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[bookmark: _Toc19887171]Introduction
NICE records should only be retained only for as long as they are required to support NICE in meeting its business requirements and legal obligations, for reference or accountability purposes, to comply with regulatory requirements or to protect legal and other rights and interests. At the end of that time, records will either be destroyed, transferred to a suitable place of deposit (e.g. The National Archives), or retained permanently in-house to preserve NICE corporate memory. 

This retention and disposal (R&D) schedule is NICE’s best practice guidance on the retention, destruction or archiving of its records. The R&D schedule supports compliance with legislation including the Public Records Act 1958 (for NICE records created up until 2012), General Data Protection Regulation (EU) 2016/679 (GDPR), Data Protection Act 2018 and the Freedom of Information Act 2000 (FOI), as well as national and international standards. 

[bookmark: _Toc19887172]Retention of information for longer than periods stated
Following the disposal instructions set out in this document not only helps us comply with data protection law, which says that personal data should not be kept for longer than is necessary but has other benefits, including:
· making it easier to identify what information is, or is not, available 
· making it easier to locate important information if redundant information has been removed	
· if information exists in any form, it is potentially discoverable under GDPR and FOI Act – we only have a short amount of time to answer these requests, only holding information we need makes responding easier.
					
There are exceptions to this rule for example, information relevant to a legal dispute must be retained for at least 6 years after any action is complete, or until it becomes clear that no further action is being taken.
 			
Similar considerations apply in relation to requests for information under the FOI Act 2000, GDPR/DPA 2018 and the Environmental Information Regulations 2004 (EIR). Where a request is on-going or there is a potential complaint or appeal the requested information must not be destroyed. Individuals can be prosecuted if they destroy the information with the intention of preventing disclosure in these circumstances.
	
[bookmark: _Toc19887173]Disposal of reference copies
The disposal instructions given relate to master copies of records – the official version retained for regulatory or business reasons. However, many copies of a record are often distributed and held by several different teams. In the case of most copies held in duplicate for reference purposes, destruction can take place at any time after reference to them ceases. However, they must NOT be retained longer than the period stated in the R&D schedule for retention of the master copy.

[bookmark: _Toc19887174]Format of records
Disposal instructions apply to all records in any format. Where records are kept digitally 

within a database or other system, an instruction to destroy should be taken as an instruction to delete a record. Procedures must be put in place to ensure the systematic and authorised deletion of information held in databases and other systems in accordance with the disposal instructions outlined in this document.

[bookmark: _Toc19887175]How to use the retention and disposal schedule
The R&D schedule covers all business functions carried out at NICE. Each function is divided according to the activities that belong to it.  Activities are also accompanied by sample records, please note that these lists are not exhaustive. Instructions for their disposal are also provided along with a brief explanation of the reasons for the recommended action.
 
[bookmark: _Toc19887176]Changes to the retention and disposal schedule
The R&D schedule is not a static document, it will change over time to reflect changes in legislation and changes within NICE. For example, certain functions may take on new activities or NICE may take on completely new functions. These changes will need to be reflected in this schedule. To ensure this document remains up to date, staff are requested to fill out a change request form (available on the information governance intranet page) and send it to the IG and RM support mailbox for  action.
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[bookmark: _Toc19887177]Retention and disposal instructions

	[bookmark: _Toc19887178][bookmark: RANGE!A1:F212]COMMUNICATIONS
The function by which NICE manages its communication and relationships with stakeholders, raising and maintaining NICE's public profile, and activities involved in organising events and co-ordinating participation in events organised by others.

	Activity 
	Sub activity
	Sample Records
	Disposal Instruction
	Reason
	Notes

	ENQUIRIES
	 
	Correspondence, CRM records
	Destroy 3 years after enquiry closed
	Business need
	 

	
	
	Calls recorded on the enquiry line
	Destroy 2 months after enquiry closed
	Business need
	

	EVENT ADMINISTRATION
	ROUTINE EVENTS
	Room bookings, attendee list
	Destroy 6 months after event held
	Business need
	This includes MIP details stored on Orchard

	
	NICE CONFERENCE
	Agenda, speakers, speeches
	Retain permanently
	Historical value
	 

	GROUPS
	 
	Agenda, minutes, papers
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	
	
	Terms of reference
	Destroy 2 years after record is superseded/ becomes obsolete.
	Business need
	 

	INTERNAL COMMUNICATION
	ALL STAFF COMMUNICATIONS
	Important/ substantive all staff emails, notices, bulletins
	Review 2 years after the end of the year records relate to
	Business need
Historical value
	May form part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	
	NEWSLETTERS
	YW@N
	Destroy 2 years after publication
	Business need
	 

	
	PUBLICATIONS
	NICE Times
	Retain permanently
	Historical value
	Retain as part of NICE's corporate memory

	INTRANET
	CORPORATE CONTENT
	Key announcements, new products, Chair's diary
	Retain permanently
	Historical value
	Retain as part of NICE's corporate memory

	
	SOCIAL CONTENT
	Notice board posts, book club articles and blogs
	Destroy 1 year after publication
	Business need
	 

	MARKET RESEARCH
	REPORTS
	Market Insight Reports
	Destroy 5 years after report published
	Business need
	 

	
	PLANNING
	Activities include designing and developing market research tools; planning and conducting data collection; collecting, collating and analysing data.
	Destroy 2 years after report published
	Business need
	 

	MEDIA RELATIONS
	FILMING
	Filming and photography: Copyright declaration forms (completed), correspondence, requests
	Review 6 years after release date
	Business need
	 

	
	COMMUNICATIONS
	Press releases, briefings
	
	RM CoP for H&SC 2016
	May form a part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	MONITORING
	MEDIA
	Summaries of media coverage; analysis, press cuttings
	Destroy 2 years after end of year records relate to
	Business need
	 

	
	WEBSITE
	Surveys, statistics, logs, assessments, Google analytics
	
	
	

	PERFORMANCE MANAGEMENT
	 
	Balance scorecard, activity reports, statistics, Key Performance Indicators
	Destroy 5 years after the end of the year to which records relate
	Business need
	 

	PHOTOGRAPHIC COLLECTIONS
	IMAGE BANK
	Photos of events and activities
	Retain for no more than 20 years after close of collection.
Consider transfer to an archive.

