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1. Introduction 
 

Records management is essential to the delivery of our service in an efficient 
and accountable manner, and to ensure that we meet our statutory 
requirements. 

 
SCRA recognises that effective records management will bring many benefits. 
It will make savings by reducing time spent searching for and retrieving records 
and it will reduce storage costs. It will improve our performance by reducing 
duplication, improving consistency of information and advice, and providing 
ready access to information on SCRA policies, practice, decisions and 
governance. 

 
What is records management1? 

 
Records management can be defined as the process whereby an organisation 
manages its records, whether created internally or externally and in any format 
or media type, from their creation or receipt, through to their destruction or 
permanent preservation.  
 
Records management is about placing controls around each stage of a record’s 
lifecycle, at the point of creation (through the application of metadata, version 
control and naming conventions), during maintenance and use (through the 
management of security and access classifications, facilities for access and 
tracking of records), at regular review intervals (through the application of 
retention and disposal criteria), and ultimate disposal (whether this be 
confidential destruction or transfer to the archive branch for permanent 
preservation). By placing such controls around the lifecycle of a record, we can 
ensure they demonstrate the key attributes of authenticity, reliability, integrity 
and accessibility, both now and in the future. 
 
Statutory requirements 
 
The Public Records (Scotland) Act 2011 is the main legislation governing 
Scottish Public Records. SCRA is a named public authority in the Act and is 
obliged to prepare and implement a records management plan (RMP) which 
sets out proper arrangements for the management of its records. The RMP was 
agreed with the Keeper of the Records of Scotland on 14 April 2016 and a 
revised plan will be submitted to the Keeper in March 2025. Where authorities 
fail to meet their obligations under the Act, the Keeper has powers to undertake 
records management reviews and issue action notices for improvement. 

 
Scope of this policy 
 
This policy sets out how ALL SCRA records are to be managed and applies to 
all records created, received or maintained by staff in the course of carrying out 
their responsibilities as SCRA employees.  
 

 
1 
The National Archives’ extract definition. 
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2. Policy principles5 

This policy requires that all SCRA staff work in accordance with the following 
information management principles: 

 

• SCRA’s information is a corporate resource, and not ‘owned’ by any 
individual. 

• Personal responsibility – each one of us is personally responsible for 
the effective management of the information we create or use. 

• Information accessibility – we make our information accessible to 
others in SCRA, except where there is a specific and agreed reason not 
to. 

• Keeping records of what we do – we retain records of all the decisions 
and actions we make; we maintain an audit trail to meet business, 
regulatory and legal requirements; we track policy changes and 
development. 

• Ensuring information is accurate and fit for purpose – we ensure 
that the information we create on behalf of SCRA is accurate and fit for 
purpose. 

• Compliance with statutory and regulatory requirements – we ensure 
that our information management practices comply with all relevant 
statutory and regulatory requirements. 

• Electronic records – use of paper records will be minimised. All 
documents and information will be held electronically unless there is a 
requirement for a paper record. 

 
 

3. Who does this policy apply to? 
 

This policy applies to ALL SCRA employees and contractors who have access 
to our records. 

 
Responsibility for the standard, accuracy and completeness of SCRA records 
and how this information is used on a daily basis lies with individual members 
of staff. This means that everyone with access to SCRA records does so in 
accordance with this policy. 

 

4. What does this policy apply to? 
 

This policy apples to the management of all records (paper, electronic, or other 
media) created or received by SCRA. This includes: 

• Documents (hand written, typed, and annotated copies); 

• Computer files (including databases, spreadsheets and presentations; 
and systems such as iTrent and e-Financials); 

• Paper based files; 

• Case Management System; 

 
 
 

5 
Based on the Scottish Government’s Information Management Principles 
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• Data Warehouse; 

• Electronic mail messages and their attachments; 

• Diary records; 

• Reports; and 

• Intranet and internet web pages. 

 

5. Records retention 
 

SCRA records should be held and retained according to the Records Retention 
Schedule (page 7, and Annex 1 for employment records). This categorises 
records according to function, sets out how long records should be kept before 
being destroyed, and how they should be marked to determine how they should 
be held and used. Retention periods are based on existing SCRA retention 
policies and on those used by partners such as Scottish Government, Police 
Scotland and COPFS. 

