Bromford.

Data Retention Policy

Policy Statement & Purpose

The purpose of this policy is to set out the expected standards for retaining all forms of data
including personal data at Bromford. This policy covers Bromford Housing Group and its
subsidiaries.
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Scope

This policy applies to all direct colleagues of Bromford Housing Group Ltd and its subsidiaries. It
also applies to contractors and suppliers where access to Bromford systems is required.

The policy refers to Bromford information in any form, including data stored, transmitted,
printed, or recorded on any device (such as, emails, texts, call recordings or videos) and whether
on premise, at a service provider or within a cloud-type service. This also includes mobile
devices (such as, Laptops, Tablets, Smart Phones, USB devices or CD) and information printed
or written on paper, sent by email or fax, stored on tape, electronically scanned, or recorded.

Reference Materials

Acceptable Usage
Al Usage Guidelines
Data Classification Policy
Data Classification Handling Rules
Data Protection Policy
High Privilege Access Policy
Information Security Policy
Information Security Incident Policy
Social Media Policy
User Access Policy

Principles

e General Principles of Data Retention
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https://bromford.sharepoint.com/sites/EdmLive/Corporate%20Documents/ISMS-PO-06-02%20Acceptable%20Use%20Policy.pdf
https://bromford.sharepoint.com/sites/EdmLive/Corporate%20Documents/Forms/Colleague%20view.aspx?id=%2Fsites%2FEdmLive%2FCorporate%20Documents%2FISMS%2DPO%2D08%2D01%20Data%20Classification%20Policy%2Epdf&parent=%2Fsites%2FEdmLive%2FCorporate%20Documents
https://bromford.sharepoint.com/:w:/r/sites/EdmLive/_layouts/15/Doc.aspx?sourcedoc=%7B45FD8593-1653-43AC-8C39-9775297BB521%7D&file=Data%20Protection%20Policy.docx&action=default&mobileredirect=true&DefaultItemOpen=1
https://bromford.sharepoint.com/sites/EdmLive/Corporate%20Documents/ISMS-PO-09-03%20High%20Privilege%20Access%20Policy.pdf
https://bromford.sharepoint.com/sites/EdmLive/Corporate%20Documents/Forms/Colleague%20view.aspx?id=%2Fsites%2FEdmLive%2FCorporate%20Documents%2FISMS%2DPO%2D05%2D01%20Information%20Security%20Policy%2Epdf&parent=%2Fsites%2FEdmLive%2FCorporate%20Documents
https://bromford.sharepoint.com/sites/EdmLive/Corporate%20Documents/Forms/Colleague%20view.aspx?id=%2Fsites%2FEdmLive%2FCorporate%20Documents%2FISMS%2DPO%2D16%2D03%20Information%20Security%20Incident%20Policy%2Epdf&parent=%2Fsites%2FEdmLive%2FCorporate%20Documents

When considering how long data should be retained for the following considerations must be

made:

Any statutory legal requirements (e.g. GDPR, Companies Act, etc.)

Any regulatory requirements (e.g. requirements set by the Housing Ombudsman etc.)

To maintain compliance with a contract (e.g. contractor contracts, housing sales etc.)

Legitimate business interest (e.g. to provide a better customer service or for planning

or forecasting purposes)

Storage costs (e.g. how much data are we storing on servers and associated running

