

                              


Summary

This Schedule describes HR functions, activities and business processes, lists the supporting records which need to be retained and identifies a period of time for which records are to be retained.
What are HR Records 

HR Records relate to a wide range of information concerning employees, procedures and policies operating within the council, stored within a variety of media such as computer databases or paper files.
How are retention periods defined

Both EU and UK legislation impact upon the retention of HR and other related records. The Data Protection Act 1998 (DPA) applies to most personnel records, whether held in paper or computerised format. Under the DPA data must not be kept any longer than is necessary for a particular purpose. 

The checklist below reflects either the minimum statutory retention period prescribed or where none exists, retention periods based on good practice are given. Where in doubt, the government’s Business Link website advises that it is a good idea to keep records for 6 years to cover the time limit for bringing any civil legal action.  Click here for the Council’s overall Retention Schedule.
Due to safeguarding laws & in the Children’s Act 2004, provision is made for the investigation, prosecution and disciplinary action within 25 years after an employee leaves office or until the child turns 21. Also DBS checks may need to be supported by source documents. As a result, personnel files of employees working with children have a longer retention period.

Is there a difference between paper records and electronic records 

Where the information is held in a computerised format, they must be kept in such a way that they are accessible. 
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HR Records Retention Schedule 
	Record
	Retention Period 

	Personnel Files 

	Application forms and interview notes for unsuccessful candidates
	12 months after recruitment finalised 

	Employees
	6 years after employment ceases 



	Employees working with children 
	25 years after employment ceases 



	Chief Officers and Statutory Officers
	Permanent 



	Any disciplinary case involving safeguarding
	Keep on personnel file and retain personnel file permanently 



	Redundancy 
	6 years from the date of Redundancy 



	Administering Employees

	Job Descriptions 
	Permanent 



	 All Employee Health Records 
	Permanent  


	Medical records containing details of employees exposed to asbestos 
	40 years from the date of last entry 

	IT Cases / Case Papers
	5 years after sending records to be archived 


	Leaving the Council  

	Redundancy details , Notification to the Secretary of State 
	6 years from the date of redundancy 

	Pensioners Records 
	Permanent


	CORPORATE RECORDS 

	Recruitment 
	

	Vacancy Bulletins 
	3 years from date of publication 



	Health and Safety 

Including accident books/ accident records 
	See Health and Safety document control and retention policy 



	HR Contract Documents 
Including SLA’s
	6 years after contract end date 
Where contracts are under seal or have required Legal Services signature, refer to Legal Services Records retention guidelines 

	Training 
	

	Course administration 
	6 years 


	Courses concerning Health and Safety and Children 
	Permanently 

	Corporate Training Plan 
	Permanently 
 

	Policies 
	Current policy plus 1 year 



	Occupational Health  
	

	Assessments under Health and Safety regulations and records of consultation with safety representatives and committees 
	Permanent 

	Accident Books, Accident Records/ Reports 
	3 years after the date of the last entry 



	Payroll 
	

	Returns, Records and correspondence with HMRC
	Not less than 6 years after the end of the financial year to which they relate 



	Inland Revenue / HMRC approvals 
	Permanent 



	PAYE Records including Statutory Maternity / Sick Pay records, calculations*
	6 years after the end of the tax year to which they relate 



	Trade Union Agreements 
	10 years after ceasing to be effective 
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