Any copyright/ licensing terms and conditions take precedent over instructions given here.
	RM CoP for H&SC 2016
	The main reason for maintaining photographic collections is for historical legacy of the running and operation of an organisation. 

	
	STAFF PHOTOS
	Photographs of staff used on intranet
	Destroy once staff member leaves or requests photo destroyed
	Business need
DPA
	 

	PLANNING & STRATEGY
	ENGAGEMENT 
	Team forecast planning, resource plans, work plans, team meetings
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	POLICY MAKING
	 
	Policy, substantive working papers
	Review when superseded/ becomes obsolete
	Business need
Historical value
	May form part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	PROCEDURES & GUIDANCE
	 
	Local office procedures, How to guides, system operating instructions, standing orders, best practice guidance
	Review when superseded/ becomes obsolete
	Business need
	See POLICY MAKING for Institute-wide procedures.

	PUBLICATION PRODUCTION
	 
	Schedules, post publication changes
	Destroy 10 years after last action
	Business need
	See PRODUTCS AND SERVICES for published records.
Records are also held in Redbooth

	REPORTING
	 
	Routine business reports
	Destroy 2 years after end of year records relate to
	Business need
	 

	STAKEHOLDER MANAGEMENT
	 
	Stakeholder lists, CRM entries
	Personal data processed for any purpose or purposes shall not be kept for longer than is necessary for that purpose or those purposes.
	DPA
	See PRODUCTS AND SERVICES > STAKEHOLDER MANAGEMENT for stakeholder data relating to guidance production e.g. contacts database

	 

	[bookmark: _Toc19887179]FACILITIES MANAGEMENT including HEALTH AND SAFETY

Facilities records are those created in the course of planning for and managing the use of NICE facilities by staff, visitors & other external bodies. Facilities records also include health and safety information created in the course of managing the impact of NICE’s operations on the health and safety of its staff, and others while on its premises, and of ensuring compliance with legislation on health and safety matters.

	Activity 1
	Activity 2
	Sample Records
	Disposal Instruction
	Reason
	Notes

	ACCIDENTS & INCIDENTS 
	NON-HAZARDOUS OR MINOR INCIDENTS
	Incident reports, statements, notes, accident/ incident forms
	Destroy 10 years after date of occurrence
	Reporting of injuries, diseases & dangerous occurrences regulations 1995
	 

	
	HAZARDOUS OR SERIOUS INCIDENTS
	Incident reports, statements, notes
	Destroy 40 years after date of occurrence
	Control of Substances Hazardous to Health (Amendment) Regulations 2004
	 

	
	REGISTER
	Accident register, incident log
	An active record updated regularly. If register is superseded/becomes obsolete/redundant, destroy 10 years after register last accessed
	Reporting of Injuries, Diseases & Dangerous Occurrences Regulations (reg. 7); Social Security (Claims & Payments) Regulations (reg. 25) 
	 

	BUILDING MANAGEMENT
	OCCUPANCY
	Desk/ locker allocation, security pass allocation, layouts, usage, access list, details of lost/revoked passes
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	
	MAJOR WORKS & PLANS
	Plans, building records, surveys
	Retain for the lifetime of the building to which they relate
	RM CoP for H&SC 2016
	 

	
	MINOR WORKS
	Building records
	Destroy 6 years after completion of work
	RM CoP for H&SC 2016
	 

	CCTV
	 
	CCTV images
	Destroy 40 days after image captured
	Business need
Home Office National CCTV Strategy 2007
	 

	COMPLIANCE
	REGISTER
	Registers: first aid officers, fire wardens
	Destroy 6 years after end of the year records relate to
	Business need
	 

	
	CERTIFICATION
	Certificates
	Destroy 3 years after certificate expires
	Business need
	 

	EVENT MANAGEMENT
	 
	Bookings, correspondence, feedback forms, room inspection logs
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	MAINTENANCE
	NON-FIXED EQUIPMENT
	Routine maintenance log, job sheets, equipment inspection, testing
	Destroy 6 years after action complete
	Business need
	 

	
	INSTALLATIONS
	Inspection reports e.g. boilers, lifts
	Lifetime of installation 
If there is any measurable risk of a liability in respect of installations beyond their operational lives, the records should be retained indefinitely
	RM CoP for H&SC 2016
	 

	PLANNING & STRATEGY
	 
	Team forecast planning, resource plans, work plans, team meetings
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	POLICY MAKING
	 
	Policy, working papers
	Review when superseded/ becomes obsolete
	Business need
Historical value
	May form part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	PROCEDURES & GUIDANCE
	FACILITIES
	Local office procedures, how to guides, system operating instructions, best practice guidance
	Review when superseded/ becomes obsolete
	Business need
	See POLICY MAKING for Institute-wide procedures.

	
	HEALTH & SAFETY
	Health & safety procedures
	Destroy 6 years after superseded
	Health & Safety at Work Act (1974), Section 2 (3)
	 

	RISK MANAGEMENT
	 
	Assessments, checklists, log, fire alarm tests/ fire drill
	Destroy 2 years after record superseded

Note: If a fire incident occurs, retain the relevant fire assessments & procedures & consult the Information & Records Manager 
	Business need
	 

	WASTE MANAGEMENT
	 
	Records documenting the recycling programme managed by the Institute, reports, statistics
	Destroy 6 years after the end of the year records relate to
	Business need
	 

	 

	[bookmark: _Toc19887180]FINANCIAL MANAGEMENT

Financial management records are those produced by the planning, directing, monitoring, organising and control of the monetary resources of NICE.