 
Disposal 

Records should be destroyed according to their Government Security 
Classification marking. All OFFICIAL and OFFICIAL-SENSITIVE data must 
be disposed of as confidential waste6. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6 
Details on the disposal of OFFICIAL and OFFICIAL SENSITIVE data are in detailed within 

the Information Security Handbook 
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6. Records retention schedule7

Function Record description Retention action Responsibility Classification 

Disposal Legislative 
and policy 
requirements 

Audit Practice Audit Reports – 6 years 
Paperwork – current year + 
3 

Head of Finance & 
Resources 

OFFICIAL 

Audit Internal and external audit Reports – 6 years 
Paperwork – current year + 
3 

Companies Act 
2006 

Head of Finance & 
Resources 

OFFICIAL 

Children’s case 
information 

Case Management System, and hard 
copy files 

Prior to the incorporation of 
the UNCRC on 16 July 
2024: until 18th birthday of 
the referred child/young 
person (unless exception 
applies)  

Following the incorporation 
of the UNCRC: until 19th 
birthday* of the referred 
child/young person (unless 
exception applies) 

IG Retention 
Policy 

Head of Practice & 
Policy 

OFFICIAL-SENSITIVE 

7 
HR records should be retained according to Employment Records Retention Schedule at Annex 1. 

http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
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Communications Staff communications Current year + 1 Press & 
Communications 
Manager 

Communications Publications – research reports, 
information materials, partner e-
news,  National 
Reporter, etc. 

Published Press & 
Communications 
Manager 

Complaints Correspondence and associated 
records 

Prior to the incorporation of 
the UNCRC on 16 July 
2024: Current year + 6 
years 

Following the incorporation 
of the UNCRC: until 19th 
birthday of the referred 
child/young person 

IG Retention 
Policy 

Head of Practice & 
Policy 

OFFICIAL 

Contract Management SCOTS contract, etc. 5 years after closure Head of Finance and 
Resources, IS 
Manager 

OFFICIAL 

Data Management Statistical data reports (no personal 
data) internal and external 

None – to allow re-use n/a Head of Strategy & 
Organisational 
Development 

OFFICIAL 

Data Management Excel and PDF data reports (containing 
child information) 

1 year (data must be 
cleaned down within 1 year)  

IG Retention 
Policy 

Head of Strategy & 
Organisational 
Development 

Information on 
individuals – 
OFFICIAL-SENSITIVE 

Data Management Power BI data reports (containing child 
information) 

These automatically align 
with the IG Retention Policy 

IG Retention 
Policy 

Head of Strategy & 
Organisational 
Development 

OFFICIAL 

Data Management Case management database (Managed 
by IT) 

When child turns 19 years IG Retention 
Policy 

Head of Strategy & 
Organisational 
Development 

Information on 
individuals – 
OFFICIAL-SENSITIVE. 

Data Management Statistical and legacy databases 
(structured, no personal data) 

None – to allow re-use for 
analysis or data linkage 

n/a Head of Strategy & 
Organisational 
Development 

OFFICIAl. 

http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
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Finance Financial transactions (e.g. invoices 
(debtors and suppliers), requisitions, 
GPC logs, forecast outturns) 

Current year + 6 (statutory 
requirement) 

Companies Act 
2006 

Finance Assistant, 
Business Managers, 
GPC holders 

OFFICIAL 

Finance Budget management (e.g. annual 
budget, annual accounts, Balance 
sheet reconciliations 

Current year + 6 (statutory 
requirement) 

Companies Act 
2006 

Head of Finance and 
Resources 

OFFICIAL 

Finance Asset management (asset register, 
disposals, transfers, etc.) 

Current year + 6 (statutory 
requirement) 

Companies Act 
2006 

Finance Assistant, IS 
Manager 

OFFICIAL 

Finance Falkirk Council Pension Fund 
investment Forum related papers and 
correspondence 

Current year + 1 (statutory 
requirement) 

Retirement 
Benefits 
Schemes 
Regulations 
1995 

Head of Finance and 
Resources 

OFFICIAL 

Finance Grant in Aid drawdown requests Current year + 10 Head of Finance and 
Resources 

OFFICIAL 

Finance HMRC correspondence Current year + 6 Income Tax 
(Employments) 
Regulations 
1993 

Head of Finance and 
Resources 

OFFICIAL 

Finance Finance journals Current year + 6 (statutory 
requirement) 

