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DATA RETENTION POLICY
(including Destruction Schedules / Appendices)

This policy was approved by the Committee of Management on Wednesday 21st August 2024. 
It should be reviewed again no later than 31st July 2027. 

The policy has been assessed through the organisational impact assessment process.

We can, if requested, produce this document in different formats such as larger print or audio-format. We can also translate the document into various languages, as appropriate.




	SCOTTISH
	STANDARD 1

	HOUSING
	The governing body leads and directs the RSL to achieve 

	REGULATOR
	good outcomes for its tenants and other service users.

	STANDARDS
	

	
	STANDARD 2

	
	The RSL is open about and accountable for what it does. It 

	
	understands and takes account of the needs and priorities of

	
	Its tenants, service users and stakeholders. Its primary focus

	
	Is the sustainable achievement of these priorities.

	
	

	
	STANDARD 3

	
	The RSL manages its resources to ensure its financial well-being,

	
	while maintaining rents at a level that tenants can afford to pay.

	
	

	
	STANDARD 4

	
	The Governing body bases its decisions on good quality information

	
	Information and advice and identifies and mitigates risks to the 

	
	organisation’s purpose.

	
	

	
	STANDARD 5

	
	The RSL conducts its affairs with honesty and integrity.

	
	

	
	STANDARD 6

	
	The Governing body and senior officers have the skills and

	
	knowledge they need to be effective.
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[bookmark: _Toc174617049]
1.0	INTRODUCTION 

[bookmark: _Toc94080571]The UK General Data Protection Regulation ( UK GDPR) provides that organisations which process personal data must not retain that data for any longer than is necessary for the purposes for which the personal data are processed. 
[bookmark: _Toc174617050]2.0	REGULATION & BEST PRACTICE

This Policy has been developed taking into account: the relevant law and sector best practice. The Regulation considered when drafting this Policy was the UK General Data Protection Regulation (GDPR) and the Data Protection Act 2018. 
[bookmark: _Toc94080572][bookmark: _Toc174617051]3.0	PURPOSE

[bookmark: _Toc94080573]This policy details the approach of West Granton Housing Cooperative to the retention, deletion and destruction of personal data. All members of staff are obliged to familiarise themselves with this policy and refer to it on an ongoing basis to ensure that its terms are implemented and complied with.
[bookmark: _Toc174617052]4.0	STORAGE OF PERSONAL DATA

[bookmark: page3][bookmark: _Toc94080574]West Granton Housing Cooperative stores personal data in a variety of ways. This includes hard copy documents, emails, digital documents stored on desktop computers, laptops, phones and other devices, data stored on our servers and in our cloud-based storage, along with data stored by third parties on our behalf. 

When updating, rectifying, erasing and deleting any personal data, due care must be taken to ensure that all personal data held in all locations (including back-up storage) and in all forms is dealt with securely and to ensure that a consistent and accurate record of personal data is maintained.
[bookmark: _Toc174617053]5.0	RETENTION OF PERSONAL DATA

Different types of personal data may need to be retained for different periods of time depending on the purposes for which the data is processed and the legal and regulatory retention requirements in relation to certain categories of data. 

In determining the appropriate retention period consideration should be given to the following factors:

· the purposes for which the personal data is processed;
· the legal basis for processing that personal data;
· legal requirements for retention (particularly employment and health and safety law); and
· regulatory requirements.

An appropriate retention period should be identified for each category of personal data. Data subjects must be informed of the retention period which applies to their personal data or, if there is no fixed retention period, the criteria used to determine that period; and where the purposes for which the data is processed have changed, any new retention period.

All personal data processed by West Granton Housing Cooperative shall be 
retained in accordance with the periods set out in the retention schedule below.

Personal data will be retained in accordance with the appropriate retention period and permanently deleted and/or securely destroyed in accordance with this policy. No personal data shall be destroyed or deleted other than in accordance with this policy.
[bookmark: _Toc94080575][bookmark: _Toc174617054]6.0	REVIEW AND DELETION OR DESTRUCTION OF PERSONAL DATA

[bookmark: _Toc94080576]A review of the personal data processed by West Granton Housing Cooperative will be carried out every 2 years. During the course of this review we will:

· Review the retention periods for each category of personal data processed and whether any alteration to these periods is required
· Identify personal data which is due for destruction and deletion 
· Arrange for the secure deletion and destruction of personal data which will no longer be retained

When data has been identified for deletion / destruction, a ‘Data Destruction Notice’ must be completed. A copy of the Notice can be seen after the tables of retention periods. This Notice describes what was destroyed, what format the data had been stored in, the reason for destruction and how destroyed.
[bookmark: _Toc174617055]7.0	DATA SUBJECT RIGHTS

Under the UK GDPR data subjects are entitled, in certain circumstances to require the erasure of their personal data. Any request from a data subject must be passed to the DPO/COO as soon as possible.

A data subject may insist on erasure of their personal data where:

· it is no longer necessary for the purposes for which it was processed;
· where consent has been withdrawn by the data subject;
· where there is no legal basis for the processing of the data; or 
· where there is a legal obligation to delete the data.

The data subject’s rights to erasure are not absolute and do not apply to personal data where processing is necessary for: 

· exercising the rights of freedom of expression; 
· to comply with a legal obligation in the public interest or in the exercise of an official authority; 
· for public health reasons; 
· for archiving purposes; and 
· for the establishment, exercise or defence of legal claims. 

Where personal data is erased following receipt of a request by a data subject WGHC will confirm in writing to the data subject that their personal data has been destroyed. Such a response shall be issued to the data subject unless it is impossible or requires disproportionate effort to do so. Where any request for erasure is refused, WGHC will advise the data subject in writing that their request has been refused and detail the reasons for refusal.

[bookmark: _Toc94080582]
[bookmark: _Toc174617056]8.0	  WHAT TO DO IF YOU WISH TO COMPLAIN ABOUT THIS POLICY

If any party involved wishes to complain about our approach to breach notification, they should refer to our Chief Operations Officer who is responsible for overseeing this Policy and, as applicable, developing related policies and guidelines. 

The post is held by: David Mills, 0131 551 7230 or david.mills@westgrantonhc.co.uk
[bookmark: _Toc94080583][bookmark: _Toc174617057]9.0	EQUAL OPPORTUNITES

We are committed to ensuring equal opportunities and fair treatment for all people in its work. In implementing this policy, our commitment to equal opportunities and fairness will apply irrespective of factors such as gender or marital status, race, religion, colour, disability, age, sexual orientation, language or social origin, or other personal attributes.
[bookmark: _Toc94080584][bookmark: _Toc174617058]10.0	REVIEW CYCLE

This policy will be reviewed by the end of July 2027.



[image: A blue and white logo

Description automatically generated]
[image: A blue and white logo

Description automatically generated]	

[bookmark: _Hlk9497661]WEST GRANTON HOUSING CO-OPERATIVE LIMITED
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West Granton Housing Co-operative Limited is a fully mutual housing co-operative 
registered as a social landlord with the Scottish Housing Regulator (HAC 225); and is a 
registered society under the Co-operative and Community Benefit Societies Act 2014 (2357 RS).
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	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	1. Governance

	[bookmark: _Toc43116460][bookmark: _Toc43117883]1.1
	[bookmark: _Toc43116461][bookmark: _Toc43117884]Governance
	[bookmark: _Toc43116462][bookmark: _Toc43117885]Organisation wide Corporate Plans, Policies, Business Continuity, Risk Management and Strategies
	[bookmark: _Toc43116463][bookmark: _Toc43117886]Superseded document
	[bookmark: _Toc43116464][bookmark: _Toc43117887]N/A
	[bookmark: _Toc43116465][bookmark: _Toc43117888]1 year after superseded (longer if required for historical reasons)
	 
	[bookmark: _Toc43116466][bookmark: _Toc43117889]Best practice

	[bookmark: _Toc43116467][bookmark: _Toc43117890]1.2
	[bookmark: _Toc43116468][bookmark: _Toc43117891]Governance
	[bookmark: _Toc43116469][bookmark: _Toc43117892]Governance documentation
	 
	[bookmark: _Toc43116470][bookmark: _Toc43117893]N/A
	[bookmark: _Toc43116471][bookmark: _Toc43117894]Life of company
	 
	[bookmark: _Toc43116472][bookmark: _Toc43117895]Required for charitable status. 

	[bookmark: _Toc43116473][bookmark: _Toc43117896]1.3
	[bookmark: _Toc43116474][bookmark: _Toc43117897]Governance
	[bookmark: _Toc43116475][bookmark: _Toc43117898]Constitution, Aims and Objectives 
	 
	[bookmark: _Toc43116476][bookmark: _Toc43117899]Life of company
	[bookmark: _Toc43116477][bookmark: _Toc43117900]Life of company
	 
	[bookmark: _Toc43116478][bookmark: _Toc43117901]Required for charitable status. 

	[bookmark: _Toc43116494][bookmark: _Toc43117917]1.4
	[bookmark: _Toc43116495][bookmark: _Toc43117918]Governance
	[bookmark: _Toc43116496][bookmark: _Toc43117919]Certificate of Incorporation
	 
	[bookmark: _Toc43116497][bookmark: _Toc43117920]Life of company
	[bookmark: _Toc43116498][bookmark: _Toc43117921]Life of company
	[bookmark: _Toc43116499][bookmark: _Toc43117922]Companies Act 2006 section 15
	[bookmark: _Toc43116500][bookmark: _Toc43117923]Legal compliance

	[bookmark: _Toc43116501][bookmark: _Toc43117924]1.5
	[bookmark: _Toc43116502][bookmark: _Toc43117925]Governance
	[bookmark: _Toc43116503][bookmark: _Toc43117926]Memorandum of Association
	 
	[bookmark: _Toc43116504][bookmark: _Toc43117927]Life of company
	[bookmark: _Toc43116505][bookmark: _Toc43117928]Life of company
	[bookmark: _Toc43116506][bookmark: _Toc43117929]Companies Act 2006 section 32
	[bookmark: _Toc43116507][bookmark: _Toc43117930]Legal compliance

	[bookmark: _Toc43116508][bookmark: _Toc43117931]1.6
	[bookmark: _Toc43116509][bookmark: _Toc43117932]Governance
	[bookmark: _Toc43116510][bookmark: _Toc43117933]Articles of Association/ Model Rules
	 
	[bookmark: _Toc43116511][bookmark: _Toc43117934]Life of company
	[bookmark: _Toc43116512][bookmark: _Toc43117935]Life of company
	[bookmark: _Toc43116513][bookmark: _Toc43117936]Companies Act 2006 section 32
	[bookmark: _Toc43116514][bookmark: _Toc43117937]Legal compliance

	[bookmark: _Toc43116515][bookmark: _Toc43117938]1.7
	[bookmark: _Toc43116516][bookmark: _Toc43117939]Governance
	[bookmark: _Toc43116517][bookmark: _Toc43117940]Certificate of registration with housing regulator
	 
	[bookmark: _Toc43116518][bookmark: _Toc43117941]Life of company
	[bookmark: _Toc43116519][bookmark: _Toc43117942]Life of company
	[bookmark: _Toc43116520][bookmark: _Toc43117943]ICSA
	[bookmark: _Toc43116521][bookmark: _Toc43117944]Best practice

	[bookmark: _Toc43116522][bookmark: _Toc43117945]1.8
	[bookmark: _Toc43116523][bookmark: _Toc43117946]Governance
	[bookmark: _Toc43116524][bookmark: _Toc43117947]Record of registration and certificate of incorporation for change of name
	 
	[bookmark: _Toc43116525][bookmark: _Toc43117948]Life of company
	[bookmark: _Toc43116526][bookmark: _Toc43117949]Life of company
	[bookmark: _Toc43116527][bookmark: _Toc43117950]Companies Act 2006 section 80
	[bookmark: _Toc43116528][bookmark: _Toc43117951]Legal compliance

	[bookmark: _Toc43116529][bookmark: _Toc43117952]1.9
	[bookmark: _Toc43116530][bookmark: _Toc43117953]Governance
	[bookmark: _Toc43116531][bookmark: _Toc43117954]Registration documentation (Co-operative and Community Benefit Societies)
	 
	[bookmark: _Toc43116532][bookmark: _Toc43117955]Life of company
	[bookmark: _Toc43116533][bookmark: _Toc43117956]Life of company
	[bookmark: _Toc43116534][bookmark: _Toc43117957]Co-operative and Community Benefit Societies Act 2014 section 3
	[bookmark: _Toc43116535][bookmark: _Toc43117958]Legal compliance

