Section 29 Personnel Management

29.1 Records documenting the development of the institution's personnel strategy (Edinburgh Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.1
	Personnel Strategy Development
	
	
	
	
	

	29.1.1
	HR strategy
	HR website
	Destroy
	Immediately
	When superseded
	This happens currently

	29.1.2
	HR strategy
	HR Policy
	University Archives
	Immediately
	When policy is adopted
	Currently superseded strategies are preserved indefinitely in the HR department 

	29.1.3
	HR strategy
	All other copies
	Destroy
	Immediately
	When no longer required for personal reference
	

	29.1.4
	HR strategy working papers 
	HR Policy
	University Archives
	2 years
	After policy is adopted
	Working papers are currently destroyed

	29.1.5
	Staff Committee minutes and papers: master set
	HR Policy
	University Archives
	Immediately
	On agreement of minutes
	Currently this is preserved indefinitely in the HR department

	29.1.6
	Staff Committee minutes and papers
	HR Intranet
	Delete
	10 years
	
	

	29.1.7
	Staff Committee minutes and papers: all other copies
	Committee members
	Delete
	Immediately
	When no longer required for personal reference
	


29.2 Personnel Management Planning (Edinburgh Uni)

* SMT = Senior Management Team 

· SHRT = Senior HR Team

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.2.1
	Senior HR Team minutes and papers master set
	HR Policy
	University Archives
	Immediately
	On approval of minutes by College SMTs

Support Group SMTs

Staff Cttee

SHRT
	Currently these are preserved indefinitely in the HR department

	29.2.2
	Senior HR Team minutes and papers
	HR Policy intranet
	Destroy
	10 years
	
	

	29.2.3
	Senior HR Team minutes and papers: all other copies
	Team members
	Destroy
	Immediately
	When no longer required for personal reference
	

	29.2.4
	Senior Management Teams for Colleges and Support Groups: minutes and papers
	
	
	
	
	Beyond the scope of this project

	29.2.5
	Staff Committee minutes and papers
	
	
	
	
	See section 1


29.3 Personnel Management Performance Management 

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.3.1
	Internal audit reports
	Internal audit, Director of HR

Planning Office
	
	Records provided to SHEFC, CMG, Staff Cttee and Benchmarking
	
	Not part of the scope of this retention schedule

	29.3.2
	Internal audit reports filed with papers relating to the function being audited
	HR
	Disposal and timing will depend on the disposal decision for the file concerned
	
	
	

	29.3.3
	Management information – benchmarking results for short-term contracts
	HR Internal Audit reports
	Destroy
	10 years
	
	

	29.3.4
	HESA statistics on staff turnover
	HR
	Destroy
	5 years
	
	


29.4 Personnel Management Policy Development (Edinburgh Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.4.1
	HR policies
	HR website JCNCs 

Staff Cttee
	Destroy
	
	
	Known as: SAM (Staff Administration Manual)

	29.4.2
	HR policies
	HR Policy
	University Archives
	
	When superseeded
	Development = 24 months

Record = Archive after superseded

	29.4.3
	Working papers leading to development of policies
	HR Policy
	Destroy
	
	
	

	29.4.4
	Staff Committee minutes and papers
	
	
	
	
	

	29.4.5
	Joint Consultative and Negotiating Committees
	
	
	
	
	

	29.4.6
	Interpretation of policies at local or central level
	HR intranet or relevant members of staff
	Destroy
	
	
	


29.5 Personnel Management Procedures Development (Edinburgh Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29. 5.1
	HR procedures and guidance
	HR website
	Destroy
	Immediately
	When superseded
	

	29.5.2
	HR procedures and guidance
	HR Policy
	University Archives
	2 years
	After superseded
	Policies are currently kept indefinitely in HR.

NB When transferred to the University Archive, the University Archivist may destroy some policy documents

	29.5.3
	Working papers leading to development of procedures and guidance
	HR Policy
	Destroy
	2 years
	After guidance is superseded
	

	29.5.4
	Interpretation of procedures or guidance at local or central level
	HR intranet or relevant members of staff
	Destroy
	2 years
	After guidance is superseded
	


29.6 Workforce Planning (Edinburgh Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.6.1
	Records documenting the assessment and analysis of workforce requirements, and the identification and evaluation of options for meeting these requirements 


	Colleges/Support Groups

HR Dept
	Electronically/hard copy

Archived after one year
	
	
	a) Planning Round Outcomes

b) Promotions Process

c) Job Evaluation

d) Regradings

e) Restructuring

	29.6.1.1
	Internal discussion of need for new post(s)
	Relevant managers
	Destroy
	5 years
	
	

