Type of Record

Perzornel files inchding training reconds,
rotes of disciplinary and grievance
heanrgs, and appraisal forms

Letbers of reference
Application forms finteriew nobes
Facts relating to redundancies where

fewer than 20 redurdancies

Facts relatirg to redundancies where
20 or miore redundancies

Ircorme Tax and Ml Retumis, meluding,
correspondence with tan offios

Statutory fatemity Pay reconds and
calzulations

Staturtory Sick Pay records and
calculations

Wages and =alary reconds

Accidert books, ard records and
reports of accidents

H=ahth Records

Health Records whers resson for
termination of employment is connectsd
with health, induding stress related linzss

dical records kept by reazon of the
Contral of Substances Harardous to
H=alth Regulations 122

lonising Radiation Pecords

Applicant records for those who ars
rejeched or who decline an offer

Student records of those not completing
enrolrment

Studerit records, including enouiries,
applications, admissions, assessment,
awards, atterdance and conduct

Minimum Retention Periods for Records Containing Personal Data

Minimum Retention Period

G years from the ard of amployment

Certain persoral data may be beld in
PPty

G years from the end of emplovment, by
the author of the refersnce ketber

&t least & months from the dabe of the
irrbaris wa

S years from the dabe of redurdancy
12 years from the date of the
recundarcies

£t least 3 p=ars after the end of the
finarcial year to which the reconds refated

G years

B ymars after the date of the last =ntry

During = mpl oyment

Y]

40 years

&t least B0 years after [ast eniry

Mo rmare than 4 months after te sart
of the academic year

Within ore academic p=ar

&t least G pears from the dabe
that the studemnt |eses the jretirton,

in case of litigation for regdigerce

&t least 10 years for pereonal and
academic referenoss

Certain personal data may be beld
in perpetuity

Reason for Length of Pericd

Referances and pobantial litigation

Salectad mabenial will form part of the
official College Archive

Referenoss and pobential litigation

Time limits on litigation

Ha mbove

Limitation Act 1260

Icome Tax (Employment] Regulations
1953

Stattory Fate mity Pay iGeneral)
Regulations 1585

Staturtory Sick Pay (Gererall Regul ations
1082

Tawes Managament dct 1970

Social Secunity (Tlaims and Paymerts)
Regulations 15759; RDDOR 1955

Tanagement of Health ard Sefety at
Wark Regulations

Limitation pericd for persona
imjury claime

The= corirol of Substarces Hazardous
ta Health Regul ations 1999

lenising Radiatiors Regulations 1285

Permitz institkion to handle =nquiries
from the dat subject

Permits institution to hardle delayed
enrolments

Limitation period for negigence

Permits instibution to provids references
for a reasonable lergth of tirme

While perzanal and academic referances
may become ‘stale’, some data eg.
transcripts of student marks may be
reqpired throughout the sthudent's futurs
career. Upon the death of the dats
sabject, datm relating to himyher crases
to b personal data. Some selectsd
rab=nial will form part of the officiasl
College Archive.