costs.)
The table below notes the standard retention rates that Bromford applies to different types of
data.
Data Type Retention Retention Start | Caveats Rationale
Period
Customer 10 years End of Tenancy | Exemptionsin Safeguarding
Personal subject to appendix A must Referrals
Data conditions apply.
noted below. Where intrinsically
linked to other data
types, efforts must be
made to anonymise or
redact the personal
data element.
Colleague 40 years Employee end Exemptions in Health and
Personal date appendix A must Safety
Data apply. Legislation
Where intrinsically requires that
linked to other data we keep
types, efforts must be | records
made to anonymise or | relating to
redact the personal colleagues
data element. under health
surveillance
for 40 years.
Defence of
legal claims.
Member of 7 years Record creation | Exemptionsin Limitation Act
the Public / appendix A must plus one year
Other apply.
Where intrinsically
linked to other data
types, efforts must be
made to anonymise or
redact the personal
data element.
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Asset / Life of the Record Creation | Exemptions in Asset data is
Property Business appendix A must important to
Data apply. Appendix C retain to
notes low level data ensure
record retention Bromford has
periods in EAM. appropriate
records of its
assets
including
those no
longer in use
for business
management
purposes.
Contract 13 years From the Exemptions in Bromford
Data completion of appendix A must construction
the contract apply. contract
warranty
period and
best practice
Financial 7 years From the end of | Exemptions in Statutory
Data financial year appendix A must Limit+1
the transaction | apply.
was reported in.
Governance 15 years / Record Creation | If not required by Best Practice
Data Life of the statutory law, 15 OR
Business years applies. Companies
Life of the Business Act

must apply for
exemptions in
appendix A and as
required by
Companies Act.

Requirement

Personal Data

Personal data is defined as information relating to a living person who can be directly or

indirectly identified by the information. A non-exhaustive list of examples is included below

with a detailed list provided at Appendix B.

In line with UK GDPR and the storage limitation, personal data must not be kept for longer

then we need it. However, it is permissible to anonymise data so that data subjects can no

longer be identified rather than delete it. Please note this different to pseudonymisation e.g.

key coded, which may permit identification.

It should be noted that personal data can be intrinsically linked to different data types, for

example, personal data may be connected to a property record. Where it is technically

Internal
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possible to do so, the personal data element should be removed, anonymised, or redacted. If
the business is unable to comply with this requirement due to system or technical limitations
but can demonstrate a statutory or regulatory requirement, then it may keep it for the
required period. Longer retention can be considered for legitimate business requirements
where no statutory or regulatory requirements exists; however, the Data Protection Officer
must be consulted prior to implementation to assess the risk to data subjects. In all cases,
appropriate security controls must be enforced to ensure that personal data is not
inappropriately disclosed.

Any breaches involving personal data must be reported to the Data Protection Officer
(dpo@bromford.co.uk) within 24 hours where possible, see the Data Protection Policy for
more information.

Customer
Customer personal data may include data such as a tenant’s contact details, bank details,
tenancy details and applications. Typically, this information is held on our CRM systems.

Bromford will operate a standard retention period for customer personal data of 10 years

from the point where the following conditions exist:

e Thereis no active tenancy / legal agreement

e There has been no communication.

e There is no outstanding debt.

e There is no outstanding legal or insurance claim.

e Since last safeguarding referral or child protection report.
Rationale: It is a statutory requirement to keep data relating to safeguarding referrals for 10
years under the Safeguarding Vulnerable Groups Act 2006 and Care Act 2014, therefore, to
ensure completeness of records we retain all customer data for 10 years subject a right to be
forgotten request, which will be considered on a case by case basis.

Colleague/Contractor

Colleague/contractor personal data will include data such as salary, bank details, job role,
absence, medical data and other information.

Bromford will operate a standard retention period for colleague personal data of 40 years

from the point where the following conditions exist:

e When the colleague/contractor leaves Bromford.

e There are no outstanding payments due either to or from the colleague.

e There is no outstanding legal or insurance claim.
Rationale: It is a statutory requirement to keep health surveillance records for 40 years as per
the Control of Substances Hazardous to Health Regulations 2002 documents relating to health
surveillance must be kept for 40 years. Furthermore, personnel data is required for the
purposes of the confirmation/defence of legal claims by colleagues/ex-colleagues.

Members of the Public / Other

Internal
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Bromford may hold other types of personal data of other members of the public who may
have come into contact with Bromford.