	Activity 1
	Activity 2
	Sample Records
	Disposal Instruction
	Reason
	Notes

	AUDIT
	 
	Report, correspondence
	Destroy 7 years after end of year records relate to
	Business need
	 

	CAPITAL EXPENDITURE
	 
	Calculations, correspondence
	Destroy 7 years after end of year records relate to
	As per the standard retention rule for Finance & Accounting records, 6 years statutory under the Companies Act, VAT Act & Finance Act, with additional year 'safety' period in case of HMRC enquiry
	 

	EXPENSES
	 
	Travel & subsistence claims
	Destroy 7 years after end of year records relate to
	As per the standard retention rule for Finance & Accounting records, 6 years statutory under the Companies Act, VAT Act & Finance Act, with additional year 'safety' period in case of HMRC enquiry
	 

	FINANCIAL ACCOUNTING
	TRANSACTION PROCESSING
	Bank deposit, statements, petty cash
	Destroy 2 years after end of year in which action was completed
	 Business need
	 

	
	
	Accounts payable/ receivable, invoices, purchase orders, receipts
	Destroy 7 years after end of year records relate to
	As per the standard retention rule for Finance & Accounting records, 6 years statutory under the Companies Act, VAT Act & Finance Act, with additional year 'safety' period in case of HMRC enquiry
	 

	FRAUD 
	 
	Fraud case files
	Review 6 years after case closed, if no longer needed destroy
	RM CoP for H&SC 2016
	 

	MANAGEMENT ACCOUNTING
	BUDGETS
	 
	Destroy 7 years after end of year records relate to
	As per the standard retention rule for Finance & Accounting records, 6 years statutory under the Companies Act, VAT Act & Finance Act, with additional year 'safety' period in case of HMRC enquiry
	 

	
	REPORTS
	Annual accounts 
	Retain permanently
	Companies Act 2006 for working papers
RM CoP for H&SC 2016
	 

	PAYROLL
	 
	 
	Destroy 7 years after end of year records relate to
	Based on requirements of Finance Act 1998 Schedule 18 Part III & Income Tax (Pay as You Earn) Regulations 2003 reg 97
	 

	PLANNING & STRATEGY
	 
	Team forecast planning, resource plans, work plans, team meetings
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	POLICY MAKING
	 
	Policy, working papers
	Review when superseded/ becomes obsolete
	Business need
Historical value
	May form part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	PROCEDURES & GUIDANCE
	 
	Local office procedures, how to guides, system operating instructions, best practice guidance
	Review when superseded/ becomes obsolete
	Business need
	 

	RECONCILLIATION & BALANCE MANAGEMENT
	 
	Year-end balances, reconciliations &
variations to support ledger balances
& published accounts
	Destroy 7 years after end of year records relate to
	As per the standard retention rule for Finance & Accounting records, 6 years statutory under the Companies Act, VAT Act & Finance Act, with additional year 'safety' period in case of HMRC enquiry
	 

	TAX
	 
	VAT/ Tax return
	Destroy 7 years after end of year records relate to
	As per the standard retention rule for Finance & Accounting records, 6 years statutory under the Companies Act, VAT Act & Finance Act, with additional year 'safety' period in case of HMRC enquiry
	 

	 

	[bookmark: _Toc19887181]GOVERNANCE

The function by which NICE is directed and controlled in order to achieve its objectives & meet the necessary standards of accountability and probity.

	Activity 
	Sub activity
	Sample Records
	Disposal Instruction
	Reason
	Notes

	AGREEMENTS
	 
	Service level agreements
Memoranda of understanding
	Review 2 years after agreement ceases
	Business need
	 

	[bookmark: _Hlk10467003]APPEALS
	 
	Appeal papers, decision,
submitted appeals
	Review 20 years after appeal is closed
	Historical value
	 

	
	
	Administrative documents:
e.g. attendee lists
	Destroy 1 year after appeal is closed
	Business need
	 

	ASSURANCE
	GIFTS & HOSPITALITY
	Gift & hospitality register
	Destroy 2 years after end of the year to which records relate.
	Business need
	

	AUDIT
	 
	Final report, working papers,
correspondence
	Destroy 6 years after end of the year to which records relate
	TNA guidance
	This activity is intended to cover both internal and external audits of NICE, focusing on providing assurance of the adequacy and effectiveness of risk management, governance. It is NOT intended to cover routine audits relating to a specific function or activity which is covered elsewhere in this R&D schedule

	BOARDS, COMMITTEES & GROUPS
	BOARD
	Papers, minutes, agenda, terms of reference
	Retain permanently
	Historical Value 
Public Records Act 1958
	Although closed Boards may contain confidential or sensitive material, they are still a public record & must be transferred at 20 years to TNA with any FOI exemptions noted or duty of confidence indicated.

	
	SMT, BOARD SUB-GROUPS & COMMITTEES
	Papers, minutes, agenda, terms of reference, standing orders
	Retain permanently
	Historical value
	Sub-groups of the Management Board are included here. See the appropriate function for Boards & Groups which do not report directly to the Management Board.

	BUSINESS PLANNING
	CORPORATE 
	Corporate plan, strategic plan, substantive correspondence
	Retain permanently
	Historical value 
RM CoP for H&SC 2016
	 

	
	DIRECTORATE
	Directorate plan, working papers, correspondence
	Destroy 5 years after the end of the year to which records relate
	Business need
	 

	COMPLAINTS
	 
	Case file including details of complaint, investigation, outcome
	Review 10 years after incident closed, if no longer needed destroy
	RM CoP for H&SC 2016
	The incident is not closed until all subsequent processes have ceased including litigation. 

