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Data Retention Policy 

 

1. Introduction 

 

Xpede Medical Ltd strives to comply with applicable laws and regulations related 

to the retention of personal data in accordance with UK General Data Protection 

Regulation (UK GDPR), tailored by the Data Protection Act 2018. 

 

This policy outlines the basic rules by which Xpede Medical Ltd manages the 

retention of  personal data of claimants, suppliers, employees and other 

individuals that is processed by Xpede Medical Ltd. The policy sets out the 

required retention periods for different categories of data and sets out the 

minimum standards to be applied when destroying certain information. 

 

In accordance with UK GDPR Xpede Medical Ltd will only retain your personal 

data for as long as necessary to fulfil the purposes that it was collected for, 

including for the purposes of satisfying any legal, accounting, or reporting 

requirements. 

 
2. Categories of data 

 

Xpede Medical Ltd holds limited personal data, as defined by the General Data 

Protection Regulation (GDPR) and Data Protection Act 2018, but it does not 

process special categories of personal data. Claimant data is processed by Xpede 

medical and data is entered from the medical report into the MedCo system for 

Management Information (MI) reporting anonymized and therefore does not fall 

within the remit of data protection legislation. 

 

3. Destruction of Data 

 

Xpede Medical Ltd and its employees will regularly review all data, whether held 

electronically or in hard copy format, to decide whether to destroy or delete any 

data once the purpose for which those documents were created is fulfilled. See 

section 5 which outlines the Data Retention Schedule. Overall responsibility for 

the destruction of data falls to the Director. Once the decision is made to dispose 
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of personal data according to the Data Retention Schedule, the data will be 

deleted, shredded or otherwise destroyed appropriately. 

 

Documents that include any personal data shall be disposed of confidentially 

(cross-cut shredded and / or incinerated) and shall be subject to secure 

electronic deletion if stored electronically. The Data Disposal Schedule will be 

completed in all cases of disposing of documents containing personal data. 

Confirmation of destruction will be sought as needed. 

 

4. Your rights 

 

Under Data Protection Legislation you have numerous rights in relation to your 

personal data, including but not limited to, the right to request erasure of your 

personal data, object to processing of your personal data and request restriction 

of processing your personal data. You should refer to Xpede Medical Ltd Privacy 

Policy for more details about your rights or email: info@xpedemedical.co.uk 

 

5. Data Retention Schedule 

 

To determine the appropriate retention period for personal data, Xpede Medical 

Ltd consider the amount, nature, and sensitivity of the personal data, the 

potential risk of harm from unauthorized use or disclosure of your personal data, 

the purpose for which Xpede Medical Ltd processes your personal data and 

whether Xpede Medical Ltd can achieve those purposes through other means, 

and the applicable legal requirements.  

 

The table below outlines the retention periods for personal data processed by 

Xpede Medical Ltd: 
 

 
Data Type 

Description of 
Personal Data 

 
Record Type 

 
Retention Period 

Registrations, 
Identity, Contact 
and accident 
details. 

Names, postal 
addresses, gender, 
email, 
qualifications, 
telephone 
numbers, 
professional 

Electronic 6 years from the date 
the registration is 
withdrawn 

mailto:info@xpedemedical.co.uk
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identifier and 
financial data 

MI reporting, 
Usage, Profile & 
Technical 

Name, professional 
identifier, email 
address, IP 
address, cookies, 
contact 
information 

Electronic 6 years from the date 
the report was 
produced – remove all 
personal data. 
Anonymised reports 
will be retained for 
trend analysis 
 

Medical records Name, address and 
medical history of 
claimants. 

Paper  Destroyed within 6 
months after scanning 
unless otherwise 
instructed.  
 

Medical records Name, address and 
medical history of 
claimants. 

Electronic  6 years from the date  
the report was 
produced 
 

 

 

 

Xpede Medical Ltd requires all third parties it shares your data with, to also comply 
with the practice Data Retention Policy. For more information about how Xpede 
Medical Ltd process your personal data, please refer to the Xpede Medical Ltd 
Privacy Policy, which can be provided upon request or by contacting the director of 
Xpede Medical ltd.   

6. Changes to the retention policy 

Xpede Medical Ltd will keep this policy under review and will update it from time to 
time to reflect developments in data protection legislation and amendments to ICO 
guidance. 

Any changes Xpede Medical Ltd makes to the policy will be published in an updated 
version on our website. Please check back frequently to see any updates or changes. 
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7. Training 

All employees will have their responsibilities under this policy outlined to them as 
part of their induction training.  All employee will complete an annual refresher of 
this training. 

Definitions 

Personal Data 
Any information (including opinions and intentions) which relates to 
an identified or identifiable natural person. 

Identifiable 
natural person 

Anyone who can be identified, directly or indirectly, in particular by 
reference to an identifier such as name, and identification number, 
location data, an online identifier, or one or more factors specific to 
the physical, physiological, genetic, mental, economic, cultural or 
social identity of that natural person. 

Data Controller 
A natural or legal person, Public Authority, Agency or other body 
which, alone or jointly with others, determines the purposes and 
means of the Processing of Personal Data. 

Data Subject The identified or identifiable natural person to which the data refers. 

Process, 
processed, 
processing 

Any operation or set of operations performed on Personal Data or on 
sets of Personal Data, whether or not by automated 
means.  Operations performed may include collection, recording, 
organisation, structuring, storage, adaptation or alteration, retrieval, 
consultation, use, disclosure by transmission, dissemination or 
otherwise making available, alignment or combination, restriction, 
erasure or destruction. 

Data Protection 
The process of safeguarding Personal Data from unauthorised or 
unlawful disclosure, access, alteration, Processing, transfer or 
destruction. 

Data Protection 
Authority 

An independent Public Authority responsible for monitoring the 
application of the relevant Data Protection regulations – in the UK this 
is the ICO. 

Data Processors 
A natural or legal Person, Public Authority, Agency or other body 
which Processes Personal Data on behalf of a Data Controller. 

Consent 

Any freely given, specific, informed and unambiguous indication of the 
Data Subject’s wishes by which he or she, by a statement or by a clear 
affirmative action, signifies agreement to the Processing of Personal 
Data relating to him or her. 

Special 
Categories of 
Data 

Personal Data pertaining to or revealing racial or ethnic origin, 
political opinions, religious beliefs, data concerning health or sex life 
and sexual orientation, genetic data or biometric data. 

Third Country 
Any country not recognised as having an adequate level of legal 
protection for the rights and freedoms of Data Subjects in relation to 
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the Processing of Personal Data. 

Personal Data 
Breach 

A breach of security leading to the accidental or unlawful; destruction, 
loss, alteration, unauthorised disclosure of, of access to, Personal Data 
transmitted, stored or otherwise Processed. 

Encryption 
The process of converting information or data into code, to prevent 
unauthorised access. 

GDPR The General Data Protection Regulation 

 