	[bookmark: _Toc43116536][bookmark: _Toc43117959]1.10
	[bookmark: _Toc43116537][bookmark: _Toc43117960]Governance
	[bookmark: _Toc43116538][bookmark: _Toc43117961]Internal Audit correspondence, terms of reference, meeting minutes, related papers and reports
	[bookmark: _Toc43116539][bookmark: _Toc43117962]After audit
	[bookmark: _Toc43116540][bookmark: _Toc43117963]N/A
	[bookmark: _Toc43116541][bookmark: _Toc43117964]5 years
	 
	[bookmark: _Toc43116542][bookmark: _Toc43117965]Best practice

	[bookmark: _Toc43116543][bookmark: _Toc43117966]1.11
	[bookmark: _Toc43116544][bookmark: _Toc43117967]




Governance







	[bookmark: _Toc43116545][bookmark: _Toc43117968]Board member documents – apt letters, SLAs, bank details etc.
	[bookmark: _Toc43116546][bookmark: _Toc43117969]Membership ceases
	[bookmark: _Toc43116547][bookmark: _Toc43117970]6 years after board membership ceases though some details should be destroyed when membership ceases e.g. bank details etc. 
	[bookmark: _Toc43116548][bookmark: _Toc43117971]6 years
	[bookmark: _Toc43116549][bookmark: _Toc43117972]GDPR Article 5(1) (e) requires that personal data shall be kept in a form which permits identification of data subjects for no longer than is necessary
CA 2006 recommendation for docs post termination of directorship 
	[bookmark: _Toc43116550][bookmark: _Toc43117973]Legal compliance





	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	2. Data Governance

	[bookmark: _Toc43116551][bookmark: _Toc43117974]2.1
	[bookmark: _Toc43116552][bookmark: _Toc43117975]Data Governance 
	[bookmark: _Toc43116553][bookmark: _Toc43117976]Emails
	[bookmark: _Toc43116554][bookmark: _Toc43117977]No longer active 
	[bookmark: _Toc43116555][bookmark: _Toc43117978]receipt of email
	[bookmark: _Toc43116556][bookmark: _Toc43117979]Archived after 6 months                                             Destroyed after 2 years 
	[bookmark: _Toc43116557][bookmark: _Toc43117980]Ofcom                                                              National archive guidance ranges from 90 days to four years. 
	[bookmark: _Toc43116558][bookmark: _Toc43117981]Best practice

	[bookmark: _Toc43116559][bookmark: _Toc43117982]2.2
	[bookmark: _Toc43116560][bookmark: _Toc43117983]Data Governance 
	[bookmark: _Toc43116561][bookmark: _Toc43117984]CCTV
	[bookmark: _Toc43116562][bookmark: _Toc43117985]Date of recording 
	[bookmark: _Toc43116563][bookmark: _Toc43117986]Minimum time necessary
	[bookmark: _Toc43116564][bookmark: _Toc43117987]30 days 
	[bookmark: _Toc43116565][bookmark: _Toc43117988]DPA
	[bookmark: _Toc43116566][bookmark: _Toc43117989]Best practice

	[bookmark: _Toc43116567][bookmark: _Toc43117990]2.3
	[bookmark: _Toc43116568][bookmark: _Toc43117991]Data Governance 
	[bookmark: _Toc43116569][bookmark: _Toc43117992]Call Recordings
	[bookmark: _Toc43116570][bookmark: _Toc43117993]Date of recording 
	[bookmark: _Toc43116571][bookmark: _Toc43117994]Minimum time necessary
	[bookmark: _Toc43116572][bookmark: _Toc43117995]6 months
	[bookmark: _Toc43116573][bookmark: _Toc43117996]FCA Handbook, conduct of business 11.8 
	[bookmark: _Toc43116574][bookmark: _Toc43117997]Best practice

	[bookmark: _Toc43116575][bookmark: _Toc43117998]2.4
	[bookmark: _Toc43116576][bookmark: _Toc43117999]Data Governance 
	[bookmark: _Toc43116577][bookmark: _Toc43118000]Data Subject Access Requests 
	[bookmark: _Toc43116578][bookmark: _Toc43118001]Data sent
	[bookmark: _Toc43116579][bookmark: _Toc43118002]6 months
	[bookmark: _Toc43116580][bookmark: _Toc43118003]1 year
	[bookmark: _Toc43116581][bookmark: _Toc43118004]ICO
	[bookmark: _Toc43116582][bookmark: _Toc43118005]Best practice

	[bookmark: _Toc43116583][bookmark: _Toc43118006]2.5
	[bookmark: _Toc43116584][bookmark: _Toc43118007]Data Governance 
	[bookmark: _Toc43116585][bookmark: _Toc43118008]Films / Videos
	[bookmark: _Toc43116586][bookmark: _Toc43118009]Date of recording 
	[bookmark: _Toc43116587][bookmark: _Toc43118010]Minimum time necessary
	[bookmark: _Toc43116588][bookmark: _Toc43118011]3 years
	 
	[bookmark: _Toc43116589][bookmark: _Toc43118012]Best practice

	[bookmark: _Toc43116590][bookmark: _Toc43118013]2.6
	[bookmark: _Toc43116591][bookmark: _Toc43118014]Data Governance 
	[bookmark: _Toc43116592][bookmark: _Toc43118015]Data Breach Records
	[bookmark: _Toc43116593][bookmark: _Toc43118016]Date of recording 
	[bookmark: _Toc43116594][bookmark: _Toc43118017]N/A
	[bookmark: _Toc43116595][bookmark: _Toc43118018]6 years
	 
	[bookmark: _Toc43116596][bookmark: _Toc43118019]Best practice

	[bookmark: _Toc43116597][bookmark: _Toc43118020]2.7
	[bookmark: _Toc43116598][bookmark: _Toc43118021]Data Governance 
	[bookmark: _Toc43116599][bookmark: _Toc43118022]Fraud Records
	[bookmark: _Toc43116600][bookmark: _Toc43118023]Date of recording 
	[bookmark: _Toc43116601][bookmark: _Toc43118024]6 years
	[bookmark: _Toc43116602][bookmark: _Toc43118025]6 years
	[bookmark: _Toc43116603][bookmark: _Toc43118026]FCA Handbook
	[bookmark: _Toc43116604][bookmark: _Toc43118027]Best practice



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	3. Meetings

	[bookmark: _Toc43116613][bookmark: _Toc43118036]3.1
	[bookmark: _Toc43116614][bookmark: _Toc43118037]Meetings
	[bookmark: _Toc43116615][bookmark: _Toc43118038]Notice of meetings
	 
	[bookmark: _Toc43116616][bookmark: _Toc43118039]N/A
	[bookmark: _Toc43116617][bookmark: _Toc43118040]6 years 
	 
	[bookmark: _Toc43116618][bookmark: _Toc43118041]In case of challenge to validity of meeting or resolutions

	[bookmark: _Toc43116619][bookmark: _Toc43118042]3.2
	[bookmark: _Toc43116620][bookmark: _Toc43118043]Meetings
	[bookmark: _Toc43116621][bookmark: _Toc43118044]Executive meeting agendas, papers, minutes and resolutions
	 
	[bookmark: _Toc43116622][bookmark: _Toc43118045]N/A
	[bookmark: _Toc43116623][bookmark: _Toc43118046]10 years
	 
	[bookmark: _Toc43116624][bookmark: _Toc43118047]Best practice

	[bookmark: _Toc43116625][bookmark: _Toc43118048]3.3
	[bookmark: _Toc43116626][bookmark: _Toc43118049]Meetings
	[bookmark: _Toc43116627][bookmark: _Toc43118050]Board and Committee meeting minutes and resolutions
	[bookmark: _Toc43116628][bookmark: _Toc43118051]Date of meeting
	[bookmark: _Toc43116629][bookmark: _Toc43118052]10 years from the date of the meeting of extant company or life of company
	[bookmark: _Toc43116630][bookmark: _Toc43118053]10 years from the date of the meeting of extant company or life of company
	[bookmark: _Toc43116631][bookmark: _Toc43118054]Companies Act 2006 section 248 and 249
	[bookmark: _Toc43116632][bookmark: _Toc43118055]Legal compliance

	[bookmark: _Toc43116633][bookmark: _Toc43118056]3.4
	[bookmark: _Toc43116634][bookmark: _Toc43118057]Meetings
	[bookmark: _Toc43116635][bookmark: _Toc43118058]Board and Committee meeting agendas and papers
	[bookmark: _Toc43116636][bookmark: _Toc43118059]Date of meeting
	[bookmark: _Toc43116637][bookmark: _Toc43118060]10 years from the date of the meeting of extant company or life of company
	[bookmark: _Toc43116638][bookmark: _Toc43118061]10 years from the date of the meeting of extant company or life of company
	[bookmark: _Toc43116639][bookmark: _Toc43118062]Companies Act 2006 section 248 and 250
	[bookmark: _Toc43116640][bookmark: _Toc43118063]Best practice (if required to support minutes and resolutions)

	[bookmark: _Toc43116641][bookmark: _Toc43118064]3.5
	[bookmark: _Toc43116642][bookmark: _Toc43118065]Meetings
	[bookmark: _Toc43116643][bookmark: _Toc43118066]Shareholder meeting minutes and resolutions
	[bookmark: _Toc43116644][bookmark: _Toc43118067]Date of meeting
	[bookmark: _Toc43116645][bookmark: _Toc43118068]Life of company
	[bookmark: _Toc43116646][bookmark: _Toc43118069]Life of company
	[bookmark: _Toc43116647][bookmark: _Toc43118070]Companies Act 2006 section 356
	[bookmark: _Toc43116648][bookmark: _Toc43118071]Legal compliance

	[bookmark: _Toc43116649][bookmark: _Toc43118072]3.6
	[bookmark: _Toc43116650][bookmark: _Toc43118073]Meetings
	[bookmark: _Toc43116651][bookmark: _Toc43118074]Shareholder meeting agendas and papers
	[bookmark: _Toc43116652][bookmark: _Toc43118075]Date of meeting
	[bookmark: _Toc43116653][bookmark: _Toc43118076]N/A
	[bookmark: _Toc43116654][bookmark: _Toc43118077]Life of company
	 
	[bookmark: _Toc43116655][bookmark: _Toc43118078]Best practice (if required to support minutes and resolutions)



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	4. Regulations and Statutory Returns

	[bookmark: _Toc43116664][bookmark: _Toc43118087]4.1
	[bookmark: _Toc43116665][bookmark: _Toc43118088]Regulations and Statutory Returns
	[bookmark: _Toc43116666][bookmark: _Toc43118089]Audited financial statements
	[bookmark: _Toc43116667][bookmark: _Toc43118090]Submission
	[bookmark: _Toc43116668][bookmark: _Toc43118091]Minimum of 3 years 
	[bookmark: _Toc43116669][bookmark: _Toc43118092]6 years 
	[bookmark: _Toc43116670][bookmark: _Toc43118093]Companies Act 2006 section 388 and Professional Standards Authority and National Archives recommendations for best practice
	[bookmark: _Toc43116671][bookmark: _Toc43118094]Legal compliance and best practice

	[bookmark: _Toc43116672][bookmark: _Toc43118095]4.2
	[bookmark: _Toc43116673][bookmark: _Toc43118096]Regulations and Statutory Returns
	[bookmark: _Toc43116674][bookmark: _Toc43118097]Sealing register
	 
	[bookmark: _Toc43116675][bookmark: _Toc43118098]Life of company
	[bookmark: _Toc43116676][bookmark: _Toc43118099]Life of company
	[bookmark: _Toc43116677][bookmark: _Toc43118100]Companies Act 1985
	[bookmark: _Toc43116678][bookmark: _Toc43118101]Legal compliance

	[bookmark: _Toc43116679][bookmark: _Toc43118102]4.3
	[bookmark: _Toc43116680][bookmark: _Toc43118103]Regulations and Statutory Returns
	[bookmark: _Toc43116681][bookmark: _Toc43118104]Annual Statutory Returns to the Regulator 
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	[bookmark: _Toc43116964][bookmark: _Toc43118387]Legal compliance and best practice

	[bookmark: _Toc43116965][bookmark: _Toc43118388]7.23
	[bookmark: _Toc43116966][bookmark: _Toc43118389]Finance- Salaries and related records
	[bookmark: _Toc43116967][bookmark: _Toc43118390]Salary ledger card/records
	[bookmark: _Toc43116968][bookmark: _Toc43118391]End of Financial Year
	[bookmark: _Toc43116969][bookmark: _Toc43118392]6 years
	[bookmark: _Toc43116970][bookmark: _Toc43118393]6 years
	[bookmark: _Toc43116971][bookmark: _Toc43118394]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43116972][bookmark: _Toc43118395]Legal compliance and best practice

