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Appendix 1: Retention of Records containing Personal Data

This list is not exhaustive, but provides guidance as to best practice. For further
detailed advice on document retention see the JISC publication "Study of the
Records Lifecycle."

Type of Record Suggested Reason for Length of Period
Retention Period

Personnel files including | 6 years from the |References and potential litigation
training records and end of employment

notes of disciplinary and

grievance hearings

Application At least 6 months [Time limits on litigation
forms/interview notes  [from the date of the

interviews
Facts relating to 6 years from the As above

redundancies where less |date of redundancy
than 20 redundancies
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Data Protection 2 Department Protocol Speech & Language Therapy Department

Data How Stored Period of Who has access Reason for storage Master/Lead Department
storage
Initial assessment of Locked paper file 8 years SLT staff Legal reasons/confidentiality Speech & Language Therapy
student. Electronic folder in SLT drive Information governance
Databridge standards
Past treatment notes Locked paper file 8 years SLT staff Legal reasons/confidentiality Speech & Language Therapy
Electronic folder in SLT drive Information governance
Databridge — SLT area. standards
Correspondence about Locked paper file 8 years SLT staff Legal reasons/confidentiality Speech & Language Therapy

students

Current Speech & Language
Therapy treatment records

Electronic folder in SLT drive

Databridge — confidential SLT
area.

Information governance
standards
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Data Protection 2 Department Protocol Physiotherapy Department

Data How Stored Period of Who has access Reason for storage Master/Lead Department
storage
Initial assessment of Locked file or on enotefile 7 years after Physiotherapy staff Legal reasons Physiotherapy
student. electronic note system leaving
(encrypted dropbox storage) college
Past treatment notes Locked file or on enotefile 7 years after Physiotherapy staff Legal reasons Physiotherapy
electronic note system leaving
(encrypted dropbox storage) college
Correspondence about Locked file or on enotefile 7 years after Physiotherapy staff Legal reasons Physiotherapy
students electronic note system leaving
(encrypted dropbox storage) college
Physiotherapy treatment Locked file or on enotefile 7 years after Physiotherapy staff Legal reasons Physiotherapy
records electronic note system leaving
(encrypted dropbox storage) college
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Data Protection 2 Department Protocol Learning & Skills Department

Data How Stored Period of Who has access Reason for storage Master/Lead
storage Department
LEARNER INITIAL Word Documents & MIS | 3 Years CM Local Authority L&T Department
ASSESSMENT REPORT System
College Network
LEARNER ENROLMENT Paper 7 Years

FORMS

Lockable Filling Cabinet
(QSM/DM Office)

DM and QD Team

Funding Audit
Requirements

Quality and Data
Department
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STAFF QUALIFICATION PDFs
CERTIFICATES
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Data Protection 2 Department Protocol Finance Department

Data How Stored
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Data
2. Authority to refund tax to new employee
3. Notice to employer of tax code number
4. Certificate of pay and tax deducted (P60)
5. Income Tax Notice of Code change etc.
6. Annual return of taxable pay and tax paid
7. Schedule of deductions
8. Timesheets

9. Pay advice
10. Payroll and Payroll Control

‘ How Stored ‘ Period of storage ‘ Who has access ‘

6 years
6 years

2 years
6 years
6 years
6 years
2 years

2 years
6 years
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Finance Dept

Reason for storage

Master/Lead
Department
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Data

E) Employee Records

1. Deeds and Rules etc. of pension funds
2. Trustees Minute Books

3. Actuarial valuation reports

4. Group Health Policies

5. Expense Accounts

‘ How Stored ‘ Period of storage ‘ Who has access ‘

Locked filing cabinet/
Locked Store Room/or
Computerised

records

Indefinite Finance Dept
Indefinite
Indefinite Trustees

12 years after final Finance Dept
cessation of benefit

6 years

12

Reason for storage

Master/Lead
Department
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Data

How Stored

Period of storage

Who has access

Reason for storage

Master/Lead
Department

1) Share Registration Documents

1.Application/Acceptance/Allotment formq Locked filing cabinet/ | Indefinite Finance Department Companies Act Finance Department
etc. Locked Store Room

2. Annual Return Indefinite Companied Act

J) Loans

1. Debtor Annual control report Locked filing cabinet/ | 6 years Finance Dept Statute of Limitations Finance Dept
2. Arrears Schedule Locked Store Room/ 6 years Statute of Limitations

3. Individual debtor’s accounts Computerised records | Indefinite Companies Act/Commercial

K) Corporate Documents

1. Balance sheets, profit and loss accounts, | Locked filing cabinet/ | Indefinite Finance Dept Companies Act/Commercial Finance Dept
minutes Locked Store Room/

2. Copies of Powers of Attorney and Court | Computerised records | Indefinite Companies Act/Commercial

Orders etc

3. Agreements with trade unions Indefinite Commercial

L) Contracts/Agreements and Related
Correspondence

1. Contracts with customers

Locked filing cabinet/
Locked Store Room

Under seal — 12 years
after expiry
Others — 6 years after

expiry

Accountant

Statute of Limitations

Accountant
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Data Protection 2
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Minutes
Students of concern

