Function [Sub-Function [Tvoe of Record Retention Period [Action Reasoning Porsonal Data? _Soecial Cateaorv Data?
Records relting o the mortoring of atsncefor Transfer to personnel fle and keep
Casework Absence ing - BFC FC s 3 vears flom date created and then review __|for 7 vears from end reauirement Yes Yes
oo  eing o e moriarg of bsene or
Casowork Absence ing - School schools 3 vears flom date created and then review __|Review Business reauirement Yes Yes
Records relating to the performance and capabily Transfer to personnel fle and keep
Casowork 2 d Capabilty - BFC of BEC staff 3 vears flom date created and then review __|for 7 vears from end reauirement Yes Yes
Records relating to the performance and capabilty
Casework 2 d Capabilty - Schools of schools staff vears from end of emolovment Review Business reauirement Yes Yes
Rocards elalng o discilnary acton rosuling in Transfer to personnel fle and keep
Casework Disciplinary - BFC dismissal of BFC s 3 vears from date created and then review | for 7 vears from en imitation Act 1980 (section 2) Yes Yes
Records relating to d\sc\pHnery action resulting in |7 years from end of employment (in case of
Casework Discipinary - Schools dismissal of school sta Review Limitation Act 1980 (section 2) Yes es
Transfer to personnel ile and keep
Casework Disclosure of nterest Records relating to interests disclosed 3 vears from date created and then review __|for 7 vears from end of 1972 Yes es
Transfer to personnel ile and keep | The Employment Tribunals (Consttution and Rules of Procedure) (Amendment)
Casework Tribunal Records relatina tribunals 3 vears from date created and then review __|for 7 vears from end of Limitation Act 1980 (Section 2) es Yes
Records related to questionairres and interview Transfer o personnel ile and keep
Casework Leavers & 3 vears from date created and then review __|for 7 vears from end of reauirement Yes Yes
Transfer to personnel ile and keep
Casework Grievances Records related to arievances raised by BFC staff |3 vears from date created and then review __|for 7 vears from end of itation Act 1980 (Section 2) Yes Yes
Casework Job Evaluation Records relating to the iob evaluation brocess |7 vears after date last moified Business reaurrement No No
Transfer to personnel ile and keep
Casework Mater Leave Records relating to parental leave and oav 3 vears from date created and then review __|for 7 vears from end of - Comoliance Handbook Manual CH15400 Yes Yes
Records relating to medical certficates and risk Transfer to personnel ile and keep
Casework Medical & Risk e 3 vears from date created and then review __|for 7 vears from end of 0SGG Reas 1994. 4 Yes es
Records relating to departmental restructures and
Casework Redundanc 6 vears from last modified transforred to ersonnel file) itation Act 1980 (Section 2) Yes Yes
Casework Records relating to the safeauardin of children |75 vears ffom closure of case Business reaurrement Yes Yes
Transfer o personnel ile and keep
Casework tiement Agreements (COT3) Records relatina 3 vears from date created and then review vears from end of requirement Yes es
Delete/Destroy (individual
Records relating to TUPE arrangements and s d
Casework TuPE orocedures. 7 vears after date last modified. transferred to ersonnel file) Transfer of Undertakins (Protection of Emplovment) Reaulations 2006 Yes Yes
Records relating to advice and casework around Transfer to personnel ile and keep
Casework Flexible Working flexivle workina 3 vears from date created and then review __|for 7 vears from end of reauirement Yes No
Records relating to advice and casework around Transfer to personnel ile and keep
Casework Probations orobations 3 vears from date created and then review __|for 7 vears from end of reauirement Yes No
Records relating to advice and casework around Transfer to personnel file and keep
Casework 3 vears from date created and then review __|for 7 vears from end of reauirement Yes Yes
Records relating (o advice and casework around
Casework i 6 vears from last modified Business reauirement Yes Yes
Records relating to advice and casework around Transfer to personnel ile and keep
Casework Potentia Issues ootential issues raised by staff 3 vears from date created and then review __|for 7 vears from end of reauirement Yes Yes
Records relating to analysis and reports of staff
survevs 6 vears from last modified Review itation Act 1980 (Section 2) Yes Yes
Racorss aing 1 oAt i Tace
Employee Relations Trade Union Liaison 6 vears from last modified Roview itation Act 1980 (Section 2) Yes Yes
Remms relating to communications on industrial
Employee Relations tike Act 6 vears from last modified Review itation Act 1980 (Section 2) Yes Yes
Advertising Records elaing o h advorsin o obs  vear from last modified Roviow Business reaurrement No No
Recitment Agency Records relatina to the agency staff |6 vears from last modified Roview Business reauirement Yes Yes
ecords relating to JDs and PS for all
Recitment Job Descriptions & P devartments (temolates oniv Keep permanently Rotain Eauality Act 2010 No No
Recrutment Job Details & Applicants. Records relatina dvertised |3 vears from last modified Roview Business reaurrement Yes Yes
Records relating to the recruitment of migrant
Recnitment Migrant Workers orkers 6 vears from last modified Roview Riaht to Work Checks (Home Office) Yes Yes
Recrutment Monitoring Records refatina to stafisi d recruitment |6 vears from last modified Business reaurrement Yes Yes
Records relating to all checks undertaken before
Recnitment Gheck employment 7 vears from Riaht to Work Checks (Home Office) Yes Yes
Recnutment robalt Records relatina o the probation process 1 vear from last modified Review Businessreauroment Yes Yes
Recrutment Resiment s g Evets Records relating to 6 voars aftor last modified ct 1980 (Section 2) Yes No
Recruitment Recruitment Proces: Records relating to recruitment orocess 6 vears from last modified Review Businos eairoment No No