	29.6.2
	Records documenting management succession plans.
	N/A
	
	
	
	

	29.6.3
	Records documenting the development and evaluation of job specifications.
	Department/School
	No central records of development
	
	Personal file – until left
	Electronically/hard copy

HR dept - archive 

	29.6.3.1
	Working papers from large-scale job evaluation exercises
	HR
	Destroy
	1 year
	After completion of exercise
	Currently kept indefinitely

	29.6.3.2
	Results of large-scale job evaluation exercises
	HR 
	Destroy 
	10 years
	
	Used as a reference source for future gradings

	29.6.3.3
	Drafting of individual job specifications: working papers
	Relevant managers
	Destroy
	Immediately
	When job description finalised
	

	29.6.3.4
	Individual job specifications
	Line manager 
	Destroy
	Immediately
	When superseded
	

	29.6.3.5
	Individual job specifications
	HR
	Destroy
	10 years
	
	Used as a reference source for future gradings

	29.6.3.6
	Individual job specification on personal file
	HR 
	Destroy
	
	When individual reaches age of 72
	

	29.6.3.7
	Grading of individual jobs: outcomes
	HR database
	Destroy
	10 years
	
	Used as a reference source for future gradings

	29.6.3.8
	Grading of individual jobs: correspondence and working papers
	Line manager and HR
	Destroy
	Immediately
	When post is advertised
	Copies of some papers may be required prior to this to support the authority to recruit form.


29.7 Recruitment (Edinburgh and Glasgow Unis.)

Edinburgh University Return:

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.7.1
	Authority to recruit form (HR14)
	HR
	Destroy
	5 years
	Electronic (e-mail) copies deleted after 3 months

Paper copies retained in file until 3 months after termination of employment and then scanned and retained indefinitely. 
	Kept for audit purposes to show who authorised the recruitment

Currently retained indefinitely

	29.7.2 
	Authority to recruit form (HR14)
	Line manager
	Destroy
	5 years
	Electronic (e-mail) copies deleted after 3 months

Paper copies retained in file until 3 months after termination of employment and then scanned and retained indefinitely. Possible archiving at later date.
	Kept for audit purposes to show who authorised the recruitment

	29.7.3
	Authority to recruit form (HR14)
	College or support group authorised signatory
	Destroy
	CY+1
	
	Used for budget and planning purposes

	29.7.4
	Advertising details form (HR15)
	HR and line manager
	Destroy
	Immediately
	On completion of recruitment
	Currently preserved indefinitely

	29.7.5
	Advert text
	Line manager
	Destroy
	Immediately
	When job description destroyed
	

	29.7.6 
	Advert text on individual’s personal file
	HR
	Destroy
	Immediately
	On termination of employment in this role
	This information is currently preserved indefinitely

	29.7.7
	Working papers relating to placing of advertisement
	HR
	Destroy
	6 months
	After vacancy filled
	

	29.7.8
	Records documenting enquiries about vacancies & requests for application forms
	HR & line manager
	Destroy
	6 months
	After vacancy filled
	This information is currently preserved indefinitely

	29.7.9
	Applicant tracking form
	Line manager & HR
	Destroy
	6 months 
	After vacancy filled
	This information is currently preserved indefinitely

	29.7.10
	Appointment request form (HR3)
	Line manager & HR
	Destroy
	6 months
	After vacancy filled
	This information is currently preserved indefinitely

	29.7.11
	Unsuccessful candidates: application forms, CVs, references, interview notes, correspondence and related papers
	Line manager
	Destroy
	6 months
	After vacancy filled
	

	29.7.12
	Unsuccessful candidates: application forms, CVs, references, interview notes, correspondence and related papers
	Members of interview panel
	Destroy
	Immediately
	After interviews
	

	29.7.13
	Successful candidates: application form, CV and offer and acceptance letters
	HR & Line manager
	Destroy
	6 years
	After termination of employment
	

	29.7.14
	Successful candidates: all other recruitment documentation (including references)
	Line manager
	Destroy
	6 months
	After vacancy filled
	

	29.7.15
	Equal opportunities form
	Equal Opportunities Officer
	Destroy
	Immediately
	Information is entered onto database
	

	29.7.16
	Equal opportunities database information
	Equal Opportunities Officer
	Destroy
	10 years
	
	

	29.7.17
	Equal opportunities six monthly statistical reports
	Equal Opportunities Officer
	Destroy
	10 years
	
	

	29.7.18
	Equal opportunities ad hoc statistical reports
	Equal Opportunities Officer
	Destroy
	2 years
	
	