Companies Act 
2006 

Head of Finance and 
Resources 

OFFICIAL 

General Correspondence Current year + 3 All 

General Meetings (internal and external) not 
listed above 

Current year + 5 All 

General Reference materials Current year + 5 All 

Governance Board (and its Committees) meetings, 
agendas, papers minutes 

Current year + 10 Executive Officer OFFICIAL 

Governance EMT meetings, agendas, papers 
minutes 

Current year + 5 Executive Officer OFFICIAL 
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Governance Partnership Forum meetings, 
agendas, papers minutes 

Current year + 10 Director of Support 
Services 

OFFICIAL 

Governance Strategic Risk Register Current year + 10 Head of Finance and 
Resources 

OFFICIAL 

Governance Relations with Scottish Government 
inc. Framework documents 

Current year + 10 Executive Officer OFFICIAL 

Governance Strategic planning inc. Programme 
Board, Strategic Programmes 
Group papers  

Current year + 10 Head of Strategy & 
Organisational 
Development 

Governance Spending Reviews Current year + 10 Head of Finance and 
Resources 

OFFICIAL 

Information 
management 

Freedom of Information requests and 
responses, and associated records 

Current year + 3 Freedom of 
Information Policy 

Information 
Governance 
Manager 

Information on 
individuals – 
OFFICIAL-SENSITIVE 

Information 
management 

Data Protection enquiries inc. Subject 
Access Requests 

Current year + 3 SAR Policy Information 
Governance 
Manager 

OFFICIAL-SENSITIVE 

Information 
management 

PVG requests from Disclosure 
Scotland 

Current year + 3 Protection of 
Vulnerable 
Groups Act 2007 

Information 
Governance 
Manager 

OFFICIAL-SENSITIVE 

Information 
management 

Information security breaches inc. 
Non-Disclosure 

Prior to the incorporation 
of the UNCRC on 16 July 
2024 -Until child reaches 
18 years (unless 
exception applies)

Following the 
incorporation of the 
UNCRC – Until child 
reaches 19 years (unless 
exception applies)*  

IG Retention 
Policy 

Information 
Governance 
Manager 

OFFICIAL- SENSITIVE 

Information Compliance – information security, Policies and technical IS Manager 

https://www.scra.gov.uk/wp-content/uploads/2024/10/Freedom-of-Information-Policy-2024.pdf
https://www.scra.gov.uk/wp-content/uploads/2024/10/Freedom-of-Information-Policy-2024.pdf
https://www.scra.gov.uk/wp-content/uploads/2024/10/Subject-Access-Requests-How-SCRA-will-deal-with-your-request.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
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Management data protection, etc. documentation – until 
superseded 

Other – current year + 3 

IS Systems inc. CMS Current year + 1 (unless 
related to contracts) 

IS Manager OFFICIAL 

IS Telephony Current year + 1 (unless 
related to contracts) 

IS Manager 

IS Maintenance Current year + 1 (unless 
related to contracts) 

IS Manager 

Media Daily press cuttings One month Press & 
Communications 
Manager 

Media Media tracker and enquiries Current year + 6 Case 
Information 
Policy 

Press & 
Communications 
Manager 

OFFICIAL 

Media Press statements, media related 
correspondence 

Current year + 6 Press & 
Communications 
Manager 

Official Statistics Annual Official statistics Published Head of Strategy & 
Organisational 
Development 

Organisational 
Development 

IIP, workforce planning, etc. Current year + 5 Director of Support 
Services 

OFFICIAL 

People Management Team meetings, training plans, team 
plans, team budgets, etc. 

Current year + 1 Team managers 

Performance Reporting OPR, KPIs, etc. If not published – current 
year + 5 

Head of Strategy & 
Organisational 
Development 

Performance Reporting Performance analysis reports 
Case sampling reports 

If not published, current 
year + 10 

Head of Strategy & 
Organisational 
Development 

Planning Annual Reports. Current year + 11 Head of Strategy & 
Organisational 
Development 
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Planning Business and Locality plans Current year + 5 Head of Strategy & 
Organisational 
Development 

Planning Corporate Plan, related strategic 
strategies 

Current year + 11 (to 
capture 3 Corporate Plans) 

Head of Strategy & 
Organisational 
Development 

Policy Scottish Parliament Current year + 5 Policy & Public Affairs 
Manager 

OFFICIAL 

Policy Scottish Government Current year + 5 Policy & Public Affairs 
Manager 

OFFICIAL; 

Policy Policy and legislative development Current year + 5 Policy & Public Affairs 
Manager 

OFFICIAL 

Practice Memorials for the Opinion of Counsel 
and the resulting Counsel’s Opinion 

To be reviewed after 
current year + 10 
Held securely, with limited 
access. 