	[bookmark: _Toc43116973][bookmark: _Toc43118396]7.24
	[bookmark: _Toc43116974][bookmark: _Toc43118397]Finance- Salaries and related records
	[bookmark: _Toc43116975][bookmark: _Toc43118398]Copies of salaries/wages payroll sheets
	[bookmark: _Toc43116976][bookmark: _Toc43118399]End of Financial Year
	[bookmark: _Toc43116977][bookmark: _Toc43118400]2 years
	[bookmark: _Toc43116978][bookmark: _Toc43118401]2 years
	[bookmark: _Toc43116979][bookmark: _Toc43118402]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43116980][bookmark: _Toc43118403]Legal compliance and best practice

	[bookmark: _Toc43116981][bookmark: _Toc43118404]7.25
	[bookmark: _Toc43116982][bookmark: _Toc43118405]Finance- Purchase order records 
	[bookmark: _Toc43116983][bookmark: _Toc43118406]Purchase order books/records
	[bookmark: _Toc43116984][bookmark: _Toc43118407]End of Financial Year
	[bookmark: _Toc43116985][bookmark: _Toc43118408]6 years
	[bookmark: _Toc43116986][bookmark: _Toc43118409]6 years
	[bookmark: _Toc43116987][bookmark: _Toc43118410]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43116988][bookmark: _Toc43118411]Legal compliance and best practice

	[bookmark: _Toc43117013][bookmark: _Toc43118436]7.26
	[bookmark: _Toc43117014][bookmark: _Toc43118437]Finance - Financial Statements 
	[bookmark: _Toc43117015][bookmark: _Toc43118438]Statements/summaries prepared for inclusion in quarterly/annual reports
	[bookmark: _Toc43117016][bookmark: _Toc43118439]End of Financial Year
	[bookmark: _Toc43117017][bookmark: _Toc43118440]6 years
	[bookmark: _Toc43117018][bookmark: _Toc43118441]6 years
	[bookmark: _Toc43117019][bookmark: _Toc43118442]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117020][bookmark: _Toc43118443]Legal compliance and best practice

	[bookmark: _Toc43117021][bookmark: _Toc43118444]7.27
	[bookmark: _Toc43117022][bookmark: _Toc43118445]Finance - Financial Statements 
	[bookmark: _Toc43117023][bookmark: _Toc43118446]Periodic financial statements prepared for management on a regular basis
	[bookmark: _Toc43117024][bookmark: _Toc43118447]End of Financial Year
	[bookmark: _Toc43117025][bookmark: _Toc43118448]1 year
	[bookmark: _Toc43117026][bookmark: _Toc43118449]1 year
	[bookmark: _Toc43117027][bookmark: _Toc43118450]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117028][bookmark: _Toc43118451]Legal compliance and best practice

	[bookmark: _Toc43117029][bookmark: _Toc43118452]7.28
	[bookmark: _Toc43117030][bookmark: _Toc43118453]Finance - Asset register financial records 
	[bookmark: _Toc43117031][bookmark: _Toc43118454]Assets/equipment registers/records
	[bookmark: _Toc43117032][bookmark: _Toc43118455]End of Financial Year
	[bookmark: _Toc43117033][bookmark: _Toc43118456]6 years after asset or last one in the register is disposed of
	[bookmark: _Toc43117034][bookmark: _Toc43118457]6 years after asset or last one in the register is disposed of
	[bookmark: _Toc43117035][bookmark: _Toc43118458]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117036][bookmark: _Toc43118459]Legal compliance and best practice

	[bookmark: _Toc43117037][bookmark: _Toc43118460]7.29
	[bookmark: _Toc43117038][bookmark: _Toc43118461]Finance - Asset register financial records 
	[bookmark: _Toc43117039][bookmark: _Toc43118462]Depreciation registers - Records relating to the calculation of annual depreciation
	[bookmark: _Toc43117040][bookmark: _Toc43118463]End of Financial Year
	[bookmark: _Toc43117041][bookmark: _Toc43118464]6 years after asset or last one in the register is disposed of
	[bookmark: _Toc43117042][bookmark: _Toc43118465]6 years after asset or last one in the register is disposed of
	[bookmark: _Toc43117043][bookmark: _Toc43118466]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117044][bookmark: _Toc43118467]Legal compliance and best practice



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	8. Other Banking Records 

	[bookmark: _Toc43117045][bookmark: _Toc43118468]8.1
	[bookmark: _Toc43117046][bookmark: _Toc43118469]Other Banking Records
	[bookmark: _Toc43117047][bookmark: _Toc43118470]Cancelled / Dishonoured Cheque
	[bookmark: _Toc43117048][bookmark: _Toc43118471]End of Financial Year
	[bookmark: _Toc43117049][bookmark: _Toc43118472]2 years
	[bookmark: _Toc43117050][bookmark: _Toc43118473]2 years
	[bookmark: _Toc43117051][bookmark: _Toc43118474]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117052][bookmark: _Toc43118475]Legal compliance and best practice

	[bookmark: _Toc43117053][bookmark: _Toc43118476]8.2
	[bookmark: _Toc43117054][bookmark: _Toc43118477]Other Banking Records
	[bookmark: _Toc43117055][bookmark: _Toc43118478]Paid/presented cheques
	[bookmark: _Toc43117056][bookmark: _Toc43118479]End of Financial Year
	[bookmark: _Toc43117057][bookmark: _Toc43118480]6 years
	[bookmark: _Toc43117058][bookmark: _Toc43118481]7 years
	[bookmark: _Toc43117059][bookmark: _Toc43118482]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117060][bookmark: _Toc43118483]Legal compliance and best practice

	[bookmark: _Toc43117061][bookmark: _Toc43118484]8.3
	[bookmark: _Toc43117062][bookmark: _Toc43118485]Other Banking Records
	[bookmark: _Toc43117063][bookmark: _Toc43118486]Record of cheques drawn for payment
	[bookmark: _Toc43117064][bookmark: _Toc43118487]End of Financial Year
	[bookmark: _Toc43117065][bookmark: _Toc43118488]6 years
	[bookmark: _Toc43117066][bookmark: _Toc43118489]7 years
	[bookmark: _Toc43117067][bookmark: _Toc43118490]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117068][bookmark: _Toc43118491]Legal compliance and best practice

	[bookmark: _Toc43117069][bookmark: _Toc43118492]8.4
	[bookmark: _Toc43117070][bookmark: _Toc43118493]Other Banking Records
	[bookmark: _Toc43117071][bookmark: _Toc43118494]Bank deposit books/slips/butts
	[bookmark: _Toc43117072][bookmark: _Toc43118495]End of Financial Year
	[bookmark: _Toc43117073][bookmark: _Toc43118496]2 years
	[bookmark: _Toc43117074][bookmark: _Toc43118497]2 years
	[bookmark: _Toc43117075][bookmark: _Toc43118498]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117076][bookmark: _Toc43118499]Legal compliance and best practice

	[bookmark: _Toc43117077][bookmark: _Toc43118500]8.5
	[bookmark: _Toc43117078][bookmark: _Toc43118501]Other Banking Records
	[bookmark: _Toc43117079][bookmark: _Toc43118502]Bank deposit summary sheets - Summaries of daily banking
	[bookmark: _Toc43117080][bookmark: _Toc43118503]End of Financial Year
	[bookmark: _Toc43117081][bookmark: _Toc43118504]2 years
	[bookmark: _Toc43117082][bookmark: _Toc43118505]2 years
	[bookmark: _Toc43117083][bookmark: _Toc43118506]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117084][bookmark: _Toc43118507]Legal compliance and best practice

	[bookmark: _Toc43117085][bookmark: _Toc43118508]8.6
	[bookmark: _Toc43117086][bookmark: _Toc43118509]Other Banking Records
	[bookmark: _Toc43117087][bookmark: _Toc43118510]Bank reconciliations files/sheets
	[bookmark: _Toc43117088][bookmark: _Toc43118511]End of Financial Year
	[bookmark: _Toc43117089][bookmark: _Toc43118512]2 years
	[bookmark: _Toc43117090][bookmark: _Toc43118513]2 years
	[bookmark: _Toc43117091][bookmark: _Toc43118514]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117092][bookmark: _Toc43118515]Legal compliance and best practice

	[bookmark: _Toc43117093][bookmark: _Toc43118516]8.7
	[bookmark: _Toc43117094][bookmark: _Toc43118517]Other Banking Records
	[bookmark: _Toc43117095][bookmark: _Toc43118518]Bank statements, periodic reconciliations
	[bookmark: _Toc43117096][bookmark: _Toc43118519]End of Financial Year
	[bookmark: _Toc43117097][bookmark: _Toc43118520]2 years
	[bookmark: _Toc43117098][bookmark: _Toc43118521]2 years
	[bookmark: _Toc43117099][bookmark: _Toc43118522]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117100][bookmark: _Toc43118523]Legal compliance and best practice

	[bookmark: _Toc43117101][bookmark: _Toc43118524]8.8
	[bookmark: _Toc43117102][bookmark: _Toc43118525]Other Banking Records
	[bookmark: _Toc43117103][bookmark: _Toc43118526]Electronic banking and electronic funds transfer
	[bookmark: _Toc43117104][bookmark: _Toc43118527]End of Financial Year
	[bookmark: _Toc43117105][bookmark: _Toc43118528]6 years
	[bookmark: _Toc43117106][bookmark: _Toc43118529]6 years
	[bookmark: _Toc43117107][bookmark: _Toc43118530]HM treasury guidelines, National Audit Office advice
	[bookmark: _Toc43117108][bookmark: _Toc43118531]Legal compliance and best practice



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	9. Contracts and Agreements 

	[bookmark: _Toc43117109][bookmark: _Toc43118532]9.1
	[bookmark: _Toc43117110][bookmark: _Toc43118533]Contracts and Agreements
	[bookmark: _Toc43117111][bookmark: _Toc43118534]Contracts under seal and/or executed as deeds 
	[bookmark: _Toc43117112][bookmark: _Toc43118535]Completion 
	[bookmark: _Toc43117113][bookmark: _Toc43118536]12 years after completion (including any defects liability period) 
	[bookmark: _Toc43117114][bookmark: _Toc43118537]12 years after completion (including any defects liability period) 
	[bookmark: _Toc43117115][bookmark: _Toc43118538]Limitation Act 1980.
	[bookmark: _Toc43117116][bookmark: _Toc43118539]Legal compliance

	[bookmark: _Toc43117117][bookmark: _Toc43118540]9.2
	[bookmark: _Toc43117118][bookmark: _Toc43118541]Contracts and Agreements
	[bookmark: _Toc43117119][bookmark: _Toc43118542]Contracts for the supply of goods or services, including professional services 
	[bookmark: _Toc43117120][bookmark: _Toc43118543]Completion 
	[bookmark: _Toc43117121][bookmark: _Toc43118544]6 years after completion (including any defects liability period) 
	[bookmark: _Toc43117122][bookmark: _Toc43118545]6 years after completion (including any defects liability period) 
	[bookmark: _Toc43117123][bookmark: _Toc43118546]Limitation Act 1980  (12 years if related to land).
	[bookmark: _Toc43117124][bookmark: _Toc43118547]Legal compliance

	[bookmark: _Toc43117125][bookmark: _Toc43118548]9.3
	[bookmark: _Toc43117126][bookmark: _Toc43118549]Contracts and Agreements
	[bookmark: _Toc43117127][bookmark: _Toc43118550]Documentation relating to small one-off purchases of goods and services, where there is no continuing maintenance or similar requirement 
	[bookmark: _Toc43117128][bookmark: _Toc43118551]After purchase 
	[bookmark: _Toc43117129][bookmark: _Toc43118552]N/A
	[bookmark: _Toc43117130][bookmark: _Toc43118553]3 years. Suggested limit: goods or services up to £10,000
	 
	[bookmark: _Toc43117131][bookmark: _Toc43118554]Best practice. 