	29.7.19
	Data for analyses of recruitment effectiveness
	HR Recruitment
	Destroy
	6 months
	
	

	29.7.20
	Analyses of recruitment effectiveness
	HR Recruitment
	Destroy
	3 years
	
	

	29.7.21
	Unsolicited applications and the University’s reply
	HR Recruitment
	Destroy
	Immediately
	When reply is sent
	


University of Glasgow return:

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.7.1
	Records documenting internal authorisation for recruitment.
	HR recruitment Section
	Destroy
	Duration of appointment process
	Paper copies retained in file until 6 months after termination of employment 
	Post release form Dept Copy kept on central HR system and paper file

	29.7.2
	Records documenting the advertising of vacancies.
	HR recruitment Section
	Destroy
	Duration of appointment process
	6 months after end of process - kept only on Access database
	Advert request form

	29.7.3
	Records documenting enquiries about vacancies and requests for application forms.
	HR recruitment Section
	Completion of appointment + 1 year
	Duration of appointment process
	
	Request for application form kept on Access database

	29.7.4
	1.4 Records documenting the handling of applications for vacancies: unsuccessful applications.


	HR Recruitment Section
	
	Duration of appointment process
	
	Access database and paper file

	29.7.4.1
	Not selected for interview


	HR Recruitment Section
	Completion of appointment + 1 year
	
	
	Shortleet regret

	29.7.4.2
	Not selected for appointment
	HR Recruitment Section
	Completion of appointment + 1 year
	
	
	Interview regret

	29.7.5
	Records documenting the handling of applications for vacancies: successful applications.
	HR Recruitment Section
	
	Duration of appointment process
	
	

	29.7.5.1  
	Selected for interview
	HR Recruitment Section
	
	Duration of appointment process
	
	Shortleeted candidate

	29.7.5.2  
	Selected for appointment
	HR Recruitment Section
	Termination of employment + 6 years
	
	
	Appointee Application added to staff personal file

	29.7.6
	Records containing summary statistical information about job applicants e.g. ethnicity/gender analyses.
	HR Information Section
	Destroy, current year + 5 years
	Recruitment Stats
	
	Computer system + paper file

	29.7.7
	Records containing management analyses of recruitment effectiveness e.g. use of advertising media.
	HR Information Section
	Current year + 1 year
	Customer analysis stats
	
	Computer system + paper file

	29.7.8
	Records documenting the handling of unsolicited applications for employment
	HR Recruitment Section
	6 months
	These are returned to the person unless shortage area then they are sent on to depts
	
	Speculative applications


29.8 Workforce Induction (Glasgow Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.8.1
	Records documenting the development, overall delivery and assessment of induction programmes for new employees.
	HR -Staff Development Section
	10 years at present.
	
	New academic year
	MS Office files on shared directory and paper copies.

	29.8.2
	Records documenting the administration of induction programmes
	HR - Staff Development Section
	Current year +1 year.
	
	New academic year
	MS Office files on shared directory


29.9 Workforce Training & Development (Glasgow Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.9.1
	Records containing summary information on workforce training and development needs.
For records documenting individual employees' training and development needs, see Employee Contract Management
	HR - Staff Development Service
	Current year + 5 year
	End of session
	When superseeded
	

	29.9.2
	Records documenting the development of training and development programmes to meet defined needs.
	HR - Staff Development Service
	Current year + 1 year
	End of session
	
	

	29.9.3
	Records containing individual feedback on training and development programmes.
	HR - Staff Development Service
	Current year + 1 year
	End of session
	
	

	29.9.4
	Records documenting (anonymised) workforce feedback on training and development programmes.
	HR - Staff Development Service
	Current year + 1 year
	End of session
	
	

	29.9.5
	Records documenting management analyses of the impact of training and development programmes.
	HR - Staff Development Service
	Current year + 5 year
	End of session
	
	


29.10 Workforce Performance Management (Glasgow Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.10.1
	Records documenting the development of workforce performance assessment systems.
	HR Resource Room filing system
	scheme duration plus 6 yrs
	
	End of session
	

	29.10.2
	Records containing summary (anonymised) results of employees' performance assessments.
	HR Resource Room filing system
	scheme duration plus 6 yrs
	
	End of session
	

	29.10.3
	Records documenting management analyses of the impact of workforce performance assessment systems.
	HR Resource Room filing system
	scheme duration plus 6 yrs
	
	End of session
	


29.11 Workforce Remuneration & Reward Management (Glasgow Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.11.1
	Records documenting the development of the institution's remuneration structure.
	HR
	Current year + 10 years
	
	When superseeded
	

	29.11.2
	Records documenting pay reviews.
	HR
	Current year + 5 years
	
	
	

	29.11.3
	Records documenting special reward schemes e.g. Merit Reviews.
	HR
	Termination of scheme + 5 years
	
	
	


29.12 Workforce Welfare Management (Glasgow Uni).

PP&S = Payroll, Pensions & Superannuation division
	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.12.1
	Records documenting the development of workforce welfare schemes and services e.g. counselling services.
	HR – Deputy Director 
	Current year + 5 years
	
	
	Counselling Service is provided externally.