Recitment Relocation / Mot bsic) Records relating to staffreceivina these subsidies |7 vears fiom The Income 1993 Yes No
Recnutment Records relating to staff 7 vears from Business reauirement Yes No
Recrutment Volunteer Information Records relating to the volunteers |7 vears from ct 1980 (Section 2) Yes Yes
Recnitment Schools Recruitment Records relating to the schools staff| 3 vears from last modified Review Business reauirement Yes Yes
Recrutment Step Uy [Step uo o socia work scheme 6 vears after last modified Roviow Business reauirement Yes Yes
Recrutment Records relatina rocruitment |6 vears after last modified Review Businessreauroment Yes Yes
Recruitment Job Descriptions ~ Managers Keeo permanenty. Rotain ct 1980 / Equaiity Act 2010 Yes Yes
ecorss aaing o appkcres at e et
Recitment u ful Applicant; hire 6 months after date last modified Eaualt st 2010 Yes Yes
Rocords miiina o aooantiashios 6 vears from last modified ct 1980 (Section 2) Yes Yes
Organisational Development Organisational Development Infat Records relating to OD iniatives 6 vears from last modified Businoss ocurement Yes Yes
Transfer o personnel ile and keep
Organisational Development Placements - Trainees Records relating to trainees vears from last modifi 1 7 vears from en on At 1960 (Secion 2 es es
Organisational Development Training Resources Resources used b LD vears from last mosifie usiness reauiromer es es
Organisational Development Learning and Development vears from last mofe usiness reauiromen es es
Reporting and Data rting Records refating to vears from last modifi usiness reauiroment es es
Reporting and Data Reaular Reportina (Equaliies) Records relating to reaular reports run by HR vears from last modifi usiness reauiromen es es
Reporting and Data Statutory Reporting Records relatina to statutory reorts run bv HR |6 vears from last modifie usiness reauiromen es es
Records relating to workforce plans and
Reporting and Data Strategic Plans and Presentations 6 vears from last modified Business reauirement Yes Yes
Reporting and Data Structure charts and structure charts 6 vears from last modified Business reauirement Yes Yes
Records relating lo worklorce planning and
Reporting and Data Workforce Planning data retention 6 vears from last modified Business reauirement Yes Yes
Reporting and Data Information Governance Records relating (o G reporting 6 vears from last modified Business reauirement Yes Yes
In bra c Records relating to comms messaces from HR__| 1 vear from last modified Business reauroment Yes Yes
formaton and Guldsnce Lbrary Terms and Conditions Records relatina to terms and contions for staff |6 vears from superseded ct 1980 (Section 2) Yes Yes
Records relating (o guidance on DB
Information and Guidance Library DBS 8 Safequarding Guidance i 6 vears from suverseded Disclosure and Barina reauests: auidance for emolovers Yes Yes
Records relating to guidance on Equal
Information and Guidance Library Equal Opportunies Oooortunit 6 vears from suverseded Business reauirement Yes Yes
Records relating (o guidance on scheme of
Information and Guidance Library Scheme of Delegation deleaation 6 vears from suverseded Business reauirement Yes Yes
ecords refating (o guidance on senice conlracts
Information and Guidance Library Senice Contracts & Invoices and in 6 vears from suverseded Business reauirement Yes Yes
Information and Guidance Library eave Records relatina Loave 6 vears from suberseded Business reauirement Yes Yes
Information and Guidance Library Pay Awards Records relatina Pav awards |6 vears from superseded Business reauirement Yes Yes
Information and Guidance Library Pension Records relatina Pensions 6 vears from suverseded Business reauirement Yes Yes
Records relating to guidance on Policy briefing
Information and Guidance Library Policy Brefing notes & Procedures notes and procedures 6 vears from suverseded Limitation Act 1980 (Section 2) Yes Yes
Records relating to guidance on Retention
information and Guidance Library etention Payments Pavments 6 vears from suverseded usiness reauiromen es s
information and Guidance Library ces to schools / SLA Records refatina to SLAS with schools 6 vears from end of aaroement imitation Act 1980 (Section 2 es es
information and Guidance Library taff Beneits Records relatina S bonfts__|6 vears o suoorseced usiness reauiromen es es
information and Guidance Library stems Records relatina vstom: vearfrom end of s of svstom usiness reauiromen es es
information and Guidance Library ade Unions Records relatina trad unons vears from date created usiness reauiromen es es
information and Guidance Library User Guides User Guide: vears from suersede usiness reauiromen es es
STAFF FILES Employee Records ecords relatina to BFC staft vears from end of emolovment imitati 1980 (Section 2) es es
STAFF FILES Agency Worker Files ecords relatina o Aaency staft vears from end of emolovment tion Act 1980 (Section 2) es es
STAFF FILES Employee Files - Extemal School ocords roling o s st vears from end of emolovment tion Act 1980 (Section 2) es es
TAFF FILE: Vohrgsars ecords rolatina to vears after volunteerina period ended tion Act 1980 (Section 2) es es
Projects ocords ol to A ans PavOT20dS vears from last modifi usiness reauiromen es es
rojects and Processing R st ecords relatina to HR nitiatives vears from last mosifie usiness reauiromen es es
rojects and Processing HR nitiatives - Schools ecords relatina to HR Iitatives for schools vears from last mosifie usiness reauiromen es es
rojects and Processing Programmes ecords relatina to HR Proiect vears from last mosifie usiness reauiromen es es
rojects and Processing Staff Beneit Detait ecords relatina to staff benefits vears from last modifi usiness reauiroment es es
rojects and Processing Tenders ecords relatina to HR procurement vears from end of contract usiness reauiromen es es
rojects and Processing Transactional Processing ecords relatina to financial transactions vears from last modified usiness reauiromen es es
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