I

Valuation Joint Board
Retention Schedule
Personnel Documentation, etc

Created: July 2005 (archived)
Updated: Updated June 2014

Section Records Series Retain Fate
Personnel Circulars D
Management Bulletin D
Job Profiles
Grading Matrix
Record of Absence
Completed absence
reporting forms/medical
referrals/consent
forms/medical reports
Absence Statistics
Authorised Absence

Statistics

Joint Staffing Watch
Survey

Flexi Time Records

Person Specification

Application Forms

Asylum & Immigration
Documents

Interview Records

Shortleeting Records

Qualifications (copies)

C= while record current, Cy = current/current year, T = until termination, D = destroy, P = permanent,
A = archive, R = review for permanent retention. All retention periods given in years unless otherwise
stated.



Section Records Series Retain

Personal Identifiers
(copies)

Various Correspondence
Criminal Conviction
Forms
Equal Opportunity Forms
Unsolicited applications
for employment and
responses
Successful candidate’s
appointment letter and

contract of employment

Maximising Attendance
Correspondence

Conditions of Service

Annual/Flexi Leave
Records

Scheme of Enhanced leave
application forms
(completed)

Authorised Absence
Records
Accident Reporting

Book/Accident record/

Recording/Reporting of
Accidents of Group 3 & 4

Early Retirement/
Severance Cost Benefit
Analysis
Letters of Undertaking

Pre-retirement course
application

Staff Salary Record Cards
Employment History

C= while record current, Cy = current/current year, T = until termination, D = destroy, P = permanent,
A = archive, R = review for permanent retention. All retention periods given in years unless otherwise
stated.




Section Records Series Retain

TDF 2 & 3 - Training
Authorisation Form

PDR-Employee
Development
Documentation

Expected Working
Practice/Code of Conduct

>

Record of Training
Courses Attended

Name
Address
Date of Birth
Home Telephone Number
Emergency Contact
Qualifications
Nationality
Motor Insurance Details
MOT details

Driver Licence Details

D
D
D
D
D
D
D
D
D
D
D

Medical/Self Certificates
unrelated to industrial
injury

Physiotherapy referral
forms

Physiotherapy reports
Early intervention referrals
Eye Test Referral
Absence Record
Disciplinary Record
1° written warning
Final written warning
1% and Final warning
Dismissal Letter

Disciplinary and
Grievance unfounded
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C= while record current, Cy = current/current year, T = until termination, D = destroy, P = permanent,
A = archive, R = review for permanent retention. All retention periods given in years unless otherwise
stated.




Section Records Series Retain
Employment
History/Gradings/
Salaries
Union Membership
Qualifications/References

Superannuation
Membership

SPF — Opt Out form

SPF Strike Absence
Contribution Form

Data Protection/
Photographic Consent

PDR Re-grading
correspondence

Stress Audit Analysis

Job Families
Personnel Policies
Salary Scales

Resource Structure
(organisational chart)

Approval for work
undertaken out with LVJB

Disclosure Scotland
(Basic)

C= while record current, Cy = current/current year, T = until termination, D = destroy, P = permanent,
A = archive, R = review for permanent retention. All retention periods given in years unless otherwise
stated.