	CORRESPONDENCE OF THE CHAIR & CEO (and other senior managers)
	
	Routine correspondence including invites to speak, thank you letters, general enquiries



	Review 3 years after received, if it is of no historical importance destroy
	Business need
	

	
	
	Substantive correspondence relating to significant, contentious, or historically important issues, decisions etc.
	Retain permanently
	Historical value
	

	DECLARATIONS OF INTERESTS
	STAFF
	Correspondence, declarations, register/log
	[bookmark: _Hlk31107950]Destroy 2 years after end of the year to which records relate
	Business need
[bookmark: _Hlk31107983]Policy on declaring and managing interests
for board members and employees
	 

	
	COMMITTEE MEMBERS
	Correspondence, declarations
	[bookmark: _Hlk31108118]Destroy once guidance they relate to has been superseded or withdrawn 
	Business need 

	

	LEGAL SERVICES
	ADVICE
	Correspondence
	Destroy 6 years after action complete.
Where a legal action has commenced, see LITIGATION
	Limitation Act 1980
Business need
	 

	
	LITIGATION
	Case file including details of case, correspondence, outcome
	Review 10 years after case closed
	RM CoP for H&SC 2016
	 

	ORGANISATIONAL DEVELOPMENT
	RESTRUCTURES
	Directorate restructuring, reports, working papers,  substantive correspondence
	Review 20 years after restructure - consider transfer to an archive
	Historical value
	See HUMAN RESOURCES for staff records relating to organisational change.

	PERFORMANCE MANAGEMENT
	 
	Balance scorecard, activity reports, statistics, Key Performance Indicators
	Destroy 5 years after the end of the year to which records relate
	Business need
	 

	PLANNING & STRARTEGY
	 
	Team forecast planning, resource plans, work plans, team meetings
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	POLICY MAKING
	 
	Policy, working papers, correspondence
	Review when superseded/ becomes obsolete
	Historical value 
	May form a significant part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	PROCEDURES & GUIDANCE
	 
	Local office procedures, How to guides, system operating instructions, standing orders, best practice guidance
	Review when superseded/ becomes obsolete
	Business need
	See POLICY MAKING for Institute-wide procedures.

	REPORTING
	CORPORATE
	Corporate annual report, working papers

	Retain permanently
	Historical value 
	 

	
	DIRECTORATE
	Directorate annual report, working papers
	Destroy 5 years after end of year in which report was finalised
	Business need
	 

	RISK MANAGEMENT
	REGISTERS
	Risk register, incident register, working papers
	Review once superseded
	Business need
	 

	
	BUSINESS CONTINUITY & DISASTER RECOVERY   
	Business continuity rotas, telephone cascade lists, contact lists, incident management framework, business continuity plan
	Destroy 2 years after end of year records relate to 

Active records regularly reviewed & updated
	Business need
	 

	 

	[bookmark: _Toc19887182]HUMAN RESOURCES
Human resource records are those created in the course of managing people employed by NICE. The functions and activities which produce human resource records include pay, recruitment, job evaluations, performance management and staff development. Information should only be placed on staff records in accordance with employment law and NICE policies.

	Activity 1
	Activity 2
	Sample Records
	Disposal Instruction
	Reason
	Notes

	ABSENCE, ATTENDANCE & LEAVE
	ANNUAL LEAVE
	Annual leave spreadsheet
	Destroy 2 years after end of leave year records relate to
	Business need
	 This relates to informal records held locally, all leave should be recorded on ESR.
 
 

	
	ATTENDANCE
	Timesheets, rotas, working patterns, records of attendance & absence
	Destroy 2 years after the end of the year to which records relate
	Business need
RM Code of Practice for H&SC 2016
	

	
	CARERS LEAVE
	Other absence form, correspondence
	Destroy 2 years after the end of the year to which records relate
	Business need
	

	
	MATERNITY / PATERNITY LEAVE
	Mat B1 form, self-certificate declaration
	Destroy 3 years after end of maternity/ paternity leave
	Statutory Maternity Pay (General) Regulations 1986, reg.26.
	Master copies of these records to be sent to HR and recorded on ESR, local copies can be kept with line manager for administrative purposes and destroyed securely when no longer required.
 
 

	
	MEDICAL LEAVE
	Other absence form, appointment details, correspondence
	Destroy 6 years after end of medical leave
	Business need
	

	
	SICKNESS LEAVE
	Doctors certificate (Form Med 3), self-certification form (Form SC2), correspondence
	6 years after the employment ceases
	CIPD HR retention recommendations
	

	
	SPECIAL LEAVE including study leave
	Other absence form, correspondence
	Destroy 2 years after the end of the year to which records relate
	Business need
	

	
	UNPAID LEAVE including parental leave
	Other absence form, correspondence
	Destroy 6 years after the end of the year to which records relate
	Business need
	

	DISCIPLINE
	FORMAL ACTION
	First written warning: 
Alleged offence details, formal disciplinary letter, interview notes, reports, action taken details, recommendations, warnings, appeal request, appeal outcome
	[bookmark: _Hlk19884705]Retained on personal file for 12 months from date of issue. It will be removed from the employee’s personal file once this period has expired, however a confidential record will be retained within HR for audit.
	NICE Disciplinary Policy & Procedure
ICO Employment Practices Code
CIPD HR retention recommendations
	Disciplinary case files can be held in a separate file so they can be expired at the appropriate time and do not clutter up the main file. That does not mean that there should be no record that the disciplinary process has been engaged in the main record.

