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SECTION 1: PURPOSE  

Save the Children International (SCI) has a duty to maintain records of our business 

activities  

to comply with our legal obligations, to meet donor requirements, and for the efficient and 

effective operation of the organisation.  Some records are required to be kept 

permanently for business continuity, to demonstrate and protect ownership of assets, and 

to for legal reasons or to help preserve the organisation’s history. The term ‘records’ is 

used in a broad sense to cover all documents and data that are produced and received, 

regardless of format. 

 

The purpose of this Policy is to set out how long records should be retained and the 

principles to be followed when managing records retention and disposal.   

 

The attached Retention Schedule lists the minimum length of time that each type of 

record should be retained. There may be reasons to keep records longer than the 

minimum required period, but in general unless there are operational reasons for 

going beyond the minimum, they should be disposed of securely.    

 

Please note: the Retention Schedule has been prepared in accordance with UK law.  

For Regional and Country Offices, if local law requires records to be kept for longer than 

the periods listed in the Schedule, then please comply with the local legislation.  If you 

need further guidance on this, please contact SCI’s Legal team 

(legalcompliance@savethechildren.org).    

This Policy is mandatory for all Staff, and all Staff must read and comply with this Policy 

and any related procedures and guidance. 

Functional Area: Information Security & Data Protection 

Owner (Name + Position): Deborah McManamon, Data Protection Officer  

Approved by: Gareth Packham, Director of Information Security & Data 

Protection 

Date of Approval: October 2021 

Version: V 2 

Date for Review: 1 October 2022 

Applicable to: Save the Children International (SCI) employees, workers, 

volunteers, interns, consultants and member employees on 

secondment to SCI. 

mailto:legalcompliance@savethechildren.org
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For any questions about this Policy, please contact SCI’s Data Protection Officer at 

dpo@savethechildren.org. 

 

SECTION 2: POLICY STATEMENTS 

 

1 Records Retention & Disposal 
 
Managers who are responsible for records within their function must ensure 
that they are reviewed regularly, and at least annually, and that records that 
have reached their minimum retention period are disposed of securely. 
 
No records should be destroyed before the end of the minimum retention 
periods of the specific categories listed in the Record Retention Schedule.   
 
 

Once sign-off for disposal has been given by the responsible Manager, the 
records should be securely deleted or destroyed in the following way: 

 Hard copy documents:  use either confidential boxes or crosscut 
shredders or any other secure disposal mechanism provided at SCI.  

 Electronic Data stored on a computer: please use SCI’s IT process for 
secure data deletion. 

 
For data in other formats, or for support with secure disposal, please contact 
the IT Security team itsecurity@savethechildren.org   
 
When reviewing records for disposal, Managers should also consider whether 
the data or records may have enduring value to the organisation, or wider society 
which could justify their continued retention. 
 
 

2 Personal Data  

 

For personal data we have a specific obligation to meet the principle of ‘storage 

limitation’, that is to retain personal data only as long as necessary to fulfil the 

purposes.   The Data Protection Officer can provide advice on retention periods 

for personal data.  If personal data needs to be retained for longer than 

previously agreed, the decision needs to be documented. 

 

Requests from individuals for deletion of their personal data are not covered by 

this policy.  These requests must be forwarded to the Data Protection team 

without delay to subjectaccessrequest@savethechildren.org,  
 

3 Records not in the Schedule 

 

The attached Schedule is not exhaustive – it does not cover every type of record or data 

held in the organisation in granular detail.   

mailto:dpo@savethechildren.org
mailto:itsecurity@savethechildren.org
mailto:subjectaccessrequest@savethechildren.org


 

3 
 

 

 

If the records you are responsible for are not included in the schedule and you are setting 

a retention period, then the following must be taken into account   

 

 Whether there are any legal obligations to retain the data or records for 

a specific minimum period. 

 Whether we have any contractual obligations which set out how long we 

should retain records and how they should be dealt with at the end of the 

period. 

 Whether there is a specific business need to be met. 
 

Please seek the advice of the Data Protection Officer or SCI’s legal team. 

 

Managers can request new entries to be added to the Schedule. 

 

4 Third Parties 

 

Where SCI is working with other organisations, handling of records including 

retention periods and disposal should be included in contracts and agreements 

so that responsibilities for record keeping are clear.   

 

When the records include personal data, there is a legal obligation to have data 

protection clauses which include data retention.   

 

Managers who are responsible for managing third parties must ensure that  

SCI’s instructions are followed and that data is returned to us or deleted at the 

end of the contract unless otherwise agreed.   
  

 

5 Safeguarding Records during the retention period 

 

Everyone at SCI is responsible for safeguarding Personal Data and other records 

during the period they are being used or retained.  Staff must ensure that records 

are stored securely and not transferred out of the organisation without the 

necessary controls in place.  

 

There are certain ways in which data can be protected: 

 

 Data Encryption.  

 Access Control (only authorised users can access the data).  

 Physical Security (i.e. only certain people can access the building or the 

computer on which the data is stored). 

 Print control (so that the documents cannot be printed). 

 If personal data is stored in hard copy, ensuring that this data is locked 

away and the key is kept in a secure place.   
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 Regular backups to prevent any loss of data.  

 Data transfer agreements (in the event that data needs to be transferred 

outside the organisation).  

   

Managers who are responsible for the records must ensure that the relevant 

security measures have been put in place.   Please seek advice from your local 

IT team or the Information Security & Data Protection team if you need support 

with this. 
 

6 Non-compliance with this policy 

 

Any non-compliance with this policy may result in damage to SCI, which includes, 

but is not limited to, significant financial loss and reputational damage, .   

