RECORD RETENTION AND DISPOSAL POLICY
LI IREBMEENR/ ICRREBMLEBR

Record Type Description Retention Period Disposal Action
M = ESy Aok il HPAET:poN CREFHA/ R BB HA EETE/EfTEh
MEMBERSHIP APPLICATIONS & £ Hi55/% R 15
Membership Applications (leading to | Application evidence including name, Permanent Archive
successfully becoming a member) qualification certificates, KA S
@é HE (RYRAEER ) contact details, DOB and marriage A p e
SHiE (RS2 R) certificate (if name change) g
Z A = P e a
BPEEREEENR - BI5ESE
B2 A - DOB MIAEIERESE (MRURBE
X )
FRIBIEREEAT R, FIRLES,
EXZ 771\, DOB MEZEIFIER (MREEE
%)
Membership Applications (not Application evidence including name, 3 years from the date of Destroy
leading to becoming a member as the | qualification certificates, application received San
applicant did not complete the contact details, DOB and marriage HILEES > AL 3 & Guen
process) certificate (if name change) =

quﬂ ( *TE

BYRAEE  ABBBEANLEIETH
ZiBE )

SRAE (&

SR ASR, EARBAEETH
%L FE)

/

SEBIBDENT - BEEE SRETRAESE

B85 - DOB MIGEEEE (MREVE
)
FIFILEEmER, RARILES,

BEx% 77310, DOB MELEIEIEH (MREEE
%)
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RECORD RETENTION AND DISPOSAL POLICY

RRBNEBEE/ L R RENLEHE

Membership Applications (not
leading to becoming a member as the
applicant was refused)

EEPHE (FSERARBHHEANRK

EWIER)
FRBE (FFERAHIBARINL
RWIELE)

Application evidence including name,
qualification certificates,

contact details, DOB and marriage
certificate (if name change)

BRI IREIEN S - BIEES -
Bt - DOB MASIEESE (MRUBE
B2 )

FRIFILEEmER, RZIES,
BXE 7, DOB MZEEIEH (WRHEEBE
%)

10 years from the date of
application received

HUgERE 2 HEE 10 &
BRIz BiE 10 £

Destroy
PHER
HE

TEACHER APPLICATIONS #[ifiF1&5/ #fE 15

Teacher Applications (leading to
successfully becoming an IFA tutor)

ZUMEHEE (BEIRRy IFA i)
HUMEATE (IR A IFA F)h)

Application evidence including name,
qualification certificates, CV, contact details
and DOB.

HEE S aIE S - BEE ) EE 0 B
- J7:0f1 DOB
RIGIEREHEER, T&IER, ©H, B
% 777.#1 DOB

Permanent
KA
KA

Archive

EES

Teacher Applications (not leading to
becoming an IFA tutor as the
applicant did not complete the
process)

HENEP S ( BREBBARBTTME
i EIEAEAA IFA HES )

Application evidence including name,
qualification certificates, CV, contact details
and DOB.

HEgRE IR fadE - EREEE o R - B
%7570f1 DOB -

FRIFIEREMEER, REIEH, &hH, &

3 years from the date of
application received

B EIHFEZ HE 3 &
BE RIS HiE3 F

Destroy
PHER
HE
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RECORD RETENTION AND DISPOSAL POLICY
LI IREBMEENR/ ICRREBMLEBR

HUMEAIE (HTHIBEARE T
H, FAARZA IFA S R)

Z7# DOB,

Teacher Applications (not leading to
becoming an IFA tutor as the
applicant was refused)

FENHEE (HIRHFEAGIESE - ~g
fle Ry IFA ZEE )
IR (B THIBEAKESE, =
B 7y IFA )

Application evidence including name,
qualification certificates, CV, contact
details and DOB

BFiERBEENR  BfNEE  BE M
25

&HIEfA1 DOB

FIFILEEmER, AL, &H, K
405 A0 DOB

10 years from the date of
application received

HUEIFEZ HiE 10 &
BKERIEZHIE 10 F

Destroy
P
THH

FEIE PR R AEEEAGR
AR EELCAEEIARE,

B R RS HH E 09 R R R E Py 4 2
B SHEAFHRERESEERER

NB. Course notes submitted by teachers do not hold personal information but will be destroyed within the same timescale as their application.

