> P Document Retention
Community & Policy and Schedule

Voluntary Services

Under the GDPR and the Data Protection Act 1998, all data including electronic data, must not
be kept longer than is necessary for a particular purpose.

Accounts and Finance

The Charity Commission specifies that: charities must keep accounting records for at least 6
years from the end of the financial year in which they are made. The annual report is an
integral part of the accounts, and as such should be retained with accounts of this period.

Companies House legislation states that: companies must keep financial records (including
annual reports) and retain them for six years from the end of that accounting period.

Staff and Recruitment including Volunteers

Application forms/Interview notes for all candidates, whether successful or not, should be
retained for a period of 6 months to 1 year in case of any discrimination challenges. In the
case of termination of employment not all records should be deleted; there may be a real
business need to retain some of them for example, it may be necessary to keep information to
enable references to be provided in the future, information regarding employee’s pension
arrangements or to be able to defend future employment claims.

Personnel records should be kept for 6 years after employment ceases. Redundancy records
should be kept for 6 years from the date of redundancy. Disciplinary records should be
retained for 6 years after employment ceases. Certain disciplinary records will have time limits
and this will vary dependent upon the type of action taken and the outcome.

Parental leave records should be retained for 5 years from birth / adoption of the child or 18
years if the child receives a disability allowance.

Employee timesheets should be retained for 2 years from the end of the recording period.

Disclosure information must not be retained for longer than it is relevant to comply with the
Data Protection Act 1998 which requires that personal information should be kept only for as
long as it is required and for the purposes for which it was obtained. This may be the date on
which the recruitment or other relevant decision has been taken, or after the date on which
any dispute about the accuracy of the disclosure information has been resolved.

Salaries, Income Tax and National Insurance

Returns and correspondence with the Inland Revenue must be retained for 3 years after the
end of the tax year they relate to. Pension Scheme records should be kept for 12 years
following the ending of any benefit payable under the scheme.
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Salary records should be retained for 3 years after the pay period following the one the
records cover. However because the limit to commence any civil cases is 6 years, it is
recommended these records be kept to cover that period.

Other Documents

Minutes of management meetings, board meetings, general meetings etc. should be retained
for a minimum of 3 years to be mindful of others conditions attached to their record keeping
procedures for example those as required by funding agencies and other regulators.

Funding

Funding information should be retained for 6 years after the end of the financial year the
records relate to.

Some funders may require the retention of complete records of financial and other project
documentation for audit purposes for longer than 6 years, and it is important to be aware of
these grant conditions and to comply with their requirements.

Health and Safety

Accident report records should be kept for 3 years from the date of last entry. Health and
safety risk assessments should be retained on a permanent basis; the superseded copy plus 1
year.

Insurance

CVS will retain a complete record of their employer’s liability insurance to ensure that any
future claim can be met. Other insurance documents should be kept for 5 years in case of
retrospective claims to professional indemnity.

Storage

All archive material should be kept in a secure place. All confidential material must be keptin a
secure accommodation where access is limited and controlled. No items should be removed
other than by the agreement of the Chief Executive or Chair of Trustees.

Destruction

General Information can generally be disposed of in the grey recycling bins. All confidential
information must be shredded before disposal.
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CVS Cheshire East data retention schedule as follows:

Record Retention Period Statutory/ Person
Recommended | Responsible
/Contractural
HR Records
Personnel Files — Leavers 6 years after S Finance & HR
employment ceases Manager
Personnel Files — Current
Suggested contents:
e Contract & Terms & Conditions
e Changes to hours/terms/pay
e Any correspondence from/to
Personnel
e Training Records
e Appraisals
e Disciplinary records
e Personal details
e Application Form
Medical records/Sickness S Finance & HR
certificates should be kept as a Manager
separate subset of the Personnel
file
Parental Leave papers 5 years from S Finance & HR
birth/adoption of child. Manager
18 years (disability)
Application Forms and interview 1 year R Chief Executive /
notes for unsuccessful candidates Finance & HR
Manager
Redundancy details, payments, 6 years from date of S Chief Executive /
calculations redundancy Finance & HR
Manager
Disciplinary records 6 years after S Finance & HR
employment ceases Manager
Appraisal records 6 years after S Managers
employment ceases
Employee Timesheets 2 years R Employees
Pensions Schemes investment 12 years from the S Finance & HR
policies ending of any benefit Manager
payable under the
policy
Payroll
Salary Records/payroll records 6 years S Finance & HR
Manager
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Record Retention Period Statutory/ Person
Recommended | Responsible
/Contractural
SSP records/certificates 3years aftertheend of | S Finance & HR
the tax year Manager
SMP records/certificates 3 years aftertheend of | S Finance & HR
the tax year Manager
Health & Safety
Accident Books/records 3 years after lastentry | S Finance & HR
Manager
Employers Liability Insurance 5 years S Finance & HR
Certificates Manager
Health & Safety Assessments Permanently S Finance & HR
Manager
Governance
Trust Deeds, governing documents | Permanently S Chief Executive
Minutes of Trustee, management or | Minimum of 3 years S Chief Executive /
general meetings Finance & HR
Manager /
Managers
Financial Information
Accounting Records 6 years aftertheend of | S Finance & HR
the tax year Manager
Income Tax & NI returns 3 years S Finance & HR
Manager
Funding information 6 years afterend of tax | S Finance & HR
year unless a longer Manager
period is stated in the
terms of the funding
DBS
Internal disclosures Keep record or R Finance & HR
disclosure no./date of Manager

check/outcome etc.
only for as long as it is
required and for the
purpose for which it
was obtained

Funding — exceptions are noted here that have specific retention requirements

New Leaf — BBO paper work

Financial and project
related paperwork to
be retained up to 10
years after the
completion of the
project

C

Finance & HR
Manager
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Record Retention Period Statutory/ Person
Recommended | Responsible
/Contractural
ESF — Technical Assistance Financial paperworkto | C Finance & HR
be retained up to 10 Manager
years after the
completion of the
project
Cheshire East Lifelong Learning Learner documentation | C Chief Executive /

retained up to 6 years
after the completion of

the project

Training officer
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