Bromford will operate a standard retention period for other personal data of 7 years from

the point where the following conditions exist:
e From the date of an accident/incident occurrence unless a child under the age of 18 is
involved (see appendix A).
Rationale: Limitation Act plus one year to ensure appropriate data retention for the defence
of legal/insurance claims. The above is subject to any exemptions noted in appendix A.

e Asset / Property Data
Asset data is defined as something associated with a property or an object. It may include

items like:
e property records including property sale information, leases and deeds.
e planning and building control permissions,
e searches and professional reports,
e furnishings, utilities and other property assets e.g. boilers, kitchen appliances etc.
e maintenance and compliance records.
e Technology assets e.g. mobile devices, laptops etc.
A detailed list is included in Appendix B.

Bromford will retain this information for the life of the business subject to any exemptions

noted in appendix A and appendix C.

Rationale: Asset data is important to retain to ensure Bromford has appropriate records of its
assets including those no longer in use for business management purposes. This applies to the
master record level. As noted in appendix A, lower level record details may not require the
same level of retention as noted in appendix A and appendix Ci.e. EAM.

e Contract Data
Contract data specifically relates to a signed contract between Bromford and another
organisation for service provision or other agreements. This excludes colleague/single
contractor, which should be retained in line with the personal data retention period as noted
above.

Bromford will operate a standard retention period of 13 years from the completion of thee

contract. This is subject to any exemptions noted in appendix A.

Rationale: Bromford includes a 12 year warranty period in construction contracts, we add one
year to ensure any detail required for claims etc. is present.

e Financial Data

Financial data is defined as financial transactions and/or monetary values. It may include:
e Receipts and revenue records
e Remittances

Internal

Page | 5



e Invoices
e Debits and Refunds
e Payment information
e Tax information
Bromford will operate a standard retention period of 7 years from the end of the financial

year that the transaction was reported in. For example, if a purchase was made in February
2024, the retention period would start from 1%t April 2024 and end on 15t April 2034. It should
be noted that this applies to individual financial transactions only, summary level financial
reporting information can be kept for the life of the business. This is subject to any
exemptions noted in appendix A.

Rationale: Statutory requirement plus one year to ensure appropriate data retention for
statutory financial reporting. The above is subject to any exemptions noted in appendix A.

e Governance Data

Governance data is information that relates to the governance of the organisation. These
records will often be required by laws like the Companies Act or other legislation. It includes
items like:

e Governance documentation including meeting minutes, agenda items

e Internal Audit Reports

e Internal business risk assessments

e Insurance / fraud information

Bromford will operate a standard retention period of 15 years for hon-statutory items.

For statutory items shown in Appendix A, Bromford will retain these for the life of the

business.

Responsibilities

Head of Data Governance and Information Security
e isresponsible for updating this policy and ensuring it is reflective of current business
practice and best practice.

Data Governance Group
e Establishing the Policy and general compliance framework for the management of data
retention;
e |dentifying required risk controls and evaluating their adequacy.
e Checking the effectiveness of the various elements of the data retention policy and
evaluating compliance to legal requirements.

Risk & Compliance Forum (RCF)
The RCF will report to the ARC and the Executive Committee, and will be responsible for:
e Reviewing and approving this policy.
e Reporting annual performance against this policy to ARC
e the overall status of the InfoSec Framework and any identified topic-based
performance measures.

Internal
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Leaders
e must ensure colleagues and contractors/suppliers are aware of the data retention
policy and adhering to it.
e raise requests to ICT for access and equipment.

Colleagues/Contractors/Suppliers
e Ensuring adherence to the policy

e Reporting any non compliance promptly to Bromford.

Technology

e Planning for the implementation of the data retention policy through risk profiling and
agreed delivery plans;

e Providing adequate resource for automation and implementation of the data retention
policy

Data Owners and Data Stewards
e Ensuring that any data held locally without automated retention rules in place is stored
and deleted in line with the data retention policy.