 

Breaching this policy may result in disciplinary action. 

 

# 

SECTION 4: RELATED DOCUMENTS 

 
DOCUMENT LOCATION 

SCI_IT_DP_Data_Protection_Glossary SCI Quality Framework  
SCI_IT_DP_Data_Protection_Policy SCI Quality Framework 
SCI_IT_DP_DPIA_Guidance_EN SCI Quality Framework 
SCI_IT_DP_Transparency_Guidance_EN SCI Quality Framework 
SCI_IT_DP_Consent_Guidance_EN SCI Quality Framework 
SCI Privacy Notice  SCI Website 
Subject Access Request Form SCI Website 

 

 

  

https://www.savethechildren.net/privacy
https://www.savethechildren.net/sites/www.savethechildren.net/files/SCI_DP_Subject_Access_Request_Form_ENG.pdf
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RECORD RETENTION SCHEDULE 
 

The documents here are listed by function, rather than department – if you aren’t sure about the type of 

documents you’re dealing with, please contact legalcompliance@savethechildren.org. 

 

 

 

 

 

 

 

 

 

  

 
 

 

 

 

 

 

Contents 

Contracts, Procurement and related records 

Accounting and Tax records 

Internal Audit and Risk 

Events 

Facilities / Health and Safety 

Company Records  

HR and Employment records 

Pensions records 

Property and Facilities 

Procurement / Logistics records 
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Contracts, procurement and related records 

 

Record type Recommended Retention 

Period 

Reason for retention under UK 

law 

Form in which to be held 

Advice notes – purchasing 7 years from termination of 

related contract 

Limitation Act 

Tax and Accounting Reasons  

Any 

Approved suppliers’ list 11 years from date of supply  Limitation Act  

Product Liability - Consumer 

Protection Act 

Tax and Accounting Reasons 

Any 

Complaints correspondence 7 years  

 

Limitation Act 

Data Protection Act  

Any 

Consignment notes 7  years from termination of 

related contract 

Limitation Act 

Tax and Accounting Reasons 

Any 

Contracts & Agreements (without 

company seal or not in deed form)* 

7 years from termination of the 

contract (the limitation period is 

6 years from termination of the 

contract) 

Limitation Act 

Tax and Accounting Reasons 

Original 

Contracts & Agreements with 

contractors and consultants 

16 years after project completed Limitation Act plus latent defects 

Tax and Accounting Reasons 

Original 

Contracts & Agreements relating to 

building, building maintenance, repairs, 

etc 

16 years after project completed Limitation Act plus latent defects 

Tax and Accounting Reasons 

Original 

Contracts & Agreements sealed or 

signed as a deed 

13 years from termination (the 

limitation period is 12 years from 

termination of the contract) 

Limitation Act  

Tax and Accounting Reasons 

Original 
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Record type Recommended Retention 

Period 

Reason for retention under UK 

law 

Form in which to be held 

Guarantees and indemnities 13 years after interest ceases Limitation Act 

Tax and Accounting Reasons 

Any 

Maintenance contracts 7 years from termination Limitation Act 

Tax and Accounting Reasons 

Original 

Rental agreements 13 years after expiry 

 

Limitation Act 

Tax and Accounting Reasons 

Any 

Software licences Life of software plus 7 years after 

expiry 

Limitation Act Any 

Stock control reports 7 years from termination of 

related contract 

Limitation Act 

Tax and Accounting Reasons  

Any 

Stores records – major 7 years from termination of 

related contract 

Limitation Act 

Tax and Accounting Reasons 

Any 

Stores Records – minor 7 years from termination of 

related contract 

Limitation Act 

Tax and Accounting Reasons 

Any 

Supplies records (e.g. invitations to 

tender, inadmissible tenders, 

requisitions, etc) 

 

7 years from termination of 

related contract 

 

 

Limitation Act 

Companies Act 2006 

Finance Act 1998 

Tax and Accounting Reasons 

Any 

Suppliers’ details 10 years from the date of supply Limitation Act 

Product liability – Consumer 

Protection Act 

Tax and Accounting Reasons 

Any 
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Record type Recommended Retention 

Period 

Reason for retention under UK 

law 

Form in which to be held 

Tenders (unsuccessful) 7 years from date of tender Limitation Act Any 
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Accounting and Tax Records 

 

Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Accounts – working papers, minor 

records (petty cash, receipt books, 

cheque counterfoils) 

7 years from end of fiscal year Tax and Accounting Reasons  

 

 

Any (including electronic) - s. 

722 Companies Act 1985/ ss. 

1135 and 1138 Companies Act 

2006 

Asset registers Permanently Tax and Accounting Reasons 

 

Any 

Audit records (External Audit) 7 years from completion of audit Tax and Accounting Reasons Any 

Audit reports (External Audit) 7 years from completion of audit Tax and Accounting Reasons Any 

Bank reconciliations and statements 7 years from end of fiscal year Tax and Accounting Reasons Any 

Benefits in kind 7 years from end of fiscal year Tax and Accounting Reasons Any 

Bills, receipts and cleared cheques 7 years from end of fiscal year Tax and Accounting Reasons Any 

Budgets 6 years from creation Best practice  Any 

Cash books 7 years from date of last entry Tax and Accounting Reasons Any 

Credit notes / debit notes 7 years from date of which 

records were made (credit/debit 

notes are considered a record for 

VAT purposes) 

 

Tax and Accounting Reasons Any 

Creditor payments 7 years from date of issue Tax and Accounting Reasons Any 
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Debtors’ records and uncleared 

records 

7 years from date of last entry Tax and Accounting Reasons Any 

Estimates 7 years from end of fiscal year Tax and Accounting Reasons Any 

Expense claims 7 years from end of fiscal year Tax and Accounting Reasons Any 

Exports and imports 7 years from the date on which 

the document is issued 

Tax and Accounting Reasons  Any (subject to consent of 

HMRC) 

Gift aid forms 7 years from the end of the fiscal 

year after last payment made. 

