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1.
Introduction from the Chief Executive
1.1
Rochdale Boroughwide Housing (RBH) aims to conduct its business in a manner which is open, transparent and accountable.  The aims and objectives of this policy reflect some of the key mutual membership values adopted by our Representative Body:

· ‘Responsibility’ – We take responsibility for, and answer for, our actions.

· ‘Openness & Honesty’ – We will share information, do what we say we will do and when we make a mistake we will own up to it. 

· ‘Equity’ – We carry on our business in a way that is fair and unbiased

1.2
The Board members and employees of Rochdale Boroughwide Housing (“RBH”) are fully committed to compliance with the requirements of the Data Protection Act 1998 (“the Act”) which came into effect on 1st March 2000. 

1.3
All public and private organisations are legally obliged to protect any personal information they hold and the Act is intended to promote a culture of openness and accountability by providing people with rights of access to all types of recorded information held by them.  As an Industrial and Provident Society Rochdale Boroughwide Housing has a responsibility to comply with the Act.

1.4
As part of this responsibility we are required to manage our records properly.  The Act sets out specific requirements in relation to the creation and management of records and as such this document is a policy statement outlining our commitment and approach to record management.  It is designed to complement our Data Protection policies and procedures and our Data Sharing protocol which has been developed in conjunction with the Council.

1.5
Records management is vital to ensure the delivery of our services in an orderly, efficient, and accountable manner.  Effective records management will help ensure that we have the right information at the right time to make the right decisions. It will provide evidence of what we do and why, therefore protecting the interests of RBH, their employees and all who interact with them.  

1.6
Records, and the information they preserve, are an important organisational asset which also has cost implications.  Whether records are stored electronically or in hard copy format there are significant costs associated with that storage, for example, the cost of the RBH archive rental is £1,948 per annum.  
1.7
We aim to balance our commitment to openness and transparency with our responsibility as a registered social housing provider, therefore, we will create and manage records efficiently, make them accessible where possible, protect and store them securely and dispose of them safely at the right time. 

1.8
We will provide supporting procedures and guidelines in order to assist employees in their records management responsibilities and monitor compliance with them through periodic audits. 

2.
Statement of Policy 
2.1
The underlying principle of records management is to ensure that a record is managed through its life cycle from creation or receipt, through maintenance and use to disposal.

2.2 Good records management relies on the following:

· The creation of appropriate records
· The capture of records (received or created) in record keeping systems
· The appropriate maintenance and upkeep of these records
· The regular review of information

· The controlled retention of information
· The controlled destruction of information

2.3      Through adhering to these principles we will benefit from:

· Records being easily and efficiently located, accessed and retrieved

· Information being better protected and securely stored

· Records being disposed of safely and at the right time
· More efficient usage of our office accommodation. This is a crucial aspect of Agile working both at Sandbrook and in the campus.

 3.
Who Does This Policy Apply To?
3.1
This policy applies to all RBH employees, members (both permanent and temporary), volunteers, contractors and consultants who have access to records, wherever those records may be located. The policy (and associated procedure) aims to ensure that all employees are aware of what they must do to manage records in an effective and efficient way.

 4.
Why Do We Need to Manage Records?
4.1
Maintaining appropriate and effective records management practices will help us to deliver and meet our statutory duties as well as improving our organisational efficiency.  

4.2
By adopting this policy and its accompanying schedule (Appendix 1) we aim to ensure that the record, whatever form it takes, is accurate, reliable, ordered, complete, useful, up to date and accessible whenever it is needed in order to:

· Help us carry out our business
· Help us to make informed decisions

· Protect the rights of employees and the public

· Track policy changes and development

· Make sure we comply with relevant legislation

· Provide an audit trail to meet business, regulatory and legal requirements

· Support continuity and consistency in management and administration

· Make sure we are open, transparent and responsive

· Support research and development

5.
Regulatory Environment
5.1
We work in a regulatory environment influenced by a number of factors:

5.1.1  Statute case law and regulations govern our business environment; these include but are not limited to:

· Data Protection Act 1998
· Environmental Information Regulations 2004

· Criminal Justice Act 1988

· Civil Evidence Act 1995

· Regulation of Investigatory Powers Act 2000

· Human Rights Act 1998

· Limitation Act 1980

· Local Government Act 1976

 5.1.2  Her Majesty’s Revenues and Customs requirements (HMRC)

 5.1.3
 Codes of practice such as the Section 46 Code of Practice on the management of records under the Freedom of Information Act 2000

