Document Retention Periods
	Type of Document/Record
	Statutory Retention Period
	Relevant Authority



	Accidents (Books/Reports/Records)
	3 years
	The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)



	Accounting Records
	3 years – private sector

6 years – plc’s
	The Companies Act 1985 as modified by the Companies Acts 1989 and 2006



	Children (records relating to children)
	Until the child reaches 21 years of age


	Limitation Act 1980

	Medical Records and Tests relating to Lead 


	40 years
	The Control of Lead at Work Regulations 1998 as amended by the Control of Lead at Work Regulations 2002



	Medical Records relating to Hazardous substances

Tests and examinations of COSHH control systems and protective equipment 


	40 years

5 years from when tests carried out
	The Control of Substances Hazardous to Health Regulations 1999 and 2002 (COSHH)



	Medical Records relating to Asbestos

Medical examination certificates for employees exposed to asbestos


	40 years

4 years from date of issue
	The Control of Asbestos at Work Regulations 2002 & Control of Asbestos Regulations 2006



	Medical Records relating to Radiation
	50 years or when the person reaches 75 years of age

	The Ionising Radiations Regulations 1999

	National Minimum Wage records


	3 years after end of pay reference period but note a claim could be brought in the civil courts up to 6 years from the date of the alleged breach
  
	National Minimum Wage Act 1998

	Retirement Benefits – notifiable events such as retirement for incapacity, pension accounts and associated information.
	6 years from end of scheme year when event took place or from date when the accounts were completed
	The Retirement Benefit Schemes (Information Powers) Regulations 1995



	Statutory Maternity Pay, MATB1 certificates, calculations and other medical evidence


	3 years from end of tax year in which maternity ends
	The Statutory Maternity Pay (General) Regulations 1986

	Statutory Sick Pay, certificates, medical evidence and calculations
	3 years from end of tax year to which they relate 
	The Statutory Sick Pay (General) Regulations 1982 as amended

 

	Tax and NI returns, records and correspondence with HMRC


	Not less than 3 years after the end of the financial year to which they relate – often kept in practice for 6 years
	The Income Tax (Employments) Regulations 1993 as amended by  The Income Tax (Employments) Regulations Amendments 2006


	Wages and Salaries (including overtime, bonuses, expenses)


	6 years
	Taxes Management Act 1970

	Working Time records
	2 years from the date on which they were made


	The Working Time Regulations 1998

	CIPD Recommended Retention Periods for non statutory records



	Actuarial Valuations
	Permanently
	

	Application form and interview notes


	6 months to one year
	Due to time limits for bringing potential claim to Tribunal



	Health and Safety Assessments and Minutes of Safety Meetings


	Permanently
	

	HMRC approvals
	Permanently

	

	Money Purchase details
	6 years after transfer or value taken

	

	Parental Leave
	5 years from birth/adoption or 18 years for disabled children


	

	Pension scheme investment policies
	12 years from ending of benefit payable


	

	Pensioners’ records
	12 years after benefit ends


	

	Personnel files and training records (including disciplinary records)


	6 years after end of employment (although occupational health records should be retained for longer particularly if hazardous work is involved)

 
	

	Redundancy payment, calculations, notifications
	6 years from date of redundancy


	

	Senior Executive records
	Permanently


	

	Time Records (Clocking cards)


	2 years after audit


	

	Trade union agreements
	10 years after expiry
	

	Trust deeds and rules
	Permanently
	

	Trustee minutes
	Permanently


	

	Works Council Minutes
	Permanently
	