	
	
	Final written warning:
Alleged offence details, formal disciplinary letter, interview notes, reports, action taken details, recommendations, warnings, appeal request, appeal outcome
	Retained on personal file for a maximum of 18 months from date of issue. It will be removed from the employee’s personal file once this period has expired, however a confidential record will be retained within HR for audit
	NICE Disciplinary Policy & Procedure
ICO Employment Practices Code
CIPD HR retention recommendations
	 

	
	INFORMAL ACTION
	Alleged offence details, note of informal warning, action taken details, recommendations
	Retained by line manager for 12 months from date of issue to be deleted once this period has expired, if escalated see FORMAL ACTION
	Business need
ICO Employment Practices Code
CIPD HR retention recommendations
	 

	
	UNSUBSTANTIATED
	Alleged offence details, interview notes, reports
	Destroy immediately after allegations of misconduct are proven to be unfounded.
	ICO Employment Practices Code
	 

	EXPENSES
	RELOCATION
	Application form, correspondence
	Destroy 6 years after end of year records relate to
	Business need
	See FINANCE > EXPENSES for expenses relating to travel and subsistence.

	EMPLOYEE RELATIONS
	STAFF SURVEY
	Survey development, correspondence, survey
	Destroy 5 years after survey superseded
	Business need
	 

	ENGAGEMENT
	
	1:1 meeting notes
	Destroy 12 months after record created
	Business need
	The purpose of 1:1 notes is to support a staff members personal development and support objective setting, achievements, health and wellbeing. They are an informal record to manage general day to day work and support staff.


	EQUALITY & DIVERSITY 
	 
	Equal opportunities form, equalities monitoring form
	Destroy immediately after information entered onto database
	Business need
	See ORGANISATIONAL CHANGE > CONSULTATIONS for Equality Impact Assessment.

	GRIEVANCES
	FORMAL GRIEVANCES
	Interview notes, reports, action taken, recommendations
	Destroy 6 years after grievance resolved
	Limitation Act
	 

	
	INFORMAL GRIEVANCES
	Notes
	Retained by line manager for 12 months from date of issue to be deleted once this period has expired, if escalated see FORMAL GRIEVANCES
	Business need
	

	TRIBUNALS
	
	Tribunal case records
	Review 10 years after case closed
	RM CoP for H&SC 2016
	 

	LEARNING & DEVELOPMENT
	BOOKINGS & ADMINISTRATION
	Requests to attend, registration forms, confirmations, feedback forms
	Destroy 2 years after end of year records relate to
	Business need
	See STAFF RECORD for records of training undertaken by staff.

	
	DEVELOPMENT & CONTENT
	Course content, course description, hand-outs/ presentations, course development
	Destroy 2 years after course superseded
	Business need
	

	LEAVERS
	 
	Exit questionnaire, meeting notes
	Destroy once anonymised information entered onto confidential database.
	Business need
	 

	OCCUPATIONAL HEALTH
	 
	Reports, health declaration forms
	Where legislation sets out retention periods, records will be held in line with those requirements (see FACILITIES MANAGEMENT > ACCIDENTS & INCIDENTS)

Records which do not have statutory retention period will be retained for 6 years after a staff member leaves NICE or until a staff members’ 75th birthday (whichever is sooner). This is the time period set out in the IGA Code of Practice for Health and Social Care 2016
	RM CoP for H&SC 2016
 IGA and ICO advice.
	Records held and processed by Health Assured on behalf of NICE.

NICE may change OH provider, when this happens all staff will be informed of the change of supplier. Staff may raise any queries, concerns or objections with HR or Governance Manager – Information.

	ORGANISATIONAL CHANGE
	CONSULTATIONS
	Consultation paper, timetable, implementation plan, equalities impact assessment, comments, proposals
	Review 5 years after consultation completed
	Business need
	 

	ORGANISATIONAL CHANGE
	STAFF POST RE-EVALUATIONS
	Job analysis forms, assessments, reports
	Destroy 1 year after review complete
	Business need
	 

	PERFORMANCE MANAGEMENT
	ANNUAL EMPLOYEE PERFORMANCE
	Performance review form, personal development plans
	Destroy 2 years after end of year records relate to
	Business need
	 

	
	PROBATION
	Probation form, reports, correspondence
	Destroy 1 year after end of probation period
	Business need
	 

	
	REVALIDATION
	Medical appraisal form
	Destroy 1 year after revalidation review
	Business need
	Master copies of forms should be placed on staff members’ personal file, see STAFF RECORD for more information.
Also see STAFF RECORD for clinical training records.

	
	
	Revalidation form, transfer form
	Destroy on employee’s 75th birthday or 6 years after leaving whichever is later
	Business need
	

	POLICY MAKING
	 
	Policy, precedent records, working papers, correspondence
	Review when superseded/ becomes obsolete
	Business need
	May form a significant part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	PROCEDURES & GUIDANCE
	 
	Local office procedures, How to guides, system operating instructions, best practice guidance
	Review when superseded/ becomes obsolete
	Business need
	 

	PROJECT MANAGEMENT
	 
	Project board papers: 
Business case, final report, project implementation doc, post implementation review
	Review 5 years after project completed

Review any material retained on an annual basis
	Business need
Historical value
	 

	
	
	All other documents emanating from the Project :
Implementation plan, highlight report, project brief, risk assessment, process analysis and design, project plan, issue log
	Destroy 1 year after project complete
	Business need
	 

	RECRUITMENT
	CAMPAIGN
	Request to fill vacancy form, job advertisement 
	Destroy 1 year following completion of appointment

JD/PS to be stored with successful candidates’ records
	Business need
	 

	
	SUCCESSFUL CANDIDATES
	Application form, CV, test results, certificates, interview notes, references,  job description, person specification
	Destroy 6 years following termination of employment
	RM CoP For H&SC 2016
	See WORK HISTORY for offer letters.