5.1.4  The Data Protection Act places a legal obligation on all organisations to process personal data in accordance with 8 principles.  In particular principle 5 of the Data Protection Act states that personal data processed for any purpose or purposes shall not be kept for longer than is necessary for that purpose or those purposes.  In practice this means that RBH will need to:
· Review the length of time that it keeps personal data;

· Consider the purpose or purposes that it holds the information for in deciding  whether and for how long to retain it;

· Securely delete or destroy information that is no longer needed for this purpose or purposes; and 

· Update, archive or securely delete or destroy information if it goes out of date.  

6.    Roles and Responsibilities
6.1
RBH has a responsibility to ensure that its records are managed well.  Employees have different roles in relation to records management and these responsibilities are detailed below:

· Executive Management Team – board level responsibility for ensuring compliance with this policy lies with the Chief Executive.  Individual Executive Management Team members have responsibility for ensuring that their services comply with the records management policy and procedure and that records management is carried out in accordance with those procedures.

· Service Management Teams – responsible for considering and approving changes to this policy and the associated procedure.
· Business Support Team – has the following responsibilities:

· to ensure that the records management policy, procedure and schedules are kept up to date and relevant;

· to raise employees awareness of records management and good practice in relation to electronic file management;

· to provide advice and guidance to line managers and lead officers;

· auditing compliance with the records management policy and associated procedure;

· to co-ordinate (in consultation with lead officers) document retention and disposal schedules and document disposal activity.

· Senior Management – are responsible for identifying appropriate officers to take the lead on records management issues for their specific function and ensuring that relevant practices are put in place which support the overall aims of the records management policy and procedure.

· All employees – all employees that receive, create, maintain or delete records are responsible for ensuring that they do so in accordance with this records management policy and associated procedure.

7.
Links to Other RBH Policies and Procedures


· Data Protection Policy

· Openness and Public Disclosure Policy

· Confidentiality Policy

· Agile Working Strategy

· Data Sharing Protocol

8.
Monitoring and Review

8.1
All RBH policies and procedures are reviewed on a regular basis in order to ensure that they are ‘fit for purpose’ and comply with all relevant legislation and statutory regulations.

8.2


This policy, including any other related policies and procedures will be reviewed annually in order to ensure its continued appropriateness and formally reviewed and submitted to the appropriate ‘approving body’ every three years. 

Document Retention Schedule – Appendix 1

Key to Statutory Retention Sources:

	CA
	Companies Act

	CAWR
	Control of Asbestos at Work Regulations 1989

	DPA
	Data Protection Act 1998

	IPSA
	Industrial and Provident Societies Act 1965

	IT(E)R
	Income Tax (Employment) Regulations 1993

	RIDDOR
	Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1985

	RBS(IP)R
	Retirement Benefits Schemes (Information Powers) Regulations 1995

	RRA
	Race Relations Act

	SDA
	Sex Discrimination Acts 1965 & 1975

	SMPR
	Statutory Maternity Pay Regulations 1982

	SSPR
	Statutory Sick Pay Regulations 1982

	TMA
	Taxes Management Act 1970

	VATA
	Value Added Tax Act 1994


 Schedule Periods Table:
	Document
	Statutory Retention Period
	Statutory Retention Source
	Recommended Retention period
	Comments
	Lead

	Governance Documents:

	Certificate of Incorporation
	Permanently
	CA
	Permanently
	Implied by CA, Sec. 15
	Governance Manager

	Certificate of change of company name
	Permanently
	CA
	Permanently
	Implied by CA, Sec. 80
	Governance Manager

	Memorandum and articles of association (original)
	N/A
	N/A
	Permanently
	Best practice
	Governance Manager