Data Protection Officer is responsible for the following tasks:

e Toinform and advise Bromford and colleagues about their obligations to comply with
the UKGDPR and other data protection laws;

e To monitor compliance with the UKGDPR and other data protection laws, including
managing internal data protection activities, advising on data protection impact
assessments; training colleagues and conducting compliance audits; and

Legislative or Regulatory Requirements
Bromford’s policy is to comply with:

e The General Data Protection Regulation (GDPR) / Data Protection Act 2018
e The Computer Misuse Act 1990
e The Digital Economy Act 2017

Assurance Framework

Bromford has adopted the ‘three lines of assurance’ model. It is built upon Bromford’s strong
control culture and organisational delegation of responsibility. It is the responsibility of
managerial and supervisory colleagues within business units who use the policy to ensure that
the policy is communicated and effectively implemented, and to ensure colleagues are aware
of their responsibilities. Adhering to policy and underpinning procedures ensures we continue
to operate within our overall risk appetite as a business.

Document Details

Owner: Head of Data Governance and Information Security
Approved By: Data Governance Group and Risk & Compliance Forum
Date of Approval: 29/05/2024
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Next Review Due:
Policy Version:
° Share to website:

29/05/2026

V4.0
No

Version Control

Renewal Date Version | Approved By | Comments
29/05/2024 4.0 DGG / RCF Update of data retention policy
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Appendix A — Retention Exemption.

Data Type Department Function Record Type Retention Retention start Rationale
Personal Customer Other Records CCTV Footage 30 days From the date In line with our privacy
Data recorded notice and DPIA.

Personal Customer Customer Customer and colleague call recordings to 1 year From the date In line with our privacy
Data Records Customer Experience recorded notice and FCA guidance.
Personal People Colleague Unsuccessful job applicants 2 years From the date of To ensure appropriate
Data Records the interview records of any interview
processes / defence of
discrimination legal claims
Personal People / Colleague Personal user documents including My Accounts are From the date the Legitimate business
Data Technology Records Documents contents, OneDrive and Outlook disabled as colleague leaves requirements and storage
inbox per end date the business. requirements.
in Talent.
Accounts are
deleted after
XX years.
Personal Risk Health and Safety | Incidents occurring to under 18’s which requires 3 years after 3 years from the RIDDOR Limitation for
Data the report to be held for 3 years after the child’s the child’s child’s 18" birthday | legal proceedings RIDDOR
18th birthday. Also for people with reduced 18" birthday 1995 and Limitation Act
mental capacity a copy of the incident report 1980 Social Security Act
should be held for minimum of 3 years after their and the Limitation Act
death.
Special rules apply
concerning incidents
involving hazardous
substances.
Internal
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Data Type Department Function Record Type Retention Retention start Rationale
Personal People Pensions All data relating to pensions must be kept for 40 40 years Employee Statutory requirement /
Data / years including payments/contributions etc. contribution start pension law.

Financial date
Personal People Colleague Colleague records relating to colleagues who have | 40 years Employee start date | Control of Asbestos
Data Records undergone health surveillance during their Regulations 2012 (Sl
employment at Bromford including colleague 2012/632. The HSE
Medical Records including occupational health recommends 40 years for
records, records relating to control of asbestos, other health surveillance
COSHH, noise and vibration records
Financial Risk Charitable Deeds of covenant 12 years after | The date of the last | TMA recommends 12
Data Donations last payment | payment years after last payment.
Limitation for legal
proceedings if related to
land
Financial Finance Fixed Asset Fixed Asset Register Life of the Record creation Serves as a current record
Data Register (financial Business of all financial assets at
assets) Bromford and required by
the Charities Act
Governance | Company Company Governance documentation Life of the Record Creation Companies Act 2006
Secretary Documentation Constitution, Aims and Objectives Business
Governance | Company Company Record of HMRC confirmation of charitable status | Life of the Record Creation Companies Act 2006
Secretary Documentation Record of charitable registration Business
Record of registration and certificate of
incorporation for change of name
Registration documentation (Co-operative and
Community Benefit Societies)
Governance | Company Company Certificate of Incorporation Life of the Record Creation Companies Act 2006
Secretary Documentation Certificate of registration with housing regulator Business
Internal
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Data Type Department Function Record Type Retention Retention start Rationale
Governance | Company Company Memorandum of Association Life of the Record Creation Companies Act 2006
Secretary Documentation Articles of Association/ Model Rules Business
Governance | Company Company Notice of Meetings Life of the Record Creation Companies Act 2006
Secretary Documentation Minutes and resolutions of trustees (charities) Business
Governance | Company Company Shareholder meeting minutes and resolutions Life of the Record Creation Companies Act 2006
Secretary Documentation Shareholder meeting agendas and papers Business
Register of shareholding members (current
shareholders)
Register of share certificates
Governance | Company Company Register of directors and secretaries Life of the Record Creation Companies Act 2006
Secretary Documentation Sealing register Business
Declarations of interest
List of members (Communities & Benefit Society’)
Governance Company Insurance Current/former insurance policies Life of the Insurance Limitation can commence
Secretary Annual Insurance schedule Business commencement from knowledge of
date potential claim and not
necessarily the cause of
the claim.
Internal
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Appendix B — Detailed List of Data Types

