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5.3 Documentation

Record Keeping; Retention of Records
Data Protection





               22 October 2012

Advice from Alexandra West, following Data protection course in July 2012.
	“An organisation needs to store information on their staff for their HR tasks.

Only as much information should be held as is necessary and there should be a clear policy on what information is to be retained for how long.

The retention period for DBS is generally for a period of up to 6 months to allow for the consideration and resolution of any disputes or complaints in the recruitment process.

All personnel information should be

· Kept securely; 
· Held in lockable, non-portable, storage containers; 
· Passed only to those who are authorised to receive it in the course of their duties; and 
· Not kept in any insecure receptacle (e.g. waste bin or confidential waste sack) whilst awaiting destruction.” 
Data Protection legislation: Staff personal information we should 

no longer store:

Passport 
Once information is recorded for DBS and ID verified,     Shred
Staff with non UK passports retain photocopy with Home Office right to work in UK.
   NI Numbers

Once accountant has this information and DBS has been done      Shred
   Utility bills
Once DBS has been done    Shred
   DBS (formerly CRB) - Keep for 6 months then;
· Full information attached 
Shred  
· Address and top of DBS 
Keep this, record DBS number, date of issue and name   
                                                             and address.


Signed:




Date: 22 October 2012   Updated: May 2017

Name:

Cindy Summer

Position:  Head Teacher
