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1. Personnel Records
	Record Type
	Retention Period

	Employee records (contracts, offer letters, personnel, disciplinary)
	6 years after employment ends

	Payroll and tax records
	6 years

	Training records
	3 years after employment ends

	Pension records
	Permanent

	Unsuccessful applicant information
	12 months



2. Health and Safety Records
	Record Type
	Retention Period

	Accident and incident reports
	3 years

	Risk assessments
	5 years

	Health and safety training records
	3 years



3. Financial Records
	Record Type
	Retention Period

	Financial statements
	7 years

	Invoices and receipts
	7 years

	Tax records
	7 years

	Bank statements
	7 years

	Final annual accounts
	30 years



4. Service User Records
	Record Type
	Retention Period

	Care records and supporting paperwork
	Length of service provision + 8 years

	Records re: restraint, DoLS, Mental Health Act
	Length of service provision + 8 years

	CQC notifiable incidents
	Length of service provision + 8 years

	Retention Update Note
In line with previous guidance, records for former and deceased service users were retained for a minimum of 3 years. This policy has been amended to an 8-year retention period to reflect current best practice, legal considerations, and sector-wide expectations for safeguarding, audit, and accountability.


5. Contracts and Agreements
	Record Type
	Retention Period

	Supplier contracts
	7 years after contract ends

	Service user contracts
	7 years after contract ends

	Legal correspondence
	7 years



6. Marketing and Communications
	Record Type
	Retention Period

	Marketing materials
	2 years after discontinuation

	Email correspondence
	2 years



7. General Business Records
	Record Type
	Retention Period

	Board minutes
	Permanent

	Annual reports
	Permanent

	Insurance policies
	Until expiration + 2 years

	Permits and licences
	Until expiration + 2 years

	Property maintenance and safety records
	3 years

	Operating policies and procedures
	3 years after replacement

	Rotas
	4 years after the year to which they relate



8. Electronic Records
	Record Type
	Retention Period

	All electronic records
	Follow same periods as paper records

	Review and update regularly
	Ongoing



Disposal of Records
· Records containing sensitive personal information are shredded or securely deleted.
· A disposal log is maintained to track the destruction of records.

Review
Name: Yvonne Foster
Date: 9th July 2025
Review date: 8th July 2026
Version 4										Page 2 of 2
image1.png
ZTREES

Care & Support





