[image: image1.emf]
[image: image2.jpg]



JISC – Supporting Institutional Records Management

North Wales 

Records Management Consortium

FINAL REPORT

October 2003

CONTENTS






PAGE NO:

INTRODUCTION






3

METHODOLOGY






3

FINDINGS



A:
Findings by Report



5



B:
Further findings following feedback 

sessions





7



C:
Other general findings



9

CONCLUSIONS







10


APPENDICES



Questionnaire





12



Records and Information Survey Form

28



Key Questions for feedback sessions


31



Analysis of the answers – surveyed 

Departments





39



Analysis of the answers – HR departments
54

 INTRODUCTION
Pressure of legislation such as the Data Protection Act 1998 and the Freedom of Information Act 2000 has meant that Higher Education Institutions are becoming increasingly aware of the need to have robust records management procedures. In order to comply with the timescales imposed by both Acts (40 days for Data Protection, 20 working days for Freedom of Information) it is increasingly essential for HE Institutions to know what records they have and for how long those records will be kept.  Good records management practices also ensure that institutions only keep records as long as necessary and that those records are adequate, relevant and not excessive.

For departments other than the Human Resource department the type of record which they need access to may differ from what Human Resources themselves envisage. It was therefore the aim of this project to research the needs of the Human Resources Departments’ clients, and compare this against the current record keeping practices of the two departments under study. The aim of the project was to produce best practice guidelines for the type of records that HR departments should be keeping and for how long.

The records management systems of the North Wales Records Management Consortium making this proposal (the University of Wales, Bangor – UWB, and the North East Wales Institute of Higher Education, Wrexham - NEWI) were in their infancy and the consortium therefore believed that not only would this project be valuable within both institutions but that it will also be of benefit to the wider community. The JISC proposal stated that records management practices within Higher Education Institutions have matured and established themselves since the Study of the Records Lifecycle was first published, and whilst the project team acknowledged that this was indeed the case we also believed that many were still in a similar position to that of the consortium institutions and were only now looking to establish good records management systems. 

METHODOLOGY
In the project bid to the JISC in April 2003 the main deliverables of the project were set out:

	ID
	Title
	Due Date
	Content

	Deliverable 1
	Review needs of a sample of academic departments/central services in both consortium institutions
	M2
	Report summarising needs of sample departments/services

	Deliverable 2
	Review of current practice in recording staff data locally within sample departments/services
	M3
	Report summarising current practice within sample departments/services

	Deliverable 3
	Review of current practice within both HR functions
	M4
	Report summarising current position within both HR functions

	Deliverable 4
	Comparison between what departments/services require, their existing record keeping practices and the position within HR functions.
	M5
	Report comparing existing needs in sample departments/services with current practice in both HR functions. 

	Deliverable 5
	Final report
	M6
	Recommendations for best practice in records management in HR functions. 


In order to achieve these deliverables a variety of different methodologies were utilised.

Deliverable 1 – Report Summarising Needs of Sample Departments
In order to achieve the requirements of report 1 the Project team spent some time perfecting a questionnaire, which was sent out to the departments included in the project. The Project Team using the JISC study of the Records Lifecycle Records Retention Schedule prepared the questionnaire. The questions utilised were taken from sections 29.01 – 29.16 of the schedule and in the main kept to the same categorisation for ease of analysis. The questionnaire used can be found at Appendix 1 of this report.

Interviews were arranged for all six sample departments, with the Project Administrator carrying out all interviews for consistency. The questionnaires were sent to the departments before the interview date and the nominated person within each department encouraged to fill them in prior to the interview.  The nominated person included Administrators, Head of School, Director, Assistant Registrar and department Co-ordinator.  

Deliverable 2 – Summary of Current Practice in Schools and Departments
In order to achieve the requirements of report 2 the project team developed a records and information survey form following analysis of similar forms from various sources. However the form was created in the main using the resources on the National Archives Office website, in particular with agreement from the National Archives Office the form found at:

http://www.pro.gov.uk/recordsmanagement/standards/surveys.PDF

The Project Administrator asked the surveyed departments to fill in the records and information survey form in tandem with completing the questionnaires used in deliverable 1. The form used can be seen at Appendix 2 of this report.

Deliverable 3 – Report Summarising Needs of Human Resources Departments
The same questionnaire was used for deliverable 3 as had been used for deliverable 1.

Deliverable 4 – Summary of Current Practice in Human Resources Departments
The same records and information survey form was used for deliverable 4 as had been used for deliverable 2.

Deliverable 5 – Final Report
In order to ensure that the project team had all information needed to produce the final report and also to provide feedback a set of key questions were developed and further interviews carried out with both the sample departments and the HR departments. The key questions were developed by analysing the data collected and identifying anomalies which the project team felt warranted further discussion and also by including general questions relating to the project.  The key questions used can be seen at Appendix 3 of this report. 

For deliverable 5 the project team decided to interview the sample departments at UWB together. This was in order to come to a conclusion on the findings so that the Project Administrator could return to the UWB HR department for further discussion. This methodology worked well and was expanded with the sample departments at NEWI to include the HR representative in the meeting as well.

The Director and Administrator held weekly meetings to track the progress of the project, and the full project team met four times during the lifetime of the project.
FINDINGS

A:
Findings by Report:

1)
Report 1 – June 2003: Summarising Needs of Sample Departments

A detailed analysis of the findings of the questionnaire is included at Appendix 4.  The analysis shows that generally the departments questioned showed a definite divergence from the SRL in some areas. Some departments did not answer some questions and therefore in the analysis the totals do not add up to 6. In only a few questions were the departments favouring the same answer as each other e.g. question 4.j) although in section 11 (employee contract management) a trend towards one answer can be seen in many of the questions.  This made it very difficult for the project team to analyse the needs of the departments, as these were not clear from the findings of the questionnaire.