Practice Manager OFFICIAL-SENSITIVE 

Practice Court activity Prior to the incorporation 
of the UNCRC on 16 July 
2024 -Until child reaches 
18 years (unless 
exception applies)

Following the 
incorporation of the 
UNCRC – Until child 
reaches 19 years (unless 
exception applies)* 

IG Retention 
Policy 

Practice Manager OFFICIAL-SENSITIVE 

Practice Enquiries received via Practice 
Helpline 

To be reviewed after 
current year + 10 (unless 
exception applies) 

Practice Manager OFFICIAL-SENSITIVE 

http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
http://sgsharepoint16/sites/connect/ab/dpa/DPA%20Compliance%20Document%20Library/Jan%202023%20-%20Retention%20of%20case%20information%20after%2018th%20Birthday.pdf
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Practice Child death reports Destroyed when SCRA 
notified of child’s death 
unless required for further 
investigation or an enquiry 
(e.g. Fatal Accident 
Inquiry, Significant Case 
Review, etc.). Retention of 
these records must be 

Practice 
Instruction Note 
10 

Head of Practice & 
Policy 

OFFICIAL-SENSITIVE 

 

  reviewed at least annually. 
Held securely, with limited 
access. 

   

Practice Practice Directions and Instructions Destroy when superseded 
 

 Practice Manager  

Procurement Tender exercises 5 years after closure  Head of Finance and 
Resources 

OFFICIAL 

Procurement Approved suppliers and frameworks 5 years after closure  Head of Finance and 
Resources 

OFFICIAL 

Project Management Project plans, business cases, 
business plans change control notes, 
Progress reports, project 
closure reports, lessons learned 
reports/logs etc. 

6 years after completion of 
project 
 
Working documents – 
current year + 1 
 
Lessons learned -
current plus 10 years 
(to use for future 
approaches) 

Companies Act 
2006 

Head of Strategy & 
Organisational 
Development 

 

Property Maintenance of SCRA estate Current year + 10 Companies Act 
2006 

Head of Property OFFICIAL 

Property management Information related to ownership, 
statutory consents, etc. 

For as long as SCRA holds 
the property 

Companies Act 
2006 

Head of Property OFFICIAL 

Property management Property management records Current year + 10 Companies Act 
2006 

Head of Property OFFICIAL 

Research Information and materials gathered for 
research 

5 years from 
publication of research 

Case 
Information 
Policy 

Research Manager OFFICIAL-SENSITIVE 

Research Research not otherwise published Current year + 5 
 

 Research Manager  
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Surveys Staff and partners Reports - current year + 6 
Collated data – current 
year +1 
Individual returns - held 
securely, restricted access 

 Press & 
Communications 
Manager 

Individual returns - 
OFFICIAL 

Training Training materials –inc. Practice 
Training 

Destroy when superseded 
Other – current year + 1 

 Head of Practice & 
Policy, Learning & 
Development 
Manager 

 

Training Advanced Diploma in Children’s 
Reporter Practice – training 
materials 

Destroy when superseded  Accreditation 
Manager 

 

Training Advanced Diploma in Children’s 
Reporter Practice – Candidate 
assessment evidence 

Destroy 3 weeks after 
candidate unit completion 
date the centre has notified 
to the SQA 

 Accreditation 
Manager 

OFFICIAL-SENSITIVE 

Training Advanced Diploma in Children’s 
Reporter Practice – Appeal to 
SQA against internal 
assessment result, including all 
materials and candidate 
evidence 

Internal appeals, until the 
appeal has been resolved. 
 
For appeals to SQA against 
an internal assessment 
result assessment and 
internal verification records 
for appeal cases, should be 
retained for six years 
thereafter, unless there is a 
legitimate reason to retain 
records for a further period.  
 

 Accreditation 
Manager 

OFFICIAL-SENSITIVE 

Training Advanced Diploma in Children’s 
Reporter Practice – candidate 
records 

Destroy 6 years after 
employment ceases 

 Accreditation 
Manager 

OFFICIAL-SENSITIVE 

Victim Information Service Correspondence with victims of 
youth offending 

Current year +5  Victim Information 
Co- ordinators 

OFFICIAL-SENSITIVE 
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Annex 1 

EMPLOYMENT RECORDS MANAGEMENT POLICY AND PROCEDURES 
 

1. Statutory Requirements 
 

In addition to those on page 4, SCRA will comply with: 

• The Information Commissioner’s Employment Practices Data Protection Code 
Part 2: Employment Records 

• Other relevant statutory standards (e.g. Finance) 

• Best practice (e.g. from Chartered Institute of Personnel & Development). 
 