Although Gift aid declarations 

covering on-going donations must 

be kept permanently.  

Tax and Accounting Reasons   Any (subject to consent of 

HMRC) 

Instructions to banks 7 years after ceasing to be 

effective 

Limitation Act  

Tax and Accounting Reasons 

Any 

Invoices (revenue) 7 years from the date of issue  Tax and Accounting Reasons Any 

Invoices (capital) 7 years from the date of issue Tax and Accounting Reasons Any 

Journal vouchers 7 years from the date of issue Tax and Accounting Reasons Any 

Ledgers 7 years from the date of last 

entry 

Tax and Accounting Reasons Any 

Management accounts 7 years from completion of audit Tax and Accounting Reasons Any 

Paying-in counterfoils 7 years from date of issue Tax and Accounting Reasons  Any 

Petty Cash records 7 years from date of last entry Tax and Accounting Reasons Any 
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Purchase orders (revenue) 7 years from date of issue Tax and Accounting Reasons  

Purchase orders (capital) 7 years from date of issue Tax and Accounting Reasons Any 

Receipts  7 years from date of issue Tax and Accounting Reasons Any 

Remittance advices 7 years from date of preparation  Tax and Accounting Reasons Any 

Report and Accounts (Annual) Life of Company Tax and Accounting Reasons 

Best practice 

Signed original preferred 

Stock records 7 years from date of last entry Tax and Accounting Reasons Any 

Tax forms (P6, P45, P48 etc) 7 years from end of fiscal year Tax and Accounting Reasons Any (subject to consent of 

HMRC) 

Tax returns 7 years from end of fiscal year Tax and Accounting Reasons Any (subject to consent of 

HMRC) 

Till rolls 7 years from date of issue Tax and Accounting Reasons Any (subject to consent of 

HMRC) 

VAT records 7 years following deregistration Tax and Accounting Reasons Any (subject to consent of 

HMRC) 
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Internal Audit and Risk 

 

Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Insurance policies, renewal notices and 

certificates 

7 years from end of policy or in 

accordance with accounting and tax 

requirements or until all claims under 

the policy are barred and all 

outstanding claims settled, whichever 

is later. 

Insurance policies, certificates and 

other documentation relating to 

environmental or health and safety 

liabilities e.g. public liability, product 

liability and employers' liability 

policies should be retained 40 years. 

Group health and Group personal 

accident policies should be retained 

for 12 years after cessation of benefit. 

Certificate of Buildings Insurance 

policy should be retained for 12 years 

after the policy lapses or, if later, until 

all existing claims have settled.  

Limitation Act and Best practice 

Employers’ Liability (Compulsory 

Insurance) Regulations 1998 (SI 

1998/2573) 

 

Employers’ Liability (Compulsory 

Insurance) (Amendment) Regulations 

2004 (SI 2004/2882) 

 

Employers’ Liability (Compulsory 

Insurance) (Amendment) Regulations 

2008 (SI 2008/1765) 

Originals 

Insurance claims correspondence 3 years after settlement Best practice  Any 

Audit reports which include the 

examination of contracts 

7 years after completion of the audit Best practice  Any 

Audit reports used in the course of a 

fraud investigation 

7 years after proceedings have 

completed 

Limitation Act; and Best practice  Any 

Other audit reports (including interim) 3 years after year in which audit is 

completed  

Best practice  Any 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Undertaking – Terms of Reference 3 years after review is complete (and 

all agreed actions implemented) 

Best practice  Any 

Undertaking – Programmes, plans and 

strategies 

1 year after the last date of the plan Best practice  Any 

Undertakings – Correspondence 3 years after year in which audit is 

complete 

Best practice  Any 

Internal Audit Guides Discard when superseded Best practice  

Manuals and guides relating to in-house 

procedures 

Discard when superseded Best practice  

Local auditing standards and guidelines Discard when superseded Best practice  

Record-keeping, including Audit 

Committee minutes 

3 years from the date of the meeting 

(but also see Company Records 

section).  

Best practice  Any 

Annual reports to Accounting Officers 3 years from the date of creation Best practice  Any 

Risk Assessments (not covered 

elsewhere) and Critical Decision Making 

assessments 

Retention period to be decided on a 

case by case basis but not less than 7 

years from date of assessment 

Best practice Any 
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Events 

 

Record type Recommended Retention 

Period 

Reason for retention Form in which to be 

held 

Accident / Incident plans For duration of their use and for 6 

years thereafter 

Control of Substances Hazardous to 

Health Regulations (COSHH Regs) 

2002 and Best practice 

Any 

Agreements / Contracts with 3rd party 

service providers (including Commercial 

Participators & Professional Fundraisers) 

7 years from termination of 

contract 

Limitation Act and Public liability Signed originals with 

Legal Team 

Agreements / Contracts for products (e.g. 

Born to Shine glow bands) 

12 years after date of supply Public liability; Consumer Protection 

Act; Limitation Act and Best practice  

Signed originals with 

Legal Team 

Appeal responses 7 years from end of fiscal year Limitation Act and for Tax And 

Accounting Reasons 

Any 

Change of address 2 years and recorded on CARE  Original preferred 

Complaints and incidents 11 years (minimum) Consumer Protection Act; 

Limitation Act and Best practice  

Recorded on sentinel; 

and original or copy of 

any written complaint 

Consent to direct marketing Permanently Best practice under the General 

Data Protection Regulation (GDPR) 

for accountability purposes 

Any 

Contracts See agreements / contracts with third parties above. 

