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Data Retention Schedule

Seagull Media House CIC
Last Updated: 2" December 2025

Approved by the Board of Directors

1. Purpose of This Schedule

This Data Retention Schedule sets out how long Seagull Media House CIC (“the Company”)
retains personal data and the lawful justification for doing so, in accordance with UK GDPR,
the Data Protection Act 2018, and best-practice safeguarding standards.

Data must not be kept longer than necessary. All retention periods apply unless:

e Alonger period is required by law;
e A shorter period is justified and documented;

e An active legal dispute requires preservation of records.

2. Categories of Data & Retention Periods

Category of Examples Retention Legal/Operation Disposal
Data Period Basis Method
General _ 2 years Legitimate interest Secure digital
Names, emails, .
Contact Data deletion

phone numbers
from enquiries

Programme & Registration 5 years Legitimate interest; Digital
Workshop forms, safeguarding deletion or
Participant attendance, shredding

Records communications



Under-18
Participant Data

Media & Image
Consent Forms

Creative Works
& Submissions

Employment &
Contractor
Records

Volunteer
Records

Financial
Records

Safeguarding
Records

Marketing &
Mailing Lists

Website &
Analytics Data

Emergency
contacts,

permission forms

Photo/video
consent, usage
permissions

Scripts, pitches,
recorded
material

Contracts,
payroll,
right-to-work

Contact,
agreements,
training

Invoices,
receipts,
accounts

Incident reports,
concerns,
disclosures

Newsletters,
outreach

Cookies, site
usage, tracking
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Until age 21

Duration of media

usage +
5 years

Project duration
+ 5 years

6 years

3 years after
leaving

6 years

Minimum 10
years /
case-by-case

Until consent
withdrawn

1-3 years

Safeguarding &
legal protection

Consent; legal
defence

Contractual
necessity

Legal obligation
(HMRC)

Digital deletion
or shredding

Secure digital
storage then
deletion

Deletion or
archival per
agreement

Secure deletion

Legitimate interestSecure deletion

Legal obligation
(HMRC)

Legal obligation;
risk
management

Consent

Consent;

Shredding /
digital deletion

Locked storage
/ encrypted
digital

Removal from
mailing lists

Automated

legitimate interest deletion
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3. Special Category & Sensitive Data

Special Category Data (e.g., health, access needs, demographic data) is only retained
where:

e Explicit consent has been given; and

e The data is required for safeguarding, equality monitoring, or access support.

Such data must be reviewed annually and deleted when no longer necessary.

4. Archiving Rules
Data may be archived if:

e It holds long-term community, artistic, or historical value; and

e Personal identifiers are removed wherever possible.

Archival material must be stored securely and reviewed periodically.

5. Secure Disposal Methods

All data disposal must be conducted securely using:

e Permanent deletion from digital systems

e Scheduled deletion tools where available
e Physical shredding of documents

e Wiping storage devices prior to disposal

Simply “deleting” files is not sufficient where personal data is sensitive.
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6. Responsibility for Retention
Compliance

The Data Protection Lead is responsible for:

e Maintaining this schedule
e Ensuring retention periods are applied

e Documenting deletion actions when appropriate

All staff and volunteers handling data must comply with this schedule.

7. Policy Review

This policy will be reviewed annually or sooner if necessary.

8. Approval

Last Reviewed: 2" December 2025
Next Review Due: 2™ December 2026

Approval from Director(s):
Name: Kieran Lomas

Signature: Sig{"ed o
Koores

9C652818DA9DAFS...

Approval from Advisors:
Name: Marina Oliveira

Name: Jasmine Woodard-Harris
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Name: Josh Jenkins

Signatures:

»—— DocuSigned by:

—

\—— EF309D651F134DB...
»—Signed by:
\——D832D71EA4EDA4S...

,—Signed by:

\——3B59D55C78DD435...
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