2. Access to Personal Files 
Individual current and former employees have a right to access information kept 
regarding them. There are some exemptions which are outlined at section 3. 

 
If an employee requests to see their personal file the following points should be 
adhered to by the data controller: 

 
1. Inform the employee of the information kept about them, giving a 

description of it, the purposes it is kept for and any organisations which 
it may be passed onto (if any). 

 

2. Show the employee all the information SCRA keeps regarding them, 
explaining all codes or other cryptic terms. 

 

3. Information should be provided on hard copy or in readily readable 
permanent electronic form unless providing it in that way would involve 
disproportionate effort or the employee agrees to receive it in some 
other way. 

 
4. Provide the employee with any additional information SCRA has as to 

the source of the information kept about them. 
 

SCRA will provide access to personal information no later than one calendar 
month from receipt of a written request.  

 

3. Exemptions to the Right to Access Personal Information 
 

There are a number of exemptions to the right to access personal information 
which are relevant to personal files. They are: 

 
1. Information held for management forecasting or workforce planning (for 

example, plans to promote, transfer or make an individual redundant). 
 

2. Information detailing the intentions of the employer in relation to negotiations 
with a worker may be withheld to the extent to which access would be likely to 
prejudice those negotiations, for example because it would give away the 
employer’s ‘fall-back position’. 
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3. Confidential references given, or to be given, by SCRA for the purposes of: 

• education, training or employment of someone; 

• someone working as a volunteer;  

• appointing someone to office; or 

• provision of any service by someone, 

may be withheld, although it is SCRA practice to provide employees (when 
posisble) with a copy of any reference given to external organisations or in 
connection with internal applications. 

 

4. Information held for: 

• the prevention or detection of crime 

• the apprehension or prosecution of offenders 

• the assessment or collection of any tax or duty or of any other imposition 
of a similar nature, 

may be withheld to the extent to which access would be likely to prejudice any 
of these matters. 

 
5. Access to information involving third parties is subject to exemptions. It is the 

responsibility of the data controller to make a judgement as to what information 
is reasonable to withhold concerning the identification of a 3rd party as such 
identification would violate the rights of the 3rd party. For example, if a complaint 
was made about the data subject it would be sensible to remove the identity of 
the 3rd party in this instance. However, if the identity of the 3rd party remains 
obvious then it is at the discretion of the data controller to consider withholding 
this information altogether in order to respect the rights of 3rd party. If the 3rd 
party consents to disclosing the information SCRA may disclose it to the data 
subject. Advice should be sought from SCRA’s HR Business Partners and Data 
Protection Officer to assist with such decisions. 

 

4. Providing 3rd Party Organisations with Personal Data 

SCRA’s Responsibilities 

SCRA may outsource a number of its functions to 3rd party organisations (for 
example, pension schemes). SCRA is also responsible for taking all reasonable 
steps to ensure that the 3rd party organisations will treat the data with due care 
and respect. SCRA must not use information given for a particular purpose by 
an individual for any different purpose.  Permission must be granted by the 
individual to do so. 
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5. Employment Records Retention Schedule 
 

No. Record description Storage Medium* 
(Paper/ Electronic/Both) 

Retention action Responsibility Marking 

   Disposal Other 
requirements 

  

1. Recruitment 

1.1 Job descriptions Electronic Destroy 5 years after 
creation 

 HR Manager  

1.2 Individual job description on 
personal file 

 

Successful candidates: 
application form, CV, offer 
and acceptance letters 

Electronic Destroy 6 years after 
employment ceases 

 HR Manager  

1.3 Grading of individual jobs: 
outcomes 

Electronic Destroy 10 years after 
superseded 

 HR Manager  

1.4 Vacancy authorisation 
form/authorisation of 
recruitment 

Electronic Destroy 5 years after 
completion of 
recruitment 

 HR Manager Official 

1.5 Advertising details Electronic Destroy not less than 
3 years after the 
financial year into 
which they relate 

 HR Manager  

1.6 Advert text Electronic Destroy immediately 
after job description is 
superseded 

 HR Manager  

1.7 Disclosure Scotland or 
equivalent tracking sheet 

Electronic As long as employed  HR Manager Official-Sensitive 

1.8 Unsolicited applications and 
the SCRA’s reply 

Electronic Destroy immediately  HR Manager Official-Sensitive 
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1.9 Records documenting 
enquiries about vacancies 
and requests for application 
forms unsuccessful 
candidates: application 
forms, CVs, references, 
interview notes. 

