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Introduction   
 
The Council’s Approach to Data Management   
In response to the requirements of the General Data Protection Regulations in 
particular Principle (e) storage limitation: ‘You must not keep personal data for longer 
than you need it.  You need to think about and be able to justify how long you keep 
personal data.  This will depend on your purposes for holding the data.  You need a 
policy setting standard retention periods wherever possible, to comply with 
documentation requirements.  You should also periodically review the data you hold, 
and erase or anonymise it when you no longer need the data.  You can keep 
personal data for longer if you are only keeping it for public interest archiving, 
scientific or historical research or statistical purposes. 
 
This Retention Schedule provides a generic guidance on when data should be 
deleted once it is no longer in use. 
 
The Retention Schedule is regularly reviewed considering new guidance and best 
practice. Revisions may also be prompted by changes in legislation, formal guidance, 
and relevant case law. 
 
Further information on the Data Protection Act 2018 and associated legislation, the 
Freedom of Information Act 2005 and Environmental Information Regulations 2004 
can be found on the Information Commissioner’s Office (ICO). 
 
https://ico.org.uk/  
 
The IT Department’s Information Management Team has been charged with 
managing the Council’s approach to Data Protection, Data Quality Issues, Data 
Sharing Agreements and Data Retention. The Information Management Team will 
review and manage the data retention practices within the authority and provide 
guidance on the legislative provisions that have a bearing on this work. 
 
The introduction of the Data Protection Act 2018 brought about a fundamental shift in 
how local authorities, et al approach the acquisition, storage, use and deletion of 
data, particularly when it contains personal information. This change in culture, from 
one that resulted in the hoarding of data to one that views data as both an asset and 
a potential liability, continues as local authorities face competing pressures as 
regards their duties under Data Protection legislation and those associated with 
freedom of information and or Environmental Information Regulation Legislation. 
 

 
 
 
 
 
 
 

https://ico.org.uk/


Communications  Retention Schedule V3.0 North Herts Council 
 

4 | P a g e  
 
 

Responsibilities of all officers 
 
The appropriate management of personal data is a responsibility of all employees of 
North Hertfordshire District Council.  Accordingly, all Officers of the Customers’ 
directorate should take reasonable steps to ensure that personal and sensitive data 
is managed regarding the principles of the Data Protection Act 2018 and the content 
of this Policy.  Any breaches of this document should be reported to the 
Communications Manager, Data Controller and the Data Protection Officer.  
 
Christine Crofts – Manager – Communications –  christine.crofts@north-herts.gov.uk 
Jo Dufficy – Data Controller - DataController@north-herts.gov.uk  
Geraldine Goodwin – Data Protection Officer – dpo@north-herts.gov.uk  
 

Review of this document  
 
This policy will be reviewed on a regular basis to ensure that it reflects best practice. 
Revisions may also be prompted by changes in legislation, formal guidance, and 
relevant case law. 
 
Any operational problems experience in connection with the implementation of this 
policy should be direct to the Communications Manager so that remedial options can 
be identified in a timely fashion.  
 
Communications:   
 
The Communications team is responsible for implementing and driving forward the 
Communications strategy and delivering the outputs of the action plan and day-to -
day functions. The team are the first port of call for journalist queries and for staff and 
members seeking advice on communications issues. The team are responsible for 
ensuring the methods of communication adopted remain appropriate and relevant. 
The team communicates how the Council is delivering on its objectives.  
 
The Communications team manage all external and internal communication 
channels and content on behalf of the council. Externally, this includes our social 
media channels, website, E-newsletters, media and Outlook – our printed residents’ 
magazine. 
 
Internally, this includes Sharepoint (our intranet), Insight magazine, member 
communications (What the Media says and Members Information Service) and 
organising/running our staff briefings and Senior Manager meetings   
 
The team also ensures that the council’s Corporate Brand Identity is reflected at all 
times including guidance on logo use and written style. The team is responsible for 
delivering the Council’s Consultation Strategy which includes working alongside 
other teams to design and publicise consultations. 
 
We evaluate our communications through quarterly and annual channel performance 
trackers. 

mailto:sarah.kingsley@north-herts.gov.uk
mailto:christine.crofts@north-herts.gov.uk
mailto:DataController@north-herts.gov.uk
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Activity Examples of 

documents 
Personal 
data 
included 

Retention 
period 

Rationale 
for 
retention 
period 

Responsible 
officer 

Consultations 
– Comms 
owned  

District wide 
survey  
 
Citizen panel  
 
Engage 
Hubs 
 

Yes  10 years   Communications 
Manager 

Consultations 
– other 
council depts  

CHAS 
Housing 
survey 
 
North Herts 
Active 
Leisure 
 
Polling 
stations 
 

Yes  3 years   Communications 
Manager 

Current 
projects  

The Local 
Plan, 
 
Shared 
waste 
service with 
East Herts, 
 
Place 
Narrative 
 
Recruitment 
 
Filming 
  

No  3 years   Communications 
Manager 

Interaction 
with the 
media  

Press 
enquiries.  
 
Press 
releases  

Yes  3 years  Communications 
Manager 

Internal 
publications  

Insight Yes  10 years   Communications 
Manager 
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Activity Examples of 
documents 

Personal 
data 
included 

Retention 
period 

Rationale 
for 
retention 
period 

Responsible 
officer 

Media 
publications 

‘What the 
media says’  
 
Media 
reports 

Yes  3 years   Communications 
Manager 

Publications 
for members 

MIS  Yes  3 years   Communications 
Manager 

Published 
work on the 
council  

Outlook  Yes  10 years   Communications 
Manager 

Social media 
analytics  

Social media 
reports  

Yes  3 years   Communications 
Manager 

Website 
analytics  

Dashboard 
reports  

Yes  3 years   Communications 
Manager 

  