Deeds of covenant 7 years after final payment or 13 

years if any payments are still 

outstanding or if there is any 

dispute 

Limitation Act and Best practice  Original 
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Event Clearance Form, Participant waivers 

and Risk Assessments 

7 years after event (minimum) or if 

on-going litigation then 2 years 

from the date damages are 

assessed. 

Liability and Limitation Act Any 

Fundraising Income Records: 

A- CARE batch documentation 

B - Bank Statements 

C - Bankers Orders (Instructions) 

D - Direct Debit forms 

E - Bank refunds 

F - Credit Card Streamline 

G - Reconciliation sheets 

H - Direct Debit reports / submissions 

I - Credit / Debit card details 

A - 7 years from end of fiscal year 

B - 7 years from end of fiscal year 

C - 7 years from end of fiscal year 

D - 7 years from end of fiscal year 

E - 7 years from end of fiscal year 

F - 7 years from end of fiscal year 

G - 7 years from end of fiscal year 

H - 7 years from end of fiscal year 

I - Shred/securely delete as soon as 

transaction is authorised 

*Shred/securely delete as soon as 

transaction is authorised 

Tax and Accounting reasons; Best 

practice 

Original 

 

 

Gift Aid declarations 7 years from the end of the fiscal 

year after last payment made. 

Although Gift aid declarations 

covering on-going donations must 

be kept permanently. 

Tax and Accounting Reasons   Any (subject to consent 

of HMRC) 

Medical declarations or waivers Consult Legal Team 

Parental consent forms Until child reaches age of 24  Public liability and Limitation Act  Signed originals 

Quarterly insurance reports Until sent to insurance brokers Liability Any 

Record of individuals who have requested no 

direct marketing 

Permanently on CARE General Data Protection Regulation 

(GDPR)  and Privacy and Electronic 

Communications Regulations (PECR) 
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Registration forms 7 years 

NB: this is a contract, which must 

be signed, must refer to the Terms 

and Conditions and retained with 

terms and conditions (see below)  

Public liability and Limitation Act Signed Original 

Requests to be removed from direct 

marketing lists 

7 years following the request General Data Protection Regulation 

(GDPR)  and Privacy and Electronic 

Communications Regulations 

(PECR); Limitation Act 

Any 

Risk assessments 4 years after assessment carried out 

(minimum) 

Liability and Limitation Act  Any 

Sponsor forms 7 years from end of fiscal year Tax and Accounting reasons Original 

Terms and Conditions 7 years 

NB: this is a contract, which must 

be signed or kept with the 

registration form 

Public liability; Limitation Act; Best 

practice recommendation 

Signed original 
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Facilities / Health and Safety 

 

Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Asbestos air monitoring 5 years from the date of the last entry 

made in it (or 40 years if health 

record required)  

Control of Asbestos Regs 2012  Any 

Asbestos health surveillance reports (including 

medical records) 

Health record must be retained for 

40 years from the date of the last 

entry made in it. Doctor certificate of 

employee examination must be 

retained  for 4 years from date it was 

issued. 

Control of Asbestos Regs 2012 Any 

Asbestos inspections Permanently 

or 

At least 40 years least from the date 

of the record of inspection. 

Control of Asbestos Regs 2012 Any 

Record of asbestos maintenance and 

examination controls 

5 years from the date on which it was 

made 

Control of Asbestos Regs 2012 Any 

Asbestos risk assessments and emergency 

plans 

Duration of work Control of Asbestos Regs 2012 Any (records need to 

be readily available for 

emergency services) 

Controlled waste consignment notes 2 years Waste (England and Wales) Regs 

2011  

Original (and electronic 

copies should also be 

readily available) 

Accident and Emergency plans (COSHH) Permanently Control of Substances Hazardous 

to Health Regulations (COSHH 

Regs) 2002 

 

Any 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

List of employees exposed to biological agents 40 years from the date of the last 

entry on the list 

COSHH Regs 2002 

 

Any 

Examination of control equipment records 

(COSHH tests) 

Duration of the period when the 

equipment is in use and a further 5 

years thereafter 

COSHH Regs 2002 Any 

Exposure records – general 5 years from the date of the last entry COSHH Regs 2002 Any 

Exposure records – personal exposure of 

identifiable employees 

40 years from the date of the last 

entry 

COSHH Regs 2002 Any 

Exposure records – where may lead to disease 40 years from the date of the last 

entry 

COSHH Regs 2002  Any 

Records of health assessments – Working time 

Regulations  

2 years from the date on which they 

were made. 

Working Time Regs 1998 Any 

Health surveillance reports of employees 

exposed to substance hazardous to health 

40 years from the date of the last 

entry 

COSHH Regs 2002 Any 

Health & Safety assessments Permanently or at least (i) until the 

risk of any criminal prosecution or 

personal injury claims has expired; or 

(ii) as long as these assessments 

remain relevant (i.e. until 

updated/replaced) 

Management of Health and Safety 

at Work Regulations 1999 

Any 

Health & Safety consultation records Permanent Safety Representatives and Safety 

Committee Regulations 1977 or 

the Health and Safety 

(Consultation with Employees) 

Regulations 1996 

Original 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Health & Safety policies – current and past Permanently or at least until the risk 

of any criminal prosecution or 

personal injury claims has expired. 