Analysis of some of the comments made on the questionnaire show that the departments were occasionally unclear or unsure how to answer. e.g. 

“not clear what requirements are being asked”

“not sure what question refers to”

A comment made in the initial interview with one department concerned the difficulty in defining what are “historical” records. It was felt that this was particularly true for a research department where for example the records relating to a member of staff were not of particular historical relevance whilst that member of staff was at the institution but could become very relevant later in the career of that member of staff were they to receive an award or acknowledgement.

Other questions prompted specific answers about retention periods guided in the main by the function of that particular department e.g. QAA requirements, statutory and other corporate governance requirements.

Analysis of the current retention periods contained in the Study of the Records Lifecycle (SRL) against the departments’ answers show that whilst some questions are answered consistently with the SRL recommendations other questions (such as answers to some questions in section 11) show a marked difference in opinion between the SRL and our surveyed departments. 

The only records identified by the project team as not covered in the SRL were those relating the Criminal Records Bureau where our local understanding is that there may be a requirement to retain these records for future criminal investigations. 

2)
Report 2 – July 2003: Summary of Current Practice Schools and Departments

The reasoning for creating and retaining records is different in each department surveyed. There is no consistency of approach and no one system is used to ensure that records kept are necessary. The range of records also differs from department to department with some only keeping minimum records whilst others have a full HR file readily accessible. 

3)
Report 3 – August 2003: Summarising needs of Human Resources Departments

A detailed analysis of the answers given is included as appendix 5. It became clear that on analysis of the answers on occasion the two HR departments had given quite differing views on the retention periods for the records. For example in the answers to questions 4 d), 6 c), 7 c) and 11 n). 

4)
Report 4 – September 2003: Summary of Current Practice HR Departments

It was clear that again there was a difference between the retention periods utilised at the University of Wales, Bangor and those utilised at the North East Wales Institute, Wrexham. Files in both institutions were kept indefinitely and retention periods were only assigned to a small number of records. 

Both human resources departments were aware that they were probably exceeding recommended and/or statutory retention periods and were desperate for proper nationally recognised guidelines in order to be able to weed out and free up valuable space.

B:
Further findings following feedback sessions

 Some questions were discussed further during the feedback sessions at both UWB and NEWI, so that the project team could analyse the departments’ reasoning for answering in a certain way. 

Initially on a few questions the surveyed departments and the HR departments disagreed with the periods suggested in the SRL. Following discussions during the feedback sessions it became clear that occasionally departments were answering the questions based on their own feeling of what the retention period should be rather than based on any legislative or best practice guidelines. When these questions were discussed further at the feedback sessions in many cases the groups came back to, and agreed with, the retention periods suggested by the SRL (for example in question 4c)).

On occasion it was also noted that with regard to the suggested retention period the SRL does not give a basis for its decision and the groups felt that in order to fully understand and agree with what was suggested the basis for the decision should be given. For some records the group were of the opinion that they would be needed for statutory requirements such as equal opportunities monitoring, under the Race Relations Act and for dealing with requests from Government bodies such as Funding Councils and HESA and therefore a basis could have been cited. This point was made especially in question 4d) and question 11 l).

The terminology of the SRL generally was queried on a few occasions during this study. For example in question 7c) the question does not use the word appraisal but the groups queried whether in fact the question was actually relating to the appraisal process; and again in question 3a) the study found that whilst the suggested retention period of current year + 3 years would be fine if the records were analysed annually, but if the analysing happened every 2 or 3 years the retention period would be longer. Also in question 13 b) it was unclear whether scheme rules were covered by this category and if so the findings suggest that they should be kept permanently.

It was noted that in some instances such as in questions 11a) and 11c) records which to the groups sounded similar types of record were being retained for different lengths of time.  For example the suggested retention period for records documenting the employee’s initial application for employment with the institution was termination of employment + 6 years, whereas the suggested retention period for records documenting the employee’s subsequent applications for other jobs within the institution was duration of job + 1 year. The groups were unclear why the recommendations differed, and following discussion the word subsequent was taken to mean that the application was unsuccessful. Also in 11 w) and 11 x) the occupational health professionals queried why in 11 w) the retention periods for the SRL were termination of employment + 40 years, but in 11 x) it was termination of employment + 6 years.

Further discussion with occupational health professionals within University of Wales, Bangor raised the issue of keeping records for the purpose of monitoring exposure to radiation.  It was suggested that the retention periods for questions such as 11 o), 11t) and 11 u) should be 50 years to take this into account.

There were some questions where the overall consensus was one of disagreement with the SRL and the JISC are encouraged to revisit these in particular to clarify:

Question 5 a)(ii) The SRL suggests that only the most recent (completion of the programme plus 1 year/termination of the programme plus 1 year) records should be kept. This study suggests that these records are retained as evidence permanently for backing up any possible case. There was no legislative basis for either the SRL retention period or the period suggested by this study.

Question 11 f) The SRL suggests that the retention period for these records should be duration of job & 1 year. The findings suggest that equal opportunities cases may need documentation from many years before and a case going back to the 1970s was cited.

Question 11h) The SRL suggests that the retention period for these records should be completion of action + 5 years. This study suggests that these records should be retained permanently although there was no legislative basis for either the SRL retention period or the period suggested by the study. 

Question 11i) The SRL suggests that the retention period for these records should be expiry of certification + 6 years or superseded + 6 years.  However the findings of the study suggest that these records should be retained permanently with both HR departments and 4 of the 6 surveyed departments giving this view. The basis of the SRL decision is the Limitation Act 1980.

Question 11m) The SRL suggests that the retention period for these records should be current year + 3 years under legislation (The National Minimum Wage Regulations 1998) the SRL recommendation however is current year + 6 years (Equal Pay Act 1970 and the Limitation Act 1980). The findings of the study suggest however that these records should be retained permanently to defend equal pay claims which could go back over many years.