Folder in cupboard in nurse
managers office

In line with retention
of student file

Nursing staff

Dissemination of information

Students file in Gail Birds
office

Litigation,
Old nursing notes In the archive room 8 years Nursing staff Legal statutes Nursing
MAR Sheets (Medication Current - Folder for use While at Portland Nursing staff Litigation,
Records) College Legal statutes Nursing
Old - Archived with nursing 8 years
notes
Record of student medication
Record of drugs Bound lined book in nurses Destroyed after 3 Nursing staff that has been returned to Nursing

destroyed/returned

station

years

pharmacy/destroyed while
person is student at college
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CUSTOMER DETAILS LOCKED CUPBOARD IN 1YEAR D Powney REFERENCE CATERING.
CATERING OFFICE AFTER THE | R Hensleigh
EVENT
STAFF SUPERVISION & LOCKED CUPBOARD IN 1 YEAR
APPRAISAL CATERING OFFICE
BEECHES TENANTS info locked in cupboard at until contract
CONTRACT main reception. is terminated
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13 week Job Outcome
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Income/monies
received

financial year

22

Managers

STEPs to Employment
Limited.

Income/monies Bank paying in counterfoils 7 years plus Portland College Finance | Portland College dealt with | Finance
received current Team and Senior all Finance Functions for
financial year Managers STEPs to Employment
Limited.
Income/monies Bank statements 7 years plus Portland College Finance | Portland College dealt with | Finance
received current Team and Senior all Finance Functions for
financial year Managers STEPs to Employment
Limited.
Income/monies Remittance 7 years plus Portland College Finance | Portland College dealt with | Finance
received advices current Team and Senior all Finance Functions for
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Income/monies Deeds of 7 years plus Portland College Finance
received covenant current Team and Senior
financial year Managers
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Payroll documentation Rm
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payments,
refunds,
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Employee/personnel
records

Employee/personnel
records

Records relating
to working time

National minimum
wage records

2 years from
date on which
they were
made

3 years after
the end of the
pay reference
period
following the
one that the
records cover
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Portland College HR
Team and Senior
Managers

Portland College Finance
Team and Senior
Managers

Portland College dealt with
all HR Functions for STEPs
to Employment Limited.

Portland College dealt with
all Finance Functions for
STEPs to Employment
Limited.

HR
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Data Protection — Department Protocol

College main reception

required, or a fault.

Data How Stored Period of Who has access Reason for storage Master/Lead Department
storage

Customer contact details Locked cupboard at main 1 Year after Carol Aram Rachael Reference for invoicing, and College reception.
reception. Booking pro that is | the event Hensleigh, Lauren Monks. any issues with bookings or
pass word protected. confirmation.

Business/supplier contact Locked cupboard at main until we Carol Aram Rachael Maintenance contracts, College reception.

details reception. Booking Pro that is | change Hensleigh, Lauren Monks. invoicing details, contacting
password protected. suppliers when there is an order
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Data Protection — Department Protocol

Portland Print

appraisals

Printing Quotations
Printpak MIS

protected

Electronic T password
protected

32

& objectives agreed

Data How Stored Period of Who has access Reason for storage Master/Lead Department
storage
Portland Print staff training Electronic T password | 3 Years or All Portland Print staff has Reference only Portland Print
records protected until deemed | access to their own records
necessary ( and R Hensleigh, HR, B
when staff Harrison
leave the
college)
Customer details/ job files In filing cabinetis T 5 Years All Portland Print staff for Reference Portland Print
Printpak MIS by job numbers job files
Electronic T password Electronic copies via
protected Printpak
Customer / Supplier details Electronic T password | On-going Bryn Smith Reference Portland Print
Printpak MIS protected Lee Harrison
Portland Print staff Electronic T password | 2 years Information of previous goals | R Hensleigh
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Electronic version circulated Portland Print staff, Finance,
to all staff involved in the R Hensleigh
bonus scheme.
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Data Protection — Department Protocol.

Health and Safety

Data How Stored Period of Who has access Reason for storage Master/Lead
storage Department
Accident Forms In a locked steel cabinet 3 Years Health and Safety Manager Lawful Requirement H&S
RIDDOR
Staff Training Forms Kept in folders and binders Updated Health and Safety Manager A college training requirement

and reports

every 2 years

35

and evidencing of training
undertaken
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Data Protection 2 Department Protocol CARE

Data
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HOME DIRECTORY + 10 years CcQcC
OF CONCERN MINUTES | HARDCOPY
(Is this concern logs for +INDIVIDUAL STUDENT
safeguarding?) FILES
STAFF TRAINING AND | Brian Harrison UNTIL END | DUTY MANAGER TRACKING CARE
DEVELPOMENT OF SERVICE DEVELOPMENT
REGISTER
STUDENT FORUM Home Directory — Darren 40/60 DUTY MANAGER CcQcC CARE
MEETING Fleetham YEARS
STUDENT BED LIST Archiving room 7YEAR CcQcC CARE
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Data Protection 2
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Data Protection 2 Day Services Department
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peer audit and closed
cases
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about any ‘significant contact’ for
the citizen on that day e.g. phone
calls to carers, social workers.

Daily 1:1 support logs | Contains daily recorded Held in ‘1:1 Daily Records Ongoing All staff working Manager &
information for citizens in receipt file’ in staff hub area in day service senior carers
of 1:1 support. The information department

might include behavioural
support needed or activities

completed.
Quiality walks and Contains sensitive information Hard copies held in
observations about observations of citizens ‘Quiality File’ in manager’s

and of staff performance
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