	Articles of association (current)
	Permanently
	CA
	Permanently
	Best practice
	Governance Manager

	Governance Documentation
	N/A
	N/A
	Permanently
	Required for charitable status
	Governance Manager

	Constitution, aims and Objectives
	N/A
	N/A
	Permanently
	Required for charitable status
	Governance Manager

	Certificate of registration with the housing regulator
	N/A
	N/A
	Permanently
	Best practice
	Governance Manager

	Board members documents – apt. letters, SLAs, bank details etc.
	N/A
	N/A
	6 years after board membership ceases though some details should be destroyed when membership ceases e.g. bank details
	DPA 1998 5th principle

CA 2006 recommendation for docs post termination of directorship
	Governance Manager

	Notices of meetings
	N/A
	N/A
	6 years
	In case of challenge to validity of meeting or resolutions
	Governance Manager

	Board and committee minutes 
	N/A
	N/A
	10 years
	Board decision. Stored electronically.
	Governance Manager

	Board resolutions (companies) – RBH Design and Build/Professional
	Permanently
	CA
	Permanently
	Signed originals must be kept
	Governance Manager / Membership Manager

	Board and committee minutes (companies) – RBH Design and Build/Professional
	Permanently
	CA
	Permanently
	Signed originals must be kept
	Governance Manager / Membership Manager

	Registrations and Statutory Returns:

	Annual returns to the regulator
	N/A
	N/A
	5 years
	Best practice
	Governance Manager

	Audited company returns and financial statements 
	N/A
	N/A
	Permanently
	Best practice
	Governance Manager

	Declarations of interest
	N/A
	N/A
	6 years
	Limitation for legal proceedings
	Governance Manager

	Register of directors and secretaries
	Permanently
	CA
	Permanently
	Best practice
	Governance Manager

	Register of Shareholding members 
	Permanently
	CA
	Permanently
	Records may be removed from register 20 years after membership ceases
	Governance Manager

	Register of seals
	N/A
	N/A
	Permanently
	Best practice
	Governance Manager

	Register of share certificates
	N/A
	N/A
	Permanently
	Best practice
	Governance Manager

	List of members
	N/A
	N/A
	Permanently
	Required by Registrar of Friendly Societies
	Governance Manager / Membership Manager

	Insurance:

	Current and former policies and Annual Insurance schedule
	N/A
	N/A
	Permanently
	Limitation can commence from knowledge of potential claim and not necessarily the cause of the claim. N.B. Housing Association Boards must annually reaffirm formally their continuation of the Voluntary Board Members Liability Policy. NCVO recommends 3 years after lapse
	Risk Manager

	Claims and related correspondence
	N/A
	N/A
	3 years
	NCVO recommends 3 years after settlement
	Risk Manager



	Indemnities and guarantees 
	N/A
	N/A
	6 years after expiry
	Limitation for legal proceedings. 12 years if related to land
	Risk Manager  – different teams use these and the onus will remain with them 

	Group health policies
	N/A
	N/A
	12 years after cessation of benefit
	Best practice
	Risk Manager – different teams use these and the onus will remain with them 

	Employer’s liability insurance certificate
	N/A
	N/A
	40 years
	2008 regs removed requirement to retain for 40 years but need to be mindful of ‘long tail’ industrial disease claims etc.
	Risk Manager – different teams use these and the onus will remain with them 

	Finance, Accounting and Tax Records:

	Accounting records for Limited Company
	3 years from the date made
	CA Sec. 388
	6 years
	TMA Sec.20 may require any documents relating to tax over 6 (plus) years
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Balance sheets and supporting documents
	N/A
	N/A
	6-10 years
	Best practice. To relate to accounting records
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Loan account control reports
	N/A
	N/A
	6 years
	Best practice
	Head of Finance and Risk / Treasury and Business Planning Accountant



