during an destroy
emergency
9. | Electronic 9.1 Emergency telephone call Audio and radio recording and call | CY+ 3 years unless Limitation Act 1980
communications records metadata, stored on symphony litigation is expected
personal assistant then CY+ 6 years
9.2 Call related records Metadata and incident logs stored | CY+ 3 years unless Limitation Act 1980
on vision mobilising system litigation is expected
then CY+ 6 years
9.3 Incident Response System Records of incidents attended by CY+ 3 years unless Limitation Act 1980
records Fire & Rescue crews for the litigation is expected
purpose of Home Office reporting | then CY+ 6 years
10. Electronic file and data 10.1 The records created by

storage

users of the authority’s IS
systems as part of their work,
not covered elsewhere in this
scheme




Records of Firewise visits
undertaken

Destroy 25 years
from DOB, unless
litigation is expected
then 25 years from
last action. DPA rules
must be applied.

Limitation Act 1980

Youth case files

Records of course and attendance
information for Youth Engagement
Scheme

Destroy 25 years
from DOB, unless
litigation is expected
then 25 years from
last action. DPA rules
must be applied.

CY+ 5 years

Limitation Act 1980




14.3 Horizon scanning External review (Rule 43) and Whilst relevant. Must
prevention of future death letter be reviewed annually
and weeded

14.4 The provision of | National Operational Guidance
Operational Learning 1



18.1 Records relating to fleet Log books CY+ 2 years Limitation Act 1980 P

vehicles L . .
Vehicle inspections and remedial CY+ 2 years or

action on defects, maintenance and
servicing



20. | Fire Control Data 20.1 Records relating to Fire Data from other agencies e.g. NHS, | CY+ 3 years Fire & Rescue
Control services for the purpose | LRF and Police Services Act 2004
of mobilising vehicles SSRI and 72d data including CY+ 7 years Fire & Rescue

radiation records Services Act 2004
Site specific plans, building and Retain for the life of | Fire & Rescue
floor plans property and then Services Act 2004
destroy
20.2 Fire Control emergency Audio and radio recording and call | CY+ 3 years unless Limitation Act 1980
telephone call records metadata, stored on Symphony litigation is expected
Personal Assistant then CY+ 6 years
20.3 Call related records Metadata and incident logs stored | CY+ 3 years unless Limitation Act 1980
on vision mobilising system litigation is expected
then CY+ 6 years
20.4 Incident Response System | Records of incidents attended by CY+ 3 years unless Limitation Act 1980
records Fire & Rescue crews for the litigation is expected
purpose of Home Office reporting | then CY+ 6 years
21. | Cross border Data 21.1 Cross border emergency Audio and radio recording and call | CY+ 3 years Limitation Act 1980

telephone call records

metadata, stored on symphony
personal assistant
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