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y o u r  a g e n c y  f o r  l i f er e c r u i t m e n t  c o n s u l t a n t s

Record Keeping T imesca les

Document  Type

Personnel  Records :

Job-Seeker  Personal  Data

Job-Seeker  Sens i t ive  Personal  Data

Hi re r  Records 
( inc l .  c l ient  deta i l s ,  te rms  of  bus iness ,

vacancy deta i l s  e tc)

Terms o f  Engagement
( fo r  temporary  worker s  &  c l ient  te rms  of  bus iness )

Work ing T ime Records
(48hr  opt -out  not ice /  annual  leave records)

Appra isa l s  /  Assessment  Records

References

Record o f  R ight  to  Work  in  the UK

Cr imina l  Record Checks  /
D isc losure  &  Bar r ing Serv ice

Nat ional  Min imum Wage Documentat ion
-  to ta l  pay & hours

-  over t ime /  sh i f t  p remia
-  deduct ions  o r  payment  of  accomodat ion

-  absences :  b reaks  /  s ickness  /  ho l iday
-  t rave l  /  t ra in ing dur ing work  hours

-  to ta l  number  of  hour s  in  a  pay re fe rence per iod

S tatu tory  S ick  Pay

Statu tory  Matern i ty  /  Patern i ty  /  Adopt ion  Pay

Pens ions  /  Auto-Enro lment
( inc l .  auto-enro lment  date,  jo in ing date,  opt  in  / 

out  not ices ,  cont r ibut ion  pa id)

Company F inancia l  Records :

VAT

Company Accounts

Payro l l  In fo rmat ion  /  CIS  Records

I TEPA 2003
(Employment  In te rmediar ies  Leg i s la t ion)

T imesca le  /  Requ i rement

 

Under  the ausp ices  o f  leg i t imate in te res t  and wi th 
consent ,  we wi l l  re ta in  persona l  data unt i l  we 
rece ive a  request  to  be “Forgot ten” .

In  the event  that  we have had no contact  w i th 
you w i th in  a  per iod of  12  months ,  we wi l l  de lete  a l l 
sens i t i ve  persona l  data.

Under  the ausp ices  o f  leg i t imate in te res t ,  we 
wi l l  re ta in  in fo rmat ion re lat ing to  bus inesses 
indef in i te ly .  Th i s  does  not  af fect  the r ight s  o f 
ind iv idua l s  w i th in  bus inesses  to  be “Forgot ten” .

6  years  in  o rder  to  address  any  c iv i l  act ion  in  the 
fo rm of  a  cont ractua l  c la im (L im i tat ion  Act  1980) .

2  years  f rom date created

No spec i f ic  per iod.

REC Conduct  Regual t ions  requ i re  re fe rences  to  be 
reta ined fo r  12  months  fo l lowing the in t roduct ion  / 
supply  o f  a  job-seeker  to  a  c l ient .

2  years  a f te r  te rminat ion  of  employment .

Under  sect ion  122(2)  o f  the Po l ice Act  1997 ,  code 
of  p ract ice requ i res  that  the in fo rmat ion revealed 
i s  cons idered on ly  fo r  the purpose fo r  wh ich i t 
was  obta ined and shou ld  be dest royed af te r  a 
su i tab le  per iod has  passed -  usua l ly  no longer  than 
6  months .

For  HMRC purposes :  3  years  a f te r  the end of  the 
pay re fe rence per iod fo l lowing the one that  the 
records  cover  (Nat iona l  M in imum Wage Act  1998) , 
OR 6  years  in  o rder  to  demonst rate  we have pa id 
(at  the leas t )  nat iona l  min imum wage rates  shou ld 
a  breach of  cont ract  c la im be brought  agains t  us .

F lex ib le ,  but  shou ld  be reta ined fo r  payro l l 
purposes  ( see be low) .

3  years  f rom end of  tax  year  to  wh ich i t  re lates .

6  years  (exc l .  opt  out  not ices ,  wh ich shou ld  be kept 
fo r  4  years ) .

 

6  years .

6  years .

3  years  f rom end of  tax  year  to  wh ich i t  re lates .

Repor t  due every  quar te r .  Record to  be kept  fo r  a 
min imum of  3  years  f rom end of  tax  year  to  wh ich i t 
re lates .