	Social Housing Grant documentation
	N/A
	N/A
	6 years
	Best practice
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Signed copy of report and accounts
	N/A
	N/A
	Permanently
	Best practice
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Budgets and internal financial reports
	N/A
	N/A
	2 years
	Best practice
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Tax returns and records
	N/A
	N/A
	10 years
	TMA Sec. 20 may require any documents relating to tax over 6 (plus) years
	Head of Finance and Risk / Treasury and Business Planning Accountant

	VAT records
	6 years
	VATA
	6 years
	Customs and Excise requirement for VAT registered bodies
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Orders and delivery notes
	6 years
	VATA
	6 years
	Customs and Excise requirement for VAT registered bodies
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Copy invoices
	6 years
	VATA
	6 years
	Customs and Excise requirement for VAT registered bodies
	Head of Finance and Risk / Treasury and Business Planning Accountant



	Credit and debit notes
	6 years
	VATA
	6 years
	Customs and Excise requirement for VAT registered bodies
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Cash records
	6 years
	VATA
	6 years
	Customs and Excise requirement for VAT registered bodies
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Creditors, debtors and cash income control documents
	6 years
	VATA
	6 years
	Customs and Excise requirement for VAT registered bodies
	Head of Finance and Risk / Treasury and Business Planning Accountant

	VAT related correspondence
	6 years
	VATA
	6 years
	Customs and Excise requirement for VAT registered bodies
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Cheques
	N/A
	N/A
	6 years
	Limitation for legal proceedings
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Paying in counterfoils
	N/A
	N/A
	6 years
	Limitation for legal proceedings
	Head of Finance and Risk / Treasury and Business Planning Accountant

	Bank statements and reconciliations
	3 years from the end of the financial year the transactions were made
	CA
	6 years
	Limitations for legal proceedings
	Head of Finance and Risk / Treasury and Business Planning Accountant



	Instructions to bank
	N/A
	N/A
	6 years
	Limitations for legal proceedings


	Head of Finance and Risk / Treasury and Business Planning Accountant

	Contracts / Agreements and Procurement:

	Contracts under seal and/or executed as deeds
	N/A
	N/A
	12 years after completion (including any defects liability period)
	Limitation for legal proceedings
	Procurement Manager (approved by Head of Strategic Asset Management)

	Contracts for the supply of goods or services, including professional services
	N/A
	N/A
	6 years after completion (including any defects liability period)
	Limitation for legal proceedings (12 years if related to land)
	Procurement Manager (approved by Head of Strategic Asset Management)

	Documentation relating to small one-off purchases of goods and services, where there is no continuing maintenance or similar requirement
	N/A
	N/A
	3 years
	Best practice.

Suggested limit; goods or services costing up to £10,000
	Procurement Manager (approved by Head of Strategic Asset Management)

	Loan agreements
	N/A
	N/A
	12 years after last payment
	Best practice
	Procurement Manager (approved by Head of Strategic Asset Management)

	Licensing agreements
	N/A
	N/A
	6 years after expiry
	Limitation for legal proceedings
	Procurement Manager (approved by Head of Strategic Asset Management)

	Rental and hire purchase agreements
	N/A
	N/A
	6 years after expiry
	Limitation for legal proceedings
	Procurement Manager (approved by Head of Strategic Asset Management)

	Documents relating to successful tenders
	N/A
	N/A
	6 years after end of contract
	Best practice
	Procurement Manager (approved by Head of Strategic Asset Management)

	Documents relating to unsuccessful tenders
	N/A
	N/A
	2 years after notification
	Best practice
	Procurement Manager (approved by Head of Strategic Asset Management)

	Forms of tender
	N/A
	N/A
	6 years
	Best practice
	Procurement Manager (approved by Head of Strategic Asset Management)

	Application and Tenancy Records:

	Applications for accommodation  accepted
	N/A
	N/A
	Until tenancy is terminated
	Best practice
	Housing Access Manager / Head of Access and Tenancy Support

	Applications for accommodation withdrawn
	N/A
	N/A
	Basic details retained on Housing IT system in case of further applications  
	Best practice
	Housing Access Manager / Head of Access and Tenancy Support

	Continuous recording of lettings and sales (CORE) data record form
	N/A
	N/A
	None
	Best practice in DPA compliance requires form to be destroyed immediately after statistics have been recorded
	Customer Access Manager

	Housing benefit notifications
	N/A
	N/A
	2 years electronically
	Recommendation of Institute of Rent Officers (now merged with ClOH)
	Head of Income and Enforcement

	Rent statements
	N/A
	N/A
	2 years electronically
	Best practice
	Head of Income and Enforcement

	Tenants’ tenancy files, including rent payment records and details of any complaints and harassment cases
	N/A
	N/A
	In general, for the length of the tenancy up to 6 years post tenancy dependant on information held. 