Health & Safety at Work Act 

1974 

Current – paper 

Past - Any 

Fire risk assessment At least until a further assessment has 

taken place which renders the 

previous obsolete (if there has been a 

fire incident the relevant fire 

assessment and procedures should be 

kept for longer) 

Regulatory Reform (Fire Safety) 

Order 2005 

Any 

Incident Report (Accident book BI 510) Permanently or at least until the risk 

of any criminal prosecution or 

personal injury claims has expired 

The Social Security (Claims and 

Payments) Regs 1979 

Sentinel database and 

reported to RIDDOR if 

necessary 

Incident Register (RIDDOR) Permanent Reporting of Injuries, Diseases and 

Dangerous Occurrences 

(RIDDOR) Regs 2013 

Sentinel Database and 

reported to RIDDOR 

Minutes of meetings of consultations with 

representatives and committees 

Permanently Limitation Act / Best practice Any 

Noise exposure assessments Until next assessment made Control of Noise at Work Regs 

2005 / Best practice 

Any 

Noise exposure health surveillance Permanent Control of Noise at Work Regs 

2005 

Any 

Risk assessments – significant findings of 

hazardous substances 

10 years, longer if potentially 

dangerous exposure (see asbestos 

records and COSHH health 

surveillance above) 

COSHH Regs 2002 Any 

http://login.westlaw.co.uk/maf/wluk/app/document?&srguid=i0ad82d080000015236209c854acdc942&docguid=I80C344C1E42311DAA7CF8F68F6EE57AB&hitguid=I80C344C1E42311DAA7CF8F68F6EE57AB&rank=1&spos=1&epos=1&td=59&crumb-action=append&context=3&resolvein=true
http://login.westlaw.co.uk/maf/wluk/app/document?&srguid=i0ad82d080000015236209c854acdc942&docguid=I80C344C1E42311DAA7CF8F68F6EE57AB&hitguid=I80C344C1E42311DAA7CF8F68F6EE57AB&rank=1&spos=1&epos=1&td=59&crumb-action=append&context=3&resolvein=true
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Risk assessments Permanently or at least until the risk 

of any criminal prosecution or 

personal injury claims has expired. 

Management of Health & Safety at 

Work Regs and Best practice 

Any 

Specialist training records / Health and Safety 

Training Records 

Permanently or at least until the risk of 

any criminal prosecution or personal 

injury claims has expired. 

COSHH Regs 2002 Any 

Records of tipped (discharged) hazardous 

waste  

3 years after deposit of waste. Hazardous Waste (England and 

Wales) Regulations 2005  

Any form. 

Records of disposal or recovery of hazardous 

waste by other means 

Where the hazardous waste is fully 

recovered, or remains at a transfer 

station, as the case may be, until it 

leaves the site and for 3 years 

thereafter. 

Hazardous Waste (England and 

Wales) Regulations 2005 reg. 48. 

Any form. 

Producers', holders' and consignors' records  At least 3 years after the date on 

which the waste is transferred to 

another person. 

Hazardous Waste (England and 

Wales) Regulations 2005  

Any form. 

Carrier's records  At least 12 months from the date of 

delivery of the waste to its 

destination. 

Hazardous Waste (England and 

Wales) Regulations 2005  

Any form 

Consignment note in relation to a person 

operating a waste site under a permit. 

Either: 

(a) for 5 years after the deposit of the 

waste; or 

(b) if the permit authorises disposal of 

waste in a landfill, until the permit 

is surrendered or revoked. 

Hazardous Waste (England and 

Wales) Regulations 2005 reg. 

47(5A). 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Consignee's return to the producer, holder or 

consignor  

3 years Hazardous Waste (England and 

Wales) Regulations 2005 

Any form. 
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Company Records 

 

Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Agendas Life of Company if needed to 

support Minutes 

Companies Act and best practice  Any (although originals may be 

required if the minutes refer to a 

copy signed by the chairman for 

the purposes of identification) 

Annual Return / Confirmation statement Life of Company  Best practice Any  

Memorandum and Articles of Association – 

current, former and original (signed) 

Life of Company Best practice   Signed copies of the original 

versions should be kept in original 

form. The current version and 

former version may be kept in 

any form.   

If available, a soft copy of the 

current version should be 

maintained. 

Certificate of Incorporation including  on change 

of name 

Life of Company Companies Act  

 

Original 

Charges Life of Company Companies Act  Originals and copies to be available 

for inspection.  

Meeting papers Life of Company if needed to 

support Minutes 

Companies Act and Best practice   Original 

Minutes (Company Board meetings, Company 

Board Committee minutes) and written 

resolutions of the board 

Life of Company  Companies Act  and Best practice   Signed original 

Notices of  General Meetings 12 years  or life of Company  if 

needed to support Minutes 

Best practice  Original  
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Minutes of General Meetings and written 

resolutions of company / written record of 

decision of sole member 

Life of Company Companies Act and Best practice  Any (but signed originals entered 

in minute book are preferable for 

evidential reasons) 

Register of Charges Life of Company  Companies Act  Any  

Register of Debenture holders 

(The requirement to notify these interests was 

repealed on 6 April 2007) 

Life of Company 

 

Companies Act and Best practice  Any  

Register of Directors and Secretaries Life of Company  Companies Act  Any  

Register of Persons of Significant Control Life of Company Companies Act Any 

Register of Directors' residential addresses Life of Company Companies Act Any  

Register of Directors' declarations of interests in 

transactions or arrangements 

Life of Company Companies Act  Any 

Register of documents sealed 13 years after the date of the last 

entry or life of Company if details not 

included in Minutes 

Best practice   Any  

Register of Members Life of Company although entries may 

be removed 20 years after 

membership ceases 

Companies Act  Any  

Resolutions filed with Companies House Life of Company Companies Act and Best practice  Any  

Constitutional documents to be provided to 

members 

Life of Company Companies Act Any 

Stock transfer forms Life of Company  Best practice  Original 
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Directors' service contracts 7 years from the date of termination 

or expiry of the contract. 

