[image: ]

HR POLICY
Data Retention Policy
Workplace Policies  |  White Cube Consulting

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Data Protection Officer (if appointed)

	SCOPE
	All employees, workers and contractors who handle personal or business data



This policy template is provided for guidance purposes only. It should be reviewed and adapted to reflect the specific circumstances, structure and requirements of your organisation before adoption. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice.

SECTION 01
Purpose and Scope

This policy sets out how long [Organisation Name] retains records and data, and how records are securely stored and disposed of when no longer needed. It supports our obligations under the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018, in particular the storage limitation principle, which requires that personal data is kept for no longer than is necessary.
SECTION 02
Principles

•   We keep personal data only for as long as there is a valid business, legal or regulatory reason to do so.
•   Retention periods are based on statutory requirements, limitation periods for legal claims, and legitimate business need.
•   Records are stored securely and access is limited to those who need it.
•   When a retention period expires, records are securely deleted or anonymised unless a lawful reason to retain them still applies (for example, live litigation or a regulatory hold).
SECTION 03
Responsibilities

Managers and record owners are responsible for applying this policy to the records they control. HR maintains retention periods for people-related records. The Data Protection Officer or designated data protection lead oversees compliance and handles any queries or exceptions.
SECTION 04
Retention Schedule

Guidance — The periods below are common UK reference points and should be confirmed against current legislation, sector requirements and legal advice before adoption. Where a specific statutory period does not apply, the period reflects the limitation period for potential legal claims plus a margin.
 
	RECORD TYPE
	TYPICAL RETENTION PERIOD
	BASIS / NOTES

	Recruitment records (unsuccessful applicants)
	6 - 12 months after the decision
	Discrimination / equality claim limitation

	Personnel / employment file
	6 years after employment ends
	Limitation Act; contractual claims

	Payroll and wage records
	6 years
	HMRC / tax requirements

	Statutory maternity/paternity/sick pay
	3 years after the tax year
	HMRC requirements

	Working time / holiday records
	2 - 3 years
	Working Time Regulations 1998

	Right to work check documents
	2 years after employment ends
	Home Office guidance

	Pension records
	Up to 6 years (or longer)
	Trustee / provider requirements

	Accident / health & safety records
	At least 3 years; up to 40 years where hazardous exposure
	RIDDOR / COSHH

	Disciplinary & grievance records
	As set out in outcome; typically up to 6 years
	Business and legal need

	Occupational health / medical records
	As advised by OH; may be longer for exposure
	Special category data - minimise

	Contracts with suppliers/customers
	6 years after expiry
	Check any specific Contractual Agreements on a case by case basis



SECTION 05
Secure Storage

Records are stored in secure systems with appropriate access controls, whether held electronically or in paper form. Special category data (such as health information) is subject to additional safeguards and is accessed only on a need-to-know basis.
Electronic records should be protected through appropriate technical measures including encryption, access controls, backups and multi-factor authentication where appropriate.



SECTION 06
Secure Disposal

When records reach the end of their retention period, they are disposed of securely: electronic records are permanently deleted from live and backup systems where practicable, and paper records are confidentially shredded. 
Disposal of significant record sets should be logged. Where litigation, regulatory investigation or legal proceedings are anticipated or underway, normal retention periods will be suspended until the matter is concluded.

SECTION 07
Review

This policy and the retention schedule are reviewed at least annually, and whenever there is a relevant change in legislation, regulation or business practice.
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