	[bookmark: _Toc43117132][bookmark: _Toc43118555]9.4
	[bookmark: _Toc43117133][bookmark: _Toc43118556]Contracts and Agreements
	[bookmark: _Toc43117134][bookmark: _Toc43118557]Loan agreements 
	[bookmark: _Toc43117135][bookmark: _Toc43118558]Last payment
	[bookmark: _Toc43117136][bookmark: _Toc43118559]N/A
	[bookmark: _Toc43117137][bookmark: _Toc43118560]12 years after last payment 
	 
	[bookmark: _Toc43117138][bookmark: _Toc43118561]Best practice 

	[bookmark: _Toc43117139][bookmark: _Toc43118562]9.5
	[bookmark: _Toc43117140][bookmark: _Toc43118563]Contracts and Agreements
	[bookmark: _Toc43117141][bookmark: _Toc43118564]Licensing agreements 
	[bookmark: _Toc43117142][bookmark: _Toc43118565]Expiry of agreement
	[bookmark: _Toc43117143][bookmark: _Toc43118566]6 years after expiry
	[bookmark: _Toc43117144][bookmark: _Toc43118567]6 years
	[bookmark: _Toc43117145][bookmark: _Toc43118568]Limitation Act 1980.
	[bookmark: _Toc43117146][bookmark: _Toc43118569]Legal compliance

	[bookmark: _Toc43117147][bookmark: _Toc43118570]9.6
	[bookmark: _Toc43117148][bookmark: _Toc43118571]Contracts and Agreements
	[bookmark: _Toc43117149][bookmark: _Toc43118572]Rental and hire purchase agreements 
	[bookmark: _Toc43117150][bookmark: _Toc43118573]Expiry of agreement
	[bookmark: _Toc43117151][bookmark: _Toc43118574]6 years after expiry 
	[bookmark: _Toc43117152][bookmark: _Toc43118575]6 years
	[bookmark: _Toc43117153][bookmark: _Toc43118576]Limitation Act 1980.
	[bookmark: _Toc43117154][bookmark: _Toc43118577]Legal compliance

	[bookmark: _Toc43117155][bookmark: _Toc43118578]9.7
	[bookmark: _Toc43117156][bookmark: _Toc43118579]Contracts and Agreements
	[bookmark: _Toc43117157][bookmark: _Toc43118580]Indemnities and guarantees 
	[bookmark: _Toc43117158][bookmark: _Toc43118581]Expiry of agreement
	[bookmark: _Toc43117159][bookmark: _Toc43118582]6 years after expiry 
	[bookmark: _Toc43117160][bookmark: _Toc43118583]6 years
	[bookmark: _Toc43117161][bookmark: _Toc43118584]Limitation Act 1980.
	[bookmark: _Toc43117162][bookmark: _Toc43118585]Legal compliance

	[bookmark: _Toc43117163][bookmark: _Toc43118586]9.8
	[bookmark: _Toc43117164][bookmark: _Toc43118587]Contracts and Agreements
	[bookmark: _Toc43117165][bookmark: _Toc43118588]Documents relating to successful tender 
	[bookmark: _Toc43117166][bookmark: _Toc43118589]End of contract 
	[bookmark: _Toc43117167][bookmark: _Toc43118590]N/A
	[bookmark: _Toc43117168][bookmark: _Toc43118591]6 years 
	 
	[bookmark: _Toc43117169][bookmark: _Toc43118592]Best practice

	[bookmark: _Toc43117170][bookmark: _Toc43118593]9.9
	[bookmark: _Toc43117171][bookmark: _Toc43118594]Contracts and Agreements
	[bookmark: _Toc43117172][bookmark: _Toc43118595]Documents relating to unsuccessful tenders 
	[bookmark: _Toc43117173][bookmark: _Toc43118596]After notification
	[bookmark: _Toc43117174][bookmark: _Toc43118597]N/A
	[bookmark: _Toc43117175][bookmark: _Toc43118598]2 years after notification 
	 
	[bookmark: _Toc43117176][bookmark: _Toc43118599]Best practice

	[bookmark: _Toc43117177][bookmark: _Toc43118600]9.10
	[bookmark: _Toc43117178][bookmark: _Toc43118601]Contracts and Agreements
	[bookmark: _Toc43117179][bookmark: _Toc43118602]Forms of tender 
	 
	[bookmark: _Toc43117180][bookmark: _Toc43118603]N/A
	[bookmark: _Toc43117181][bookmark: _Toc43118604]6 years 
	 
	[bookmark: _Toc43117182][bookmark: _Toc43118605]Best practice



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	10. Charitable Donations 

	[bookmark: _Toc43117189][bookmark: _Toc43118612]10.1
	[bookmark: _Toc43117190][bookmark: _Toc43118613]Charitable Donations 
	[bookmark: _Toc43117191][bookmark: _Toc43118614]Deeds of covenant
	 
	[bookmark: _Toc43117192][bookmark: _Toc43118615]N/A
	[bookmark: _Toc43117193][bookmark: _Toc43118616]12 years after last payment 
	[bookmark: _Toc43117194][bookmark: _Toc43118617]TMA recommends 12 years after last payment. Limitation for legal proceedings if related to land.
	[bookmark: _Toc43117195][bookmark: _Toc43118618]Best practice

	[bookmark: _Toc43117196][bookmark: _Toc43118619]10.2
	[bookmark: _Toc43117197][bookmark: _Toc43118620]Charitable Donations 
	[bookmark: _Toc43117198][bookmark: _Toc43118621]Index of donations granted
	 
	[bookmark: _Toc43117199][bookmark: _Toc43118622]N/A
	[bookmark: _Toc43117200][bookmark: _Toc43118623]6 years
	[bookmark: _Toc43117201][bookmark: _Toc43118624]N/A
	[bookmark: _Toc43117202][bookmark: _Toc43118625]Best practice

	[bookmark: _Toc43117203][bookmark: _Toc43118626]10.3
	[bookmark: _Toc43117204][bookmark: _Toc43118627]Charitable Donations 
	[bookmark: _Toc43117205][bookmark: _Toc43118628]Account documentation
	 
	[bookmark: _Toc43117206][bookmark: _Toc43118629]3 Years
	[bookmark: _Toc43117207][bookmark: _Toc43118630]6 years
	[bookmark: _Toc43117208][bookmark: _Toc43118631]Companies Act recommends 3 years.
Best practice
	[bookmark: _Toc43117209][bookmark: _Toc43118632]Best practice



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	11. Applications and Tenancy Records 

	[bookmark: _Toc43117210][bookmark: _Toc43118633]11.1
	[bookmark: _Toc43117211][bookmark: _Toc43118634]Application and Tenancy Records
	[bookmark: _Toc43117212][bookmark: _Toc43118635]Applications for accommodation
	[bookmark: _Toc43117213][bookmark: _Toc43118636]Offer accepted
	[bookmark: _Toc43117214][bookmark: _Toc43118637]N/A
	[bookmark: _Toc43117215][bookmark: _Toc43118638]6 years after offer accepted
	[bookmark: _Toc43117216][bookmark: _Toc43118639]Limitation Act 1980, section 2
	[bookmark: _Toc43117217][bookmark: _Toc43118640]Best practice

	[bookmark: _Toc43117225][bookmark: _Toc43118648]11.2
	[bookmark: _Toc43117226][bookmark: _Toc43118649]Application and Tenancy Records
	[bookmark: _Toc43117227][bookmark: _Toc43118650]Housing Benefit notifications
	 
	[bookmark: _Toc43117228][bookmark: _Toc43118651]N/A
	Term of Tenancy, plus 2 years
	[bookmark: _Toc43117230][bookmark: _Toc43118653]Recommendation from Chartered Institute of Housing.
Good practice as per DWP guidance 
	[bookmark: _Toc43117231][bookmark: _Toc43118654]Best practice

	[bookmark: _Toc43117232][bookmark: _Toc43118655]11.3
	[bookmark: _Toc43117233][bookmark: _Toc43118656]Application and Tenancy Records
	[bookmark: _Toc43117234][bookmark: _Toc43118657]Rent statements
	 
	[bookmark: _Toc43117235][bookmark: _Toc43118658]N/A
	Term of Tenancy, plus 2 years
	 
	[bookmark: _Toc43117237][bookmark: _Toc43118660]Best practice

	[bookmark: _Toc43117238][bookmark: _Toc43118661]11.4
	[bookmark: _Toc43117239][bookmark: _Toc43118662]Application and Tenancy Records
	[bookmark: _Toc43117240][bookmark: _Toc43118663]Tenants’ tenancy Files, including rent payment records, and details of any complaints and harassment cases 
	 
	[bookmark: _Toc43117241][bookmark: _Toc43118664]6 years 
	[bookmark: _Toc43117242][bookmark: _Toc43118665]Term of Tenancy, plus 2 years’ records and current year
	[bookmark: _Toc43117243][bookmark: _Toc43118666]Limitations Act 1980
	[bookmark: _Toc43117244][bookmark: _Toc43118667]Legal compliance

	[bookmark: _Toc43117245][bookmark: _Toc43118668]11.5
	[bookmark: _Toc43117246][bookmark: _Toc43118669]Application and Tenancy Records
	[bookmark: _Toc43117247][bookmark: _Toc43118670]Former tenants’ Tenancy Agreements, and details of their leaving 
	[bookmark: _Toc43117248][bookmark: _Toc43118671]End of tenancy 
	[bookmark: _Toc43117249][bookmark: _Toc43118672]6 years 
	[bookmark: _Toc43117250][bookmark: _Toc43118673]6 years
	[bookmark: _Toc43117251][bookmark: _Toc43118674]Limitations Act 1980
	[bookmark: _Toc43117252][bookmark: _Toc43118675]Legal compliance

	[bookmark: _Toc43117268][bookmark: _Toc43118691]11.6
	[bookmark: _Toc43117269][bookmark: _Toc43118692]Application and Tenancy Records
	[bookmark: _Toc43117270][bookmark: _Toc43118693]Documentation, correspondence and information provided by other agencies relating to special needs of current tenants 
	 
	[bookmark: _Toc43117271][bookmark: _Toc43118694]While tenancy continues
	[bookmark: _Toc43117272][bookmark: _Toc43118695]While tenancy continues, plus 6 years
	 
	[bookmark: _Toc43117273][bookmark: _Toc43118696]Best practice

	[bookmark: _Toc43117274][bookmark: _Toc43118697]11.7
	[bookmark: _Toc43117275][bookmark: _Toc43118698]Application and Tenancy Records
	[bookmark: _Toc43117276][bookmark: _Toc43118699]Records relating to offenders, ex-offenders and persons subject to cautions
	 
	[bookmark: _Toc43117277][bookmark: _Toc43118700]While tenancy continues
	[bookmark: _Toc43117278][bookmark: _Toc43118701]While tenancy continues, plus 6 years
	[bookmark: _Toc43117279][bookmark: _Toc43118702]NACRO
	[bookmark: _Toc43117280][bookmark: _Toc43118703]Best practice

	[bookmark: _Toc43117281][bookmark: _Toc43118704]11.8
	[bookmark: _Toc43117282][bookmark: _Toc43118705]Application and Tenancy Records
	[bookmark: _Toc43117283][bookmark: _Toc43118706]Safeguarding Referral 
	 
	[bookmark: _Toc43117284][bookmark: _Toc43118707]10 years 
	[bookmark: _Toc43117285][bookmark: _Toc43118708]10 years
	[bookmark: _Toc43117286][bookmark: _Toc43118709]Statutory requirement under the Safeguarding Vulnerable Groups Act 2006 and Care Act 2014
	[bookmark: _Toc43117287][bookmark: _Toc43118710]Legal compliance

	[bookmark: _Toc43117288][bookmark: _Toc43118711]11.9
	[bookmark: _Toc43117289][bookmark: _Toc43118712]Application and Tenancy Records
	[bookmark: _Toc43117290][bookmark: _Toc43118713]Safeguarding Records - Serious Case Review 
	 
	[bookmark: _Toc43117291][bookmark: _Toc43118714]Minimum of 364 days or when notified Home Office has closed DHR
	[bookmark: _Toc43117292][bookmark: _Toc43118715]Minimum of 364 days or when notified Home Office has closed DHR
	[bookmark: _Toc43117293][bookmark: _Toc43118716]Records relating to child protection should be kept for 7 years after your organisation’s last contact with the child and their family – NSPCC guidance 
	[bookmark: _Toc43117294][bookmark: _Toc43118717]Legal compliance



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	12. Tenancy Records

	[bookmark: _Toc43117317][bookmark: _Toc43118740]12.1
	[bookmark: _Toc43117318][bookmark: _Toc43118741]Property Records
	[bookmark: _Toc43117319][bookmark: _Toc43118742]Leases and deeds of ownership 
	 