Personal

Asset / Property Data

Contract Data

Financial

Governance

Applications for accommodation

Gas Safety Records

Contracts under seal and/or executed as
deeds (Relating to Works)

Capital Assets including all land, property,
housing stock, corporate buildings, play
areas, vehicles, equipment, fixtures &
fittings >£400

Organisation wide Corporate Plans, Policies,
Business Continuity, Risk Management

Continuous Recording of lettings and sales
(CORE) data record form

Electrical Safety Certificates

Contracts for the supply of goods or
services, including professional services

Fixed Asset Register

Governance documentation

Housing Benefit notifications

Fire Risk Assessments

Documentation relating to small one-off
purchases of goods and services, where
there is no continuing maintenance or
similar requirement

Index of charitable donations granted

Constitution, Aims and Objectives

Rent statements

Secure by Design Certificates

Licensing agreements

Charitable account documentation

Record of HMRC confirmation of charitable
status

Tenants’ tenancy Files, including rent
payment records, and details of any
complaints and harassment cases

Legionella & Other Service Contracts

Rental and hire purchase agreements

Accounting records for Limited Company

Record of charitable registration

Former tenants’ Tenancy Agreements, and
details of their leaving

Fixed Asset Register

Indemnities and guarantees

Accounting records for Communities &
Benefit
Society’ Society or Charity

Certificate of Incorporation

Care plans/ case files for adults and related
documents

Deeds of covenant

Documents relating to successful tender

Cash books/sheets

Memorandum of Association

Safeguarding Referral

New Sales applications

Documents relating to unsuccessful tenders

Petty cash records/books/sheets
Postage/courier account/cash records
Register of postage expenditure Postage
paid record

Postage books sheets

Articles of Association/ Model Rules

Safeguarding Records - Serious Case Review

Mileage records & defect sheets

Forms of tender

Creditors’ history records

Certificate of registration with housing
regulator

ASB (Anti-social behaviour) case files and
associated documents

Maintenance records, MOT tests AND all
fleet
records

Documentation relating to purchases of
medical devices and medical equipment See

https://www.gov.uk/guidance/decide-if-
your- product-is-a-medicine-or-a-medical-
device

Statements of accounts outstanding orders

Record of registration and certificate of
incorporation for change of name

Terms and conditions of service, both
general terms and conditions applicable to
all Colleagues, and specific terms and
conditions applying to individuals

Copy Registrations

Contracts relating to land

Vouchers — claims for payment, purchase
orders, requisition for goods and services,
accounts payable, invoices and so on

Registration documentation (Co-operative
and Community Benefit Societies)

Benefits and Deductions (Service contracts
for directors (companies)

Vehicle disposal log

Loan agreements

Wages/salaries vouchers

Internal Audit correspondence, terms of
reference, meeting minutes, related papers
and reports

Internal
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http://www.gov.uk/guidance/decide-if-your-
http://www.gov.uk/guidance/decide-if-your-
https://www.gov.uk/guidance/decide-if-your-
https://www.gov.uk/guidance/decide-if-your-
http://www.gov.uk/guidance/decide-if-your-

Personal

Asset / Property Data

Contract Data

Financial

Governance

Remuneration package

Driving Records including Driver-Vehicle
Allocation

New Sales applications

General and subsidiary ledgers produced for
the purposes of preparing certified financial
statements or published information

Board member documents — apt letters,
SLAs,
bank details etc.