Any live issues must be kept
	Limitations Act 1980 and best practice with DPA compliance 5th principle. For rent payment details best practice suggests live system holds 2 years records plus current year
	Head of Income and Enforcement

	Former tenants’ tenancy agreements and details of their leaving
	N/A
	N/A
	6 years
	Best practice with DPA compliance 5th principle
	Head of Income and Enforcement

	Documentation, correspondence and information provided by other agencies relating to special needs of current tenants
	N/A
	N/A
	Whilst tenancy continues
	Information held on a ‘need to know’ basis. Medical and Social Services records liable to be confidential. To be returned or passed to subsequent agency at end of tenancy, or destroyed
	Housing Access Manager 

	Applications from ex-offenders and high risk offenders
	N/A
	N/A
	Information is held permanently on MAPPA system
	Information held on a need to know basis. Police sourced records may be confidential to be dealt with as required by police
	Housing Access Manager

	Rent registrations
	N/A
	N/A
	Permanently
	When no new fair rent has been registered (for example because there is no longer a Rent Act tenant in the property) the maximum recoverable rent will be applicable if a Rent Act tenant is ever moved into the property
	Head of Income and Enforcement

	Fair rent  documentation
	N/A
	N/A
	6 years
	Rent Officer recommendation
	Head of Income and Enforcement

	Leases and deeds of ownership
	N/A
	N/A
	While owned Deeds of title – permanently or until property disposed of. 

Leases -15 years after expiry
	NCVO recommendations
	Leasehold Services Manager / Legal Services Manager

	Copy of former leases
	N/A
	N/A
	12 years after settlement of all issues
	Limitation for legal action relating to land or contracts under seal
	Leasehold Services Manager / Legal Services Manager

	Wayleaves, licences and easements
	N/A
	N/A
	12 years after rights given or received cease
	Limitation for legal action relating to land or contracts under seal
	Leasehold Services Manager / Legal Services Manager

	Planning and building control permissions
	N/A
	N/A
	12 years after interest ceases
	Limitation for legal action relating to land or contracts under seal. Saved electronically on a project by project basis
	Head of Strategic Asset Management

	Property maintenance records
	N/A
	N/A
	6 years
	Limitation for legal action
	Repairs and Maintenance Manager



	Reports and professional opinions
	N/A
	N/A
	6 years
	Limitation for legal action
	Repairs and Maintenance Manager

	Development:

	Building contracts, bonds and warranties
	N/A
	N/A
	12 years after settlement of all issues
	Limitation for legal action relating to land or contracts under seal
	Development Project Manager

	Property and Land deed documents
	N/A
	N/A
	12 years after settlement of all issues
	Limitation for legal action relating to land or contracts under seal
	Development Project Manager

	Key document/ audit files- containing original copies of certification


	N/A
	N/A
	12 years after settlement of all issues
	Limitation for legal action relating to land or contracts under seal
	Development Project Manager

	Right to buy – Applications to buy properties
	N/A
	N/A
	1 year
	Check IBS system after 1 year and the results returned from Right to buy and then destroy via confidential shredding
	Leasehold Services Manager / Right to Buy Officer

	Right to buy – completed sales
	5 years
	Housing Act 1985 – Right to Buy 1980
	12 years – common practice
	Housing Act 1985 – Right to Buy 1980
	Leasehold Services Manager / Right to Buy Officer

	Right to Buy – withdrawn sales
	N/A
	N/A
	1 year
	Check IBS system after 1 year and the results returned from Right to buy and then destroy via confidential shredding
	Leasehold Services Manager / Right to Buy Officer