	[bookmark: _Toc43117320][bookmark: _Toc43118743]N/A
	[bookmark: _Toc43117321][bookmark: _Toc43118744]15 years after expiry.  
	[bookmark: _Toc43117322][bookmark: _Toc43118745]NCVO
	[bookmark: _Toc43117323][bookmark: _Toc43118746]Best practice 

	[bookmark: _Toc43117324][bookmark: _Toc43118747]12.2
	[bookmark: _Toc43117325][bookmark: _Toc43118748]Property Records
	[bookmark: _Toc43117326][bookmark: _Toc43118749]Copy of former leases 
	[bookmark: _Toc43117327][bookmark: _Toc43118750]Settlement of all issues
	[bookmark: _Toc43117328][bookmark: _Toc43118751]12 years
	[bookmark: _Toc43117329][bookmark: _Toc43118752]12 years
	[bookmark: _Toc43117330][bookmark: _Toc43118753]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980
	[bookmark: _Toc43117331][bookmark: _Toc43118754]Legal compliance 

	[bookmark: _Toc43117332][bookmark: _Toc43118755]12.3
	[bookmark: _Toc43117333][bookmark: _Toc43118756]Property Records
	[bookmark: _Toc43117334][bookmark: _Toc43118757]Wayleaves, licences and easements 
	[bookmark: _Toc43117335][bookmark: _Toc43118758]Rights given or received cease 
	[bookmark: _Toc43117336][bookmark: _Toc43118759]12 years 
	[bookmark: _Toc43117337][bookmark: _Toc43118760]12 years
	[bookmark: _Toc43117338][bookmark: _Toc43118761]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980
	[bookmark: _Toc43117339][bookmark: _Toc43118762]Legal compliance 

	[bookmark: _Toc43117340][bookmark: _Toc43118763]12.4
	[bookmark: _Toc43117341][bookmark: _Toc43118764]Property Records
	[bookmark: _Toc43117342][bookmark: _Toc43118765]Abstracts of title 
	[bookmark: _Toc43117343][bookmark: _Toc43118766]Interest ceases
	[bookmark: _Toc43117344][bookmark: _Toc43118767]12 years after interest ceases
	[bookmark: _Toc43117345][bookmark: _Toc43118768]12 years
	[bookmark: _Toc43117346][bookmark: _Toc43118769]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980
	[bookmark: _Toc43117347][bookmark: _Toc43118770]Legal compliance 

	[bookmark: _Toc43117348][bookmark: _Toc43118771]12.5
	[bookmark: _Toc43117349][bookmark: _Toc43118772]Property Records
	[bookmark: _Toc43117350][bookmark: _Toc43118773]Planning and building control permissions 
	[bookmark: _Toc43117351][bookmark: _Toc43118774]Interest ceases
	[bookmark: _Toc43117352][bookmark: _Toc43118775]12 years after interest ceases
	[bookmark: _Toc43117353][bookmark: _Toc43118776]12 years
	[bookmark: _Toc43117354][bookmark: _Toc43118777]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980
	[bookmark: _Toc43117355][bookmark: _Toc43118778]Legal compliance 

	[bookmark: _Toc43117356][bookmark: _Toc43118779]12.6
	[bookmark: _Toc43117357][bookmark: _Toc43118780]Property Records
	[bookmark: _Toc43117358][bookmark: _Toc43118781]Searches
	[bookmark: _Toc43117359][bookmark: _Toc43118782]Interest ceases
	[bookmark: _Toc43117360][bookmark: _Toc43118783]12 years after interest ceases
	[bookmark: _Toc43117361][bookmark: _Toc43118784]12 years
	[bookmark: _Toc43117362][bookmark: _Toc43118785]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980
	[bookmark: _Toc43117363][bookmark: _Toc43118786]Legal compliance 

	[bookmark: _Toc43117364][bookmark: _Toc43118787]12.7
	[bookmark: _Toc43117365][bookmark: _Toc43118788]Property Records
	[bookmark: _Toc43117366][bookmark: _Toc43118789]Property maintenance records
	 
	[bookmark: _Toc43117367][bookmark: _Toc43118790]6 years
	[bookmark: _Toc43117368][bookmark: _Toc43118791]6 years
	[bookmark: _Toc43117369][bookmark: _Toc43118792]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980

	[bookmark: _Toc43117370][bookmark: _Toc43118793]Legal compliance 

	[bookmark: _Toc43117371][bookmark: _Toc43118794]12.8
	[bookmark: _Toc43117372][bookmark: _Toc43118795]Property Records
	[bookmark: _Toc43117373][bookmark: _Toc43118796]Reports and professional opinions 
	 
	[bookmark: _Toc43117374][bookmark: _Toc43118797]6 years
	[bookmark: _Toc43117375][bookmark: _Toc43118798]6 years
	[bookmark: _Toc43117376][bookmark: _Toc43118799]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980
	[bookmark: _Toc43117377][bookmark: _Toc43118800]Legal compliance 

	[bookmark: _Toc43117378][bookmark: _Toc43118801]12.9
	[bookmark: _Toc43117379][bookmark: _Toc43118802]Property Records
	[bookmark: _Toc43117380][bookmark: _Toc43118803]Development documentation 
	[bookmark: _Toc43117381][bookmark: _Toc43118804]Settlement of all issues 
	[bookmark: _Toc43117382][bookmark: _Toc43118805]12 years
	[bookmark: _Toc43117383][bookmark: _Toc43118806]12 years
	[bookmark: _Toc43117384][bookmark: _Toc43118807]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980
	[bookmark: _Toc43117385][bookmark: _Toc43118808]Legal compliance 

	[bookmark: _Toc43117386][bookmark: _Toc43118809]12.10
	[bookmark: _Toc43117387][bookmark: _Toc43118810]Property Records
	[bookmark: _Toc43117388][bookmark: _Toc43118811]Invoices
	 
	[bookmark: _Toc43117389][bookmark: _Toc43118812]12 years
	[bookmark: _Toc43117390][bookmark: _Toc43118813]12 years
	[bookmark: _Toc43117391][bookmark: _Toc43118814]Limitation for legal action relating to land or contracts under seal. 
Limitations Act 1980
	[bookmark: _Toc43117392][bookmark: _Toc43118815]Legal compliance 



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	13. Capital Assets 

	[bookmark: _Toc43117393][bookmark: _Toc43118816]13.1
	[bookmark: _Toc43117394][bookmark: _Toc43118817]Capital Assets
	[bookmark: _Toc43117395][bookmark: _Toc43118818]Capital Assets including all land, property, housing stock, corporate buildings, play areas, vehicles, equipment, fixtures & fittings >£400
	[bookmark: _Toc43117396][bookmark: _Toc43118819]Asset sold, transferred or disposed of
	[bookmark: _Toc43117397][bookmark: _Toc43118820]N/A
	[bookmark: _Toc43117398][bookmark: _Toc43118821]6 years 
	 
	[bookmark: _Toc43117399][bookmark: _Toc43118822]Best practice

	[bookmark: _Toc43117400][bookmark: _Toc43118823]13.2
	[bookmark: _Toc43117401][bookmark: _Toc43118824]Capital Assets
	[bookmark: _Toc43117402][bookmark: _Toc43118825]Fixed Asset Register
	[bookmark: _Toc43117403][bookmark: _Toc43118826]NA
	[bookmark: _Toc43117404][bookmark: _Toc43118827]Permanently
	[bookmark: _Toc43117405][bookmark: _Toc43118828]Permanently
	[bookmark: _Toc43117406][bookmark: _Toc43118829]Charities Act
	[bookmark: _Toc43117407][bookmark: _Toc43118830]Legal compliance 

	14. Employees - Tax and Security 

	[bookmark: _Toc43117408][bookmark: _Toc43118831]14.1
	[bookmark: _Toc43117409][bookmark: _Toc43118832]Tax and Social Security
	[bookmark: _Toc43117410][bookmark: _Toc43118833]Record of taxable payments; record of tax deducted or refunded; record of earnings on which standard NI Contributions payable; record of employer’s and employee NI contributions
	[bookmark: _Toc43117411][bookmark: _Toc43118834]End of Financial Year
	[bookmark: _Toc43117412][bookmark: _Toc43118835]Not less than 3 years after the end of the financial year to which they relate
	[bookmark: _Toc43117413][bookmark: _Toc43118836]6 years
	[bookmark: _Toc43117414][bookmark: _Toc43118837]HM Revenue and Customs requires retention of each payment for 3 years.
Income Tax (PAYE) Regulations 2003 (SI 2003/2682 Reg 97). 
The Income Tax (employments) Regulations 1993 (SI 1993/744) and amended 1996
	[bookmark: _Toc43117415][bookmark: _Toc43118838]Legal compliance

	[bookmark: _Toc43117416][bookmark: _Toc43118839]14.2
	[bookmark: _Toc43117417][bookmark: _Toc43118840]Tax and Social Security
	[bookmark: _Toc43117418][bookmark: _Toc43118841]NIC contracted out arrangements; Inland Revenue notice of code changes, pay and tax details.
	[bookmark: _Toc43117419][bookmark: _Toc43118842]End of Financial Year
	[bookmark: _Toc43117420][bookmark: _Toc43118843]Not less than 3 years after the end of the financial year to which they relate
	[bookmark: _Toc43117421][bookmark: _Toc43118844]6 years
	[bookmark: _Toc43117422][bookmark: _Toc43118845]Income Tax (PAYE) Regulations 2003 (SI 2003/2682 Reg 97).
The Income Tax (employments) Regulations 1993 (SI 1993/744) and amended 1996. 
Taxes Management Act 1970
	[bookmark: _Toc43117423][bookmark: _Toc43118846]Legal compliance

	[bookmark: _Toc43117424][bookmark: _Toc43118847]14.3
	[bookmark: _Toc43117425][bookmark: _Toc43118848]Tax and Social Security
	[bookmark: _Toc43117426][bookmark: _Toc43118849]Copies of notices to employees (e.g. P45, P60);
	[bookmark: _Toc43117427][bookmark: _Toc43118850]End of Financial Year
	[bookmark: _Toc43117428][bookmark: _Toc43118851]Not less than 3 years after the end of the financial year to which they relate
	[bookmark: _Toc43117429][bookmark: _Toc43118852]6 years plus current year
	[bookmark: _Toc43117430][bookmark: _Toc43118853]Income Tax (PAYE) Regulations 2003 (SI 2003/2682 Reg 97).
The Income Tax (employments) Regulations 1993 (SI 1993/744) and amended 1996.
Taxes Management Act 1970
	[bookmark: _Toc43117431][bookmark: _Toc43118854]Legal compliance

	[bookmark: _Toc43117432][bookmark: _Toc43118855]14.4
	[bookmark: _Toc43117433][bookmark: _Toc43118856]Tax and Social Security
	[bookmark: _Toc43117434][bookmark: _Toc43118857]HMRC notice of code changes, pay & tax details 
	 
	[bookmark: _Toc43117435][bookmark: _Toc43118858]6 years
	[bookmark: _Toc43117436][bookmark: _Toc43118859]6 years
	[bookmark: _Toc43117437][bookmark: _Toc43118860]Taxes Management Act 1970
	[bookmark: _Toc43117438][bookmark: _Toc43118861]Legal compliance

	[bookmark: _Toc43117439][bookmark: _Toc43118862]14.5
	[bookmark: _Toc43117440][bookmark: _Toc43118863]Tax and Social Security
	[bookmark: _Toc43117441][bookmark: _Toc43118864]Expense Claims
	[bookmark: _Toc43117442][bookmark: _Toc43118865]After audit
	[bookmark: _Toc43117443][bookmark: _Toc43118866]3 years from the end of the tax year they relate to
	[bookmark: _Toc43117444][bookmark: _Toc43118867]6 years
	[bookmark: _Toc43117445][bookmark: _Toc43118868]HMRC
	[bookmark: _Toc43117446][bookmark: _Toc43118869]Best practice

	[bookmark: _Toc43117447][bookmark: _Toc43118870]14.6
	[bookmark: _Toc43117448][bookmark: _Toc43118871]Tax and Social Security
	[bookmark: _Toc43117449][bookmark: _Toc43118872]Record of sickness payments
	[bookmark: _Toc43117450][bookmark: _Toc43118873]On payment
	[bookmark: _Toc43117451][bookmark: _Toc43118874]6 years
	[bookmark: _Toc43117452][bookmark: _Toc43118875]6 years
	[bookmark: _Toc43117453][bookmark: _Toc43118876]Taxes Management Act 1970
Inland Revenue require retention of each payment for 3 years. 
SSPR recommends 3 years following year to which they relate 
	[bookmark: _Toc43117454][bookmark: _Toc43118877]Legal compliance

	[bookmark: _Toc43117455][bookmark: _Toc43118878]14.7
	[bookmark: _Toc43117456][bookmark: _Toc43118879]Tax and Social Security
	[bookmark: _Toc43117457][bookmark: _Toc43118880]Record of maternity payments, statutory paternity pay, statutory shared parental pay and statutory adoption pay 
	[bookmark: _Toc43117458][bookmark: _Toc43118881]On payment
	[bookmark: _Toc43117459][bookmark: _Toc43118882]6 years
	[bookmark: _Toc43117460][bookmark: _Toc43118883]6 years
	[bookmark: _Toc43117461][bookmark: _Toc43118884]The Statutory Maternity Pay (General) Regulations 1986 (SI 1986/1960) as amended.
The Statutory Paternity Pay and Statutory Adoption Pay (admin) Regulations 2002 (SI 2002/2820) and Statutory Shared Parental Pay (Admin) regulations 2014 (SI 2014/2929)
	[bookmark: _Toc43117462][bookmark: _Toc43118885]Legal compliance

	[bookmark: _Toc43117463][bookmark: _Toc43118886]14.8
	[bookmark: _Toc43117464][bookmark: _Toc43118887]Tax and Social Security
	[bookmark: _Toc43117465][bookmark: _Toc43118888]Income Tax and NI returns
	[bookmark: _Toc43117466][bookmark: _Toc43118889]End of Financial Year
	[bookmark: _Toc43117467][bookmark: _Toc43118890]Not less than 3 years after the end of the financial year to which they relate
	[bookmark: _Toc43117468][bookmark: _Toc43118891]6 years
	[bookmark: _Toc43117469][bookmark: _Toc43118892]Income Tax (PAYE) Regulations 2003 (SI 2003/2682 Reg 97).