Question 11p) The SRL suggests that the retention period for these records should be current year + 1 year.  The findings of this study suggests that the records should be retained for up to 5 years in the case of academic members of staff especially relating to study leave as there may be requirements to produce documentation of what an academic has completed during their authorised leave.

Question 11r) The SRL suggests that the retention period for these records should be current tax year + 3 years (with the legislative basis being The Statutory Maternity Pay (General) Regulations 1986). This study suggests that despite the legislative basis for the SRL retention period that all financial records should be kept for the current tax year + 6 years.

Question 11x) The SRL suggests that the retention period for these records should be termination of employment + 6 years (with the legislative basis being The Limitations Act 1980). The study suggests that despite this legislative basis the retention period should be permanent – although permanent wasn’t defined in any number of years. Further consultation with pensions administrators suggests that only specific records would need to be kept permanently such as date and type of termination and scheme rules together with any details referring to pension entitlement.

Question 11y) The SRL suggests that the retention period for these records should be provision of reference + 1 year. The study suggests that these references should be retained permanently although there is no legislative basis for this.

Question 13b) The SRL suggests that the retention period for these records should be current year + 5 years. The study suggests that if the documentation was only relating to routine communications then the records should not be retained as long as the SRL suggests, however if the documentation related to pension entitlement then the comments relating to question 11x) above would apply.

C:
Other general findings
1.
In some cases the departments found answering the questions to be difficult as they did not know whether the strategies and policies that they were being questioned about actually existed and if so where they were located. It was suggested that web page links to the documents would have been useful.

2.
The general theme of the project has highlighted to the departments taking part in the project that they are all using their own systems. Duplication of records over a number of sites attributed to the lack of resources to respond to the departments’ needs. Clerical staff are currently the ones making the decision about archiving or destruction of records when space becomes a priority.

3.
The SRL is a guidance document for higher education institutions. This survey has found that for example the working practices of both surveyed institutions were different and the working practices between departments were different and could be driven by different best practice guidelines and legislation. Therefore the way in which they approached the suggested retention periods within the SRL was different. This makes it difficult to have any generic guidance for all higher education institutions.

4.
During the feedback session it became apparent that some records which were not flagged as needing review for archival purposes could be of archival interest. The archival value of the records cited in the SRL were then assessed by the University Archivist who is a member of the project team. The Archivist agreed with the records which were flagged as needing review for archival purposes in the SRL, and in addition suggested the records below as being of possible archival value:

· Records documenting the development of the institution personnel management procedures

· Records documenting the administration of induction programmes

· Records documenting management analyses of the impact of training and development programmes

· Records documenting institutional recognition/derecognition of trades unions.

· Records documenting agreements with trade unions.

5.
Research in this area by the project team suggests that the Codes of Practice relating to employment practices issued by the Office of the Information Commissioner are of direct relevance to the records which the project has been studying but there is no evidence that these have been considered in the current SRL. It is the project team’s view that the benchmarks included in these Codes should be considered in any future revision of the SRL.

CONCLUSIONS
i) The experiences of staff in the surveyed departments have resulted in some of the retention periods in the SRL being challenged. These retention periods have been challenged from an experience level rather than any legislative requirement and JISC is asked to revisit in particular those questions highlighted in this report.

ii) The terminology of the SRL is unclear in places and it is difficult for the non-records management professional to interpret exactly what records are being referred to.

iii) The SRL needs to be a continually evolving document and needs to continue to take account of newer legislation. The JISC also needs to consider how it alerts Universities to changes in the SRL. The JISC is urged to develop guidance on how institutions might derive appropriate record retention periods if new types of records arise (not limited to HR records). 

iv) The project team believes that the guidance issued by the Information Commissioner’s office such as the Employment Practices Data Protection Codes Part 1: Recruitment and Selection and Part 2: Employment Records need to be given a higher profile when redrafting the SRL. 

v) The experiences of the two surveyed institutions suggest that records management is not as high a priority as experience suggests it should be. The JISC is asked to look at ways in which institutions could be assisted in raising awareness of records management issues.

vi) The SRL on the JISC website is interactive, in that when the cursor is placed over a citation the name of the Act or statutory instrument it relates to comes up. However, when the SRL is printed this information is lost, and has to be printed from a list which is more difficult to consult, as the user has to refer back and forth between the two.

vii) Where an Act is quoted it would be useful to have the section within the Act to aid verification and/or further discussion.

viii) Where no Act is quoted it would be useful to know the basis for the decision. We recommend that  the JISC could have for example a panel of experts who give guidance on the retention periods for the records which are not governed by a particular piece of legislation

ix) The JISC is urged to devise a set of training sessions or further documentation relating to the SRL. There are a number of Acts quoted and users (especially non-records management professionals) may be interested in further information about them in order to evaluate and give recommendations within their institutions.

x) The project team believe that where duplicate files exist both at HR level and department level the SRL should draw to both parties attention the need to be clear about where the responsibility lies with regard to updating, storing and eventual destruction of these records. The purpose of keeping these duplicate files should be discussed given the requirements of the Data Protection Act 1998 to keep only what is adequate, relevant and not excessive, and to ensure data accuracy.

It was anticipated that the project would also be able to produce best practice guidelines for the type of records which HR departments should be keeping and for how long.  The project team would have liked to produce such guidelines, however, as discussed previously in this report the findings in some areas have not been conclusive. The project team believe that the conclusions of the project on the whole are valuable ones which the JISC and the wider community could usefully utilise in taking this matter further. However, because of the disparity between the findings in some areas it is the project team’s belief that senior records management professionals and the relevant professional bodies within Human Resources need to be consulted further by the JISC in order to draw up an authoritative list of retention periods and further guidelines. 
North Wales Records Management Consortium

October 2003

APPENDIX 1

JISC – Supporting Institutional Records Management
North Wales Records Management Consortium

This is a joint project between the University of Wales, Bangor and North East Wales Institute, Wrexham. The aim of the project is to research the needs of Human Resources Departments’ clients, and compare this against the current record keeping practices of the institutions’ two Human Resource departments. The final report will include best practice guidelines for the type of records which HR departments should be keeping and for how long.