	29.12.2
	Records documenting the monitoring of hours worked by employees, as required by the Regulations cited.
	PP&S – Finance Office
	Date of record + 2 years
	
	
	


29.13 Workforce Relations Management (Glasgow Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.13.1
	Records documenting the design of workforce surveys and consultations.
	HR Information - Staff Survey design documents
	Completion of survey / consultation 
	
	Completion of survey / consultation + 5 years
	Hard copy - 2 years

	29.13.2
	Records containing (identifiable) individual responses to workforce surveys and consultations.
	HR Information  - Survey information
	
	
	Completion of analysis of responses.
	Spreadsheet – until we are finished with info.

	29.13.3
	Records containing summary (anonymised) results of workforce surveys and consultations.
	HR Information - Survey spreadsheet
	
	
	Completion of survey + 5 years
	Spreadsheet – until no longer needed

	29.13.4
	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.
	HR Managers/Assistants - Grievance records
	
	
	Last action on case + 6 years
	It is kept separate from Personal file, until the person leaves + 7 years


29.14 Employee Contract Management (Glasgow Uni)

SDS = Staff Development Service, a division within HR.

SEPS = Safety & Environmental Protection Service

PP&S = Payroll, Pensions & Superannuation division
	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.14.1
	Records documenting an employee's initial application for employment with the institution.
	Employee/HR Recruitment - Application form or CV and covering letter
	
	
	Termination of employment + 6 years
	Access Database &  then if successful the personal file

	29.14.2
	Supporting documentation (e.g. references) for an employee's initial application for employment with the institution.
(For records documenting pre-employment health screening, see Health & Safety Management, Employee Health Surveillance.)
	HR Recruitment - Appointment information
	
	
	Completion of appointment
	Access Database + paper record & kept in personal file

	29.14.3
	Records documenting an employee's subsequent applications for other jobs within the institution.
	HR Recruitment - Application information
	
	
	Duration of post + 1 year
	In paper format but only kept in file if person was successful, if not then normal recruitment file, 6 months

	29.14.4
	Records documenting an employee's contract(s) of employment with the institution.
	HR dept - Contract of employment
	
	
	Termination of employment + 6 years
	It is kept in paper format but information also in Delphi computer system.  Information termination + 6 years.

	29 14.5
	Supporting documentation (e.g. references) for an employee's initial application for employment with the institution.
For records documenting pre-employment health screening, see Health & Safety Management, Employee Health Surveillance.
	HR - Completion of appointment process
	
	See 14.2
	
	

	29.14.6
	Records documenting an employee's subsequent applications for other jobs within the institution.
	
	
	See 14.3
	Duration of job + 1 year
	

	29.14.7
	Records documenting an employee's contract(s) of employment with the institution.
	
	
	See 14.4
	Termination of employment + 6 years
	

	29.14.8
	Records documenting changes to an employee's terms and conditions of employment.
	HR Dept - Variation of contract
	Termination of employment + 6 years
	
	
	Kept in paper format, but also in Delphi computer system.  Information kept for 6 years after termination.

	29.14.9
	Records documenting the job descriptions of positions held by an employee within the institution.
	HR Dept Job description
	
	Duration of job + 1 year
	Kept in personal file until termination + 6 years.
	

	29.14.10
	Records documenting induction programmes attended by an employee.
	Dept -  Induction information
	
	Completion of induction + 1 year
	This is done for staff in the HR dept, not for all staff.  It stays for the duration of the appointment
	

	29.14.11
	Records documenting an employee's identified training and development needs, and the action taken to meet these needs.
	SDS - Training & development needs
	Completion of actions + 5 years
	
	
	They have this in paper format and in an access database.  

	29.14.12
	Records documenting job-specific statutory/regulatory training requirements for an employee, and the training provided to meet these requirements.
	SDS - Compulsory Training needs
	Expiry of certification + 6 years OR Superseded + 6 years
	
	
	They have this in paper format and in an access database.