Former employees’ Human Resources files

Mileage records & defect sheets

Cash books/sheets

Health and safety statutory notices

References to be provided for former

Maintenance records & MOT tests (up to

Other ledgers (such as contracts, costs,

Current/former policies

employees 3.57) purchases)
Training Programmes Maintenance records & MOT tests Journals — prime records for the raising of Certificate of Employers’ Liability Insurance
(HGV over 3.5T) charges
Individual training records Copy Registrations Journals — routine adjustments Annual Insurance schedule
(up to 3.5T)
Short lists, interview notes and related Copy Registrations Trial balances - Year-end balances, Claims and related correspondence
application forms for unsuccessful (HGV over 3.5T) reconciliations and variations to support

candidates

ledger balances and published accounts

Application forms of non-short listed
candidates

Waste Transfer Notes

Statements/summaries prepared for
inclusion in quarterly/annual reports

Indemnities and guarantees

DBS certificate number

Waste Consignment Notes (for hazardous
waste)

Periodic financial statements prepared for
management on a regular basis

Group health policies

Time cards/ sheets

Receipt books/butts

Office copies of receipts — cashiers’, cash
register, fines and costs, sale of
publications, general receipt books/butts/
records

Documentation relating to claims

Trust deeds, rules and minutes (for joint
employee/employer sports/social clubs, etc.
set up under trust)

Postal remittance books/records

Notice of meetings

Employer/Employee committee minutes

Receipt books/records for imposts (such as
stamp duty, VAT receipt books)

Executive meeting agendas, papers, minutes
and resolutions

Parental leave records

Cash registers - Copies of forms,
Reconciliation sheets

Board and Committee meeting minutes and
resolutions

Furlough records

Audit rolls, Summaries/analysis records

Board and Committee meeting agendas and
papers

Medical records relating to control of
asbestos. COSHH, noise and vibration

Debtors’ records and invoices - debit notes
rendered on debtors (such as invoices
paid/unpaid, registers of invoices, debtors
ledgers)

Shareholder meeting minutes and
resolutions

Health and safety assessments; records of
consultations with safety reps

Debits and refunds - Records relating to
unrecoverable revenue, debts and
overpayments (such as register of debts
written off, register of refunds)

Audited financial statements

Health and safety policy statements

Purchase order books/records

Annual Statutory Returns to the Regulator

Accident records, reports, accident books

Railway/courier consignment books/
records/Travel warrants

List of members (Communities & Benefit
Society’)

Internal

Page | 13




Personal

Asset / Property Data

Contract Data

Financial

Governance

Sickness records

Goods inwards books/records

Nursing home and residential care homes
registration certificates

Health and safety statutory notices

Delivery dockets, Stock/stores control
cards/sheets/records

Nursing home and residential care homes
inspection reports

Resident Meeting Minutes

Employee pay histories

Note that the last three years’ records must
be kept for leavers, in either the personnel
or finance records system, for the
calculation of pension entitlement

Sealing register

Supporting people — subsidy claims /
support plans / single assessments including
supporting information

Salary ledger card/records

Register of directors and secretaries

Operators Licence certificates and
documents of title

Copies of salaries/wages payroll sheets

Register of shareholding members

Driving Records including Driver-Vehicle
Allocation

Documents and data relating to allegations,
investigations, sanction etc. of theft, fraud,
misappropriation or other crime.

