
 

Data Retention Policy 

 

1. Purpose 

This Data Retention Policy outlines how personal data is collected, stored, and retained by 

Adam Liddle Properties and Bournemouth & Poole Estates Ltd, acting as both a landlord and 

freeholder of residential and commercial properties. It ensures compliance with the UK 

General Data Protection Regulation (UK GDPR), the Data Protection Act 2018, and other 

applicable laws. This policy specifically covers data collected through emails, WhatsApp, 

and other electronic communications, alongside personal data related to tenants and 

leaseholders. 

 

2. Scope 

This policy applies to all personal data collected, processed, and stored by Adam Liddle 

Properties and Bournemouth & Poole Estates Ltd in the capacity of both landlord and 

freeholder. It includes data from tenants, prospective tenants, leaseholders, guarantors, 

contractors, and other individuals associated with the properties. 

This policy covers: 

• Emails and electronic communications (WhatsApp, SMS, etc.) 

• Personal data held for property management, tenancy agreements, and freehold-

related communications. 

 

3. Types of Data Collected 

The personal data collected includes, but is not limited to: 

• Personal details (name, date of birth, contact information) 

• Financial information (bank details, rent/service charge payment records, credit 

history) 

• Identification documents (passport, driver’s license, visa information) 

• Tenancy agreements and references 



• Leaseholder details and service charge records 

• Communications (emails, WhatsApp messages, texts, etc.) 

• Maintenance and repair records 

• Legal documents related to disputes, evictions, or freehold management 

• Emergency contact details 

 

4. Legal Basis for Retention 

Personal data is retained based on: 

• Performance of a contract (tenancy agreement, freehold management obligations) 

• Compliance with legal obligations (Right to Rent checks, tax records) 

• Legitimate interest (property management, tenant/leaseholder communications) 

• Consent (where relevant, such as direct marketing to tenants/leaseholders) 

 

5. Data Retention Periods 

The following table outlines the retention periods for various categories of personal data, 

including data held in emails, WhatsApp, and other electronic communications: 

Type of Data Retention Period Reason 

Tenant Application 

Forms 
12 months after rejection 

To manage prospective 

tenants and resolve 

disputes related to 

applications 

Tenancy Agreement 6 years after the end of the tenancy 

Legal obligation under 

the Limitation Act 1980 

for contractual disputes 

Leaseholder Service 

Charge Records 

6 years after the Leaseholder has 

disposed of their interest in the 

property 

HMRC requirement for 

tax and accounting 

purposes 

Right to Rent Checks 1 year after the tenancy ends 
Legal compliance with 

the Immigration Act 2014 

Financial Records (e.g., 

rent, service charge 

payment history) 

6 years after the end of the tenancy or 

after the Leaseholder has disposed of 

their interest in the property 

HMRC requirement for 

tax and accounting 

purposes 

Emails and Electronic 

Communications 

(WhatsApp, SMS) 

6 years after the end of the 

tenancy/contract/sale or conclusion 

of matter 

For legal reference, 

resolving disputes, or 

ongoing property 

management 

Tenant Contact 

Information 
6 years after the end of the tenancy 

For reference, dispute 

resolution, or legal claims 



Type of Data Retention Period Reason 

Leaseholder Contact 

Information 

6 years after the Leaseholder has 

disposed of their interest in the 

property 

For ongoing property 

management and dispute 

resolution 

Maintenance and Repair 

Records 

6 years after the end of the 

tenancy/freehold management period 

For resolving disputes or 

legal claims related to 

property maintenance 

CCTV Footage (if 

applicable) 

30 days unless required for an 

ongoing investigation 

For security purposes and 

legal investigations 

Contractor and Supplier 

Details 

6 years after the last service or 

contract 

For ongoing property 

management and 

maintenance records 

Insurance Records 6 years after the policy expires 
To manage claims and 

liability disputes 

Eviction or Legal Case 

Records 

6 years after the conclusion of the 

case 

To comply with legal 

requirements under the 

Limitation Act 1980 

 

6. Retention of Emails and Electronic Communications (WhatsApp, SMS, etc.) 

Personal data communicated via electronic means such as emails, WhatsApp, or SMS will be 

retained according to the following guidelines: 

• General communications: Retained for 6 years after the conclusion of the tenancy, 

lease, or property management period, or the resolution of the relevant issue. 

• Legal or contract-related communications: Retained for 6 years after the contract 

ends, or longer if required for ongoing legal disputes or claims. 

• Routine and non-critical communications: Reviewed annually and deleted if no 

longer relevant. 

This retention ensures that communications can be referenced in case of disputes, compliance 

audits, or legal obligations. 

 

7. Secure Disposal of Data 

Once the retention period has expired, personal data will be securely deleted or destroyed. 

Disposal methods include: 

• Emails: Permanent deletion from email systems, including server-level deletion. 

• WhatsApp/SMS: Permanent deletion of message history from devices and backup 

systems. 

• Paper records: Shredding or incineration. 

• Digital records: Permanent deletion from databases and systems, ensuring no 

recovery is possible. 



All personal data will be disposed of in a manner that ensures confidentiality and security. 

 

8. Data Subject Rights 

Individuals whose personal data is processed have the following rights under the UK GDPR: 

• Right to access: Request a copy of personal data held by the landlord. 

• Right to rectification: Request correction of inaccurate data. 

• Right to erasure: Request deletion of data where there is no lawful basis to retain it. 

• Right to object: Object to the processing of their data for specific purposes. 

• Right to withdraw consent: Where consent is the legal basis for processing, 

individuals may withdraw consent at any time. 

Requests must be made in writing and will be responded to within one month. 

 

9. Data Security 

Adam Liddle Properties and Bournemouth & Poole Estates Ltd implement the following 

security measures to protect personal data: 

• Email communications: Secure email systems, encryption, and password protection. 

• WhatsApp/SMS: Messages stored on encrypted devices and access-controlled 

applications. 

• Physical security: Secure storage of paper records in locked facilities. 

• IT systems: Encryption, regular security updates, and access controls. 

Personal data will be stored and processed only by authorized personnel. 

 

10. Review and Updates 

This Data Retention Policy will be reviewed annually, or sooner if required by changes in 

data protection laws or business practices. Any updates will be communicated to tenants, 

leaseholders, and other affected parties as necessary. 

 

11. Contact Information 

For any questions regarding this policy or to make a data subject request, please contact: 

Adam Liddle Properties and Bournemouth & Poole Estates Ltd 

445 Ashley Road 

Poole 

Dorset 



BH14 0AX 

info@rentfromus.co.uk 

01202 695555 

 

This policy ensures compliance with data protection laws, including the UK GDPR, while 

addressing the specific needs of a landlord and freeholder dealing with electronic 

communications and property management. 
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