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	The Data Protection Acts, 1988 and 2003, currently require that personal data is retained “for no longer than is necessary” for the purpose or purposes for which it was obtained.

	RECRUITMENT/HR

	Documents
	Recommended Retention Period
	Recommendation Source
	Final Action and Notes

	Unsuccessful Job Applications and Interviews
	Up to 12 months
	Data Protection Commissioner
	Destroy under confidential conditions

	Successful Job Applications and Interviews
	7 Years AFTER Termination
	s.8(1), 8(5), 8(6), 8(7) and s.77(5)(b) Employment Equality Acts 1998;
s.11 Statute of Limitations, 1957
	Destroy under confidential conditions

	Employee Contracts/Agreements
	7 Years AFTER Termination
	s.25 Organisation of Working Time Act 1997;
SI 473 of Organisation of Working Time (Records) (Prescribed Form and Exemption) Regulations 2001;
s.11 Statute of Limitations, 1957
	Statute of Limitations is 6 years.
 In a situation where there was an accident or injury, employers are advised to keep the employee records for 10 years after the date of the accident;
Destroy under confidential conditions

	Employee Benefit Plans
	7 Years AFTER Termination
	s.11 Statute of Limitations, 1957;
s.886 and s.903(6) Taxes Consolidation Act, 1997;
	Destroy under confidential conditions

	Employee Benefit descriptions
	Indefinitely
	Irish employment law and for pension calculation and record keeping
	

	Superannuation, Pension, Retirement records
	Indefinitely
	Irish employment law and for pension calculation and record keeping
	

	Employee Personnel Files and Records (such as documentation regarding hiring, evaluation, demotion, transfer, termination, medical records, or selection for training)
	7 Years AFTER Termination
	s.25 Organisation of Working Time Act 1997;
SI 473 of Organisation of Working Time (Records) (Prescribed Form and Exemption) Regulations 2001;
s.11 Statute of Limitations, 1957
	Destroy under confidential conditions

	Terms and Conditions of Employment
	Duration of Employment
	Terms of Employment (Information) Act 1994
	Destroy under confidential conditions

	Job Descriptions
	Up to 12 months
	s.8(1), 8(5) and s.77(5)(b) Employment Equality Acts 1998;
	Destroy

	Payslips showing compliance
	3 years from date of creation
	National Minimum Wage Act 2000
	To show employees were paid at least minimum wage;
Destroy under confidential conditions

	Payroll Records
	6 Years after End of Year
	s.903 Taxes Consolidation Act, 1997                                        
	Destroy under confidential conditions

	Employee Tax Records
	6 Years after End of Year
	s.903 Taxes Consolidation Act, 1997                                        
	Destroy under confidential conditions

	PPS number 
e.g. on a timesheet or OWT1 Form
	3 Years from Date of Creation
	Organisation of Working Time Act 1997 and Organisation of Working Time Act (Records) (Prescribed Form and Exemptions) Regulations 2001
	Other than for tax;
Destroy under confidential conditions

	Name and address of employee e.g. on a timesheet or OWT1 Form
	3 Years from Date of Creation
	Organisation of Working Time Act 1997 and Organisation of Working Time Act (Records) (Prescribed Form and Exemptions) Regulations 2001
	Other than where legislatively required;
Destroy under confidential conditions

	Collective Redundancies
	3 Years
	s.18 Protection of Employment Acts, 1977
	Records to show that the provisions of the Act were complied with;
Destroy under confidential conditions

	Hours Worked and related information such as breaks, annual leave, Public Holidays, Maternity leave and Sick Leave
	3 Years
	s.50 Organisation of Working Time Act 1997
	Destroy under confidential conditions

	Parental or Force Majeure Leave
	8 Years
	s.27 Parental Leave Acts 1998
	Showing the dates and times an employee availed of the leave;
Destroy under confidential conditions

	Carer’s Leave
	8 Years
	s.31 Carer’s Leave Act 2001
	Showing the dates and times an employee availed of the leave;
Destroy under confidential conditions

	Training/Development 
	Up to 12 months
	s.8(7), 8(8) and s.77(5) Employment Equality Act, 1998
	For the purposes of discrimination claims for access to opportunities;
Destroy under confidential conditions

	Employment Permit Records
	5 years or the duration of the employment
	
	Whichever is the longer;
Destroy under confidential conditions

	Record of Accidents/Injuries
	10 Years
	SI44 of Safety, Health and Welfare at Work (General Application) Regulations, 1993
	Destroy under confidential conditions

	Health and Safety Agreement
	1 Year
	s.82 Safety, Health and Welfare at Work Act, 2005
	Destroy under confidential conditions

	Copy of Employee's Passport for ID
	Zero
	Data Protection Commissioner
	Could be a breach of the Data Protection Acts

	Vetting Disclosure Document

TO BE AGREED AS A NETWORK?
	12 months after vetting period, upon being re-vetted or when leaves
	Best Practice (Non specified legally)
	A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained;
Destroy under confidential conditions



	VOLUNTEERS

	Documents
	Recommended Retention Period
	Recommendation Source
	Final Action and Notes