Companies Act and Best practice  Any 

Directors' indemnities 7 years from the date of termination 

or expiry of the indemnity. 

Companies Act and Best practice  Any 
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HR and Employment records 

 

Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Adoption pay records 3 years from end of fiscal year when 

Adoption Pay Period ends 

Statutory Paternity Pay and Statutory 

Adoption Pay (Administration) Regulations 

2002 

Any 

Annual earnings summaries 7 years from end of the relevant fiscal 

year 

 

Best practice Any 

Annual Leave records 2 years from the year on which the 

leave was taken (minimum retention 

period). However, this could be 

extended to 2 years from termination 

of employment. 

Working Time Regulations 1998 Any 

Appraisals (PPRDs) 7 years after employment ceases Limitation Act  Any 

Bank Details of Employees No longer than necessary Data Protection Act  Any 

Consent to process sensitive data For as long as data is processed and up 

to 7 years afterwards 

Data Protection Act and Limitation Act Any 

Contractors timesheets 7 years from the end of the fiscal year National Minimum Wage Regulations 2015  

Tax and Accounting Reasons 

Any 

Contracts of employment – originals and 

changes 

7 years after employment ceases Limitation Act  Any 

CVs – successful applicants 7 years after employment ceases. Limitation Act Any 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Unsuccessful candidates: 12 months 

from the date on which the candidate 

was notified/discounted. 

In the event of a dispute with a 

candidate, recruitment records should 

be retained for 7 years following 

resolution of the dispute (if a 

settlement agreement was signed) or 

12 months if there was no agreed 

settlement. 

Disclosures (CRB/DBS) See Secure Storage Policy - Policy 

Statement on the Secure Storage, 

Handling, Use, Retention and Disposal 

of Disclosures and Disclosure 

Information 

 Any 

Disclosures (Whistleblowing) 7 years from the date of the 

disclosure 

Limitation Act Any 

Disciplinary matters 7 years after employment ceases Limitation Act  Any 

Equal Opportunities/ Diversity/ Fair 

employment (NI) monitoring forms 

 Dependant on use case but max 7 

years after employment ceases1 

Business Need Any 

Establishment records - major 6 years after employment ceases  Any 

Establishment records - minor 2 years  Any 

                                                      
1 For diversity monitoring using aggregated anonymised data, the raw data forms containing identifiable data should be destroyed within 6 months of collection of the 

data, once the data has been anonymised. 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Employees exposed to hazardous substances Up to 40 years depending on 

exposure details. See Health and 

Safety schedule above. 

See Health and Safety Schedule Any 

Expense claims 7 years from end of fiscal year Tax and Accounting Reasons Any  

Health assessments – Working time Regulations  2 years from the date on which they 

were made. 

Working Time Regs Any 

HMRC Authority to refund tax (P48) 7 years from the end of the period. Tax and Accounting Reasons Any (subject to consent 

of HMRC) 

HMRC Employee leaving (P45) 7 years from the end of the period. Tax and Accounting Reasons Any (subject to consent 

of HMRC) 

HMRC Notice to employer of tax code (P6) 7 years from the end of the period. Tax and Accounting Reasons Any (subject to consent 

of HMRC) 

HMRC Certificate of pay and tax deducted 

(P60) 

7 years from the end of the period. Tax and Accounting Reasons Any (subject to consent 

of HMRC) 

HMRC Correspondence 7 years from the end of the period. Tax and Accounting Reasons Any (subject to consent 

of HMRC) 

Job advertisements 1 year or 7 years after employment 

ceases if job advert does not mirror 

job description (see below) 

Equality Act 2010 

  

Any 

Job applications - successful 7 years after employment ceases Limitation Act Any 

Job applications – unsuccessful (including 

interview notes) 

1 year after notification, then 

destroyed unless candidate notified 

Equality Act 2010 

Data Protection Act  

Any 

Job descriptions 7 years after employment ceases  Limitation Act Any 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Business Need 

Job history 7 years after employment ceases Limitation Act Any 

Labour agreements / Union agreements Permanently Best practice Any 

Legal working documents (please see 

Prevention of Illegal Working Policy for detailed 

list of documents) 

7 years after employment ceases Immigration (Restrictions on Employment) 

Order 2007 

Limitation Act  

Any 

Loans (e.g. Season ticket, computer, bicycle) 7 years after repayments end Limitation Act  

Tax and Accounting Reasons. 

Any 

Maternity pay records 3 years from end of tax year in which 

that pay period ends 

Statutory Maternity Pay (General) 

Regulations 1986 

Any 

Occupational Health files 7 years after employment ceases and 

to be assessed on a case by case basis: 

specifc statutory rules may apply, for 

example in relation to asbestos 

exposure 

at work (see above). 

 

Limitations Act Any 

Other medical records - employees 7 years after employment ceases Business need Any 

Parental leave records 5 years from birth of child or 18 years 

if child receives disability allowance. 

5 years from the date of placement in 

the case of an adopted child (or that 

child's 18th birthday if sooner). 