	Current mortgage files
	N/A
	N/A
	7 years after redemption
	Advisory – banking practices
	Rent Accounting Manager

	Redeemed mortgage files
	N/A
	N/A
	7 years after redemption
	Advisory – banking practices
	Rent Accounting Manager

	Vehicles:

	Mileage records
	N/A
	N/A
	Permanently 
	Retain until vehicle is sold or disposed of
	Head of Finance and Risk / Treasury and Business Planning Accountant



	Maintenance records (MOT tests etc.)
	N/A
	N/A
	Retention of current valid certificate
	Retain current valid certificate 
	Empty Property Manager

	Vehicle Registration Document
	N/A
	N/A
	Permanently – life of vehicle
	Retain until vehicle is sold or disposed of
	Empty Property Manager 

	Capital Assets:

	Fixed asset register
	N/A
	N/A
	Date of purchase to at least 6 years after date sold, transferred or disposed of permanently
	Fixed asset register created March 13. Remove the disposed of properties (list held by RTB) and this will be the up to date list.
	Head of Strategic Asset Management 

	Employees: Tax and Social Security:

	Record of taxable payments
	6 years
	TMA
	6 years
	Inland Revenue require retention of each payment for 3 years
	RMBC Payroll SLA

Head of HR and Learning / HR Manager

	Record of tax deducted or refunded
	6 years
	TMA
	6 years
	Inland Revenue require retention of each payment for 3 years
	RMBC

Head of HR and Learning / HR Manager

	Record of earnings on which standard National Insurance Contributions payable
	6 years
	TMA
	6 years
	Inland Revenue require retention of each payment for 3 years
	RMBC

Head of HR and Learning / HR Manager

	Record of employer’s and employee’s National Insurance Contributions
	6 years
	TMA
	6 years
	Inland Revenue require retention of each payment for 3 years
	RMBC

Head of HR and Learning / HR Manager

	National Insurance contributions contracted out arrangements
	6 years
	TMA
	6 years
	Best practice
	RMBC

Head of HR and Learning / HR Manager

	Copies of notices to employee (e.g. P45, P60)
	6 years
	TMA
	Current + 6 years
	Best practice
	RMBC

Head of HR and Learning / HR Manager

	Inland Revenue notice of code changes, pay and tax details
	6 years
	TMA
	Current + 6 years
	Best practice
	RMBC

Head of HR and Learning / HR Manager

	Expense claims – Overtime
	N/A
	N/A
	Current + 3 years after audit
	Best practice
	Head of HR and Learning / HR Manager

	Record of sickness payments
	3 years following year to which they relate
	SSPR
	6 years
	Inland Revenue require retention of each payment for 3 years
	RMBC

Head of HR and Learning / HR Manager

	Record of maternity payments
	3 years following year to which they relate
	SMPR
	6 years
	Inland Revenue require retention of each payment for 3 years
	RMBC

Head of HR and Learning / HR Manager

	Income tax PAYE and NI returns
	3 years following year to which they relate
	IT(E)R
	6 years
	Best practice
	RMBC

Head of HR and Learning / HR Manager

	Redundancy details and record of payments and refunds
	N/A
	N/A
	12 years
	Institute of Personnel and Development (IPD) recommendation
	Head of HR and Learning / HR Manager

	Inland Revenue approvals
	N/A
	N/A
	Permanently
	IPD recommendation
	RMBC

Head of HR and Learning / HR Manager

	Annual earnings summary
	N/A
	N/A
	Current + 12 years
	Best practice
	RMBC

Head of HR and Learning / HR Manager

	Employees: Pension Schemes:

	Actuarial valuation reports
	N/A
	N/A
	Permanently
	IPD recommendation
	Director of Resources / Head of HR and Learning



	Detailed returns of pension fund contributions
	N/A
	N/A
	Permanently
	Best practice

N.B. 2 schemes – LGPS and NEST
	RMBC

Head of HR and Learning / HR Manager

	Annual reconciliations of fund contributions
	N/A
	N/A
	Permanently
	Best practice
	RMBC

