
The Housing and Regeneration Agency 

Date: 14 May 2024 
Our Ref: RFI4697 
Tel: 0300 1234 500 
Email: infogov@homesengland.gov.uk 

6th Floor 
Windsor House 
42 - 50 Victoria Street, Westminster 
London, SW1H 0TL 

0300 1234 500 
@HomesEngland 
www.gov.uk/homes-england 

By Email Only 

Dear 

RE: Request for Information – RFI4697 

Thank you for your request for information which was processed in accordance with the Freedom of 
Information Act 2000 (FOIA). 

You requested the following information: 

Under the FOI could you let me have details of your Records Retention Policy. 
Could you let me know the significance of the "file opening and closing dates. 

Response 

We can confirm that we do hold some of the requested information. We will address each of your 
questions in turn.  

Under the FOI could you let me have details of your Records Retention Policy. 
Please find attached Annex A which contains a copy of Homes England’s Records Retention Policy. Please 
note that this policy is currently in the process of being updated and will eventually be published on our 
gov.uk website over the course of the next few months.  

Some information contained in Annex A has been redacted as it is out of scope. This information relates to 
the retention policy of the Regulator of Social Housing. The Homes and Communities Agency used to have 
regulatory responsibilities for social housing. The Housing and Regeneration Act 2008 as amended, 
established the Regulator for Social Housing in 2018 as a separate legal entity. We therefore consider that 
information relating to the retention of regulatory information is out of scope. 
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Some information contained in Annex A has been withheld under Section 40 (2) of the FOIA. 
 
Section 40 – Personal information 
 
We have redacted information on the grounds that in constitutes third party personal data and therefore 
engages section 40(2) of the FOIA.  
 
To disclose personal data, such as names, contact details, addresses, email addresses and personal 
opinions could lead to the identification of third parties and would breach one or more of the data 
protection principles. 
 
Section 40 is an absolute exemption which means that we do not need to consider the public interest in 
disclosure. Once it is established that the information is personal data of a third party and release would 
breach one or more of the data protection principles, then the exemption is engaged. 
The full text in the legislation can be found on the following link: 
 
https://www.legislation.gov.uk/ukpga/2000/36/section/40 
 
Could you let me know the significance of the "file opening and closing dates. 
We can advise that these dates relate to the first and last piece of correspondence on a case file. These 
dates are important to record as they trigger reviews of the information for the purpose of retention but 
they also aide with the location and retrieval of records from our archives. 
 
Right to Appeal 

If you are not happy with the information that has been provided or the way in which your request has 
been handled, you may request an internal review. You can request an internal review by writing to Homes 
England via the details below, quoting the reference number at the top of this letter. 

 
Email: infogov@homesengland.gov.uk 

Information Governance Team 
Homes England  
Windsor House  
6th Floor 
42-50 Victoria Street 
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London 
SW1H 0TL 
United Kingdom 
 
Your request for review must be made in writing, explain why you wish to appeal, and be received within 
40 working days of the date of this response. Failure to meet this criteria may lead to your request being 
refused. 

Upon receipt, your request for review will be passed to an independent party not involved in your original 
request. We aim to issue a response within 20 working days. 

You may also complain to the Information Commissioner’s Office (ICO) however, the Information 
Commissioner does usually expect the internal review procedure to be exhausted in the first instance. 

The Information Commissioner's details can be found via the following link: 

https://ico.org.uk/ 

Please note that the contents of your request and this response are also subject to the Freedom of 
Information Act 2000. Homes England may be required to disclose your request and our response 
accordingly. 

Yours sincerely, 

The Information Governance Team 
For Homes England 

mailto:infogov@homesengland.gov.uk
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1 Introduction 
 
1.1 The Homes and Communities Agency’s (HCA) Records Retention Schedule assists 

with the appraisal and disposal of the agency’s corporate records. It applies to records 
in any medium or format, i.e. physical and/or electronic. 
 

1.2 This schedule recommends the length of time that each series of records should be 
retained. It has been compiled with the assistance of the National Archives (TNA) 
guidance, other government bodies and internal staff and in accordance with legal and 
professional requirements. Exceptionally, individual records may need to be retained for 
longer than the suggested period where commercial, operational, legal or programme-
specific requirements dictate. (See Exceptions in Section 5) 
 

2. Arrangement 
 
2.1 The schedule is arranged according to business function and follows the theme 

structure of the HCA corporate records classification scheme. This structure is also 
replicated in an electronic environment on the Structured Filing System, (SFS). It 
identifies series or classes of records rather than individual documents, enabling macro-
disposal decisions. 