The Maternity and Parental Leave etc 

Regulations 1999 

 

Any 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Pay deductions 7 years from termination of 

employment 

Best practice Any 

Paternity pay records 3 years from end of tax year in which 

that pay period ends 

Statutory Paternity Pay & Statutory 

Adoption Pay (Admin) Regs 

Any 

Payroll (including overtime, commission, 

bonuses and benefits in kind) 

7 years from end of fiscal year Tax and Accounting Records  Any  

PAYE Records 7 years from end of fiscal year 

Employers are required to retain PAYE 

records (which are not required to be 

sent to HMRC) for at least 3 years 

following the tax year to which they 

relate (Regulation 97 of the Income Tax 

(Pay As You Earn) Regulations 2003), 

and national minimum wage records for 

at least 3 years following the end of the 

pay period (Regulation 59(8) of the 

National Minimum Wage Regulations 

2015) 

Tax and Accounting Records 

Income Tax (Pay As You Earn) Regulations 

2003 

National Minimum Wage Regulations 2015 

Any  

Personnel records (individual) 7 years after employment ceases 

although see Health and Safety section 

for specific documents and for Child 

Safeguarding - the records should be 

retained for a longer period if any of 

the following apply:  

 There were concerns about the 

behaviour of an adult who was 

working with children where s/he 

Limitation Act Any 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

behaved in a way that has harmed, 

or may have harmed, a child;  

 The adult possibly committed a 

criminal offence against, or related 

to, a child;  

 The adult behaved towards a child in 

a way that indicates s/he is 

unsuitable to work with children.  

In such circumstances records should 

be retained at least until the adult 

reaches age 70, or for 25 years if that 

is longer.  

Qualifications evidence 7 years after employment ceases Limitation Act  Any 

Redundancy records 7 years after employment ceases Limitation Act Any 

References 7 years after employment ceases Limitation Act  Any 

Resignations 7 years after employment ceases Limitation Act  Any 

Sickness records required for Statutory Sick Pay 3 years after end of tax year in which 

payments are made 

Statutory Sick Pay (General) Regs  Any 

Sickness records - individual 7 years post termination of contract Limitation Act  Any 

Summary log of employment (DoB; DoE; job 

location; reason for leaving; post employment 

statutory records) 

7 years after employment ceases Limitation Act Any 

 Study leave records 7 years after employment ceases Business Need Any 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Terminations 7 years after employment ceases Limitation Act  Any 

Time sheets - Working Time Regulations 7 years from the end of the fiscal year Working Time Regs 

Tax and Accounting Reasons 

Any 

Training records - non specialist nursing 7 years after employment ceases Limitation Act Any 

Training records – specialist nursing 7 years after employment ceases Limitation Act Any 

Union meeting minutes Permanent (however, if it contains 

individuals' names or other personal 

data, 7 years from the date of the 

meeting or, alternatively, the record 

should be redacted so that the 

individual is no longer identified or 

identifiable). 

Best practice Original signed 

Welfare records 7 years after last action Limitation / Best practice Any 

Working Time opt-out forms 2 years after the opt out is rescinded 

or ceases to apply 

Working Time Regs Any 

Child Safeguarding records Until age 70 of employee/ alleged 

culprit or 25 years after end of 

employment whichever is the longer 

Business Need (See CS requirement) Any 
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Pensions Records 

 

Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Accounts Permanently  Best practice 

Registered Pension Schemes (Provision of 

Information) Regulations 2006 

Any.  

Actuarial reports Permanently  Best practice 

Registered Pension Schemes (Provision of 

Information) Regulations 2006 

Any.  

Appointment of professional advisers 7 years after appointment ceases Pensions Act  

Occupational Pension Schemes (Scheme 

Administration) Regulations 1996  

In writing 

Benefit details Permanently Registered Pension Schemes (Provision of 

Information) Regulations 2005 

Occupational Pension Schemes (Scheme 

Administration) Regulations 1996  

Best practice 

Any 

Death benefit nominations and revocations 7 years after benefit paid Limitation Act 1980 Any 

Dispute procedures  Until revised Pensions Act 1995 Any 

Employer contribution records Permanently  Registered Pension Schemes (Provision of 

Information) Regulations 2005 

The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Best practice 

Any 
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

HMRC approvals, registrations Life of scheme Finance Act 2004 Originals 

Investment policies  Permanently  Limitation Act 

Best practice 

Any 

Members’ application forms Permanently The Occupational Pension Schemes (Scheme 

Administrations) Regulations 

Best practice 

Any 

Members’ contribution records Permanently  The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Best practice 

Any 

Payments to the employer Permanently The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Best practice 

Any 

Payments to leavers, including calculations Permanently The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Best practice 

Any 

Payments to professional advisers Permanently The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Best practice 

Any 

Payments to/from the scheme from other 

sources 

Permanently The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Best practice 

Any 

Pension contribution reports Permanently The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Any 
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Best practice 

Pension payment records Recommended retention period: 

6 years from the end of the year 

in which the payment is made 

This reflects the minimum retention period 

under various pieces of legislation, including the 

Employers' Duties (Registration and Compliance) 

Regulations 2010.  

Any 

Pensioner records 12 years after benefit ceases Limitation Act 

Best practice 

Any 

Refund calculations Permanently Registered Pension Schemes (Provision of 

Information) Regulations 2006 

Best practice 

Any 

Retirement due to incapacity decisions Permanently Registered Pension Schemes (Provision of 

Information) Regulations 2006 

Best practice 

Any 

Special contributions  Permanently   Registered Pension Schemes (Provision of 

Information) Regulations 2006 

Best practice 

Any.  

Statement of investment principles and policies Permanently Limitation Act 

Best practice 

Any 

Transfer payments in/out Permanently The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Best practice 

Any 

Trust deeds Permanently  Limitation Act 

Best practice 

Originals 
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be held 

Trustee meeting minutes Permanently The Occupational Pension Schemes (Scheme 

Administrations) Regulations 1996 

Best practice 

In writing  

Auto-enrolment records - For example: details 

required for jobholders and workers who 

become members; Date worker became an 

active member; details of scheme; details 

regarding any personal pension scheme: 

jobholder's opt in notice; workers joining 

notice; jobholder's opt out notice 

6 years from the end of the year 

in which the record is made. 