Electronic Destroy 6 months 
after completion of 
recruitment 

 HR Manager Official- 
Sensitive 

1.10 Occupational testing 
documents 

Electronic Destroy 6 months 
after completion of 
recruitment. 

 HR Manager Official- 
Sensitive 

1.11 Equal opportunities form Electronic Destroy immediately 
after information is 
entered onto database 

 HR Manager Official- 
Sensitive 

1.12 Equal opportunities 
database information 

Electronic Destroy 10 years after 
information is entered 
onto database 

 HR Manager Official- 
Sensitive 

1.15 Copies of passports and 
identity cards 

Electronic Destroy non EEA and 
Swiss records after 6 
months. Retain other 
until become British 
Citizen or 12 months 
after leaving 

 HR Manager Official- 
Sensitive 

2 Staff development, conference attendance, training & induction 

2.1 Records arising from the 
identification of staff 
development needs on a 
departmental or SCRA-wide 
basis, including the 
development of plans to 
meet those needs 

Electronic Destroy 5 years after 
creation 

 Learning & 
Development 
Manager 

Official 
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2.2 Records documenting the 
development, overall 
delivery and assessment of 
induction or other training 
programmes, including 
feedback analysis 

Electronic Destroy after current 
year +2 years 

 Learning & 
Development 
Manager 

Official 

2.3 Training records relating to 
individuals 

Electronic Destroy 6 years after 
employment ceases 

 Learning & 
Development 
Manager 

Official- 
Sensitive 

2.4 Institute of Leadership and 
Management (ILM) 
candidate records 

Electronic Destroy 5 years after 
completion of course 
module 

 Learning & 
Development 
Manager 

Official- 
Sensitive 

3 Remuneration and reward 

3.1 Records documenting the 
development of SCRA’s 
remuneration structure and 
strategy and pay reviews 

 

Records documenting an 
employee's remuneration 
and rewards. 

Electronic Destroy 6 financial 
years after the record 
created 

Taxes 
Management 
Act 1970 

HR Manager Official 

 
 
 
 

Official - 
sensitive 

3.2 SCRA’s salary placement 
policy 

Electronic Destroy 6 financial 
years after the policy 
created 

Taxes 
Management 
Act 1970 

HR Manager  

4 Grievances 

4.1 Records documenting 
grievances raised by staff, 
SCRA's response, action 
taken and the outcome. 

Electronic Destroy 6 years after 
last action on file 

 HR Manager Official-sensitive 

5 Employee contract management 

5.1 Contract, offer letter and 
amendment to terms and 
conditions documentation. 

Electronic Destroy 6 years after 
employment ceases 

Taxes 
Management 
Act 1970 

HR Manager Official-sensitive 
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 Immigration paperwork 
 
Records documenting 
changes to an employee's 
terms and conditions of 
employment. 

     

5.2 Records arising from the 
appraisal process or 
otherwise recording an 
employee's training and 
development needs, and 
the action taken to meet 
these needs. 

 

Records documenting 
routine assessments of an 
employee's performance, 
and any consequent action 
taken. 

Electronic Destroy after 4 years  Line manager Official-sensitive 

5.3 Records documenting 
disciplinary proceedings 
against an employee. 

Electronic Destroy 6 or 12 
months after warning 
lapses 

 HR Manager Official-sensitive 

5.4 Records documenting job- 
specific statutory/regulatory 
training requirements for an 
employee (e.g. health and 
safety training or fire safety 
training for fire wardens), 
and the training provided to 
meet these requirements. 

Electronic 6 years after 
employment ceases 

 Learning & 
Development 
Manager 

Official-sensitive 

5.5 Records documenting the 
authorisation and 
administration of annual, 
floating public or special 
leave. 

Electronic Destroy after current 
year + 1 year 

 Line manager Official-sensitive 
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5.6 Records documenting the 
authorisation and 
administration of statutory 
leave entitlements, e.g. 
parental leave. 