In order to collect accurate data about the needs of Academic Schools and Central Services we would be grateful if you could answer the following questions and also include any further comments that you wish to make.

In the following questions HR will be used for Human Resources Department

In all instances please indicate on the scale how essential the records mentioned are to the effective functioning of your School or Department.  1 is retain permanently, 2 is retain for a few years, 3 is retain the most recent records only and 4 indicates that there is no need to retain these records from your School/Department’s perspective. You will be asked at the follow up interview to indicate how long you feel the retention period should be for these records if you have indicated either 2 or 3.

1.
HR Strategy Development and Management Planning

a) Records documenting the development and implementation of the institution's personnel strategy.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b)
Records containing reports of performance against the plans for the implementation of the institution's personnel strategy.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

c)
Records documenting the conduct and results of audits and reviews of the personnel management function, and responses to the results.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

2.
Personnel Management Policy and Procedures Development

a) Records documenting the development and establishment of the institution's personnel management policies.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b) Records documenting the development of the institution's personnel management procedures.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

3.
Employee Planning
a) Records documenting the assessment and analysis of employee requirements, and the identification and evaluation of options for meeting these requirements.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b) Records documenting management succession plans.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

c) Records documenting the development of job specifications and their evaluation.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

4.
Employee Recruitment
a)
Records documenting the advertising of vacancies and documenting enquiries about vacancies and requests for application forms.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b)
Records documenting the handling of applications for vacancies: unsuccessful applications


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

c) Records documenting the handling of applications for vacancies: successful applications


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

d) Records containing summary statistical information about job applicants e.g. ethnicity/gender analyses.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

e) Records documenting the handling of unsolicited applications for employment.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

5.
Employee Induction
a) Records documenting the development, overall delivery, administration and assessment of induction programmes for new employees.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

6.
Employee Training and Development

a) Records containing summary information on workforce training and development needs.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b) Records documenting the development of training and development programmes to meet defined needs.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

c) Records containing individual feedback on training and development programmes


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

d) Records documenting management analyses of the impact of training and development programmes.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

7.
Employee Performance Management

a) Records documenting the development of workforce performance assessment systems.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b) Records containing summary (anonymised) results of employees' performance assessments.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

c)
Records documenting management analyses of the impact of workforce performance assessment systems.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

8.
Employee Remuneration & Reward Management

a) Records documenting the development of the institution's remuneration structure.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b) Records documenting pay reviews.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

c) Records documenting special reward schemes e.g. Merit Reviews.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

9.
Employee Welfare Management

a) Records documenting the development of employee welfare schemes and services e.g. counselling services.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b)
Records documenting the monitoring of hours worked by employees, as required by the Regulations cited.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

10.
Employee Relations Management


a) Records documenting the design of workforce surveys and consultations, and responses to the surveys.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b)
Records documenting grievances raised by staff (which do not relate directly to their own contracts of employment), the institution's response, action taken and the outcome.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

11.
Employee Contract Management

a) Records documenting the employee's initial application for employment with the institution.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b)
Supporting documentation (e.g. references) for the employee's initial application for employment with the institution. 


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

c)
Records documenting the employee's subsequent applications for other jobs within the institution.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

d)
Records documenting the employee's contract(s) of employment with the institution.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

e)
Records documenting changes to the employee's terms and conditions of employment.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

f)
Records documenting the job descriptions of positions held by the employee within the institution.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

g)
Records documenting induction programmes attended by the employee.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

h)
Records documenting the employee's identified training and development needs, and the action taken to meet these needs.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

i)
Records documenting job-specific statutory/regulatory training requirements for the employee, and the training provided to meet these requirements.  


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

j)
Records documenting routine assessments of the employee's performance, and any consequent action taken.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

k)
Records documenting disciplinary proceedings against the employee, where employment continues.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

l)
Records documenting grievances raised by the employee which relate directly to his/her own contract of employment, the institution's response, action taken and the outcome.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

m)
Records documenting the employee's remuneration and rewards (e.g. bonuses, merit awards, long service awards).


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

n)
Records relating to the administration of the employee's contractual holiday entitlement.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

o)
Records documenting the employee's absence due to sickness.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

p)
Records documenting the authorisation and administration of special leave, e.g. compassionate leave, study leave.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

q)
Records documenting the authorisation and administration of statutory leave entitlements, e.g. parental leave.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

r)
Records documenting entitlements to, and calculations of, Statutory Maternity Pay.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

s)
Records containing employee's basic personal details (e.g. address, next of kin, emergency contacts).


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

t)
Records documenting pre-employment health screening of an employee: employees exposed to hazardous substances during employment.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

u)
Records documenting pre-employment health screening of an employee: other employees.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

v)
Records documenting the issue of personal protective equipment/other special equipment to an employee.


1
2
3

4

_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

w)
Records documenting major injuries to the employee arising from accidents in the workplace.

1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

x)
Records documenting the employee's termination of employment by voluntary resignation, redundancy, retirement (including on medical grounds) or dismissal.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

y)
Records documenting references provided in confidence in support of the employee's application(s) for employment by another organisation.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

12.
Industrial Relations Management

a) Records documenting institutional recognition/derecognition of trades unions.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b) Records documenting agreements with trade unions


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

c) Records documenting routine communications with trade union representatives, including minutes of meetings.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

d) Records documenting consultations/negotiations with trade unions on specific issues.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

13.
Pensions Schemes Administration

a) Records documenting the institution's relationships with pension schemes to which all or part of its workforce belongs.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

b) Records documenting routine communications with the pension schemes.