Employers' Duties (Registration and Compliance) 

Regulations 2010, Regulations 5 to 8 (minimum 

retention period) 

All records should be kept in 

such and form and manner so 

that they are: 

 capable of being arranged 

according to the 

corresponding employer 

pension scheme reference 

 legible or can be provided to 

the Regulator in legible form 

Originals of the jobholder's opt in 

notice and jobholder's opt out 

notice should be retained. 

 

  



 

36 
 

 

Property and Facilities 

 

Record type Recommended Retention 

Period 

Reason for retention Form in which to be 

held 

Architects reports 25 years Best practice Any 

Asbestos   Any 

Assignments of trade marks Permanently  Best practice 

 

Original 

Bills of quantity 25 years Best practice Any 

Building condition surveys 25 years Best practice Any 

Building and engineering works – Accounts, surveys, 

site plans, bills of quantities, contracts 

Permanent – Surveys 

25 years after project completion 

– site plans, bills of quantity 

16 years after project completion 

- contracts 

Best practice Any 

Buildings – papers relating to occupation, other than 

Health & Safety 

3 years after occupation ceases Construction Design 

Management Regulations 

Any 

Agreements with contractors and consultants 16 years after project  completed Limitation Act 1980 plus latent defects Original 

Contracts relating to building, building maintenance, 

repairs etc 

16 years from completion Limitation Act 1980 plus latent defects Original 

Conservation reports 25 years Best practice Any 

Conveyances 16 years after sale or transfer Limitation Act  Any 
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be 

held 

Save the Children's Copyright material – literary, 

dramatic and musical works 

Permanently Best practice (given the long time period 

afforded to copyright under the 

Copyright, Designs and Patents Act 1988) 

Any 

Copyright material – artistic works, recordings, 

films, photos & broadcast 

Permanently Best practice (given the long time period 

afforded to copyright under the 

Copyright, Designs and Patents Act 1988) 

Any 

Deeds of title Until sold or transferred Best practice Original 

Drainage services reports 15 years Best practice Any 

Drawings, maps and plans 25 years Best practice Any 

Engineers reports (mechanical, structural and 

electrical) 

15 years Best practice Any 

Inspection reports (lifts, boilers etc)  Lifetime of installation Best practice Any 

Intellectual property agreements/licences Permanently  Best practice Original 

Leases 16 years from termination and 

settlement 

Limitation Act 1980 plus latent defects Original 

Licences 16 years from termination, 

surrender or expiry 

Limitation Act 1980 plus latent defects Original 

Listed building consents Until sold or transferred Best practice Original 

Maintenance contracts – unless part of building 

works (see above) 

7 years after end of contract or 

13 years if executed as a deed 

Limitation Act  Original 

Maintenance schedules and logs 16 years from final entry Limitation Act 1980  

Best practice 

Any 
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Record type Recommended Retention 

Period 

Reason for retention Form in which to be 

held 

Maps 25 years Best practice Any 

Patent applications 50 years after expiry of patent Best practice Any 

Patent assignments Life of patent plus 7 years or 13 

years if executed as a deed 

Limitation Act  

Patents Act 1977 

Original 'in writing' 

Patent extensions Life of patent plus 7 years after 

expiry 

Best practice Any 

Patent licences 16 years after termination of the 

licence 

Limitation Act  Original  

Plans 25 years Best practice Any 

Planning consents Until property sold or consent 

expires 

Best practice Original 

Property acquisition dossiers 16 years after interest ceases Limitation Act  Any 

Property disposal dossiers 16 years after interest ceases Limitation Act  Any 

Site surveys 25 years Best practice Any 

Specifications for new buildings and improvements 25 years Best practice Any 

Surveys  Permanently Best practice Any 

Tender documents – accepted  15 years after completion of the 

project 

Limitation Act  Any 

Tender documents – rejected  15 years after final date of papers Limitation Act  Any 

Trade mark registrations Permanently Best practice Original 



 

39 
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Procurement / Logistics records 

 

Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Complaints 10 years. However, if  legal action is 

commenced, or it is contemplated that legal 

action will be commenced, please consult 

lawyers (there should be a hold on document 

destruction) 

Best practice Any 

Fraud case files Permanently Limitation Act  Any 

Insurance claims 3 years after settled (summaries to be 

retained for a longer period for accounting, 

tax and business reasons) 

Best practice Any 

Insurance policies and schedules Permanent Best practice Any although originals 

would be preferable for 

the purposes of making 

claims 

Investment Records Permanent Best practice Any 

Laundry lists 5 years from completion of audit / business 

transaction or relationship ends 

Best practice Any 

Litigation dossiers 10 years. However, if  legal action is 

commenced, or it is contemplated that legal 

action will be commenced, please consult 

lawyers (there should be a hold on document 

destruction) 

Best practice Any 

MoT Certificates Until vehicle sold Best practice Original 

Powers of attorney Permanent Best practice Any 
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Record type Recommended Retention Period Reason for retention Form in which to be 

held 

Subject access requests 7 years after last action General Data Protection Regulation; 

Limitations Act 

Any 

Vehicle maintenance records 2 years from the vehicle being sold Best practice Original 

Vehicle mileage records 2 years from the vehicle being sold Best practice Any 

 

Vehicle registration records Until vehicle sold Best practice Original 

Vehicle MOT records 2 years from the vehicle being sold Best practice Original 

 

 

 


