
	Trading Standards


	Document Type
	Retention
	Action
	Notes / Legislation

	Inspection Records (electronic) inc. uploaded associated correspondence / photos, etc.
	6 years from date of inspection.
	Delete from Tascomi database
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	Consumer complaint / service request records (electronic) ) inc. uploaded associated correspondence / photos, etc.
	6 years from date complaint closed.
	Delete from Tascomi database
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	Business complaint / service request records (electronic) inc. uploaded associated correspondence / photos, etc
	6 years from date complaint closed.
	Delete from Tascomi database
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	Officer Pocketbooks / Notice of Inspection / Notice Books
	6 years from date of last entry
	Secure Disposal (Confidential waste or shred)
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	Enforcement Notices
	6 years from date of issue
	Secure Disposal (Confidential waste or shred)
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	Seizure Records
	6 years from date of seizure
	Secure Disposal (Confidential waste or shred)
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	Investigation / Prosecution Files
	6 years from date of conclusion of legal action / file closed.
	Secure Disposal (Confidential waste or shred)
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	PACE interview records / CDs
	6 years from date of conclusion of legal action / file closed.
	Secure Disposal (Confidential waste or shred)
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	RIPA Applications
	6 years from date of application.
	Secure Disposal (Confidential waste or shred)
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	RIPA derived “product” e.g. video footage
	6 years (if included as evidence in prosecution file) otherwise not to be retained.
	Delete (if electronic) or Secure Disposal (Confidential waste or shred)
	Limitation Act 1980 / Police & Criminal Evidence Act 1984
ECHR

	Statutory returns
	6 years from date of return.
	Secure Disposal (Confidential waste or shred)
	Good business practice

	Home Authority / Primary Authority Partnership files
	6 years from date that partnership dissolved.
	Secure Disposal (Confidential waste or shred)
	Limitation Act 1980

	W&M Equipment Calibration records
	6 years from date of calibration
	Disposal / Delete (non sensitive info)
	Good business practice

	Records of completed NAWI / MID verifications
	5 years from date of verification.
	Secure Disposal (Confidential waste or shred)
	Condition from NMO / BEIS as condition of designation as a Notified Body (dated 01/03/2011) - see page 41 of Cymru Group Quality manual.

	Public Weighbridge Operator certifications
	50 years from date of issue.
	Secure disposal
	Certificate issued for life in relation to a particular weighbridge site / installation (W&MA’85 S.18).

	Licensing Act “Responsible Authority“ representations
	6 years from date representations made
	Secure Disposal (Confidential waste or shred)
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	Records relating to recruitment of volunteers for test purchasing
	Only retain whilst individual remains an active volunteer.
	Secure Disposal (Confidential waste or shred)
	Good business practice.

	Truecall installation records.
	6 years from date of removal
	Delete from Tascomi
	Good business practice

	Excel spreadsheet of talks conducted
	6 years after conducted.
	Delete from Tascomi
	Good business practice

	Excel spreadsheet of referrals from other agencies.
	6 years after case closed.
	Delete from Tascomi
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	Memex Intel Records
	6 years unless required.
	Delete from Memex
	Limitation Act 1980 / Police & Criminal Evidence Act 1984

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