CENTRE APPLICATIONS 1.0 Fi55 /Rl R B

Centre Applications (leading to
successfully becoming a Centre)

B (RIS )
chEEE ( RIS )

Application evidence including name,
qualification certificates of staff,
contact details of the owner, conflict of
interests.

BEEBEENR  BEERER -

BHTERG  FlzsfErse -
FIFIERESEER, RRABWILH, A
ENBRETR, MHEAR,

Permanent
KA
KA

Archive

*mm

EES
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RECORD RETENTION AND DISPOSAL POLICY
LI IREBMEENR/ ICRREBMLEBR

S IFA ZRsEBI0RE
¥ 5

0 IFA BIINER

assessment), photo ID, contact details,
examination results and DOB.

mE - WEERRE (NAME) - [
BENFAGER (R IERERASER

Centre Applications (not leading to Application evidence including name, 3 years from the date of Destroy
becoming an IFA Centre as the qualification certificates of staff, application received Suen
applicant did not complete the contact details of the owner, conflict of HLFES > HiE 3 F suen
processi)=la o interests. SR EE > B 3 & =
PO (HRFFERNATERT | eERaEes  BEEREN -
==, N g
# ) BULAAR [FA 0) FrEZHIBETT, » FISEZR
ORI (BT RIBNIRERR | ngpRames, RRAKIED
W5, BEARA IFA L) FEEMREEAR, HhR
Centre Applications (not leading to Application evidence including name, 10 years from the date of Destroy
becoming an IFA Centre as the qualification certificates of staff, application received San
applicant was refused) contact details of the owner, conflict of HUGE RS> HiE 10 & Guon
POEREE (EIREREAIIE - REAA| interests. BB g B2 10 4
2o 274 , [ EEMREEEE .
IFA ity ) BEmEEREER  BEEEEH
b EiE (BRFRIERIE, Fapy| FIrABENHET  FaER
IFA Huiy) RIFIEEEEE R, RARKIER,
FrEE&EMNEERETTR, @R
LEARNER/STUDENT REGISTRANTS £5% /22 A5 it A / 22325 /54 5 A A
Learners enrolled on an IFA Name, prerequisite qualification certificates| Permanent Archive
Qualification(s) (if necessary), details of any disability (to KA e
1 ble adjustment duri N W
apply reasonable adjustment during XA pu e
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RECORD RETENTION AND DISPOSAL POLICY

RCER IR

NEEHR/ ICRKREMEEBR

%) -

HRANEMDE -
#55R A0 DOB °

HE, DEFRIER (WEXE) , F
BAEMIEMER (FETHEHA e N A SR
B®), mRANSMIE, BEEAR, KE
ZE R DOB,

MBS BE

HEREAIE (IR A IFA RERIE
I:HEJ\)

BEBEOIENT - AHBE ﬁ
BB . A R

Examination Papers Assessment/examination results Permanent Archive
s Passed examination papers and examiners | 3 years from the date of exam e
s reports 5 years from the date of exam .
5 ; - 8 =ES
Failed examination papers KA
Destroy
‘ME/%PIT"El HEZ HiL 3 4 syan
BB A ENEEENRS BHEH < HiE 5 F suen
. KA
é’iﬂﬁlaﬁ% SRR Destro
AL E I 3 o
LﬁTﬁ%ﬁ BEROEE a4
KM E
EXAMINER APPLICATIONS %355 /%5 FRi%
Examiner Applications (leading to Application evidence including name, Permanent Archive
successfully becoming an IFA Quality | qualification certificates, CV KA faze
Assurance Assessor) contact details, assessment papers, XA fs 2=
FHEHEE (IR R IFA B E#:%| passport where necessary, conflict of g
é%_i ) interests.
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RECORD RETENTION AND DISPOSAL POLICY