1
2
3

4


_____________________________________________________________________________


_____________________________________________________________________________


_____________________________________________________________________________

14.
Other

Are there any other records not covered above which your School/Department would wish considered? Please indicate on the scale the importance of those records.


_______________________________________________________________


_______________________________________________________________


1
2
3

4


_______________________________________________________________


_______________________________________________________________


1
2
3

4


_______________________________________________________________


_______________________________________________________________


1
2
3

4

Any other comments?

Thank you for taking the time to complete this questionnaire.

Appendix 2

North Wales Records Management Consortium

An ‘Information Survey’ is the gathering of information about records which reflect the activities of an organisation.  It is the first step for consideration of procedures and proper control of records.   These records may be held on paper, microform or tape and be active, semi-active, or inactive.  

A physical investigation followed by completion of a standard survey form will be necessary by the school or department to establish the ownership, whereabouts, volume and condition of the records.  It is sufficient to examine a sample of a series or collection.  It is not expected that individual records need to be examined.  It is important to find every storage place of records including cabinets, discs and under desks!  

Records and Information Survey



	Department:

	Title of record series / collection:

*

	

	What information do the records contain?
	

	For what purpose are the records created?
	

	Do the records relate to structure, policy or functions of the University?
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	Date range:
	

	Medium \ Format of the records:
	

	Location of records:
	

	Who refers to the records?
	

	Status:
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Duplicate record
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	After what period do the records become inactive?
	

	After what period are the records no longer required for reference purposes?
	

	Is the retention period affected by legislation?
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	Are the records needed for audit purposes?
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	Do the records have historical value?
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	What is the volume of records in linear metres?
	Active records……………

Inactive records………….

	What is the annual growth rate?
	

	Storage equipment:
	


Signature:…………………………………
Title:………………………….

Date:

Based on the information from the National Archives Website: http://www.pro.gov.uk/recordsmanagement/standards/surveys.PDF
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Key questions for Departments/HR in follow up interviews – Sept 03

1. Questionnaire
a) How did you find the terminology used in the questionnaire?

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

b) Was the questionnaire too long / too short / just right?

__________________________________________________________

c) The project team used different coding for retention periods to those used for the basis of any recommendations. Did the coding cause confusion when you were answering the questions? Did you constantly have to refer back to the key to remind yourself what codes 1, 2 3 and 4 meant?

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

d) Were you certain of the department’s answers to all the questions or did you occasionally struggle with an answer?

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

e) On analysis there were a number of questions where the answers given were not favouring one retention period in particular. We’ve included some on the list and are trying to discover why you all gave such different answers. e.g.

i. Was the question clear enough or was the terminology difficult?

ii. Was it an area where you were not aware of any suggested retention periods?

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

2. Records and Information Survey Form


a) Did you find the survey form easy to use and was it clear what was expected?

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

b) If not could you suggest ways of improving the form for any future use?

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

c) Was the terminology clear?

__________________________________________________________

__________________________________________________________

__________________________________________________________

3. Theme of the Project
a) We are interested to hear what you thought about the general theme of the project.

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

4.
Any other comments?

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

Sample Questions and Answers – Departments
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3b)
Records documenting management succession plans.

Study of the Records Lifecycle retention period is answer 2
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3a)
Records documenting the assessment and analysis of employee requirements, and the identification and evaluation of options for meeting these requirements.

Study of the Records Lifecycle retention period is answer 2

[image: image16.emf]Question 6 a)
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7a)
Records documenting the development of workforce performance assessment systems.


Study of the Records Lifecycle retention period is answer 2
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11a)
Records documenting the employee's initial application for employment with the institution.


Study of the Records Lifecycle retention period is answer 2

[image: image18.emf]Question 6 c)
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11b)
Supporting documentation (e.g. references) for the employee's initial application for employment with the institution. 


Study of the Records Lifecycle retention period is answer 3
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11g)
Records documenting induction programmes attended by the employee.


Study of the Records Lifecycle retention period is answer 3
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13a)
Records documenting the institution's relationships with pension schemes to which all or part of its workforce belongs.


Study of the Records Lifecycle retention period is answer 2

SAMPLE QUESTIONS AND ANSWERS – HR
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4d)
Records containing summary statistical information about job applicants e.g. ethnicity/gender analyses. 

Study of the Records Lifecycle retention period is answer 2
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6c)
Records containing individual feedback on training and development programmes


Study of the Records Lifecycle retention period is answer 3
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7c)
Records documenting management analyses of the impact of workforce performance assessment systems.

Study of the Records Lifecycle retention period is answer 2
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11l)
Records documenting grievances raised by the employee which relate directly to his/her own contract of employment, the institution's response, action taken and the outcome.


Study of the Records Lifecycle retention period is answer 2
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11n)
Records relating to the administration of the employee's contractual holiday entitlement.

Study of the Records Lifecycle retention period is answer 2
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11s)
Records containing employee's basic personal details (e.g. address, next of kin, emergency contacts).


Study of the Records Lifecycle retention period is answer 3
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Analysis of questions answered by Surveyed Schools/Departments

1 - retain permanently 2 - retain for a few years 3 - retain the most recent records only 4 -  no need to retain these records from the School/Department’s perspective

1.
HR Strategy Development and Management Planning

[image: image27.emf]Question 9 b)
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a)
Records documenting the development and implementation of the institution's personnel strategy.

Study of the Records Lifecycle retention period is answer 2
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b)
Records containing reports of performance against the plans for the implementation of the institution's personnel strategy.

Study of the Records Lifecycle retention period is answer 2
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c)
Records documenting the conduct and results of audits and reviews of the personnel management function, and responses to the results.