	
	UNSUCCESSFUL CANDIDATES
	Application form, CV, test results, certificates, interview notes, sift form
	Destroy 6 months following completion of appointment
	Equality Act 2010 s.123
ICO Employment Practices Code
	If it is your practice to keep the names of   unsuccessful applicants  on file for future vacancies (if appropriate), you must ensure that application forms or surrounding documentation tell applicants that, should they be unsuccessful, their details will be kept on file unless they specifically request that this should not be the case.

	
	UNSOLICITED APPLICATIONS
	Applications for employment, CV, correspondence
	Destroy immediately after response sent
	Business need
	 

	
	WORK EXPERIENCE 
	Application form, CV, terms and conditions, details of work performed
	Destroy 1 year after end of placement
	Business need
	 

	REPORTING
	 
	Statistics, reports, registers
	Destroy 1 year after action complete
	Business need
	 

	STAFF RECORD
	 
	Name (including previous names),address,  dob, application form, right to work, acceptance letter and related correspondence, letter of appointment, terms and conditions including pay bands, positions held,  changes to contract, sickness record, promotion/ transfer/ secondment letter, training records (including clinical training), revalidation forms, resignation/ termination/dismissal/ retirement letter, any work related injury, any exposure to asbestos, radiation and other chemicals which may cause illness in later  life, list of buildings where the member of staff worked and the dates worked in each location.
	[bookmark: _Hlk19883537]Destroy on employee’s 75th birthday or 6 years after leaving whichever is later
	RM CoP For H&SC 2016
	Upon termination of contract, records must be held up to and beyond their statutory retirement age. Staff records may be retained beyond 20 years if they continue to be required for NHS business purposes, in accordance with Retention Instrument 122. They are not exempt from Principle 5 of the DPA. 




 

	 

	[bookmark: _Toc19887183]INFORMATION MANAGEMENT

The function by which NICE collects, manages, preserves, provides access to and, where appropriate, disposes of information and information resources.

	Activity 1
	Activity 2
	Sample Records
	Disposal Instruction
	Reason
	Notes

	ADVICE
	 
	Correspondence
	Destroy 2 years after action complete
	Business need
	 

	COMPLIANCE
	DATA PROTECTION 
	Subject access requests, disclosure correspondence
	Destroy 3 years after closure of requests

Where there has been a subsequent appeal:
Destroy 6 years after closure of appeal
	RM CoP For H&SC 2016
	 

	
	
	Consent form
	Retain for as long as the data is processed & held in respect of a living individual
	Data Protection Act (DPA)
	 

	
	FREEDOM OF INFORMATION
	Requests, responses, other associated correspondence
	Destroy 3 years after closure of FOI request

Where there has been a subsequent appeal:
Destroy 6 years after closure of appeal
	RM CoP For H&SC 2016
ICO advice on the retention and destruction of requested information
	Where redactions have been made it is important to keep a copy of the redacted disclosed documents or if not practical to keep a summary of the redactions.

	
	
	Publication Scheme
	Destroy 2 years after version of scheme is superseded
	Business need
	 

	
	PARLIAMENTARY QUESTIONS
	Assembly/ Parliamentary questions, MP enquiries
	Destroy 10 years after last action
	NHS RM Code of Practice
	 

	CONTROL
	 
	File list, taxonomies, registers
	Active records updated regularly. If record is superseded/becomes obsolete destroy 10 years after last action.
	Business need
	 

	
	
	Templates
	Destroy once superseded
	Business need
	 

	COPYRIGHT/ INTELLECTUAL PROPERTY/ PATENTS/ TRADEMARKS
	 
	Copyright declaration forms, reproduction rights, correspondence
	Review 6 years after the end of licence/ action/ lifetime of patent
	Copyright, Designs and Patents Act 1988
RM CoP For H&SC 2016
	 

	DISPOSAL
	 
	Signed destruction orders, lists of records destroyed, presentation of records form
	Review 20 years after action complete
	Public Records Act 1958
RM CoP For H&SC 2016
	 

	GROUPS
	 
	Meeting papers
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	
	
	Terms of reference
	Destroy 2 years after record is superseded/ becomes obsolete.
	Business need
	 

	MONITORING
	 
	Surveys, statistics, logs, assessments
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	NHS DIGITAL DATA
	 
	Data sets, HES data
	Refer to data sharing agreement with NHS Digital
	NHS Digital requirement
	 

	PLANNING & STRATEGY
	 
	Team forecast planning, resource plans, work plans, team meetings
	Destroy 2 years after the end of the year to which records relate
	Business need
	 

	POLICY MAKING
	 
	Policy
	Review when superseded/ becomes obsolete
	Historical value
	May form part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	PROCEDURES & GUIDANCE
	 
	Local office procedures, How to guides, system operating instructions, best practice guidance
	Review when superseded/ becomes obsolete
	Business need
	 

	PROJECT MANAGEMENT
	 
	Project board papers: 
Business case, final report, project implementation doc, post implementation review
	Review 5 years after project completed. Review any material retained on an annual basis
	Business need
Historical value
	 

	
	
	All other documents emanating from the Project :
Implementation plan, highlight report, project brief, risk assessment, process analysis and design, project plan, issue log
	Destroy 1 year after project complete
	Business need
	 

	REPORTING
	 
	Team annual reports, working papers
	Review 5 years after end of year records relate to
	Business need
	 

	 

	[bookmark: _Toc19887184]INFORMATION TECHNOLOGY
The function of managing the Institutes information and communications technology.