Register of share certificates

Client Due Diligence Records for Anti Money
Laundering Purposes

Declarations of interest

Cancelled / Dishonoured Cheque

Business Plans and supporting
documentation

Paid/presented cheques

Technical and research records

Record of cheques drawn for payment

Bank deposit books/slips/butts

Bank deposit summary sheets - Summaries
of daily banking

Bank reconciliations files/sheets

Bank statements, periodic reconciliations

Electronic banking and electronic funds
transfer

Actuarial valuation reports

Detailed returns of pension fund
contributions

Annual reconciliations of fund contributions

Money purchase details

Qualifying service details

Investment policies

Pensioner records / records relating to
retirement benefits

Redundancy details and record of payments
& refunds

Internal
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Personal

Asset / Property Data

Contract Data

Financial

Governance

Revenue and Customs approvals

Annual earnings summary

Payroll/ salary records, overtime, bonuses
expenses etc.

Actuarial valuation reports

Detailed returns of pension fund
contributions; annual reconciliations of fund
contributions

Money purchase details

Qualifying service details

Investment policies

Trade Union agreements

Inland Revenue approvals

Annual earnings summary

Internal
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Appendix C: EAM Detailed Retention Periods

My work orders

Content type My work orders

Description Documents from Workorder Management, Fuel Safety & Electrical Tests
This will include triggered letters such as appointment confirmation letters, reminders, cancellations. It also currently
includes a mandatory gas cert letter (which includes a copy of the certificate) which is generated at the point the work order
is completed (and therefore post validation once the cert has been approved).

Visible on Customer portal Yes Visible on Supplier portal No
Library name EAM Work Order
Retention 6 years, auto-delete after SharePoint retention date column name Created

My work orders private

Content type My work orders private
Description Documents from Workorder Management, Fuel Safety & Electrical Tests, not visible on customer portal
Currently no document types with this content type have been identified that would not be visible over the customer portal.
Visible on Customer portal No Visible on Supplier portal No
Library name EAM Work Order
Retention 6 years, auto-delete after SharePoint retention date column name Created

My no access

Content type My no access

Description Documents from No Access process
This is primarily communications generated as part of the no access process, as well as refusal forms that have been raised
manually and associated with the case / customer etc. to reflect a customer refusing a replacement or new install.

Visible on Customer portal Yes Visible on Supplier portal No
Library name EAM No Access
Retention 6 years, auto-delete after SharePoint retention date column name Created

My no access

Content type My no access private
Description Documents from No Access process not visible on customer portal
Currently no document types with this content type have been identified that would not be visible over the customer portal.
Visible on Customer portal No Visible on Supplier portal No
Library name EAM No Access
Retention 6 years, auto-delete after SharePoint retention date column name Created

My planned work
Content type My planned work
Internal
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Description Documents from Project Management Process.
This includes letters generated to inform customers their property is in the planned works programme, as well as refusal
appointment and refusal acknowledgements

Visible on Customer portal Yes Visible on Supplier portal No
Library name EAM Alterations and Projects
Retention 6 years, auto-delete after SharePoint retention date column name AgreementEndDate

My planned work private

Content type My planned work private
Description Documents from Project Management Process not visible on customer portal
This will include documents uploaded against the EAM projects.
Visible on Customer portal No Visible on Supplier portal No
Library name EAM Alterations and Projects
Retention 10 years, auto-delete after SharePoint retention date column name ProjectEndDate

My customer alterations

Content type My customer alterations

Description Documents from Customer Improvements Process
This consists of letters generated out of CE DCP to support the customer alteration process, at various points during the
process.

Visible on Customer portal Yes Visible on Supplier portal No

Library name EAM Alterations and Projects

Retention 6 years, auto-delete after SharePoint retention date column name AgreementEndDate

My customer alterations private

Content type My customer alterations private
Description Documents from Customer Improvements Process not visible on portal
There are currently no document types identified that would not be visible over the portal.
Visible on Customer portal No Visible on Supplier portal No
Library name EAM Alterations and Projects
Retention 6 years, auto-delete after SharePoint retention date column name AgreementEndDate

My property certificates

Content type My property certificates

Description Compliance certificates
Certificates are added to work order via integration with Total or external contractors, and then linked to the first certificate
record at later time when work order id is stamped on certificate records.

