	Ref No
	Class of Document

[Local Name]
	Retention Period
	Current Format
	Corporate   or Statutory Requirement
	Notes/Access
	P/M
	Service Area
	Directorate



Records Retention Schedule

	Section 6
	Human Resources

	
	

	6.1
	Personnel administration

	6.2
	Employee and Industrial Relations

	6.3
	Equal employment opportunities

	6.4
	Occupational Health

	6.5
	Recruitment

	6.6
	Staff monitoring

	6.7
	Termination

	6.8
	Training and Development


	Section 6: Human Resources


	6.1
	Personnel Administration
	
	
	
	
	
	
	

	6.1.1
	Summary management systems that allow monitoring and managing employees including:

· Employment register (permanent, temporary and casual staff)

· Registers of personnel files

· Personal History Cards

· Superannuation history card

· Salary Master record


	Permanent
	
	Corporate
	
	
	Strategy and Resources (Human Resources)
	All directorates

	6.1.2
	Personnel files including:

· Medical Clearance

· Letters of appointment/ acceptance

· Details of assigned duties

· Probation records

· Medical examinations

· Personal particulars

· Educational qualifications

· Declaration of pecuniary interests

· Secrecy undertakings


	6 years after last day of service 
	Paper
	Corporate
	Limitation Act 1980
	
	Strategy and Resources

	6.1.3
	Employment contracts
	Destroy 6 years from date of last day of service
	Paper
	Statutory
	Limitation Act, 1980
	
	Strategy and Resources

	6.1.4
	Records relating to staff working with children
	Date of termination + 25 years
	Electronic
	
	
	
	Shared Service Centre

	6.1.5
	All other records
	Date of termination + 6years
	Paper
	Corporate
	
	
	Strategy and Resources

	6.2
	Employee and Industrial Relations
	
	
	
	
	
	
	

	6.2.1
	Generic agreements and awards
	Permanent
	
	Corporate
	Offer to archivist for review
	
	Human Resources
	Corporate Services

	6.2.2
	Negotiations
	Permanent
	
	Corporate
	Offer to archivist for review
	
	Human Resources
	Corporate Services

	6.2.3
	Disputes
	Permanent
	
	Corporate
	Offer to archivist for review
	
	Human Resources
	Corporate Services

	6.2.4
	Claims lodged
	Permanent
	
	Corporate
	Offer to archivist for review
	
	Human Resources
	Corporate Services

	6.2.5
	Disciplinary and grievance investigations where proved (part of personnel files)
	Oral warnings - 1 year

Written warning – 18 months

Final warning -2 years
	
	Corporate
	Warnings to be removed and destroyed after relevant time has spent unless there are legal proceedings. Warnings involving children should be placed on personal file permanently.
	
	Strategy and Resources
	All directorates

	6.2.6
	Disciplinary and grievance investigations where unfounded
	Destroy immediately after grievance has been found to have been unfounded or after appeal
	
	Corporate
	If there are actual or contemplated legal proceedings, keep for the duration of the proceedings. 
	
	Strategy and Resources
	All directorates

	6.3
	Equal Employment Opportunities
	
	
	
	
	
	
	

	6.3.1
	Equal Opportunities Policy – Statement of Intent
	Current only
	Paper and electronic
	Corporate
	
	
	Strategy & Social Inclusion
	Chief Exec’s

	6.3.2
	Policy Statement on Lesbian and Gay Equality in Waltham Forest
	Current only
	Paper and electronic
	Corporate
	
	
	Strategy and Social Inclusion
	Chief Exec’s

	6.3.3
	Access Information pack
	Current only
	Paper and electronic
	Corporate
	
	
	Strategy & Social Inclusion
	Chief Exec’s

	6.4
	Occupational Health (checking and ensuring health of staff)
	
	
	
	
	
	
	

	6.4.1
	Health questionnaire
	
	
	
	Held by independent  company dealing with Occupational Health
	
	
	

