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Sample CTC Records Retention and Disposal Policy
Introduction
Maintaining, capturing and storing all forms of data and the associated records is a key function for the CTC. This policy forms part of the suite of Data Protection Policies in place within the centre. Currently the CTC must comply with Data Protection, Employment Legislation, Financial Regulation and FÁS Operating Standards as a minimum. 
Whilst there is no legally definitive time period for which records must be kept the following is a breakdown of the various pieces of legislation at work in a CTC long with the details of what that particular piece of legislation requires in terms of data retention. These are minimum time frames. Health & Safety legislation requires the maximum number of years for the retention of records / data being 10 years. Current best practice standards require data / records be retained for a period of time that complies with all legislation applicable to the organisation. Therefore taking Health & Safety requirements as the benchmark 10 years is considered the recommended timeframe. 

Consideration must also be given to the space required for storage of such information for that period of time and electronic and offsite archiving of records / data may be an effective way to meet such requirements.  
	Applicable Legislation /  Governing Body Recommendations 
	Minimum Retention Period 

	1. Organisation of Working Time  (Records) Act 1997
	3 years 

	2. Protection of Young Person’s Act 1996
	1 year 

	3. National Minimum Wage Act 2000
	3 years

	4. Minimum Notice & Terms & Conditions of Employment
	1 year

	6. Terms of Employment ( Information ) Act 1994
	A copy of the written statement (contract) must be held for the duration of the employees employment and for 1 year thereafter 

	7.  Payment of Wages Act 1991
	1 year

	8. Employment Equality Act 2004
	6 years

	9.Equal Status Act 2000
	1 year


	10. Safety Health and Welfare at Work Act 2005
	10 years

	11. Maternity Protection Act (Amendment) 2004

	1 year

	12. Adoptive Leave Act 2005
	1 year


	13. Carers Leave  Act 2001
	3 years

	14. Parental Leave Act 1998 & Amendment Act 2006
	8 years

	15. Unfair Dismissals Act 1997-2003
	1 year

	16. Redundancy Payment Act 1967-2003

	6 months

	17. Protection of Employment Act 2007
	3 years


	18.Transfer of Undertakings 2003
	1 year


	19. (Safeguarding of Employees Rights on Transfer of Undertakings) Regulations 2003
	1 year

	20. Revenue Guidelines 2009

	6 years which covers :- all books, records and documents relevant to the business, including invoices, credit notes and debit notes whether kept in hard or electronic format.


Additional Requirements

Please note any person who applies for a job in the centre and is unsuccessful in gaining employment can request feedback which may include a request for access to the interview notes, scoring sheets etc under the current Data Protection Act. 
Therefore the CTC must ensure the manager and board members who are involved in recruitment are trained or fully briefed before they begin a recruitment process. Interview notes, scoring mechanisms and comments noted on any document must be written with the full knowledge that this information may be read by the candidate at some point in the future. Interview skills training is recommended to ensure a good standard of interviewing skills and technique are used at all times. 

CTC managers must also be aware that where disciplinary action has been taken in relation to an employee or a learner the record of that action/ warning should be kept on file for 6 months. If during that period of time there is no further action taken or warning given the record of the original (first) action / warning will be deemed to have expired and should be removed from the persons file.
Disposal of Personal / Other CTC Sensitive Information
The recommended method for disposing of both personal and other CTC sensitive information (financial records, audit information etc) is via confidential shredding. There are many organisations who can provide such a service and many of them operate to quality standards which include sensitivity to the environment. Although shredding can take place on site within the CTC in order to reduce the possible costs of disposal and where the specific shredding facilities are in place. The further disposal of the shredded matter must ensure the confidentiality of such data is managed.           
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