 
2.2  

 
 

 
 
3. Selection of records for permanent preservation 
 
3.1 Selected records from certain themes that meet the required preservation criteria will be 

offered to the TNA for them to select any which meet their collection criteria.  Any 
records selected will be transferred under section 4(1) of The Public Records Act 1958, 
which transfers ownership of the records to that body. Reviewed records that are no 
longer required for business purposes or transferred to TNA will be securely destroyed. 

 
4. Theme Structure History 
 
4.1 Themes nos. 98 - 115 were opened from 1998 to hold records from the Commission for 

the New Towns (CNT). CNT joined with the Urban Regeneration Agency in 1999 to 
become English Partnerships (EP).  Most CNT themes continued to be used until 2004, 
when they were closed and new ones opened for EP, starting at theme no. 1.  There is 
a separate retention schedule for CNT Themes nos. 98 - 115. 

 
4.2 In 2008, EP became the Homes and Community Agency (HCA), joining with the 

Housing Corporation, the Academy for Sustainable Communities, and some 
Communities and Local Government staff.  Ex-EP themes continued to be used, with 
further new ones set up as required.  However, some purely EP themes were closed, 
and new versions opened for HCA work as required. 

 

Out of Scope
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5. Exceptions 
 
5.1 Compulsory Purchase Order (CPO) records 
 

All records relating to Compulsory Purchase Orders must be kept for 15 years, 
regardless of individual Theme retention period, and must then be reviewed by the 
Legal Department who will advise whether destruction can take place. 

 
5.2 European Funding Mechanism records 
 

All records of projects delivered with European Regional Development Fund (ERDF) 
grants, (or other European funding) must be retained  for the period required by the 
rules of the programme. As at July 2015, there is a requirement to retain all ERDF 
documentation until three years after the final payment made on the programme or 31 
December 2025 whichever is the later. The scheme-specific retention requirements can 
be viewed here: https://www.gov.uk/previous-erdf-programmes-retaining-documents. 
This is a legal requirement and overrides any period stated in the relevant Theme.  

 
5.3 Unsuccessful tenders & competition entry records 
 

Unsuccessful tenders and competition entries (other than those related to ERDF 
programmes) should be kept for 1 year past the closing date of the tender, and then 
securely destroyed in department ONLY if no appeals, complaints or investigations are 
already under way.  Successful tenders and entries should be filed and stored under the 
relevant Theme retention.  

 
5.4 Derelict Land Grant records 
 

 All records relating to Derelict Land Grant funding have a retention period of 50 years, 
and this overrides any individual theme retention period. This retention period has been 
stipulated by Corporate Finance who has advised that sums may be reclaimable for the 
duration.. 
 

5.5 Non-classified records  
 

Other administrative records and routine administrative records, such as circulars, 
papers and minutes from external bodies, should be held as long as required by their 
respective Department. These are not required to be registered on creation or archived 
at the end of their use.  They are to be destroyed in Department when no longer 
required. 
 

5.6 Deeds, contracts and other original signed or sealed documents 
 
Nothing in the following table applies to deeds, contracts and other original signed or 
sealed documents that are stored in deed packets.  The rules applicable to such deeds 
and documents are set out in Appendix 1 which is available.  
 

5.7  Deferred payment obligations and contingent liabilities 
 

Where a project involves a contingent liability or a deferred payment obligation (eg 
Milton Keynes Home Purchase incentive), all records must be kept for 12 years 
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following the final date for repayment of the sums due. This date MUST be notified to 
Records Management when documents are sent to storage. Documents will not be 
accepted by Records Management unless this date is provided.   
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6. Alphabetical listing of HCA themes 
 
 

 
 

 

 

51 ACCOUNTING 

 

15 GRANTS AND FUNDING 

 

18 
HUMAN RESOURCES (FORMERLY 
PERSONNEL) 

36 AREA MANAGEMENT 
 

XX 
HCA-I  [numbering will be allocated when 
Records Management receive file structure from 
HCA-I].  

2 POLICY MANAGEMENT  

33 ASSET SALES 

 

77 HCA HEALTH AND SAFETY 

 

26 PRIORITY SITES 

4 ASSURANCE 

 

69 HCA LEGAL SERVICES 

 

56 PROCUREMENT AND TENDERING 

7 BEST PRACTICE 

 

76 HCA SECRETARIAT 

 

43 PROGRAMME MANAGEMENT 

55 BUSINESS APPRAISAL 

 

14 HEALTH AND SAFETY 

 

37 PROJECTS 

57 CAR LEASING 

 

60 HOMES AND COMMUNITIES ACADEMY  

 

21 PROJECTS MONITORING 

59 CARBON CHALLENGE 

 

65 HOUSING GROWTH 

 

63 PUBLIC LAND INITIATIVE 

11 COALFIELDS 

 

73 HOUSING MARKET RENEWAL 

 