The Income Tax (employments) Regulations 1993 (SI 1993/744) and amended 1996
	[bookmark: _Toc43117470][bookmark: _Toc43118893]Legal compliance

	[bookmark: _Toc43117471][bookmark: _Toc43118894]14.9
	[bookmark: _Toc43117472][bookmark: _Toc43118895]Tax and Social Security
	[bookmark: _Toc43117473][bookmark: _Toc43118896]Redundancy details and record of payments & refunds
	[bookmark: _Toc43117474][bookmark: _Toc43118897]Date of redundancy
	[bookmark: _Toc43117475][bookmark: _Toc43118898]N/A
	[bookmark: _Toc43117476][bookmark: _Toc43118899]6 years
	[bookmark: _Toc43117477][bookmark: _Toc43118900]IPD recommended
	[bookmark: _Toc43117478][bookmark: _Toc43118901]Best practice

	[bookmark: _Toc43117479][bookmark: _Toc43118902]14.10
	[bookmark: _Toc43117480][bookmark: _Toc43118903]Tax and Social Security
	[bookmark: _Toc43117481][bookmark: _Toc43118904]Revenue and Customs approvals
	 
	[bookmark: _Toc43117482][bookmark: _Toc43118905]N/A
	[bookmark: _Toc43117483][bookmark: _Toc43118906]Permanently
	[bookmark: _Toc43117484][bookmark: _Toc43118907]CIPD recommended
	[bookmark: _Toc43117485][bookmark: _Toc43118908]Best practice

	[bookmark: _Toc43117486][bookmark: _Toc43118909]14.11
	[bookmark: _Toc43117487][bookmark: _Toc43118910]Tax and Social Security
	[bookmark: _Toc43117488][bookmark: _Toc43118911]Annual earnings summary
	[bookmark: _Toc43117489][bookmark: _Toc43118912]End of Financial Year
	[bookmark: _Toc43117490][bookmark: _Toc43118913]N/A
	[bookmark: _Toc43117491][bookmark: _Toc43118914]12 years
	 
	[bookmark: _Toc43117492][bookmark: _Toc43118915]Best practice

	[bookmark: _Toc43117493][bookmark: _Toc43118916]14.12
	[bookmark: _Toc43117494][bookmark: _Toc43118917]Tax and Social Security
	[bookmark: _Toc43117495][bookmark: _Toc43118918]Payroll/ salary records, overtime, bonuses expenses etc.
	[bookmark: _Toc43117496][bookmark: _Toc43118919]End of Financial Year
	[bookmark: _Toc43117497][bookmark: _Toc43118920]Not less than 3 years after the end of the financial year to which they relate
	[bookmark: _Toc43117498][bookmark: _Toc43118921]3 years
	[bookmark: _Toc43117499][bookmark: _Toc43118922]Income Tax (PAYE) Regulations 2003 (SI 2003/2682 Reg 97).

The Income Tax (employments) Regulations 1993 (SI 1993/744) and amended 1996
	[bookmark: _Toc43117500][bookmark: _Toc43118923]Legal compliance

	[bookmark: _Toc43117501][bookmark: _Toc43118924]14.13
	[bookmark: _Toc43117502][bookmark: _Toc43118925]Tax and Social Security
	[bookmark: _Toc43117503][bookmark: _Toc43118926]Actuarial valuation reports
	 
	[bookmark: _Toc43117504][bookmark: _Toc43118927]N/A
	[bookmark: _Toc43117505][bookmark: _Toc43118928]Permanently
	[bookmark: _Toc43117506][bookmark: _Toc43118929]CIPD recommended
	[bookmark: _Toc43117507][bookmark: _Toc43118930]Best practice 

	[bookmark: _Toc43117508][bookmark: _Toc43118931]14.14
	[bookmark: _Toc43117509][bookmark: _Toc43118932]Tax and Social Security
	[bookmark: _Toc43117510][bookmark: _Toc43118933]Detailed returns of pension fund contributions; annual reconciliations of fund contributions
	 
	[bookmark: _Toc43117511][bookmark: _Toc43118934]N/A
	[bookmark: _Toc43117512][bookmark: _Toc43118935]Permanently
	 
	[bookmark: _Toc43117513][bookmark: _Toc43118936]Best practice

	[bookmark: _Toc43117514][bookmark: _Toc43118937]14.15
	[bookmark: _Toc43117515][bookmark: _Toc43118938]Tax and Social Security
	[bookmark: _Toc43117516][bookmark: _Toc43118939]Money purchase details
	[bookmark: _Toc43117517][bookmark: _Toc43118940]After transfer or value taken
	[bookmark: _Toc43117518][bookmark: _Toc43118941]N/A
	[bookmark: _Toc43117519][bookmark: _Toc43118942]6 years
	[bookmark: _Toc43117520][bookmark: _Toc43118943]CIPD recommended
	[bookmark: _Toc43117521][bookmark: _Toc43118944]Best practice

	[bookmark: _Toc43117522][bookmark: _Toc43118945]14.16
	[bookmark: _Toc43117523][bookmark: _Toc43118946]Tax and Social Security
	[bookmark: _Toc43117524][bookmark: _Toc43118947]Qualifying service details
	[bookmark: _Toc43117525][bookmark: _Toc43118948]After transfer or value taken
	[bookmark: _Toc43117526][bookmark: _Toc43118949]N/A
	[bookmark: _Toc43117527][bookmark: _Toc43118950]6 years
	[bookmark: _Toc43117528][bookmark: _Toc43118951]CIPD recommended
	[bookmark: _Toc43117529][bookmark: _Toc43118952]Best practice

	[bookmark: _Toc43117530][bookmark: _Toc43118953]14.17
	[bookmark: _Toc43117531][bookmark: _Toc43118954]Tax and Social Security
	[bookmark: _Toc43117532][bookmark: _Toc43118955]Investment policies
	[bookmark: _Toc43117533][bookmark: _Toc43118956]From end of benefits payable under policy
	[bookmark: _Toc43117534][bookmark: _Toc43118957]N/A
	[bookmark: _Toc43117535][bookmark: _Toc43118958]12 years
	[bookmark: _Toc43117536][bookmark: _Toc43118959]CIPD recommended
	[bookmark: _Toc43117537][bookmark: _Toc43118960]Best practice

	[bookmark: _Toc43117538][bookmark: _Toc43118961]14.18
	[bookmark: _Toc43117539][bookmark: _Toc43118962]Tax and Social Security
	[bookmark: _Toc43117540][bookmark: _Toc43118963]Trade Union agreements
	[bookmark: _Toc43117541][bookmark: _Toc43118964]Date of cessation
	[bookmark: _Toc43117542][bookmark: _Toc43118965]N/A
	[bookmark: _Toc43117543][bookmark: _Toc43118966]10 years after ceasing to be effective
	[bookmark: _Toc43117544][bookmark: _Toc43118967]CIPD recommended
	[bookmark: _Toc43117545][bookmark: _Toc43118968]Best practice 

	[bookmark: _Toc43117546][bookmark: _Toc43118969]14.19
	[bookmark: _Toc43117547][bookmark: _Toc43118970]Tax and Social Security
	[bookmark: _Toc43117548][bookmark: _Toc43118971]Inland Revenue approvals 
	 
	[bookmark: _Toc43117549][bookmark: _Toc43118972]N/A
	[bookmark: _Toc43117550][bookmark: _Toc43118973]Life of company
	[bookmark: _Toc43117551][bookmark: _Toc43118974]CIPD recommended
	[bookmark: _Toc43117552][bookmark: _Toc43118975]Best practice 

	[bookmark: _Toc43117553][bookmark: _Toc43118976]14.20
	[bookmark: _Toc43117554][bookmark: _Toc43118977]Tax and Social Security
	[bookmark: _Toc43117555][bookmark: _Toc43118978]Annual earnings summary
	[bookmark: _Toc43117556][bookmark: _Toc43118979]End of tax year
	[bookmark: _Toc43117557][bookmark: _Toc43118980]N/A
	
[bookmark: _Toc43117558][bookmark: _Toc43118981]3 years from the end of the tax year they relate to


	[bookmark: _Toc43117559][bookmark: _Toc43118982]HMRC
	[bookmark: _Toc43117560][bookmark: _Toc43118983]Best practice 
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	Retention trigger
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	Reason for retention

	15. Human Resources - Pension Schemes

	[bookmark: _Toc43117561][bookmark: _Toc43118984]15.1
	[bookmark: _Toc43117562][bookmark: _Toc43118985]Pension Schemes
	[bookmark: _Toc43117563][bookmark: _Toc43118986]Actuarial valuation reports 
	 
	[bookmark: _Toc43117564][bookmark: _Toc43118987]N/A
	[bookmark: _Toc43117565][bookmark: _Toc43118988]Permanently
	[bookmark: _Toc43117566][bookmark: _Toc43118989]CIPD recommended
	[bookmark: _Toc43117567][bookmark: _Toc43118990]Best practice 

	[bookmark: _Toc43117568][bookmark: _Toc43118991]15.2
	[bookmark: _Toc43117569][bookmark: _Toc43118992]Pension Schemes
	[bookmark: _Toc43117570][bookmark: _Toc43118993]Detailed returns of pension fund contributions 
	 
	[bookmark: _Toc43117571][bookmark: _Toc43118994]N/A
	[bookmark: _Toc43117572][bookmark: _Toc43118995]6 years
	[bookmark: _Toc43117573][bookmark: _Toc43118996]Pensions Regulator
	[bookmark: _Toc43117574][bookmark: _Toc43118997]Best practice 

	[bookmark: _Toc43117575][bookmark: _Toc43118998]15.3
	[bookmark: _Toc43117576][bookmark: _Toc43118999]Pension Schemes
	[bookmark: _Toc43117577][bookmark: _Toc43119000]Annual reconciliations of fund contributions 
	 
	[bookmark: _Toc43117578][bookmark: _Toc43119001]N/A
	[bookmark: _Toc43117579][bookmark: _Toc43119002]6 years
	[bookmark: _Toc43117580][bookmark: _Toc43119003]Pensions Regulator
	[bookmark: _Toc43117581][bookmark: _Toc43119004]Best practice 

	[bookmark: _Toc43117582][bookmark: _Toc43119005]15.4
	[bookmark: _Toc43117583][bookmark: _Toc43119006]Pension Schemes
	[bookmark: _Toc43117584][bookmark: _Toc43119007]Money purchase details 
	[bookmark: _Toc43117585][bookmark: _Toc43119008]After transfer
	[bookmark: _Toc43117586][bookmark: _Toc43119009]N/A
	[bookmark: _Toc43117587][bookmark: _Toc43119010]6 years after transfer or value taken 
	[bookmark: _Toc43117588][bookmark: _Toc43119011]CIPD recommended
	[bookmark: _Toc43117589][bookmark: _Toc43119012]Best practice 