	6.4.2
	Medical clearance
	
	
	
	Held by independent  company dealing with Occupational Health
	
	
	

	6.4.3
	Adjustment to work place
	
	
	
	Held by independent  company dealing with Occupational Health
	
	
	

	6.4.4
	Restrictions
	
	
	
	Held by independent  company dealing with Occupational Health
	
	
	

	6.4.5
	Recommendations
	
	
	
	Held by independent  company dealing with Occupational Health
	
	
	

	6.5
	Recruitment
	
	
	
	
	
	
	

	6.5.1
	Advertisements
	Destroy 1 year after recruitment has been finalised
	Paper 
	Corporate
	
	
	Strategy and Resources
	All directorates

	6.5.2
	Applications
	Destroy 1 year after recruitment has been finalised
	Paper 
	Corporate
	Successful applications will be part of the personnel file and will be kept until employee leaves
	
	Strategy and Resources
	All directorates

	6.5.3
	Referee reports
	Destroy 1 year after recruitment has been finalised
	Paper 
	Corporate
	Successful applications will be part of the personnel file and will be kept until employee leaves
	
	Strategy and Resources
	All directorates

	6.5.4
	Interview reports
	Destroy 1 year after recruitment has been finalised
	Paper 
	Corporate
	Successful applications will be part of the personnel file and will be kept until employee leaves
	
	Strategy and Resources
	All directorates

	6.5.5
	Unsuccessful applicants
	Destroy 1 year after recruitment has been finalised
	Paper 
	Corporate
	Successful applications will be part of the personnel file and will be kept until employee leaves
	
	Strategy and Resources
	All directorates

	6.6
	Staff Monitoring
	
	
	
	
	
	
	

	6.6.1
	Staff appraisals
	Retain until employee leaves
	Paper
	Corporate
	
	
	All managers 
	All directorates

	6.6.3
	Leave records including:

· Sick leave

· Study leave

· Annual leave

· Special and personal leave

· Jury service

· And leave applications
	Retain until employee leaves
	
	Statutory
	Statutory Sick Pay (General) Regulations 1982 (SI 1982/894) states SSP records must be kept for 3 years 
	
	Strategy and Resources
	All directorates

	6.6.7
	Attendance books
	Retain until employee leaves
	
	Corporate
	Also see Working Time Regulations 1998
	
	Strategy and Resources
	All directorates

	6.6.8
	Flexitime sheets
	Retain until employee leaves
	
	Corporate
	Also see Working Time Regulations 1998
	
	Strategy and Resources
	All directorates

	6.7
	Termination of contract
	
	
	
	
	
	
	

	6.7.1
	Will be part of personnel file Including:

· Resignation

· Redundancy (section 188)

· Dismissal

· Death

· Retirement
	6 years after employment ceases
	Paper
	Corporate
	
	
	Strategy and Resources
	All directorates

	6.8
	Training and development
	
	
	
	
	
	
	

	
	Routine staff training (not occupational health and safety or children related)
	
	
	
	
	
	
	

	6.8.1
	Course individual staff assessment
	Destroy 2 years after action completed
	
	Corporate
	
	
	Strategy and Resources
	All directorates

	
	Training regarding children
	
	
	
	
	
	
	

	6.8.2
	Course individual staff assessment
	Destroy 35 years after training completed, or last entry
	
	
	
	
	
	Community Services

	6.8.3
	Training register
	Destroy 35 years after training completed, or last entry
	
	
	
	
	
	Community Services

	
	Occupational Health and Safety Training
	
	
	
	
	
	
	

	6.8.4
	Occupational Health and Safety training register
	Destroy 50 years after training completed
	
	
	Individual course assessment records should be destroyed once the training has been renewed every 3 years
	
	
	

	6.8.5
	Training material
	Destroy 1 year after course is superseded
	
	Corporate
	
	
	
	

	6.8.6
	Proof of completion of training namely certificates, awards and exam results
	Destroy 7 years after action completed
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