Study of the Records Lifecycle retention period is answer 2

2.
Personnel Management Policy and Procedures Development
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a)
Records documenting the development and establishment of the institution's personnel management policies.


Study of the Records Lifecycle retention period is answer 2
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b) Records documenting the development of the institution's personnel management procedures.


Study of the Records Lifecycle retention period is answer 2

3.
Employee Planning
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a) Records documenting the assessment and analysis of employee requirements, and the identification and evaluation of options for meeting these requirements.

Study of the Records Lifecycle retention period is answer 2
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b)
Records documenting management succession plans.

Study of the Records Lifecycle retention period is answer 2

c) [image: image34.emf]Question 11 e)
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Records documenting the development of job specifications and their evaluation.

Study of the Records Lifecycle retention period is answer 2

4.
Employee Recruitment
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a)
Records documenting the advertising of vacancies and documenting enquiries about vacancies and requests for application forms.

Study of the Records Lifecycle retention period is answer 3
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b)
Records documenting the handling of applications for vacancies: unsuccessful applications

Study of the Records Lifecycle retention period is answer 3
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c)
Records documenting the handling of applications for vacancies: successful applications

Study of the Records Lifecycle retention period is answer 2

[image: image38.emf]Question 11 i)
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d) Records containing summary statistical information about job applicants e.g. ethnicity/gender analyses.

Study of the Records Lifecycle retention period is answer 2
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0

1

2

3

4

5

6

1 2 3 4

Retention Period Chosen

Number of 

Departments


e) Records documenting the handling of unsolicited applications for employment.

Study of the Records Lifecycle retention period is answer 3

5.
Employee Induction
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a) Records documenting the development, overall delivery, administration* and assessment of induction programmes for new employees.

Study of the Records Lifecycle retention period is answer 2

* Study of the Records Lifecycle retention period is answer 3

6.
Employee Training and Development
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a) Records containing summary information on workforce training and development needs.


Study of the Records Lifecycle retention period is answer 2

b) [image: image42.emf]Question 11 m)
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Records documenting the development of training and development programmes to meet defined needs.

Study of the Records Lifecycle retention period is answer 2

[image: image43.emf]Question 11 n)
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c) Records containing individual feedback on training and development programmes

Study of the Records Lifecycle retention period is answer 3

[image: image44.emf]Question 11 o)
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d) Records documenting management analyses of the impact of training and development programmes.

Study of the Records Lifecycle retention period is answer 2

[image: image45.emf]Question 11 p)
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7.
Employee Performance Management

a) Records documenting the development of workforce performance assessment systems.

Study of the Records Lifecycle retention period is answer 2
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b) Records containing summary (anonymised) results of employees' performance assessments.


Study of the Records Lifecycle retention period is answer 2

c)
Records documenting management analyses of the impact of workforce performance assessment systems.

[image: image47.emf]Question 11r)
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Study of the Records Lifecycle retention period is answer 2

8.
Employee Remuneration & Reward Management
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a) Records documenting the development of the institution's remuneration structure.


Study of the Records Lifecycle retention period is answer 2

[image: image49.emf]Question 11t)
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b) Records documenting pay reviews.


Study of the Records Lifecycle retention period is answer 2
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0

1

2

3

4

5

6

1 2 3 4

Retention Period Chosen

Number of 

Departments


c) Records documenting special reward schemes e.g. Merit Reviews.


Study of the Records Lifecycle retention period is answer 2

9.
Employee Welfare Management
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a) Records documenting the development of employee welfare schemes and services e.g. counselling services.


Study of the Records Lifecycle retention period is answer 2
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b)
Records documenting the monitoring of hours worked by employees, as required by the Regulations cited.


Study of the Records Lifecycle retention period is answer 2

10.
Employee Relations Management


[image: image53.emf]Question 11x)
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a) Records documenting the design of workforce surveys and consultations, and responses* to the surveys.


Study of the Records Lifecycle retention period is answer 2

* Study of the Records Lifecycle retention period is answer 3

[image: image54.emf]Question 11y)
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b) Records documenting grievances raised by staff (which do not relate directly to their own contracts of employment), the institution's response, action taken and the outcome.

Study of the Records Lifecycle retention period is answer 2

11.
Employee Contract Management
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0

1

2

3

4

5

6

1 2 3 4

Retention Period Chosen

Number of 

Departments


a) Records documenting the employee's initial application for employment with the institution.


Study of the Records Lifecycle retention period is answer 2

[image: image56.emf]Question 12 b)
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b)
Supporting documentation (e.g. references) for the employee's initial application for employment with the institution. 


Study of the Records Lifecycle retention period is answer 3
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c)
Records documenting the employee's subsequent applications for other jobs within the institution.


Study of the Records Lifecycle retention period is answer 2

[image: image58.emf]Question 12 d)
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d)
Records documenting the employee's contract(s) of employment with the institution.


Study of the Records Lifecycle retention period is answer 2

[image: image59.emf]Question 13 a)
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e)
Records documenting changes to the employee's terms and conditions of employment.


Study of the Records Lifecycle retention period is answer 2

[image: image60.emf]Question 13 b)
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f)
Records documenting the job descriptions of positions held by the employee within the institution.


Study of the Records Lifecycle retention period is answer 2
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g)
Records documenting induction programmes attended by the employee.


Study of the Records Lifecycle retention period is answer 3
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h)
Records documenting the employee's identified training and development needs, and the action taken to meet these needs.


Study of the Records Lifecycle retention period is answer 2
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i)
Records documenting job-specific statutory/regulatory training requirements for the employee, and the training provided to meet these requirements.  


Study of the Records Lifecycle retention period is answer 2
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j)
Records documenting routine assessments of the employee's performance, and any consequent action taken.

Study of the Records Lifecycle retention period is answer 2
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k)
Records documenting disciplinary proceedings against the employee, where employment continues.