	Activity 1
	Activity 2
	Sample Records
	Disposal Instruction
	Reason
	Notes

	APPLICATION DEVELOPMENT
	 
	Business rules Development proposal Feasibility study Flowchart Installation guide Pilot test sheets Rectification Release document Survey Support manual Specifications Test report Wireframe document
	Destroy 2 years after application becomes redundant
	Business need
	 

	ASSET MANAGEMENT
	ACQUISITION
	Purchase details:
Correspondence, goods received note, orders, quotation, quotation requests, running order
Supplier Information:
Equipment specifications, supplier price list
	Destroy 6 years after end of financial year
	Business need
	 

	
	ASSET REGISTER
	Asset register
	An active record updated regularly. If register is superseded/becomes obsolete/redundant, destroy 6 years after last entry
	Business need
	 

	
	DISPOSAL
	Disposal certificates
	Destroy 6 years after action complete
	Business need
	 

	
	LOANS
	Loan agreement form, terms and conditions, correspondence
	Destroy once equipment returned
	Business need
	 

	DEVELOPMENT
	 
	Builds, configuration, requirements; evaluating potential systems/solutions; installing systems; testing systems; commissioning systems; controlling changes to systems; decommissioning systems.
	Destroy 2 years after system decommissioned
	Business need
	 

	ENTERPRISE ARCHITECTURE
	 
	Software updates
	Destroy 2 years after software becomes redundant/ is replaced
	Business need
	 

	LICENSING
	 
	Software licence, usage information, user list
	Destroy 1 year after licence expires
	Business need
	 

	MAINTENANCE
	 
	Plans, logs, reports
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	MONITORING
	 
	Surveys, statistics, logs, assessments
	Destroy 2 years after the end of the year records relate to
	Business need
	 

	OPERATIONS
	HELPDESK
	Helpdesk records
	Destroy 1 year after action complete
	Business need
	 

	
	APPLICATION SUPPORT
	Hardware support
	Destroy 1 year after action complete
	Business need
	 

	
	LOGS
	Telephone log system records,
Web filtering log records
	Destroy 1 year after action complete
	Business need
	 

	PERFORMANCE MANAGEMENT
	 
	Performance reports
	Destroy 2 years after the end of the year to which records relate
	Business need
	 

	PLANNING & STRATEGY
	 
	Team forecast planning, resource plans, work plans, team meetings
	Destroy 2 years after the end of the year to which records relate
	Business need
	 

	POLICY MAKING
	 
	Policy, working papers
	Review when superseded/ becomes obsolete
	Historical value
Business need
	May form part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	PROCEDURES & GUIDANCE
	 
	Local office procedures, How to guides, system operating instructions, best practice guidance
	Review when superseded/ becomes obsolete
	Business need
	 

	PROJECT MANAGEMENT
	 
	Substantive project records e.g. Business case, final report, project implementation doc, post implementation review
	Review 5 years after project completed

Review any material retained on an annual basis
	Business need
Historical value
	 

	
	
	All other documents emanating from the project e.g. Implementation plan, highlight report, project brief, risk assessment, process analysis and design, project plan, issue log
	Destroy 1 year after project complete     
	Business need
	 

	REPORTING
	 
	Team annual reports, statistics, working papers
	Review 5 years after end of year records relate to
	Business need
	 

	RESEARCH
	 
	Research papers, working papers
	Destroy 2 years after action complete
	Business need
	 

	SECURITY
	ASSESSMENTS
	Assessments of information systems & technology security standards 
	Destroy 2 years after action complete
	Business need
	 

	
	INCIDENT MANAGEMENT
	Correspondence Investigation working papers Lessons learned document, report
	Review 5 years after incident/ investigation complete
	Business need
	 

	TRAINING
	BOOKINGS & ADMINISTRATION
	Requests to attend, registration forms, confirmations, feedback forms
	Destroy 2 years after end of year records relate to
	Business need
	 

	
	DEVELOPMENT & CONTENT
	Course content, course description, hand-outs/ presentations, course development
	Destroy 2 years after course superseded
	Business need
	 

	 

	[bookmark: _Toc19887185]PROCUREMENT

Procurement records are those created as a result of the activities by which NICE purchases goods, works and services for the most favourable conditions from one or more third parties for a defined contract period.

	Activity 1
	Activity 2
	Sample Records
	Disposal Instruction
	Reason
	Notes

	ADVICE
	 
	Correspondence
	Destroy 6 months after action complete
	Business need
	 

	CONTRACT MANAGEMENT
	AMENDMENTS TO CONTRACT
	Changes to requirements, forms of variation, extension to contract, correspondence
	Destroy 6 years from end of contract
	Limitation Act 1980
	 

	
	CONTRACT MONITORING
	Records of complaints, disputes over payment, performance report, correspondence
	Destroy 6 years from end of contract
	Limitation Act 1980
	 

	PLANNING & STRATEGY
	 
	Team forecast planning, resource plans, work plans, team meetings
	Destroy 2 years after the end of the year to which records relate
	Business need
	 

	POLICY MAKING
	 
	Policy, working papers
	Review when superseded/ becomes obsolete
	Historical value
	May form a significant part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	PROCEDURES & GUIDANCE
	 
	Local office procedures, How to guides, system operating instructions, best practice guidance
	Review when superseded/ becomes obsolete
	Business need
	 

	TENDERING
	INITIAL PROPOSAL
	Agreed Specification, permissions, evaluation criteria, invitation to tender, TUPE
	Destroy 6 years from end of contract
	Limitation Act 1980
	 

	
	
	Draft specification, draft evaluation
	Destroy when specification agreed
	The National Archives (TNA) Guidance
	 

	
	PRE-AWARD
	Expression of interest, interest log, correspondence
	Destroy 1 year after award of contract
	TNA guidance
	 

	
	SUCCESSFUL TENDER
	Ordinary contracts:
Award notice, tender document, signed contracts and agreements
	Destroy 6 years after end of contract
	Limitation Act 1980
	 

	
	
	Contracts, deeds & leases under seal:
Award notice, tender document, signed contracts and agreements
	Destroy 12 years after end of contract
	Limitation Act 1980
	 

	
	UNSUCCESSFUL TENDER
	Rejection letter/ debriefs, unsuccessful tender document
	Destroy 6 years after contract awarded
	RM CoP for H&SC 2016
	 

	 

	[bookmark: _Toc19887186]PRODUCTS AND SERVICES
Products and services records are those created in the course of producing any form of guidance, advice, or supporting products. This includes guidelines covering clinical topics, medicines practice, public health, social care, interventional procedures, technology appraisals, medical technologies guidance, diagnostics, indicators, quality standards and ROI tools.