	29.14.13
	Records documenting routine assessments of an employee's performance, and any consequent action taken.
	Dept - Appraisal and Informal Review
	Superseded + 3 years
	
	
	They have this in paper format and in an access database.  

	29.14.14
	Records documenting disciplinary proceedings against an employee, where employment continues
	HR dept Disciplinary record
	Kept in paper format until spent
	Closure of case + 6 years
	
	

	29.14.15
	Records documenting grievances raised by an employee which relate directly to his/her own contract of employment, the institution's response, action taken and the outcome.
	HR dept Grievance record
	Kept in personal file for duration of appointment + 6 years.
	Closure of case + 6 years
	
	

	29.14.16
	Records documenting an employee's remuneration and rewards (e.g. bonuses, merit awards, long service awards).
	HR dept Information - Remuneration
	Kept in paper format in personal file and in Delphi computer system for duration of appointment
	Current Year + 3 years *
Recommended: Current Year + 6 years
	
	

	29.14.17
	Records relating to the administration of an employee's contractual holiday entitlement.
	HR dept Leave entitlement
	Kept in paper format in personal file.  
	Current year + 1 year
	
	

	29.14.18
	Records documenting an employee's absence due to sickness.
	Dept – monthly returns to PP&S, Finance office -Sickness/Absence record
	Supports implementation of Sickness Absence Monitoring policy, 
	 Duration of appointment + 6 years.
	
	

	29.14.19
	Records documenting the authorisation and administration of special leave, e.g. compassionate leave, study leave.
	Dept and HR dept Special leave form
	
	Current year + 1 year
	
	

	29.14.20
	Records documenting the authorisation and administration of statutory leave entitlements, e.g. parental leave.
	Dept
	Leave entitlement
	Duration of appointment + 6 years
	
	

	29.14.21
	Records documenting entitlements to, and calculations of, Statutory Maternity Pay.
	HR dept and Payroll - Maternity information
	
	Current Tax Year + 3 years
	
	Payroll calculate the information and send a copy to HR which is put in the Personal File.

	29.14.22
	Records containing an employee's basic personal details (e.g. address, next of kin, emergency contacts).
	While current
	Not explicitly stated as such but must comply with the Data Protection Act 1998c.29
	Personal details information
	HR Recruitment
	This is kept in paper format and in the delphi computer system .

	29.14.23
	Records documenting pre-employment health screening of an employee: employees exposed to hazardous substances during employment.
	UHS – Rediation PS - Health information
	Termination of employment + 40 years
	
	
	Kept in personal medical record

	29.14.24
	Records documenting pre-employment health screening of an employee: other employees.
	N/A
	
	
	
	We don’t do pre-employment screening

	29.14.25
	Records documenting the issue of personal protective equipment/other special equipment to an employee.
	Dept Safety information files
	
	
	Termination of employment + 6 years
	

	29.14.26
	Records documenting major injuries to an employee arising from accidents in the workplace.
	Employee/SEPS Safety information
	
	
	Termination of employment + 40 years
	

	29.14.27
	Records documenting an employee's termination of employment by voluntary resignation, redundancy, retirement (including on medical grounds) or dismissal
	Termination of employment + 6 years
	
	Termination of employment information
	HR dept
	Duration of appointment + 6 years

	29.14.28
	Records documenting references provided in confidence in support of an employee's application(s) for employment by another organisation.
	Dept files - References
	
	Provision of reference + 1 year
	
	


29.15 Industrial Relations Management (Glasgow Uni)

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.15.1
	Records documenting institutional recognition/derecognition of trades unions
	HR –Information file
	
	
	
	No guidelines on the retention of these records in place at present.

	29.15.2
	Records documenting agreements with trade unions.
	HR- Information file
	Termination of agreement + 10 years
	
	
	

	29.15.3
	Records documenting routine communications with trade union representatives, including minutes of meetings
	HR – Director’s Office
	Current year + 20 years
	
	
	

	29.15.4
	Records documenting consultations/negotiations with trade unions on specific issues.
	HR – Director’s Office
	Last action on issue + 20 years
	
	
	


29.16 Pension Schemes Administration (Glasgow Uni)

PP&S = Payroll, Pensions & Superannuation division

	No
	Description
	Held by
	Recommended disposal
	Timing
	Trigger
	Notes

	29.16.1
	Records documenting the institution's relationships with pension schemes to which all or part of its workforce belongs.
	PP&S –Finance Office
	Held indefinitely at present.

	29.16.2
	Records documenting routine communications with the pension schemes.
For administration of individual employees' relationships with the pension schemes, use Employee Contract Management.
	PP&S –Finance Office
	Held indefinitely at present.


