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Data Retention Policy 
 

Purpose of this Policy 

The purpose of this policy is to set out how AIC Integrated Systems Limited manages the retention, storage and 

disposal of company, customer, supplier, employee and site-related records. 

 

AIC will only keep records for as long as they are needed for legal, financial, operational, contractual, compliance or 

business purposes. 

 

Scope 

This policy applies to electronic and paper records held by AIC, including: 

• Customer records. 

• Quotes, purchase orders and invoices. 

• Job records and service reports. 

• Inspection certificates. 

• RAMS and method statements. 

• Site drawings and system information. 

• Supplier records. 

• Employee and HR records. 

• Training and vetting records. 

• Emails and attachments. 

• Waste and compliance records. 

 

Retention Principles 

AIC will: 

• Keep records for the period required by law, contract, certification, client requirement or business need. 

• Store records within approved AIC systems such as Microsoft 365, SimPRO and approved company folders. 

• Avoid keeping duplicate or unnecessary copies. 

• Restrict access to records based on role and business need. 

• Review and remove records that are no longer required. 

• Securely delete or destroy records when they are no longer needed. 

 

Secure Disposal 

Paper records containing personal, confidential, commercial or security-sensitive information must be disposed of 

through AIC’s secure destruction process. 

 

Electronic records must be deleted securely from approved systems where no longer required. 

Hard drives, storage devices and equipment containing data must not be disposed of through general waste or 

normal WEEE routes without approval. 
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Staff Responsibilities 

Employees, engineers and subcontractors must: 

• Store records in approved AIC systems. 

• Avoid saving documents outside authorised locations. 

• Not keep personal or customer data longer than required. 

• Use secure destruction routes for confidential paperwork. 

• Ask a Director or office lead if unsure whether a record should be retained or destroyed. 

 

Communication and Review 

This policy will be communicated to relevant employees, engineers, subcontractors and interested parties where 

appropriate. 

 

This policy will be reviewed annually, or sooner if there are changes to legal requirements, systems, client 

requirements, retention arrangements or business activities. 

 

The Directors are responsible for implementing this policy across AIC Integrated Systems Limited and ensuring that 

employees, engineers, subcontractors and suppliers understand and follow their responsibilities where applicable. 

 

Name Position  Signature 

 
Kyle Boyce 

 
Director  

 

 