	[bookmark: _Toc43117590][bookmark: _Toc43119013]15.5
	[bookmark: _Toc43117591][bookmark: _Toc43119014]Pension Schemes
	[bookmark: _Toc43117592][bookmark: _Toc43119015]Qualifying service details 
	[bookmark: _Toc43117593][bookmark: _Toc43119016]After transfer
	[bookmark: _Toc43117594][bookmark: _Toc43119017]N/A
	[bookmark: _Toc43117595][bookmark: _Toc43119018]6 years after transfer or value taken 
	[bookmark: _Toc43117596][bookmark: _Toc43119019]CIPD recommended
	[bookmark: _Toc43117597][bookmark: _Toc43119020]Best practice 

	[bookmark: _Toc43117598][bookmark: _Toc43119021]15.6
	[bookmark: _Toc43117599][bookmark: _Toc43119022]Pension Schemes
	[bookmark: _Toc43117600][bookmark: _Toc43119023]Investment policies 
	[bookmark: _Toc43117601][bookmark: _Toc43119024]End of benefits payable under policy 
	[bookmark: _Toc43117602][bookmark: _Toc43119025]N/A
	[bookmark: _Toc43117603][bookmark: _Toc43119026]12 years
	[bookmark: _Toc43117604][bookmark: _Toc43119027]CIPD recommended
	[bookmark: _Toc43117605][bookmark: _Toc43119028]Best practice 

	[bookmark: _Toc43117606][bookmark: _Toc43119029]15.7
	[bookmark: _Toc43117607][bookmark: _Toc43119030]Pension Schemes
	[bookmark: _Toc43117608][bookmark: _Toc43119031]Pensioner records
	[bookmark: _Toc43117609][bookmark: _Toc43119032]After benefits cease
	[bookmark: _Toc43117610][bookmark: _Toc43119033]N/A
	[bookmark: _Toc43117611][bookmark: _Toc43119034]12 years after benefits cease
	[bookmark: _Toc43117612][bookmark: _Toc43119035]CIPD recommended
	[bookmark: _Toc43117613][bookmark: _Toc43119036]Best practice 

	[bookmark: _Toc43117614][bookmark: _Toc43119037]15.8
	[bookmark: _Toc43117615][bookmark: _Toc43119038]Pension Schemes
	[bookmark: _Toc43117616][bookmark: _Toc43119039]Records relating to retirement benefits 
	[bookmark: _Toc43117617][bookmark: _Toc43119040]After transfer or value taken 
	[bookmark: _Toc43117618][bookmark: _Toc43119041]N/A
	[bookmark: _Toc43117619][bookmark: _Toc43119042]6 years 
	[bookmark: _Toc43117620][bookmark: _Toc43119043]RBS(IP)R recommended
	[bookmark: _Toc43117621][bookmark: _Toc43119044]Best practice 

	16. Human Resources - Personnel Records

	[bookmark: _Toc43117622][bookmark: _Toc43119045]16.1
	[bookmark: _Toc43117623][bookmark: _Toc43119046]Personnel Records
	[bookmark: _Toc43117624][bookmark: _Toc43119047]Records relating to retirement benefits
	[bookmark: _Toc43117625][bookmark: _Toc43119048]After a year of retirement
	[bookmark: _Toc43117626][bookmark: _Toc43119049]N/A
	[bookmark: _Toc43117627][bookmark: _Toc43119050]6 years
	[bookmark: _Toc43117628][bookmark: _Toc43119051]RBS(IP)R recommended
	[bookmark: _Toc43117629][bookmark: _Toc43119052]Best practice 

	[bookmark: _Toc43117630][bookmark: _Toc43119053]16.2
	[bookmark: _Toc43117631][bookmark: _Toc43119054]Personnel Records
	[bookmark: _Toc43117632][bookmark: _Toc43119055]Terms and conditions of service, both general terms and conditions applicable to all staff, and specific terms and conditions applying to individuals
	[bookmark: _Toc43117633][bookmark: _Toc43119056]Leaving date
	[bookmark: _Toc43117634][bookmark: _Toc43119057]N/A
	[bookmark: _Toc43117635][bookmark: _Toc43119058]6 years
	[bookmark: _Toc43117636][bookmark: _Toc43119059]Limitations Act 1980 Limitation for legal proceedings
	[bookmark: _Toc43117637][bookmark: _Toc43119060]Legal compliance

	[bookmark: _Toc43117638][bookmark: _Toc43119061]16.3
	[bookmark: _Toc43117639][bookmark: _Toc43119062]Personnel Records
	[bookmark: _Toc43117640][bookmark: _Toc43119063]Benefits and Deductions (Service contracts for directors (companies)
	[bookmark: _Toc43117641][bookmark: _Toc43119064]Date of cessation of directorship
	[bookmark: _Toc43117642][bookmark: _Toc43119065]3 years
	[bookmark: _Toc43117643][bookmark: _Toc43119066]6 years
	[bookmark: _Toc43117644][bookmark: _Toc43119067]ICSA
	[bookmark: _Toc43117645][bookmark: _Toc43119068]Best practice

	[bookmark: _Toc43117646][bookmark: _Toc43119069]16.4
	[bookmark: _Toc43117647][bookmark: _Toc43119070]Personnel Records
	[bookmark: _Toc43117648][bookmark: _Toc43119071]Remuneration package
	[bookmark: _Toc43117649][bookmark: _Toc43119072]Leaving date
	[bookmark: _Toc43117650][bookmark: _Toc43119073]N/A
	[bookmark: _Toc43117651][bookmark: _Toc43119074]6 years
	[bookmark: _Toc43117652][bookmark: _Toc43119075]Limitations Act 1980 Limitation for legal proceedings
	[bookmark: _Toc43117653][bookmark: _Toc43119076]Legal compliance

	[bookmark: _Toc43117654][bookmark: _Toc43119077]16.5
	[bookmark: _Toc43117655][bookmark: _Toc43119078]Personnel Records
	[bookmark: _Toc43117656][bookmark: _Toc43119079]Former employees’ Human Resources files
	[bookmark: _Toc43117657][bookmark: _Toc43119080]Leaving date
	[bookmark: _Toc43117658][bookmark: _Toc43119081]N/A
	[bookmark: _Toc43117659][bookmark: _Toc43119082]6 years
	[bookmark: _Toc43117660][bookmark: _Toc43119083]CIPD recommended
	[bookmark: _Toc43117661][bookmark: _Toc43119084]Best practice

	[bookmark: _Toc43117662][bookmark: _Toc43119085]16.6
	[bookmark: _Toc43117663][bookmark: _Toc43119086]Personnel Records
	[bookmark: _Toc43117664][bookmark: _Toc43119087]References to be provided for former employees
	[bookmark: _Toc43117665][bookmark: _Toc43119088]Leaving date
	[bookmark: _Toc43117666][bookmark: _Toc43119089]N/A
	[bookmark: _Toc43117667][bookmark: _Toc43119090]6 years
	[bookmark: _Toc43117668][bookmark: _Toc43119091]CIPD recommended
	[bookmark: _Toc43117669][bookmark: _Toc43119092]Best practice

	[bookmark: _Toc43117670][bookmark: _Toc43119093]16.7
	[bookmark: _Toc43117671][bookmark: _Toc43119094]Personnel Records
	[bookmark: _Toc43117672][bookmark: _Toc43119095]Training Programmes
	[bookmark: _Toc43117673][bookmark: _Toc43119096]Leaving date
	[bookmark: _Toc43117674][bookmark: _Toc43119097]N/A
	[bookmark: _Toc43117675][bookmark: _Toc43119098]6 years
	[bookmark: _Toc43117676][bookmark: _Toc43119099]CIPD recommended
	[bookmark: _Toc43117677][bookmark: _Toc43119100]Best practice

	[bookmark: _Toc43117678][bookmark: _Toc43119101]16.8
	[bookmark: _Toc43117679][bookmark: _Toc43119102]Personnel Records
	[bookmark: _Toc43117680][bookmark: _Toc43119103]Individual training records
	[bookmark: _Toc43117681][bookmark: _Toc43119104]Leaving date
	[bookmark: _Toc43117682][bookmark: _Toc43119105]N/A
	[bookmark: _Toc43117683][bookmark: _Toc43119106]6 years
	[bookmark: _Toc43117684][bookmark: _Toc43119107]CIPD recommended
	[bookmark: _Toc43117685][bookmark: _Toc43119108]Best practice

	[bookmark: _Toc43117686][bookmark: _Toc43119109]16.9
	[bookmark: _Toc43117687][bookmark: _Toc43119110]Personnel Records
	[bookmark: _Toc43117688][bookmark: _Toc43119111]Short lists, interview notes and related application forms
	[bookmark: _Toc43117689][bookmark: _Toc43119112]Last Action
	[bookmark: _Toc43117690][bookmark: _Toc43119113]N/A
	[bookmark: _Toc43117691][bookmark: _Toc43119114]1 year
	[bookmark: _Toc43117692][bookmark: _Toc43119115]CIPD recommended
	[bookmark: _Toc43117693][bookmark: _Toc43119116]Best practice

	[bookmark: _Toc43117694][bookmark: _Toc43119117]16.10
	[bookmark: _Toc43117695][bookmark: _Toc43119118]Personnel Records
	[bookmark: _Toc43117696][bookmark: _Toc43119119]Application forms of non-short listed candidates
	[bookmark: _Toc43117697][bookmark: _Toc43119120]After notification
	[bookmark: _Toc43117698][bookmark: _Toc43119121]1 year
	[bookmark: _Toc43117699][bookmark: _Toc43119122]1 year 
	[bookmark: _Toc43117700][bookmark: _Toc43119123]Limitations Act 1980
SDA & RRA recommend 3 months 
Commission for Racial Equality and Equal Opportunities recommends 6 months.
	[bookmark: _Toc43117701][bookmark: _Toc43119124]Legal compliance

	[bookmark: _Toc43117702][bookmark: _Toc43119125]16.11
	[bookmark: _Toc43117703][bookmark: _Toc43119126]Personnel Records
	[bookmark: _Toc43117704][bookmark: _Toc43119127]DBS / PVG certificate number
	[bookmark: _Toc43117705][bookmark: _Toc43119128]Date of clearance
	[bookmark: _Toc43117706][bookmark: _Toc43119129]Date of clearance + up to a maximum of 6 months
	[bookmark: _Toc43117707][bookmark: _Toc43119130]3 years
	[bookmark: _Toc43117708][bookmark: _Toc43119131]DBS / PVG check code of practice (Home office)
	[bookmark: _Toc43117709][bookmark: _Toc43119132]Legal compliance

WGHC hold only the certificate number but the system reminds HR to check again in 3 years.