	Unsuccessful or Unsolicited Applications

TO BE AGREED AS A NETWORK?
	Up to 12 months
	Best Practice (Non specified legally)
	A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained;
Destroy under confidential conditions

	Successful Applications 

TO BE AGREED AS A NETWORK?
	2 Years AFTER Termination?
	Best Practice (Non specified legally)
	A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained;
Destroy under confidential conditions



	CLIENTS AND SUPPORTERS – Each RCC to complete this section as per their own records/forms

	Recommended Retention Period
	Recommendation Source
	Final Action and Notes
	Documents

	Initial Contact Data – No counselling

TO BE AGREED AS A NETWORK?
	?
	Best Practice (None specified legally) 
	A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained;
Destroy under confidential conditions

	Assessment Stage Data – No counselling

TO BE AGREED AS A NETWORK?
	?
	Best Practice (None specified legally)
	A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained;
Destroy under confidential conditions

	Client File – Counselling

TO BE AGREED AS A NETWORK?
	Simon say 2 years…
	Best Practice (None specified legally) 
Information could be considered to be important in terms of possible future engagement with the service by a client, if so, can be kept securely for as long as deemed relevant
	A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained;
Destroy under confidential conditions

	Session Notes, if applicable

TO BE AGREED AS A NETWORK?
	?
	Best Practice (None specified legally) 
Information could be considered to be important in terms of possible future engagement with the service by a client, if so, can be kept securely for as long as deemed relevant
	A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained;
Destroy under confidential conditions

	Database Records

TO BE AGREED AS A NETWORK?
	7 Years
	Best Practice (None specified legally)
	Record ID deleted and data string ‘stepped back’ from the RCC/Client



	FINANCE & TAX

	Recommended Retention Period
	Recommendation Source
	Final Action and Notes
	Documents

	Accounting Records, Journals, Ledgers
	6 Years after End of Year
	s.886 Taxes Consolidation Act, 1997  
	Destroy under confidential conditions

	Bank Statements/Documents
	6 Years after End of Year
	s.886 Taxes Consolidation Act, 1997  
	Destroy under confidential conditions

	Budgets/Financial Forecasts
	7 Years 
	Best Practice
	Destroy under confidential conditions

	Records relating to delivery of goods or rendering of services
	6 Years after End of Year
	s.84 Value Added Tax Consolidation Act, 2010
	Destroy

	Petty Cash Vouchers
	6 Years after End of Year
	
	

	Annual Financial Statements
	Indefinitely
	
	

	Payroll
	6 Years after End of Year
	s.903 Taxes Consolidation Act, 1997  
	

	Capital Property
	6 Years after End of Year
	s.886 Taxes Consolidation Act, 1997  
	

	Investments, Bonds, Debentures, Loans, Credits
	6 Years after End of Year
	s.886 Taxes Consolidation Act, 1997  
	

	Capital Gains
	10 Years
	s.886 and s.1064 Taxes Consolidation Act, 1997  
	



	FUNDRAISING

	How long can I hold donors information for?
	Donors’ information must not be kept longer than is necessary.
	Charities Institute Ireland
Institute of Fundraising UK
	This means that data that is being processed for a particular purpose must not be kept unless it is still required for that purpose, (or explicit consent obtained.)



	OTHER

	Policies/Procedures
	7 Years
	Best Practice 
	Especially related to finance/HR which may cross reference other document retention periods

	Complaints, and related correspondence 

TO BE AGREED AS A NETWORK?
	How long after complaint closed?
Simon says 6 years
	Best Practice (None specified legally)
	A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained;
Destroy under confidential conditions

	Corporate Records: for example, Board Minutes, Resolutions, Constitution, Cert of Incorporation
	Indefinitely 
	Best Practice
	

	Board Member Agreements
	Indefinitely 
	Best Practice
	

	Insurance Documents
	10 Years
	Best Practice
	

	Other Contracts/Agreements
	6 years from expiry/termination of the contract
	s.11 Statute of Limitations, 1957
	ALWAYS CHECK EACH AGREEMENT’S TERMS AND CONDITIONS FOR ANY RETENTION REQUIREMENTS SUCH AS EU GRANTS

	Contracts Under Seal
	12 years from expiry/termination of the contract
	s.11 Statute of Limitations, 1957
	Contracts may be executed under seal (signed by the parties, witnessed and most importantly made clear that it is executed as a deed)

	Property Ownership
	Indefinitely 
	Best Practice
	

	Documents relating to Construction work, Modifications and planning documentation
	Indefinitely 
	Best Practice
	

	Property Management Safety Statements
	Until superseded
	s.20 Safety, Health and Welfare at Work Act, 2005
	

	Payments to Sub-Contractors
	6 Years from year end
	s.904 Taxes Consolidation Act, 1997                                        
	Destroy

	General correspondence, inc. emails which do not constitute a record for retention purposes
	Until they cease to be of use
	Best Practice
	"A data controller shall not retain personal data longer than is necessary for the purpose or purposes for which it was obtained"

	CCTV Images
	1 month except where the images show an issue/crime that is being investigated
	Best Practice
	Destroy

	* This information is for guidance only. Each RCC and their Board is responsible for the accuracy and maintenance of their own Data Retention Policy and Mapping Document.
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