17 PUBLIC RELATIONS 

64 COMMUNITY INFRUSTRUCTURE FUNDING 

 

72 HOUSING PRIVATE FINANCE INITIATIVE 

 

5 RECORDS MANAGEMENT 

22 COMPLIANCE 

 

23 INFORMATION ACCESS 

 

66 REGIONAL COMMUNICATIONS 

24 CONTAMINATED LAND 

 

6 INFORMATION TECHNOLOGY 

 

38 REGIONAL PROJECT SUPPORT 

16 CORPORATE MARKETING 

 

44 INTERNAL CORPORATE CONSULTANCY 

 

70 RENEWABLE HOUSE PROGRAMME 

20 DIRECTOR 

 

45 INTERNAL PROJECTS CONSULTANCY 

 

54 RISK MANAGEMENT 

75 ECONOMIC ASSET MANAGEMENT 

 

71 KICKSTART  

 

8 SECRETARIAT 

9 ECONOMICS 

 

13 LAND STABILISATION 

 

74 STOCK TRANSFER 

29 ENGLISH CITIES FUND 

 

30 LEGAL 

 

42 STRATEGIC BUSINESS PLANNING 

32 ESTATE MANAGEMENT 

 

31 LIABILITY TRANSFERS 

 

19 STRATEGIC JOINT VENTURES 

1 EXECUTIVE 

 

49 LOW CARBON INFRASTRUCTURE FUND 

 

62 STRATEGY, PROGS & PERFORMANCE 

61 EXECUTIVE OFFICE 

 

67 MARKET INTELLIGENCE 

 

48 SURPLUS PUBLIC SECTOR LAND 

46 EXTERNAL PLANNING ADVICE 

 

34 MILLENNIUM COMMUNITIES 

 

78 SUSTAINABLE OPERATIONS 

41 FACILITIES 

 

10 MILTON KEYNES PARTNERSHIP 

 

68 TRANSPARENCY AGENDA 

53 FINANCE SYSTEMS AND SUPPORT 

 

25 NETWORK SPACE 

 

58 URBAN FINANCE 

50 FINANCIAL CONTROL 

 

40 PAYROLL 

 

35 URBAN REGENERATION COMPANIES 

52 FINANCIAL MONITORING 

 

39 PENSIONS 
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Appendix 1 – original documents 
 
In this Appendix, “review” means that the Head of Legal, Deputy Head of Legal or a Principal Solicitor must take the decision as 
to whether any document listed in the Appendix should be destroyed. The reviewer must consult where appropriate with the 
Operating Area or Land team involved in the transaction to which the document in question relates. 
 

 Document type  
 

Destruction/review 

1.  Signed contracts (other than contracts for the sale of land and for building works) 
 

Destroy 6 years after 
the term of contract 
has expired 
 

2.  Sealed contracts (other than contracts for the sale of land and for building works) Destroy 12 years after 
the term of contract 
has expired 
 

3.  Contracts for building works, including appointment of architect, building contractor, quantity 
surveyor etc 

50 years after contract has 
been entered into 
 

4.  Contracts for sale of land 
Development agreements 
Building agreements (including agreements for lease with construction obligations) 
Transfer schemes 
 

Never – retain permanently 
with deeds 

5.  Agreements for lease with no construction obligations  Review when lease 
reviewed under 12 below 

6.  Funding agreements containing clawback provisions Review on clawback 
longstop date 

7.  Funding agreements – no clawback provisions Review 6 years from date of 
project close or from date of 
last payment 

8.  Highways agreements (section 38, section 278, dedication agreement etc) Never – retain permanently 
with deeds 

9.  Planning agreements (section106 agreement or undertaking) Never – retain permanently 
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with deeds 

10.  Compulsory purchase order and vesting declaration Never – retain permanently 
with deeds 

11.  Conveyances, transfers, deeds of easement, deeds of covenant, deed of surrender/release, 
mortgages/charges, release of mortgage or charge 

Never – retain permanently 
with deeds 

12.  Lease granted by Agency or to Agency, including Landlord and Tenant Act 1954 contracting out 
documentation 

Review 6 years after lease 
has terminated; retain if 
tenant is still occupying (eg 
on a subsequent lease or 
statutory holding over under 
Landlord and Tenant Act 
1954) 

13.  Site investigation licence or tower crane licence Review 3 years after 
development /works 
completed 

14.  Tenancy agreement for residential property including service tenancy or service occupancy, 
including notice to quit and court documentation 

Review 1 year after 
possession obtained 

15.  Tenancy at will or licence to occupy Review 1 years after 
possession obtained 

16.  Replies to pre-contract enquiries, site investigation reports (including those for legionella testing 
and asbestos management) and local search results 

Permanent – keep with 
deeds 
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