Head of HR and Learning / HR Manager

	Money purchase details
	N/A
	N/A
	6 years after transfer or value taken
	IPD recommendation
	RMBC

Head of HR and Learning / HR Manager 

	Qualifying service details
	N/A
	N/A
	6 years after transfer or value taken
	IPD recommendation
	RMBC

Head of HR and Learning / HR Manager

	Investment policies
	N/A
	N/A
	12 years from end of benefits payable
	IPD recommendation
	RMBC

Head of HR and Learning / HR Manager

	Pensioner records
	N/A
	N/A
	12 years after benefits cease
	IPD recommendation
	RMBC

Head of HR and Learning / HR Manager

	Records relating to retirement benefits
	6 years after year of retirement
	RBS(IP)R
	6 years after year of retirement
	Statutory requirement
	RMBC

Head of HR and Learning / HR Manager

	Employees : Personnel Procedures:

	Terms and conditions of service, both general terms and conditions applicable to all staff, and specific terms and conditions applying to individuals
	N/A
	N/A
	6 years after last date of employment
	Limitation for legal proceedings - 3 months for Employment Tribunal or 6 years for equal pay claims
	Head of HR and Learning / HR Manager

	Remuneration package
	N/A
	N/A
	6 years after last date of employment
	Limitation for legal proceedings
	Head of HR and Learning / HR Manager

	Former employees’ Personnel files
	N/A
	N/A
	6 years
	IPD recommendation
	Head of HR and Learning / HR Manager

	References to be provided for former employees
	N/A
	N/A
	6 years
	Best practice
	Head of HR and Learning / HR Manager

	Training programmes
	N/A
	N/A
	6 years after completion
	Best practice
	Head of HR and Learning / HR Manager

	Individual training records
	N/A
	N/A
	6 years
	IPD recommendation
	Head of HR and Learning / HR Manager



	Short lists, interview notes and related application forms
	N/A
	N/A
	1 year
	IPD recommendation
	Head of HR and Learning / HR Manager

	Application forms of non-shortlisted candidates
	3 months after application
	SDA & RRA
	1 year
	Recommendation of Commission for Racial Equality and Equal opportunities Commission. LA – 1 year limitation for defamations
	Head of HR and Learning / HR Manager

	Disclosure and Barring Status Checks documentation
	Date of clearance and up to a maximum of 6 months
	DPA
	Date of clearance and up to a maximum of 6 months
	CRB check code of practice (Home Office)
	RMBC

Head of HR and Learning / HR Manager

	Sickness records
	3 years after the end of each tax year for statutory sick pay purposes
	SSP (general regulations)
	6 years from end of employment
	Limitation for legal proceedings. NCVO recommends 3 years. However for industrial injuries not detectable within that period e.g. asbestos, the time period may be extended. Also for employees exposed to hazardous substances
	Head of HR and Learning / HR Manager

	Time Cards
	N/A
	N/A
	2 years 
	IPD recommendation
	Head of HR and Learning / HR Manager

	Trade union agreements
	N/A
	N/A
	6 years after ceasing to be effective
	IPD recommendation – but no signed TU agreements in place
	Head of HR and Learning / HR Manager

	Employees: Health and Safety

	Medical records relating to control of Asbestos
	40 years
	CAWR
	40 years
	Limitations for legal proceedings
	Health and Safety Manager / Mediscreen

	Records of tests and examinations of control systems and protective equipment 
	5 years from the date the test is carried out
	COSHH
	5 years
	Limitations for legal proceedings
	Mediscreen, Head of HR and Learning  & 

Health and Safety Manager

	Medical records relating to the use of Lead at work
	40 years
	The Control of Lead at Work regulations 1998
	40 years
	Limitations for legal proceedings
	Mediscreen &              Health and Safety Manager

	Asbestos removal paperwork
	40 years
	CAWR
	40 years
	Limitations for legal proceedings
	Health and Safety Manager

	Asbestos survey paperwork
	40 years
	CAWR
	40 years
	Limitations for legal proceedings
	Health and Safety Manager