Electronic Destroy after 
completion of 
entitlement or current 
year +1 whichever is 
greater 

 HR Manager Official-sensitive 

5.7 Records documenting 
entitlements to, and 
calculations of, Statutory 
Maternity Pay. 

Electronic Destroy after current 
tax year + 3 years 

Statutory 
Maternity Pay 
(General) 
Regulations 
1986, as 
amended 

HR Manager Official-sensitive 

5.8 Records containing an 
employee's current basic 
personal details (e.g. 
address, next of kin, 
emergency contacts). 

Both 
 
All info on HR/Payroll System 

 
Emergency contact info only 
paper. 

Retain information on 
HR & OD database 

 

and contact details on 
paper for current 
employees 

 HR Manager 

 
 

Line Manager 

Official-sensitive 

5.9 Records documenting an 
employee's termination of 
employment 

 

Exit interview notes and 
analysis 

Electronic Destroy 6 years after 
termination of 
employment 

 HR Manager Official-sensitive 

5.10 References provided in 
support of an employee's 
application(s) for 
employment by another 
organisation. 

Electronic Destroy 6 years after 
provision of reference 

 HR Manager Official-sensitive 

6 Sickness 

6.1 Records documenting an 
employee's absence due to 
sickness. 

Both Destroy 6 years after 
termination of 
employment; paper 
copy tax year + 3 
years 
 

Statutory Sick 
Pay (General) 
Regulations 
1986, as 
amended 

HR Manager Official-sensitive 

6.2 Referrals to Occupational Both Destroy 10 years after  HR Manager Official-sensitive 
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 Health Providers by self or 
manager 

 last treatment, 
patient’s death or 
permanent removal 
from the country. 

   

7 Health & Safety 

7.1 Records documenting the 
issue of personal protective 
equipment/other special 
equipment to an employee. 

Both Destroy 6 years  H&S Adviser Official-sensitive 

7.2 Health surveillance 
regarding staff exposed to 
hazardous substances 
including biological agents 

Both Destroy date of last 
entry plus 40 years 

The Control of 
Substances 
Hazardous to 
Health 
Regulations 
1999 and 2002 

H&S Adviser Official-sensitive 

7.3 Records documenting 
accident, incidents, 
diseases and dangerous 
occurrences to adults and 
children 

Both Destroy date of last 
entry 
-plus 3 years 
(accidents, incidents & 
dangerous 
occurrences) 

 

-plus 40 years for 
diseases (employees) 
 
A historical summary 
of accident/incident 
figures are retained to 
illustrate any trends 
over longer durations 
(e.g. 5, 10 or 15 
years)   

The Reporting 
of Injuries, 
Diseases and 
Dangerous 
Occurrences 
Regulations 
1995, as 
amended. 
Limitation Act 
1980 
The Control of 
Substances 
Hazardous to 
Health 
Regulations 
1999 and 2002 

H&S Adviser Official-sensitive 

7.4 Records of tests and 
examinations of control 
systems and protective 
equipment under the 

Both Destroy 5 years from 
the date on which the 
tests were carried out 

The Control of 
Substances 
Hazardous to 
Health 

H&S Adviser Official 
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 Control of Substances 
Hazardous to Health 
Regulations (COSHH) 

  Regulations 
1999 and 2002 

  

7.5 General health surveillance 
records for staff 

Both Destroy date of last 
surveillance plus 40 
years 

The Control of 
Substances 
Hazardous to 
Health 
Regulations 
1999 and 2002 

H&S Adviser Official 

7.6 Flexi sheets Both 2 years after sign off  Line manager Official 

7.7 Assessments under Health 
and Safety Regulations and 
records of consultations 
with safety representatives 
and committees 

Both Retain permanently  Line manager Official 

8 HR Policies 

8.1 HR policies: master copy Electronic Destroy 5 years after 
policy is superseded 

 HR Manager  

8.2 HR policies Electronic Destroy immediately 
when no longer required 
for 
departmental/personal 
reference 

 HR Manager  

9 HR Procedures 

9.1 HR procedures and 
guidance 

 

Interpretation of 
procedures or guidance at 
local or central level 

Electronic Destroy 2 years after 
guidance is superseded 

 HR Manager  

10 Job Evaluation 

10.1 Working papers from job 
evaluation exercises 

Electronic Destroy 1 year after 
completion of exercise 

 HR Manager  

10.2 Results of job evaluation 
exercises 

Electronic Destroy 10 years after 
completion of exercise 

 HR Manager  
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11 Pension schemes administration 

11.1 Actuarial valuation reports Both Permanently retain Finance Manager Official 

11.2 Records documenting the 
institution's relationships 
with pension schemes to 
which all or part of its 
workforce belongs 