Study of the Records Lifecycle retention period is answer 2

[image: image66.emf]Question 2 b)
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l)
Records documenting grievances raised by the employee which relate directly to his/her own contract of employment, the institution's response, action taken and the outcome.


Study of the Records Lifecycle retention period is answer 2

[image: image67.emf]Question 3 a)
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m)
Records documenting the employee's remuneration and rewards (e.g. bonuses, merit awards, long service awards).


Study of the Records Lifecycle retention period is answer 2
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n)
Records relating to the administration of the employee's contractual holiday entitlement.

Study of the Records Lifecycle retention period is answer 2

[image: image69.emf]Question 3 c)
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o)
Records documenting the employee's absence due to sickness.

Study of the Records Lifecycle retention period is answer 1
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p)
Records documenting the authorisation and administration of special leave, e.g. compassionate leave, study leave.


Study of the Records Lifecycle retention period is answer 2
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q)
Records documenting the authorisation and administration of statutory leave entitlements, e.g. parental leave.


Study of the Records Lifecycle retention period is answer 2
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r)
Records documenting entitlements to, and calculations of, Statutory Maternity Pay.


Study of the Records Lifecycle retention period is answer 2
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s)
Records containing employee's basic personal details (e.g. address, next of kin, emergency contacts).


Study of the Records Lifecycle retention period is answer 3
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t)
Records documenting pre-employment health screening of an employee: employees exposed to hazardous substances during employment.


Study of the Records Lifecycle retention period is answer 1
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u)
Records documenting pre-employment health screening of an employee: other employees.


Study of the Records Lifecycle retention period is answer 2
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v)
Records documenting the issue of personal protective equipment/other special equipment to an employee.


Study of the Records Lifecycle retention period is answer 2
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w)
Records documenting major injuries to the employee arising from accidents in the workplace.

Study of the Records Lifecycle retention period is answer 1
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x)
Records documenting the employee's termination of employment by voluntary resignation, redundancy, retirement (including on medical grounds) or dismissal.


Study of the Records Lifecycle retention period is answer 2
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y)
Records documenting references provided in confidence in support of the employee's application(s) for employment by another organisation.

Study of the Records Lifecycle retention period is answer 3
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12.
Industrial Relations Management
a) Records documenting institutional recognition/derecognition of trades unions.

Study of the Records Lifecycle retention period is answer 2
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b) Records documenting agreements with trade unions

Study of the Records Lifecycle retention period is answer 2

c) [image: image82.emf]Question 7 c)

0

1

2

1 2 3 4

Retention Periods Chosen

Number of 

Departments

Records documenting routine communications with trade union representatives, including minutes of meetings.
Study of the Records Lifecycle retention period is answer 2
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d) Records documenting consultations/negotiations with trade unions on specific issues.

Study of the Records Lifecycle retention period is answer 2
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13.
Pensions Schemes Administration

a) Records documenting the institution's relationships with pension schemes to which all or part of its workforce belongs.


Study of the Records Lifecycle retention period is answer 2
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b) Records documenting routine communications with the pension schemes.


Study of the Records Lifecycle retention period is answer 2

Appendix 5

JISC – Supporting Institutional Records Management

North Wales Records Management Consortium

Analysis of questions answered by Surveyed Schools/Departments

1 - retain permanently 2 - retain for a few years 3 - retain the most recent records only 4 -  no need to retain these records from the School/Department’s perspective

1.
HR Strategy Development and Management Planning
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0

1

2

1 2 3 4

Retention Periods Chosen

Number of 

Departments


a)
Records documenting the development and implementation of the institution's personnel strategy.

Study of the Records Lifecycle retention period is answer 2
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b)
Records containing reports of performance against the plans for the implementation of the institution's personnel strategy.

Study of the Records Lifecycle retention period is answer 2
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c)
Records documenting the conduct and results of audits and reviews of the personnel management function, and responses to the results.

Study of the Records Lifecycle retention period is answer 2
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2.
Personnel Management Policy and Procedures Development

a)
Records documenting the development and establishment of the institution's personnel management policies.


Study of the Records Lifecycle retention period is answer 2
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f) Records documenting the development of the institution's personnel management procedures. 


Study of the Records Lifecycle retention period is answer 2

3.
Employee Planning
[image: image91.emf]Question 11 g)
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b) Records documenting the assessment and analysis of employee requirements, and the identification and evaluation of options for meeting these requirements.
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Study of the Records Lifecycle retention period is answer 2

b)
Records documenting management succession plans.

Study of the Records Lifecycle retention period is answer 2
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c)
Records documenting the development of job specifications and their evaluation.
Study of the Records Lifecycle retention period is answer 2
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4.
Employee Recruitment
a) Records documenting the advertising of vacancies and documenting enquiries about vacancies and requests for application forms.


Study of the Records Lifecycle retention period is answer 3


b)
Records documenting the handling of applications for vacancies: unsuccessful applications

Study of the Records Lifecycle retention period is answer 3


c)
Records documenting the handling of applications for vacancies: successful applications

Study of the Records Lifecycle retention period is answer 2


d)
Records containing summary statistical information about job applicants e.g. ethnicity/gender analyses. 

Study of the Records Lifecycle retention period is answer 2


e) Records documenting the handling of unsolicited applications for employment.

Study of the Records Lifecycle retention period is answer 3

5.
Employee Induction

b) Records documenting the development, overall delivery, administration* and assessment of induction programmes for new employees.

Study of the Records Lifecycle retention period is answer 2

* Study of the Records Lifecycle retention period is answer 3

6.
Employee Training and Development


e) Records containing summary information on workforce training and development needs.


Study of the Records Lifecycle retention period is answer 2


f)  Records documenting the development of training and development programmes to meet defined needs.


Study of the Records Lifecycle retention period is answer 2


g) Records containing individual feedback on training and development programmes


Study of the Records Lifecycle retention period is answer 3


h) Records documenting management analyses of the impact of training and development programmes.