AeiRREMEEEER/ 1ICRRE

B EBR

FHIBIEESEESR, RBIES, &H
BKEGTR, WHEXMH, PR, F@hR.
Examiner Applications (not leading to| Application evidence including name, 3 years from the date of Destroy
becoming an IFA Quality Assurance qualification certificates, CV application received San
Assessor as the applicant did not contact details, conflict of interests. HLFES > HE 3 F suen
complete the process) PEBROENS  BHERE - BE S RS B 3 -
EE S A
FEREE LEEE VR igﬁzﬁkqﬂ BRI Mlas @T;‘t °
CRUEAEMS IFA HERERE | sisE e s, SOEB, @5
%) BETTR, %Uﬁ‘éﬁlla%o
HERFE (HTHRIFEARE THH
B BRSO IFA RERIETHA
R)
Examiner Applications (not leading to| Application evidence including name, 10 years from the date of Destroy
becoming an IFA Quality Assurance qualification certificates, CV application received S an
Assessor as the applicant was contact details, assessment papers, conflict EUEESS > HE 10 £ suen
refused) of interests. ARl ERE> O 10 & =
HEEHE (HFEFAMIERN AN | eamEaiEng  SK852  5F °
= A‘7\’<A_ = ~ A N S
7% [FA FELREF IR ) | BT B - R
WEREE (HWEEAGRENAR | mmrgemes, oS, 85
5 oA TR BESR, B, HiAR
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RECORD RETENTION AND DISPOSAL POLICY

AOERREE

AMBEEER/ IR REBALEBR

SPECIALIST ADVISOR APPLICATIONS = 52 [ HH55 / & 2 il [o] FA 15

B NREPH

EIES

Specialist Advisor Applications Application evidence including name, Permanent Archive
(leading to successfully becoming an | qualification certificates, CV KA faze
[FA Specialist Advisor) contact details, references assessment XA pu
ERRANEEE (It By IFA B52RA| papers, conflicts of interests X *
e ) BEBEOENS  BRREE . BE
THRBEERIE (BIIAHN IFA TREM| BMBAHN  SEIGE - AEER
[#) FRIFILEEmEE, /LR, &§H

KA, SEWEXM, FmmpR
Specialist Advisor Applications (not Application evidence including name, 5 years from the date of Destroy
leading to becoming an IFA Specialist | qualification certificates, CV application received S an
Advisor as the applicant was refused) | contact details, references assessment HUGE RS> HiE 5 & N
SRR A (S ABEE - &7| papers. I o 4 w

g it o B EEIEZHE S5 £

&7% [FA %%EEEF’:EI ) EEF:E nE_HE ?Eﬁi% _A %nﬂ% FEJJ_
TRMBEE (BTHBARE | BMBARX  2EITHEXE  EER
SPRA IFA L5 E) MR OELS, AEER, @5

BEDR, SEEX, MEAR
REGIONAL REPRESENTATIVE APPLICATIONS [& (% 135 /X St R B iE
Regional Representative Applications| Application evidence including name, Permanent Archive
(leading to successfully becomingan | contact details, annual conflicts of interests | 5~ S
IFA Regional Representative) PEBEOELES MBS EEANE | ik pe
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RECORD RETENTION AND DISPOSAL POLICY
LI IREBMEENR/ ICRREBMLEBR

(CEERRINR s TFA @ISR )

(SEATNAA TFA XK E)

FRIFILEEmER, KRR, FEMEM

>y

XA RAE R

AL )
RPERE (SBE FARSPARE
HARAELE)