	[bookmark: _Toc43117710][bookmark: _Toc43119133]16.12
	[bookmark: _Toc43117711][bookmark: _Toc43119134]Personnel Records
	[bookmark: _Toc43117712][bookmark: _Toc43119135]Timecards/ sheets
	[bookmark: _Toc43117713][bookmark: _Toc43119136]After audit
	[bookmark: _Toc43117714][bookmark: _Toc43119137]N/A
	[bookmark: _Toc43117715][bookmark: _Toc43119138]2 years
	[bookmark: _Toc43117716][bookmark: _Toc43119139]CIPD recommended
	[bookmark: _Toc43117717][bookmark: _Toc43119140]Best practice

	[bookmark: _Toc43117718][bookmark: _Toc43119141]16.13
	[bookmark: _Toc43117719][bookmark: _Toc43119142]Personnel Records
	[bookmark: _Toc43117720][bookmark: _Toc43119143]Trust deeds, rules and minutes (for joint employee/employer sports/social clubs, etc. set up under trust)
	 
	[bookmark: _Toc43117721][bookmark: _Toc43119144]N/A
	[bookmark: _Toc43117722][bookmark: _Toc43119145]Permanently
	[bookmark: _Toc43117723][bookmark: _Toc43119146]CIPD recommended
	[bookmark: _Toc43117724][bookmark: _Toc43119147]Best practice

	[bookmark: _Toc43117725][bookmark: _Toc43119148]16.14
	[bookmark: _Toc43117726][bookmark: _Toc43119149]Personnel Records
	[bookmark: _Toc43117727][bookmark: _Toc43119150]Employer/Employee committee minutes (Staff Forum)
	 
	[bookmark: _Toc43117728][bookmark: _Toc43119151]N/A
	[bookmark: _Toc43117729][bookmark: _Toc43119152]Permanently
	[bookmark: _Toc43117730][bookmark: _Toc43119153]CIPD recommended
	[bookmark: _Toc43117731][bookmark: _Toc43119154]Best practice

	[bookmark: _Toc43117732][bookmark: _Toc43119155]16.15
	[bookmark: _Toc43117733][bookmark: _Toc43119156]Personnel Records
	[bookmark: _Toc43117734][bookmark: _Toc43119157]Parental leave records
	[bookmark: _Toc43117735][bookmark: _Toc43119158]Birth of child
	[bookmark: _Toc43117736][bookmark: _Toc43119159]N/A
	[bookmark: _Toc43117737][bookmark: _Toc43119160]18 years from birth of child
	[bookmark: _Toc43117738][bookmark: _Toc43119161]CIPD recommended
	[bookmark: _Toc43117739][bookmark: _Toc43119162]Best practice



	No.
	Function
	Record type
	Retention trigger
	Minimum statutory retention period
	Recommended retention period
	Retention source
	Reason for retention

	17. Human Resources - Health & Safety 

	[bookmark: _Toc43117740][bookmark: _Toc43119163]17.1
	[bookmark: _Toc43117741][bookmark: _Toc43119164]Health & Safety 
	[bookmark: _Toc43117742][bookmark: _Toc43119165]Medical records relating to control of asbestos
	 
	[bookmark: _Toc43117743][bookmark: _Toc43119166]40 years
	[bookmark: _Toc43117744][bookmark: _Toc43119167]40 years
	[bookmark: _Toc43117745][bookmark: _Toc43119168]The Control of Asbestos at Work Regulations 2002 (SI 2002/ 2675). Also see the Control of Asbestos Regulations 2006 (SI 2006/2739) and the Control of Asbestos Regulations 2012 (SI 2012/632
	[bookmark: _Toc43117746][bookmark: _Toc43119169]Legal compliance 

	[bookmark: _Toc43117747][bookmark: _Toc43119170]17.2
	[bookmark: _Toc43117748][bookmark: _Toc43119171]Health & Safety 
	[bookmark: _Toc43117749][bookmark: _Toc43119172]Health and safety assessments; records of consultations with safety reps
	 
	[bookmark: _Toc43117750][bookmark: _Toc43119173]Permanently
	[bookmark: _Toc43117751][bookmark: _Toc43119174]Permanently
	[bookmark: _Toc43117752][bookmark: _Toc43119175]Health and Safety at Work Act 1979  
	[bookmark: _Toc43117753][bookmark: _Toc43119176]Legal compliance 

	[bookmark: _Toc43117754][bookmark: _Toc43119177]17.3
	[bookmark: _Toc43117755][bookmark: _Toc43119178]Health & Safety 
	[bookmark: _Toc43117756][bookmark: _Toc43119179]Health and safety policy statements
	 
	[bookmark: _Toc43117757][bookmark: _Toc43119180]Permanently
	[bookmark: _Toc43117758][bookmark: _Toc43119181]Permanently
	[bookmark: _Toc43117759][bookmark: _Toc43119182]Health and Safety at Work Act 1979  
	[bookmark: _Toc43117760][bookmark: _Toc43119183]Legal compliance 

	[bookmark: _Toc43117761][bookmark: _Toc43119184]17.4
	[bookmark: _Toc43117762][bookmark: _Toc43119185]Health & Safety 
	[bookmark: _Toc43117763][bookmark: _Toc43119186]Accident records, reports, accident books
	[bookmark: _Toc43117764][bookmark: _Toc43119187]Date of occurrence
	[bookmark: _Toc43117765][bookmark: _Toc43119188]3 years
	[bookmark: _Toc43117766][bookmark: _Toc43119189]6 years after date of occurrence/entry
	[bookmark: _Toc43117767][bookmark: _Toc43119190]RIDDOR Limitation for legal proceedings
RIDDOR 1995 and Limitation Act 1980
Special rules apply concerning incidents involving hazardous substances.
	[bookmark: _Toc43117768][bookmark: _Toc43119191]Legal compliance

	[bookmark: _Toc43117769][bookmark: _Toc43119192]17.5
	[bookmark: _Toc43117770][bookmark: _Toc43119193]Health & Safety 
	[bookmark: _Toc43117771][bookmark: _Toc43119194]Sickness records
	[bookmark: _Toc43117772][bookmark: _Toc43119195]Date of occurrence
	[bookmark: _Toc43117773][bookmark: _Toc43119196]3 years
	[bookmark: _Toc43117774][bookmark: _Toc43119197]6 years from date of sickness
	[bookmark: _Toc43117775][bookmark: _Toc43119198]The Statutory Sick Pay (General) Regulations 1982 (SI 1982/894) as amended
Professional Standards Agency  
	[bookmark: _Toc43117776][bookmark: _Toc43119199]Legal compliance

	[bookmark: _Toc43117777][bookmark: _Toc43119200]17.6
	[bookmark: _Toc43117778][bookmark: _Toc43119201]Health & Safety 
	[bookmark: _Toc43117779][bookmark: _Toc43119202]Health and safety statutory notices
	[bookmark: _Toc43117780][bookmark: _Toc43119203]Once compliant 
	[bookmark: _Toc43117781][bookmark: _Toc43119204]6 years after compliance
	[bookmark: _Toc43117782][bookmark: _Toc43119205]6 years after compliance
	[bookmark: _Toc43117783][bookmark: _Toc43119206]Limitations Act 1980 Limitation for legal proceedings
	[bookmark: _Toc43117784][bookmark: _Toc43119207]Legal compliance

	18. ASB case files and associated documents

	[bookmark: _Toc43117785][bookmark: _Toc43119208]18.1
	[bookmark: _Toc43117786][bookmark: _Toc43119209]ASB case files and associated documents
	[bookmark: _Toc43117787][bookmark: _Toc43119210]ASB (Anti-social behaviour) case files and associated documents
	 
	[bookmark: _Toc43117788][bookmark: _Toc43119211]N/A
	[bookmark: _Toc43117789][bookmark: _Toc43119212]5 years or until end of legal action
	 
	[bookmark: _Toc43117790][bookmark: _Toc43119213]Best practice

	19. Resident Meetings 

	[bookmark: _Toc43117791][bookmark: _Toc43119214]19.1
	[bookmark: _Toc43117792][bookmark: _Toc43119215] Resident Meetings
	[bookmark: _Toc43117793][bookmark: _Toc43119216]Resident Meeting Minutes 
	[bookmark: _Toc43117794][bookmark: _Toc43119217]From date of meeting
	[bookmark: _Toc43117795][bookmark: _Toc43119218]N/A
	[bookmark: _Toc43117796][bookmark: _Toc43119219]1 year 
	[bookmark: _Toc43117797][bookmark: _Toc43119220]ICSA recommended 
	
[bookmark: _Toc43117798][bookmark: _Toc43119221]Best practice
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STATUTORY RETENTION PERIODS
The following represents an ever-changing list of retention periods. The list is not exhaustive. The list may need to be modified to suit your particular organisation
The main UK legislation regulating statutory retention periods is summarised below. If employers are in doubt, it's a good idea to keep records for at least 6 years (5 in Scotland), to cover the time limit for bringing any civil legal action.
 
Accident books, accident records/reports
Statutory retention period: 3 years from the date of the last entry (or, if the accident involves a child/ young adult, then until that person reaches the age of 21). (See below for accidents involving chemicals or asbestos). 
Statutory authority: The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) (SI 1995/3163) as amended, and Limitation Act 1980. Special rules apply concerning incidents involving hazardous substances (see below).
 
Accounting records
Statutory retention period: 3 years for private companies, 6 years for public limited companies. 
Statutory authority: Section 221 of the Companies Act 1985 as modified by the Companies Acts 1989 and 2006.
 
Income tax and NI returns, income tax records and correspondence with HMRC
Statutory retention period: not less than 3 years after the end of the financial year to which they relate. 
Statutory authority: The Income Tax (Employments) Regulations 1993 (SI 1993/744) as amended, for example by The Income Tax (Employments) (Amendment No. 6) Regulations 1996 (SI 1996/2631).
 
Records relating to children and young adults
Statutory retention period: until the child/young adult reaches the age of 21. 
Statutory authority: Limitation Act 1980.
 
Retirement Benefits Schemes – records of notifiable events, for example, relating to incapacity
Statutory retention period: 6 years from the end of the scheme year in which the event took place. 
Statutory authority: The Retirement Benefits Schemes (Information Powers) Regulations 1995 (SI 1995/3103)
 
Statutory Maternity Pay records, calculations, certificates (Mat B1s) or other medical evidence
Statutory retention period: 3 years after the end of the tax year in which the maternity period ends. 
Statutory authority: The Statutory Maternity Pay (General) Regulations 1986 (SI 1986/1960) as amended.
 
Wage/salary records (also overtime, bonuses, expenses)
Statutory retention period: 6 years. 
Statutory authority: Taxes Management Act 1970.

National minimum wage records
Statutory retention period: 3 years after the end of the pay reference period following the one that the records cover. 
Statutory authority: National Minimum Wage Act 1998.
 
Records relating to working time
Statutory retention period: 2 years from date on which they were made. 
Statutory authority: The Working Time Regulations 1998 (SI 1998/1833).

Recommended (non-statutory) Retention Periods
For many types of HR records, there is no definitive retention period: it is up to the employer to decide how long to keep them. Different organisations make widely differing decisions about the retention periods to adopt. Employers must consider what a necessary retention period is for them, depending on the type of record.
 
The advice in this factsheet is based on the time limits for potential UK tribunal or civil claims. The period is often a question of judgement rather than there being any definitive right answer. For example, some records managers in public sector organisations recommend keeping an employee’s records until they reach the age of 100, especially for pension purposes
 
The UK Limitation Act 1980 contains a 6-year time limit for starting many legal proceedings. So, where documents may be relevant to a contractual claim, it’s recommended that these are kept for at least a corresponding 6-year period.
 

Application forms and interview notes (for unsuccessful candidates)
Recommended retention period: 6 months to a year. (Because of the time limits in the various discrimination Acts, minimum retention periods for records relating to advertising of vacancies and job applications should be at least 6 months. A year may be more advisable as the time limits for bringing claims can be extended. Successful job applicants documents will be transferred to the personnel file in any event.
 
Assessments under health and safety regulations and records of consultations with safety representatives and committees
Recommended retention period: permanently.
 
Inland Revenue/HMRC approvals
Recommended retention period: permanently.
 
Money purchase details
Recommended retention period: 6 years after transfer or value taken.
 
Parental leave
Recommended retention period: 5 years from birth/adoption of the child or 18 years if the child receives a disability allowance.

 
Pension scheme investment policies
Recommended retention period: 12 years from the ending of any benefit payable under the policy.

Pensioners' records
Recommended retention period: 12 years after benefit ceases.
 
Personnel files and training records (including disciplinary records and working time records)
Recommended retention period: 6 years after employment ceases.
 
Redundancy details, calculations of payments, refunds, notification to the Secretary of State
Recommended retention period: 6 years from the date of redundancy
 
Senior executives' records (that is, those on a senior management team or their equivalents)
Recommended retention period: permanently for historical purposes.

Statutory Sick Pay records, calculations, certificates, self-certificates
Recommended retention period: The Statutory Sick Pay (Maintenance of Records) (Revocation) Regulations 2014 (SI 2014/55) abolished the former obligation on employers to keep these records. Although there is no longer a specific statutory retention period, employers still have to keep sickness records to best suit their business needs. It is advisable to keep records for at least 3 months after the end of the period of sick leave in case of a disability discrimination claim. However, if there were to be a contractual claim for breach of an employment contract it may be safer to keep records for 6 years after the employment ceases.
 
Timesheets
Recommended retention period: 2 years after audit.
 
Trade union agreements
Recommended retention period: 10 years after ceasing to be effective.
 
Trust deeds and rules
Recommended retention period: permanently.
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DATA DESTRUCTION NOTICE (insert year)
The following records/data were destroyed on (enter date)
- Format
Tenant Name or Name of g:;‘;i’r'";g:’r:a‘:ifm bein eg. Creation | Reason for Destruction
File(s) datafinfor 9 | Electronic/ | 12N | e.g. as per Data e.g. shredding,
v Paper Refention Schedule | confidential waste

Details of person responsible for destroying the information/records:

Destroyed by: (name of staff member)

Signature

Date

« Copy scanned in the former tenant house file and electronic file (as appropriate)
« Copy passed to HM (if appropriate)

Please ensure:
There is no outstanding legal action before destroying records
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Our tenants are paramount in everything we do
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