
 
Kushti Bok Document Retention Policy 

The purpose of this Document Retention Policy is to establish guidelines for the 
retention and disposal of documents and records related to the operations of Kushti 
Bok. By implementing this policy, Kushti Bok aims to ensure the proper management 
and retention of documents and records while safeguarding the privacy and 
confidentiality of individuals accessing its services. This policy applies to all documents 
and records, regardless of format, generated or received by Kushti Bok, its staff, 
contractors, and partners involved in providing services and projects. 

Document Classification and Retention 

Documents and records will be classified into the following categories based on 
their nature and importance: 

Client Records: Personal data and case notes of individuals receiving support 
services. 

●​ Retained for a minimum of 5-7 years after the last contact 
with the client, in compliance with data protection 
regulations. 

Operational Documents: Policies, procedures, training materials, and operational 
reports. 

●​ Retained for 5-7 years after they are no longer in use or 
superseded by updated versions. 

Financial Records: Invoices, receipts, financial statements, and transaction 
records. 

●​ Retained for 7 years in accordance with financial reporting 
and auditing requirements. 

Legal and Compliance Documents: Contracts, agreements, licences, and 
regulatory filings. 
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●​ Retained 5 permanently  as required by relevant laws and 
regulations. 

Miscellaneous Documents: Any other documents not falling into the above 
categories. 

●​ Retained for 5-7 years or as deemed necessary for 
operational purposes. 

Document Storage and Security 

All documents and records will be stored in secure, access-controlled electronic 
systems or physical filing cabinets. 

Access to confidential documents will be restricted to authorised personnel on a 
need-to-know basis. 

Measures will be implemented to prevent unauthorised access, alteration, or 
disclosure of sensitive information. 

Document Disposal 

At the end of the retention period, documents will be disposed of securely and in 
a manner that ensures the permanent destruction of information. 

Electronic documents will be permanently deleted from all storage devices, and 
physical documents will be shredded or incinerated. 

Exceptions and Amendments 

Any exceptions to this Document Retention Policy must be approved by the Chair 
of the Board of Trustees. 

This policy will be reviewed periodically and updated as necessary to reflect 
changes in legal requirements, organisational needs, or industry best practices. 

Compliance and Enforcement 

All staff, contractors, and partners are required to comply with this 
Document Retention Policy. 
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Non-compliance may result in disciplinary action, including termination of 
employment or contract. 

Contact Information 
For questions or concerns regarding this Document Retention Policy, please 
contact: 

Name:Betty Billington 
Position:CEO 

Email:betty.b@kushtibokdorset.co.uk 

Adopted 16/4/2026 

Review due 16/4/2028 
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