Study of the Records Lifecycle retention period is answer 2


 7.
Employee Performance Management

c) Records documenting the development of workforce performance assessment systems.


Study of the Records Lifecycle retention period is answer 2


d) Records containing summary (anonymised) results of employees' performance assessments.


Study of the Records Lifecycle retention period is answer 2


c)
Records documenting management analyses of the impact of workforce performance assessment systems.

Study of the Records Lifecycle retention period is answer 2

8.
Employee Remuneration & Reward Management


d) Records documenting the development of the institution's remuneration structure.


Study of the Records Lifecycle retention period is answer 2


e) Records documenting pay reviews.


Study of the Records Lifecycle retention period is answer 2


f) Records documenting special reward schemes e.g. Merit Reviews.


Study of the Records Lifecycle retention period is answer 2

9.
Employee Welfare Management

b) Records documenting the development of employee welfare schemes and services e.g. counselling services.


Study of the Records Lifecycle retention period is answer 2




b)
Records documenting the monitoring of hours worked by employees, as required by the Regulations cited.


Study of the Records Lifecycle retention period is answer 2

10.
Employee Relations Management



c) Records documenting the design of workforce surveys and consultations, and responses* to the surveys.


Study of the Records Lifecycle retention period is answer 2

* Study of the Records Lifecycle retention period is answer 3


d) Records documenting grievances raised by staff (which do not relate directly to their own contracts of employment), the institution's response, action taken and the outcome.

Study of the Records Lifecycle retention period is answer 2

 11.
Employee Contract Management

b) Records documenting the employee's initial application for employment with the institution.


Study of the Records Lifecycle retention period is answer 2


b)
Supporting documentation (e.g. references) for the employee's initial application for employment with the institution. 


Study of the Records Lifecycle retention period is answer 3


c)
Records documenting the employee's subsequent applications for other jobs within the institution.


Study of the Records Lifecycle retention period is answer 2


d)
Records documenting the employee's contract(s) of employment with the institution.


Study of the Records Lifecycle retention period is answer 2

 e)
Records documenting changes to the employee's terms and conditions of employment.



Study of the Records Lifecycle retention period is answer 2


f)
Records documenting the job descriptions of positions held by the employee within the institution.


Study of the Records Lifecycle retention period is answer 2

g)
Records documenting induction programmes attended by the employee.


Study of the Records Lifecycle retention period is answer 3


h)
Records documenting the employee's identified training and development needs, and the action taken to meet these needs.


Study of the Records Lifecycle retention period is answer 2


i)
 Records documenting job-specific statutory/regulatory training requirements for the employee, and the training provided to meet these requirements.  


Study of the Records Lifecycle retention period is answer 2

j)
Records documenting routine assessments of the employee's performance, and any consequent action taken.

Study of the Records Lifecycle retention period is answer 2


k)
Records documenting disciplinary proceedings against the employee, where employment continues.


Study of the Records Lifecycle retention period is answer 2


l)
Records documenting grievances raised by the employee which relate directly to his/her own contract of employment, the institution's response, action taken and the outcome.


Study of the Records Lifecycle retention period is answer 2


m)
Records documenting the employee's remuneration and rewards (e.g. bonuses, merit awards, long service awards).


Study of the Records Lifecycle retention period is answer 2




n)
Records relating to the administration of the employee's contractual holiday entitlement.

Study of the Records Lifecycle retention period is answer 2

o)
Records documenting the employee's absence due to sickness.

Study of the Records Lifecycle retention period is answer 1


p)
Records documenting the authorisation and administration of special leave, e.g. compassionate leave, study leave.


Study of the Records Lifecycle retention period is answer 2


q)
Records documenting the authorisation and administration of statutory leave entitlements, e.g. parental leave.


Study of the Records Lifecycle retention period is answer 2


r)
Records documenting entitlements to, and calculations of, Statutory Maternity Pay.


Study of the Records Lifecycle retention period is answer 2


s)
Records containing employee's basic personal details (e.g. address, next of kin, emergency contacts).


Study of the Records Lifecycle retention period is answer 3

t)
Records documenting pre-employment health screening of an employee: employees exposed to hazardous substances during employment.


Study of the Records Lifecycle retention period is answer 1


u)
Records documenting pre-employment health screening of an employee: other employees.


Study of the Records Lifecycle retention period is answer 2


v)
Records documenting the issue of personal protective equipment/other special equipment to an employee.


Study of the Records Lifecycle retention period is answer 2


w)
Records documenting major injuries to the employee arising from accidents in the workplace.

Study of the Records Lifecycle retention period is answer 1


x)
Records documenting the employee's termination of employment by voluntary resignation, redundancy, retirement (including on medical grounds) or dismissal.


Study of the Records Lifecycle retention period is answer 2

 y)
Records documenting references provided in confidence in support of the employee's application(s) for employment by another organisation.


Study of the Records Lifecycle retention period is answer 3

12.
Industrial Relations Management

e) Records documenting institutional recognition/derecognition of trades unions.

Study of the Records Lifecycle retention period is answer 2


f) Records documenting agreements with trade unions

Study of the Records Lifecycle retention period is answer 2


g) Records documenting routine communications with trade union representatives, including minutes of meetings.
Study of the Records Lifecycle retention period is answer 2


h) Records documenting consultations/negotiations with trade unions on specific issues.

Study of the Records Lifecycle retention period is answer 2

13.
Pensions Schemes Administration


c) Records documenting the institution's relationships with pension schemes to which all or part of its workforce belongs.


Study of the Records Lifecycle retention period is answer 2


d) Records documenting routine communications with the pension schemes.


Study of the Records Lifecycle retention period is answer 2

� 1 Form to be completed for each ‘Title of record series / collection’
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