	Asbestos sample analysis sheet
	40 years
	CAWR
	40 years
	Limitations for legal proceedings
	Health and Safety Manager



	Legionella Flushings
	5 years
	The Health and Safety approved Code of Practice L8 2001
	5 years
	Limitations for legal proceedings
	Health and Safety Manager

	Health and Safety Assessments
	N/A
	N/A
	Permanently
	IPD recommendation
	Health and Safety Manager

	Health and Safety policy statements
	N/A
	N/A
	Permanently
	Good practice
	Health and Safety Manager

	Records of consultations with safety representatives
	N/A
	N/A
	Permanently
	IPD recommendation
	Health and Safety Manager

	Accidents records, reports
	3 years after date of settlement
	RIDDOR 
	6 years after date of occurrence
	Limitation for legal proceedings DPA
	Health and Safety Manager

	Accident books
	N/A
	N/A
	6 years after date of last entry
	Limitation for legal proceedings
	Health and Safety Manager

	Road traffic accidents
	5 years
	Road Traffic Act 1989
	5 years
	Limitation for legal proceedings
	Health and Safety Manager

	Personal injury claims
	3 years
	RIDDOR Social security (claims and payments) regulations 1979
	3 years
	Limitations for legal proceedings
	Health and Safety Manager 

	Violent Incident records
	3 years from the incident date
	RIDDOR
	3 years
	Limitations for legal proceedings
	Health and Safety Manager

	Risk assessments
	3 years from last assessment
	Health and Safety at Work Act 1974
	3 years from last assessment
	Limitation for legal proceedings
	Health and Safety Manager

	Health and Safety statutory notices
	N/A
	N/A
	6 years after compliance
	Limitation for legal proceedings
	Health and Safety Manager

	Repairs and Maintenance:

	Gas Servicing
	Permanently
	Gas Safety (Installation and Use) Regulations 1998
	Original copies kept for 2 years. Electronic copy kept permanently thereafter
	Best practice
	Repairs and Maintenance Manager

	Gas Maintenance Records
	N/A
	N/A
	Permanently
	Information scanned into house file in IBS, original document then destroyed
	Repairs and Maintenance Manager

	Audit Sheets
	N/A
	N/A
	1 year
	Best practice
	Repairs and Maintenance Manager

	‘No access’ cards 
	N/A
	N/A
	1 year
	Best practice
	Repairs and Maintenance Manager

	Calibration certificates
	Life of equipment
	ISO 9001
	Life of equipment
	Life of equipment – ISO 9001
	Repairs and Maintenance Manager

	NICEIC periodic Inspection Report
	4 years
	ISO 9001
	4 years
	ISO 9001
	Repairs and Maintenance Manager

	NICEIC Issue record of domestic electrical installation periodic inspection reports
	Life of equipment
	ISO 9001
	Life of equipment
	ISO 9001
	Repairs and Maintenance Manager

	NICEIC minor works certificate
	Life of equipment
	ISO 9001
	Life of equipment
	ISO 9001
	Repairs and Maintenance Manager

	Callout tickets
	N/A
	N/A
	Retain permanently on the IBS system
	Information from tickets entered onto IBS system and destroyed via confidential shredding
	Repairs and Maintenance Manager

	Customer satisfaction surveys
	N/A
	N/A
	Information kept permanently on spreadsheet
	Information entered onto spreadsheet and originals destroyed via confidential shredding
	Repairs and Maintenance Manager

	IBS Red Flag for GIR reminder and repair problems
	N/A
	N/A
	Retain permanently on the IBS system
	All information logged on file and on the system then destroyed via confidential shredding


	Repairs and Maintenance Manager

	Compliments and Complaints:

	Policy Statement
	N/A
	N/A
	Permanently
	Until superseded
	Customer Feedback Co-ordinator

	Enquiries
	N/A
	N/A
	3 years
	Best practice
	Customer Feedback Co-ordinator

	Investigations
	N/A
	N/A
	10 years
	Best practice
	Customer Feedback Co-ordinator
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