BREBEARER  BEESE B
g7

FIRILEEEER, BILEE, &H
BRI

4

BKERIFZHIE3 F

Regional Representative Applications| Application evidence including name, 10 years from the date of Destroy
(not leading to becoming an IFA contact details, conflicts of interests application received San
Regional Representative) BiERBEEETE  BMBAI - AaE=R HIRF R HiE 10 £ Guen
BEARERR RIEEREENS, BRASR, FldR | AKEREZAE 10 £

( FEm% IFA BERE)
KR FRBAIE

(R£& ik IFA KIgiHeER)
SPEAKER APPLICATIONS %% H55 /R E HiE
Speaker Applications (leading to Application evidence including name, 3 years from the date of Destroy
talking at an IFA event or refused) qualification certificates, CV application received S an
RS (EEUFE IFA JEE)|E55 | contact details. HUGEESE > HiE 3 & suen

NB. Applications for Specialist Advisor, Regional Representative and Speaker positions that are not completed in full will be rejected and deleted.
RSERE T E SN - WIS S A BT 55 R g B @ AR -
AREEESHNEXME, XERRMESE ARMARIEREIELTIMER.
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RECORD RETENTION AND DISPOSAL POLICY

RO iR R B

AMBEEER/ IR REBALEBR

GENERAL —f%/—#%

BRI 720 U RAYEE R
%%%J‘E%Jr%ﬂ%
X EEERTRKART,
ERSEITEE

IR S B EE A

Enquiries, consultations (that do not Emails 3 years from the date of receipt| Destroy
apply to any of the above) BT HUE A Z B 3 F B
B3 CRAAIR AL ) T B AUE s B 3 & g5
&\ (REAT EREET—I)
Surveys and feedback forms Collected data and anonymised statistical Permanent Archive
BRI AT data KA fuz
BERRIEE ISR Ve E FnlEE i DE AR 16/ KA Rz
I SR H SR FOEE 2 B9 BT 5
Submissions for inclusion in the Articles including authors’ name and Permanent Archive
Aromatherapy Times Magazine/blog contact details printed in Magazine KA e
RAR#MA Aromatherapy Times 5t | e LEIBERBIFEUZNBEASENR KA S
= X E
B QP@/\ Aromatherapy Times Z¢75/| #E FENESFEZSURINHKESTRNER
k3 X E
Submissions of Research Papers Papers including name and contact details, | Permanent Archive
g sh TR A collected data and anonymised statistical KA faz
FRUTIRR data KA S
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RECORD RETENTION AND DISPOSAL POLICY
rCERREMEERR/ IR REMM BB

COMPLAINTS AGAINST MEMBERS/TEACHERS/CENTRES (REGISTRANTS)
G 5 /2 L GEMA)RIER / $3dS R/BUR/F0 CERA) #930F

AFEtE (BRSEANHE, 5
nRH REE)

B 5 IFA RERSEAHBUREMAHAE
HB(E

Invalid and informal complaints Emails 3 years from the date received | Destroy
TR IE R ER B HUEIREZ HiE 3 & PSR
TRMIEERKF B8R {4 BEIRIEZHE 3 F HE
Valid complaints and outcome of All information relating to the Investigation] Permanent Archive
Sanctions/Disciplinary procedures and outcome of all complaints/Malpractice | 54 e
RS SRSB4 B R 4 R and Maladministration and/or disciplinary XA p 2
N . . ) dure 7
PR &5 /40 AR PR gy procedu N -
FRRIRRBIE/LREFOER | fp s s SRS TEck
R/ PSR AR ER
FrB 5iREMrA &I/ Efr E5AMiTBR
HH/FEREFNERERNER
REMOVAL OR WITHDRAWAL OF APPROVAL FROM REGISTER 755 ffff - 54 s igids it 8/ A b MBS s g s it
Failure to meet criteria (but would All correspondence relating to the IFA’s Permanent Archive
not be considered a sanction e.g. no decision not to renew or remove approval KA 2
insurance) from a registrant KA pu
ArrEtedE (ERgHG R | FrAS IFA JUE N ELTSEUH M AfLA
AL AR ) PN
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RECORD RETENTION AND DISPOSAL POLICY