Visible on Customer portal Yes Visible on Supplier portal No

Internal
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Library name EAM Compliance

Retention 7 years, auto-delete after SharePoint retention date column name Created

My property certificates private

Content type My property certificates private

Description Compliance certificates not visible on customer portal
Certificates are added to work order and then linked to the first certificate record at later time when work order id is
stamped on certificate records. No document types are currently associated with this private content type.

Visible on Customer portal No Visible on Supplier portal No
Library name EAM Compliance
Retention 7 years, auto-delete after SharePoint retention date column name Created

My property surveys private

Content type My EPC

Description EPC certificates will be manually downloaded from a 3" party site, and then imported (on mass if necessary) into F&O.
Visible on Customer portal Yes Visible on Supplier portal No

Library name EAM Compliance

Retention 10 years, auto-delete after SharePoint retention date column name EPCLodgeDate

My property consultations

Content type My property consultations
Description Consultation documents
These are letters generated out of CE DCP to support the consultation process.
Visible on Customer portal Yes Visible on Supplier portal No
Library name EAM Consultations
Retention 7 years, auto-delete after SharePoint retention date column name PropertyDisposalDate

My property consultations private

Content type My property consultations private
Description Consultation documents not visible on customer portal .
No document types currently associated with this bucket.
Visible on Customer portal No Visible on Supplier portal No
Library name EAM Consultations
Retention 7 years, auto-delete after SharePoint retention date column name PropertyDisposalDate

My property consultations private
Content type My asset warranty and consents private

Internal
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Description Warranties, planning permission, building control, etc
Documents representing any warranties that exist against properties and object assets.

Visible on Customer portal No Visible on Supplier portal No
Library name EAM Asset Warranty and Consents
Retention 13 years, auto-delete after SharePoint retention date column name AssetDecommDate

My property user guides

Content type My property user guides

Description User guides, instructions manuals etc

Visible on Customer portal Yes Visible on Supplier portal No

Library name EAM Asset Warranty and Consents

Retention 1 year, auto-delete after SharePoint retention date column name AssetDecommDate

My property surveys private

Content type My property surveys private

Description Survey documents, photos, etc

Visible on Customer portal No Visible on Supplier portal No
Library name EAM Surveys

Retention 7 years, auto-delete after SharePoint retention date column name Created

My property surveys private

Content type My asbestos surveys private

Description

Visible on Customer portal No Visible on Supplier portal No

Library name EAM Surveys

Retention 40 years, auto-delete after SharePoint retention date column name PropertyDisposalDate

My asbestos photos

Content type My asbestos photos

Description

Visible on Customer portal Yes Visible on Supplier portal No

Library name EAM Surveys

Retention 40 years, auto-delete after SharePoint retention date column name PropertyDisposalDate

My property surveys private

Content type My property risk assessment private

Description FRAs, Water Safety, etc

Visible on Customer portal No Visible on Supplier portal No
Internal
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Library name
Retention

EAM Risk Assessments and Audits
6 years, auto-delete after SharePoint retention date column name Created

My property surveys private

Content type

Description

Visible on Customer portal
Library name

Retention

My property audits private
Audit documents

No Visible on Supplier portal No
EAM Risk Assessments and Audits
6 years, auto-delete after SharePoint retention date column name Created

My property surveys private

Content type

Description

Visible on Customer portal
Library name

Retention

My asset documents

No Visible on Supplier portal No
EAM Assets
6 years, auto-delete after SharePoint retention date column name AssetDecommDate

My property surveys private

Content type

Description

Visible on Customer portal
Library name

Retention

Internal

My asset documents private

No Visible on Supplier portal No

EAM Assets

6 years, auto-delete after SharePoint retention date column AssetDecommDate
name
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