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Information retention 

policy 
We keep accurate, proportionate records to:  

▪ Provide a high-quality service to community pharmacy contractors.  

▪ Provide feedback to community pharmacy contractors.  

▪ Ensure good support to community pharmacy contractors and the NHS 
system.  

▪ Comply with all employment and organisation legal requirements.  

▪ Publicise our activities. 

▪ Comply with quality assurance systems.  

All records are made and held in accordance with the principles of the General 
Data Protection Regulations (GDPR) and Data Protection Act (DPA) 2018. 
Community Pharmacy Greater Manchester (CPGM) is responsible for ensuring 
that our activities, are covered by our registration with the Information 
Commissioner’s Office.  

We keep records for the period specified in the procedure below.  

Documents must be securely permanently destroyed.  

▪ For paper record this will require a cross-shredder or confidential waste 
disposal contractor.  

▪ For electronic files, any archive or recycle bin must also be deleted to 
make documents irrecoverable.  
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References used  

https://www.gov.uk/government/publications/hmrc-records-management-and-
retention-and-disposal-policy/records-management-and-retention-and-
disposal-policy 

 

https://www.cipd.org/uk/knowledge/factsheets/keeping-records-uk-factsheet/ 

 

https://www.archive-vault.co.uk/the-document-retention-conundrum-do-you-
know-how-long-you-need-to-keep-your-documents 

 

https://www.legislation.gov.uk/ukpga/1980/58 

https://www.hse.gov.uk/pubns/indg453.htm 

 

https://www.mylawyer.co.uk/cpage_faq-c/ 

 

https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/ 

 

https://www.gov.uk/keeping-your-pay-tax-records/how-long-to-keep-your-
records  
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Retention schedule 

Retention of records in Community Pharmacy Greater Manchester  

.  

 

Application form  Duration of employment, destroy 7 
years after  employment ends. 

For unsucessful candidates retain for 
6 months 

References received  Duration of employment, destroy 7  
years after employment ends  

Sickness records 3 years after employment ends 

Maternity records  3 years after the leave ends   

Annual leave records  2 full emplyment years  

Unpaid leave/special leave records  3  years from the date of the request 
unless disputed  

Records relating to an injury or 
accident at work  

4 years > If exposure to hazardous 
chemicals COSHH then 40 years 

References given/information to 
enable a reference to be provided  

3 years from the date reference is 
given  

Recruitment and selection material 
(unsuccessful candidates)  

 6 months after application submitted  

Disciplinary records  7 years after employment has ended 
for serious offenses 

3 years for minor disciplinary issues 

Statutory maternity pay records, 
calculations and certificates  

3 year retention after maternity period 
ends  



 

 
 

 

 

Redundancy details, calculation of 
payments and refunds  

7 years from the date of redundancy  

Note: if an allegation has been made about a member of staff their record 
should be retained until they reach the normal retirement age or for ten years, 
if that is longer. E.g. around Safeguarding. 

▪ It is recommended that we obtain legal advice on the appropriate retention period based on 
the specific circumstances of the allegation. 

▪ Securely store records electronically or in physical form to ensure data protection 
compliance. 

▪ Anonymise records after the retention period ends, if no longer needed for legal or 
legitimate business purposes. 

Contractor experience, e.g. enquiries, complaints, notes, surveys, 
research/engagement project data. 

Notes recorded on internal databases  Retain for 3 months after last processed  

Any paper-based comments recorded 
on the database. 

 Retain for 3 months after last processed 

Comments and or other evidence that 
have not been recorded on the 
database. 

Retain in line with local policy (not in 
place yet)  

Signed consent forms As long as consent remains valid and 
data is processed.  Retain for 3 month 
post  

DBS checks 

Record disclosure reference numbers. and date of the check and return to the staff 
member. Delete along with emplyment records 3 months after leaving  

Financial records 

Income tax and NI returns, income tax 
records and correspondence with HMRC 

Six years after the filing data (public-
funded companies) 



 

 
 

 

 

Payroll records (also overtime, bonuses, 
expenses) 

 7 years after the Tax year filing data 

Corporate 

Employers liability certificate Copies to be retained for 40 Years  

Insurance policies Copies to be retained for 40 years  

Committee Meeting Minutes  10 years depending on the sensitivity  

Articles of association Original to be retained up to 7 years 
post termination of organisation  

Variations to the governing documents Original to be retained up to 7 years 
post termination of organisation  

Contractor database 2 full NHS contract years  

Others 

Leases 7 years after the lease has expired 

Accident Books Three years from the date of the last 
entry (or, if the accident involves a 
child/ young adult, then until that person 
reaches the age of 21). 

Health and safety policy documents 5 years 

Assessment of risks under health and 
safety legislation 

 5 years 

 

 



 

 
 

 

 

 