RO iR R B

AMBEEER/ IR REBALEBR

INFORMATION ACCESS REQUESTS {5 &

B K/ERBEER

ARNFELNESTZ R RBE

HE et Bt - B 7= BUFE
DOB - i - s > 25&EN
FIRILEEmER,. KRATX, B

DOB, Fz5EiR, &/, SRR

BKERIFZHES F

Subject access requests and Subject access requests for a data subject 2 years from the date received Destroy
disclosure R R R 55 HUE 2 Hit 2 & B
2 2 55 N A
EEA AR IR LR BUEZ AR 2 5 H
R[] B KK EE
GOVERNANCE ;532 /3512
Board Member Applications Application evidence including name, Permanent Archive
(leading to becoming an IFA trustee) contact details, nationality, DOB, KA 22
E A==k declaration of interest, trustee declaration, | - A pu
s . profile, references x ™
(BB FA 58 ) PSS o BT B
EFSARHR DOB » FZEH#H - ZEEAHH » fif > 2
=5k o 2 7,

(SBUR A IFA ZFEN) 2o

RIBIERERT R, KEATX, EFE

DOB, HMIEEIR, XILAHK, &N, F

ZHE
Unsuccessful or refused Board Application evidence including name, 5 years from the date of Destroy
Member Applications contact details, nationality, DOB, application received S an
R EGE RS E e 2 i declaration of interest, profile, references EFEsS > HiE S5 & suen
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RECORD RETENTION AND DISPOSAL POLICY

RCER IR

NEEHR/ ICRKREMEEBR

Council agendas, papers and minutes | Provides an audit trail of corporate Permanent Archive
BEERRE  YHAEE0E decisions and statutory compliance. KA S
HESWRE, XHEMLWEE RN EARAUEAE &R MR EGTERER © KA Ry 2=
RN SRR FEE SN EHITERER
Business Plans and annual reports Provides an audit trail of corporate Permanent Archive
W S e A decisions and statutory compliance. KA e
W &R IR FEALA FARANAE GRS R ER KA =
RN SIRRIEE SN R B ITIRER
Complaints about the IFA Complaints about board members and Permanent Archive
RETA IFA HIHLER committee members KA e
%F IFA 193%1F ARAEEG R ENE B GRENEER KA s 2
BEREZFRMAMEZERSZH R
Policies and Procedures Operational and organisational policies and| Permanent Archive
N6 ALl manuals KA S
Bk 52 A E I SRBCRAT S KA EE=
ﬁﬁéﬂ—/\ AT (even when superseded)
( BIEHELR )
(BPfsE#BLAR)
HUMAN RESOURCES A\ }1 &5/ A\ &R
Successful Job Applicants Applications including name, contact 6 years from the end of Destroy
BRI SR details, CV, assessment papers, role and employment span
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RECORD RETENTION AND DISPOSAL POLICY
LI IREBMEENR/ ICRREBMLEBR

LI A SKER & score for candidates. hdEstEr 6 4F HE
HREE EAEMEL - BT AR - SRESC SV LESR 6 4F
> (EEEARIA GRS #
RIFEAME, BKREASX, &H, WEX
%, REANACHIE
Unsuccessful Job Applications Applications including name, contact 1 year Destroy
RECTHE TAF S details, CV, assessment papers, role and 14 S an
< T - score for candidates; L N wan
AR LRI b R R R e | 1 w
o B ARy ATy -
RIFEEME, KA, 8H, WEX
%, REANARENDE.
Personnel Files Contract of employment, payroll history, 6 years from the end of Destroy
P S record of pay, overtime, enhancements, employment S
JE T holiday, leave, letters from doctors for HpEsETr 6 suon
sickness, accident reports, pensions. ST 6 4F
BEGE - TERERES I‘”EB%? il T
bt - #E5E o RE - IR(R > BAERYERRE
> FigRE - BE®
U EE, THRBERSE, THICK, M
P, 1Eee, RED, NMR, EENERKE
% FHURE, #RESE
Termination of Employment Letters relating to resignation/termination Permanent Archive
2 R {ERE or retirement KA fuz=
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RECORD RETENTION AND DISPOSAL POLICY

