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Records Description

Staff - appraisal All records relating to staff performance Action comleted 6vears BUSINESS Limitation Act 1980 (section 2] hito://www legislation.gov.uk/ukpga/1980/58/section/2 ves 5]
Staff - appraisal All records relating to the annual appraisal of staff Creation of records Lyear BUSINESS Yes 1)
Team Meeting/Management Team meeting minutes and
Staff - communications apers held by individual teams where no corporate Date of meeting Lyear BUSINESS No i) Review at end of 1 vear retention period
staff development Al record: Year 3vears BUSINESS No 1o
Staff - disciplinary b c " Close of case 6vears BUSINESS Limitation Act 1980 (section 2] hito://www legislation.gov.uk/ukpga/1980/58/section/2 ves 5] Review at end of 6 vears
Staff - disciplinary procedures Casework: dismissal  Year 6vears BUSINESS Limitation Act 1980 (section 2] hito://www.legislation.gov.uk/ukpga/1980/58/section/2 ves 5]
Casework: Disciplinary where the case results in no case to
Staff - disciplinary procedures Start of investigation End of the investigation  BUSINESS Yes 1)
Final warning - Issued by Managing Director, or delegated This period could be extended if required to be used show
Staff - disciplinary procedures manager, with a right of appeal to Managing Director or Chief Date of warning 18 months BUSINESS ves 5] previous behaviour
Final warning - Issued by Managing Director, or delegated This period could be extended if required to be used show
Staff - disciplinary procedures manager, with a right of appeal to Managing Director or Chief Date of warning 18 months BUSINESS ves 5] previous behaviour
First warning - Issued by line manager/senior manager, with a This period could be extended if required to be used show
Staff - disciplinary procedures right of appeal to next level of management Date of warning 6 months. BUSINESS ves 5] previous behaviour
First warning - Issued by line manager/senior manager, with a This period could be extended if required to be used show
Staff - disciplinary procedures right of appeal to next level of management Date of warning 6 months. BUSINESS ves 5] previous behaviour
All records relating to the disclosure of financial and non-
Staff - disclosure of interests financial officer interests that could conflct with the Termination of employment Lyear BUSINESS 19 hito://www legislat Yes 1o
Staff - employment tribunals All records relating to employment tribunal Year records created 6vears BUSINESS Limitation Act 1980 (section 2] hito://www.legislation.gov.uk/ukpga/1980/58/section/2 ves 5]
e Tribunal 6 years. lessit Industrial end of the period
staff - emol Closure 6vears BUSINESS Limitation Act 1980 (section 2] hito://www legislation.gov.uk/ukpga/1980/58/section/2 ves 5] of date on which the ground for or other such period as the tribunal considers
All records relating to the payment of legitimately incurred HMRC - Compliance Handbook Manual
Staff - expenses. Creation of records 6vears BUSINESS CHI5400 hitto://www.hmr gov.uk/manuals/chmanual/CH15400.htm ves o
Staff - arievance Casework - Grievance procedure Date arievance resolved 6vears BUSINESS Limitation Act 1980 (section 2] hito://www.legislation.gov.uk/ukpga/1980/58/section/2 ves 5]
Al records relati
Staff - ob analysis of Dat 6vears BUSINESS No i)
Staff - ob analysis All records relating to the evaluation of jobs Date job evaluation completed 6vears BUSINESS No i)
staff All record: Date of test New eve test completed  BUSINESS ves 5] Retain until new eve test completed
Staff - outplacement All records relati DOB of 80vears BUSINESS Yes 1)
All records relating to staff transferred to other organisations Transfer of Undertakings (Protection of
Staff - outplacement (upe) Date of transfer 6vears BUSINESS 006 hito://www legislat Yes 1)
All records relating to events notifiable under the Retirements Benefits Schemes
staff - pavroll Retirement 6vears BUSINESS (information Powers) Benefits hitto:/fwww legislati Yes 1)
All records relating to Income Tax and National Health ‘The Income Tax (Employment)
staff - pavroll Insurance returns End of the financial vear to which records relate 3vears BUSINESS Regulations 1993 hito://www legislation.gov.uk/uksi/ 1993/ 744 /contents/made No i)
staff - pavroll All records relating to Inland Revenue approval Creation of records permanent BUSINESS No 1o
All records relating to the administration of parental leave
staff - pavroll where the child is disabled Date of birth of child 18vears BUSINESS Yes 1)
All records relating to the administration of parental leave HMRC - Compliance Handbook Manual
staff - pavroll where the child is not disabled Date of birth of child 6vears BUSINESS CHI5400 hito://www.hmr gov.uk/manuals/chmanual/CH15400.htm ves 5]
All records relating to the administration of Statutory The Statutory Maternity Pay (General)
staff - pavroll Maternity Pay Taxvear in which the maternity period ends. 3vears BUSINESS Regulations hitto:/fwww legislati Yes 1)
‘The Statutory Sick Pay (General)
staff - pavroll All records relating to Statutory Sick Pay Tax vear to which the sick pay relates 3vears BUSINESS Regulations 1982 (511982/894) hitto:/fwww legislati ves 5]
HMRC - Compliance Handbook Manual
Staff -recognition Al Year 6vears BUSINESS CHI5400 hito://www.hmrc gov.uk/manuals/chmanual/CH15400.htm ves 5]
All records relating to the process of recommending
Staff -recognition employees for honours Year of submission 3vears BUSINESS ves 5]
All records relating to an individuals employment history -
staff Termination 6vears BUSINESS Limitation Act 1980 (section 2] hito://www legislation.gov.uk/ukpga/1980/58/section/2 ves 5]
All records relating to an individual employment history -
staff Termination 6vears BUSINESS Limitation Act 1980 (section 2] hito://www.legislation.gov.uk/ukpga/1980/58/section/2 ves 5]
Criminal Records Bureau/Disclosure and Barring Service: Disclosure and Barring Service check
staff forms Date check completed 6 months. BUSINESS requests: guidance for emplovers bty Yes 15}
Recruitment and Selection - records relating to the process
Staff -recruitment concerning unsuccessful candidates Date of interview 6 months. BUSINESS Yes 1)
Recruitment and Selection records relating to the process
Staff -recruitment concerning unsuccessful candidates Date of interview 6 months. BUSINESS Yes 1)
Staff -recruitment The selection of an Lyear BUSINESS ves 5]
Personal risk assessment records for staff working with
Staff - isk management children or vulnerable adults Termination of employment 20vears BUSINESS ves 5]
personal sk assessments relating to individuals returning to
Staff - isk management work Date risk assessment expires 3 vears 4 months BUSINESS Limitation Act 1980 (Section 11) hito://wwnw.legislation.gov.uk/ukpga/1980/58/section/11 ves 5]
Staff -sicks t All records relating to Year Lyear BUSINESS Yes 1)
All records relating to the process of monitoring saff leave.
staff Date action completed 2vears BUSINESS ves 5]
Staff - training Allnotes and Date I created Date training course ends  BUSINESS No i)
All records relating to the creation and management of
Staff - training training statistics Year records created 3vears BUSINESS No o
Al records relati
Staff - training of training programmes. Year records created 3vears BUSINESS No 1o
Al records relati
Staff - training monitoring of the corporate training plan Date training plan expires 3vears BUSINESS No i)
Staff - training All record: 0vears BUSINESS ves o
Staff - training All record: 3vears BUSINESS ves i)
staff - workplace bullving Casework - Harassment Date case resolved 6vears BUSINESS Limitation Act 1980 (section 2] hito://www.legislation.gov.uk/ukpga/1980/58/section/2 ves 5]