Both Destroy 5 years after 
relationship with 
pension scheme ceases 

The Retirement 
Benefits 
Schemes 
(information 
Powers) 
Regulations 
1995 

Finance Manager Official 

11.3 Routine communications 
with the pension schemes 

Electronic Destroy 5 years after 
creation 

The Retirement 
Benefits 
Schemes 
(information 
Powers) 
Regulations 
1995 

Finance Manager Official 

11.4 Records of individual 
employees’ pension 
contributions and 
entitlement 

Electronic Destroy 12 years from 
the last benefit payable 
under the scheme 

HR Manager Official- 
sensitive 

11.5 Pension scheme 
investment policies 

Destroy 12 years from 
the last benefit payable 
under the scheme 

Finance Manager Official 

11.6 Records relating to events 
notifiable under the 
Retirement Benefits 
Schemes (Information 
Powers) Regulations 1995, 
records concerning 
decisions to allow 
retirement due to 
incapacity, pension 
accounts and associated 
documents: All retirement 
records including papers 

Both Destroy 6 years from the 
end of the scheme year 
in which the event took 
place, or the date upon 
which the 
accounts/reports were 
signed/completed. 

Retirement 
Benefits 
Schemes 
(Information 
Powers) 
Regulations 
1995 

HR Manager Official 
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 created by SCRA, pension 
providers, occupational 
health providers or legal 
advice given. 

     

12 Payroll 

12.1 Senior executives' records 
(that is, those on a senior 
management team or their 
equivalents) 

 
Inland Revenue approvals 

Electronic Destroy 6 years after 
termination of contract 

 HR Manager Official- 
sensitive 

12.2 Income tax and NI returns, 
income tax records and 
correspondence with the 
Inland Revenue 

 

Statutory Maternity Pay 
records, calculations, 
certificates (Mat B1s) or 
other medical evidence 

Electronic Destroy not less than 3 
years after the end of 
the financial year to 
which they relate 

The Statutory 
Maternity Pay 
(General) 
Regulations 
1986, as 
amended 

HR Manager Official- 
sensitive 

12.3 Relocation expenses 
claims 

Electronic Destroy 3 years after 
appointment 

 HR Manager Official- 
sensitive 

12.4 Wage/salary records (also 
overtime, bonuses, 
expenses): overtime 
documentation and sign 
off, payroll amendments 
(NOT contractual letters or 
offers of employment). 

 

Redundancy details, 
calculations of payments, 
refunds, notification to the 
Secretary of State 

Electronic Destroy current financial 
year + 6 years 

Taxes 
Management 
Act 1970 

HR Manager Official- 
sensitive 

12.5 Mortgage/Credit requests Electronic Destroy Three months  HR Manager Official- 
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after sharing copy with 
individual 

sensitive 

12.6 Electronic & paper payslips 

Electronic & paper payroll 
reports 

Electronic Destroy 6 years after 
termination of 
employment 

HR Manager Official- 
sensitive 

12.11 Payroll exception reports 
and reconciliations as per 
payroll procedures 

Electronic Destroy 1 year after 
current financial year 

HR Manager Official- 
sensitive 

Definitions 

Sensitive personal data - any information which relates to (for the purposes of this policy): race or ethnic origin, political opinions, religious beliefs or other beliefs of similar 
nature, trade union membership, physical or mental health condition, including disabilities, sexual orientation, any information regarding an individuals offence/s committed, or 
allegedly committed. 

Personal Data - that which relates to a living person and identifies an individual, either on its own or together with other information that is in SCRA’s possession, or that is likely 

to come into its possession. 

Data Subject - an individual who is the subject of personal data. 

Data Controller - a person who determines the purposes for which and the manner in which any personal data are, or are to be, processed. A legal entity i tself can be determined 
a ‘controller’ or an individual within it. 

_________________________

* Prior to the incorporation of the United Nations Convention on the Rights of the Child (UNCRC) into Scots law on 16 July 2024, all case information was destroyed when a 
referred individual reached their 18th birthday. Following the incorporation of the UNCRC, all case information was destroyed when a referred individual reached their 19th 
birthday. 

On 04/03/2026, the SCRA took the precautionary measure to suspend the destruction of all case information until a referred individual reaches their 20th birthday. The 
suspension was implemented following the announcement of the National Review of group-based child sexual abuse and exploitation and the Public Inquiry into group-based 
child sexual abuse.     

Please note that these records can be held for longer if an exception applies