	Activity 1
	Activity 2
	Sample Records
	Disposal Instruction
	Reason
	Notes

	COMMITTEES
	MANAGEMENT
	Membership, terms of reference, 
	Retain permanently
	Historical value
Business need
	For Committee recruitment see HUMAN RECOURCES - RECRUITMENT

For expenses see FINANCE-

	
	MEETINGS
	Substantive records: agenda, minutes, papers, presentations
	Retain permanently
	Historical value
Business need
	 

	
	
	Administrative records: attendee list, meeting schedules, correspondence
	Destroy when reference value ceases
	Business need
	 

	GROUPS
	MANAGEMENT	
	Membership details, name, contact details
	Destroy 2 years after membership expires
	Business need
	For groups and meetings which are less formal than guidance committees, applicable to internal and external meetings.



	
	
	Terms of reference
	Destroy 2 years after record is superseded/ becomes obsolete.
	
	

	
	MEETINGS/ EVENTS
	Agenda, minutes, papers, correspondence, event registration
	Destroy 2 years after meeting/ event held
	Business need
	

	[bookmark: _Hlk17204391]GUIDANCE
	 
	Scope, consultation comments, recommendations, equality impact assessments, health economic models and plans, evidence tables, search audit trails, excluded studies tables, RefMan files, quality outcomes framework, manufacturers submissions, technology assessment reports, substantive correspondence

.

This list is not exhaustive and not all records will apply to all programmes:
	Final/ published versions: retain permanently



Major versions/drafts and other substantive records: review on update


Minor versions/drafts and other transitory records: delete on publication

	Historical value
 
Business need
	

	INDUSTRY ENGAGEMENT
	ADVICE
	Stakeholder contact details, correspondence, advice, recommendations, stakeholder feedback

	Destroy 7 years after end of service
	Business need
	

	
	ENQUIRIES
	Scientific advice correspondence
	Destroy 5 years after enquiry closed
	Business need
	

	
	
	Office for market access correspondence
	Destroy 3 years after enquiry closed or end of engagement

	Business need
	

	
	ENGAGEMENT ACTIVITY
	Stakeholder contact details, correspondence, recommendations, stakeholder feedback

	Destroy 6 years after end of engagement
	Business need
	

	METHODS & PROCESSES
	MANUALS & GUIDES
	Methods manual, process guides
	If manual/ guide becomes obsolete retain for 10 years, then review
	Historical value
Business need
	May form a significant part of the public record of an organisation which may need to be retained, on review consider transfer to an archive.

	
	TEMPLATES
	Templates
	Destroy once template becomes obsolete
	Business need
	 

	PERFORMANCE MANAGEMENT
	 
	Performance/ activity  reports, KPIs, statistics
	Destroy 2 years after the end of the year to which records relate
	Business need
	 

	PLANNING & STRATEGY
	 
	Team forecast planning, resource plans, work plans, team meetings
	Destroy 2 years after the end of the year to which records relate
	Business need
	 

	PROJECT MANAGEMENT
	 
	Substantive project records e.g. Business case, final report, project implementation doc, post implementation review
	Review 5 years after project completed. Review any material retained on an annual basis.
	Business need
Historical value
	 
	

	
	
	All other documents emanating from the project e.g. Implementation plan, highlight report, project brief, risk assessment, process analysis and design, project plan, issue log
	Destroy 1 year after project complete     
	Business need
	 

	REPORTING
	 
	Team annual reports, statistics, working papers
	Review 5 years after end of year records relate to
	Business need
	 

	SCIENCE POLICY AND RESEARCH
	APPLICATIONS
	Offer of support and unsuccessful applications
	Destroy 2 years after last action
	Business need
	

	
	
	Successful applications
	Destroy 6 years after project ends
	Business need
	

	
	ENQUIRIES
	Correspondence
	Destroy 1 year after last action
	Business need
	

	
	COLLABORATIVE PROJECTS
	Project records, event and meeting documentation
	Review 6 years after project complete
	Business need
Historical value
	Also subject to records management policies of collaboration partners


	SERVICES
	
	Account information for services e.g. Open Athens, NICE Accounts, Health Tech Connect, UK PharmaScan, META Tool
	Refer to the terms and conditions for the individual services
	Business need
	

	STAKEHOLDER MANAGEMENT
	 
	Name of individual, email address, telephone number.
	Destroy 5 years after individuals’ last involvement with NICE business
	Business need
GDPR
	The 5 year retention period is based around the 4 year cycle of guidance updates - if stakeholder data relating to an individual was deleted sooner, we risk deleting the information of an individual stakeholder (as opposed to organisation) who must be contacted as part of the guidance review process. However  if a stakeholder has had no substantive involvement with NICE business in 5 years this would likely indicate their information is no longer up to date or they no longer wish to be involved with NICE.

Note - this data is often held in multiple locations for example systems such as the contacts database or in spreadsheets, outlook etc. 
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