Suggested Retention of documents by Human Resources

Type of information			       Period of retention		Ideal location

Job applications, interview records	6 months		    	HR Dept
of unsuccessful candidates.

Personnel records of retired staff:
	Medical info				2 years after death		Off site
	Training records			2 years after death		Off site
	Safety training records		2 years after death		Off site
	Records of accidents		2 years after death		Off site
	Personnel records			2 years after death		Off site

Personnel records of leavers 
(not retired staff)

	Medical info				75th birthday			Off site
	Training records			10 years after termination	Off site
	Safety training records		75th birthday			Off site
	Records of accidents		75th birthday			Off site
	Personnel records			10 years after termination	Off site

Pay records					10 years after termination	Off site

Collective agreements, minutes
and records					Permanently 			Off site

Group Health Policies,			12 years after cessation	Off site
Insurance policies				of benefits


Also bear in mind your own internal GDPR procedures.


🔹 Further Help
Contact JACS:
· 📞 (01534) 730503
· 📧 jacs@jacs.org.je
· 🌐 www.jacs.org.je
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