RCERRBEMEEEUR/ IR REBMAEBBR
B RARAR B/ 4% 1 SRR AR (5 KA (EES
BRI/ 4% BORINA RIS 1
Conflicts of Interest Declaration form and register Register kept Permanently Archive /Destroy
F|257E 32 E S FIs T Declaration form 1 year after YR
- d of contract
R 2% FRR AL e : 348/ e
SEMRIKA R/
BEAERE 1 FRRERE
EAHMRFT KA
BR%ERE 1 FRHREK
FINANCE 7B/l L
Bank Account Records Monthly statements, billing or banking Current year plus 6 years Destroy
SRATHR P Ex statements RN 6 F P
SR F&5E - IRELSGRITHIRS AEM 6 4 S
REER, TRASRITIMKE
Board Member, staff members and Expenses Claim forms Current year plus 6 years Destroy
Examiner expenses 2 KA 6 & P4ER
HEEEMNE  LEASNEEEER| mparx KEIN 6 F guen
EEZoHR, TEARMEEREHR
Invoices Invoices, credit notes Current year plus 6 years Destroy
B ATE, (EERE RSN 6 F P8R
xE LENEEESE KEM6 F THER
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RECORD RETENTION AND DISPOSAL POLICY

RCER IR

NEEHR/ ICRKREMEEBR

Asset Registers maintained by Current year plus 6 years after | Destroy
external accountants asset is disposed of Suen

B S ac N & AT A HERBERIVETI 6 &F I
BB IMNI ST Im 4R AFLERNEEMG6 F

Destroy
Employee pay history Current year plus 6 years S an
B TR 2 RN 6 F Guen
RTFHM A = KEM6 F
Budget and annual reports Permanent Archive
THRAFEHRS KA S
MEMEERE KA EES
Financial Statements For inclusion in annual reports Permanent Archive
iR FIAF RS KA EES
IS FINFEERE KA EES
Successful Tenders Information provided or requested as part Current year plus 6 years Destroy
FRIhHHEAE of the tender process AN 6 F S an
IO IR AR ERBRBRN—MOREXBRNER | xgEme & 4uen
EABIRE A — BB MR B RIER

Unsuccessful Tenders Information provided or requested as part Current year plus 1 year Destroy
R ThgEAE of the tender process N1 E S an
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RECORD RETENTION AND DISPOSAL POLICY
LI IREBMEENR/ ICRREBMLEBR

RNECEHHHEIR ERBRRARN—HOREAEKRNER REM 1 F THE
TEABIRI RN —A D IR ERERNES

Contracts Signed contracts and direct debits Current year plus 6 years Destroy
&E FET G ERERT AR 6 F PYER
£ SITARMERER KL 6 6 448

OFFICE HEALTH & SAFETY I\ [ FHZ 2 /A RES 24

Accident and incident reports Registered in accident and incident book Current year plus 6 years Destroy
BB RS TEE BRI EESE i REN 6 F PR
FMELIRE AEFEWELEREM KREE 6 £F HE
Emergency procedures Evacuation Procedures When superseded Destroy
PesyiEtsd BERR WA P
XaREF BUEUE 7 D ES ) HE

We are currently working to align our data retention with this Data Retention and Disposal Policy, which means there may be cases where information
is held longer than stated until this is completed.

A H BIIEAESS T (AR B (r 8 B L B PR AR BEEUCR IR — 2 ERRE A ARG B 2T rlse & HER(E SR i R a R e s
o

BATBRIEAS D ERAMNOEERE SHERERENLEBRRT -, XEREETHILEEFERZE, TRSHIESHENEBENENS
o

H
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