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Data Record Name

SharePoint - IA repository

Other Accountable Financial Records
HR-Annual leave etc

HR-Employment Contracts

HR-Records of dismissal
HR-Job advertisements
HR-Recruitment records

HR-Job descriptions
HR-Redundancy

HR -Maternity Pay

HR -Sick pay

HR-Equal Opportunity
HR-Trade Union
HR-Notes trade unions

HR-Line manager

Payroll and Pensions
Payroll and Pensions
Payroll and Pensions
Payroll and Pensions
Payroll and Pensions
Payroll and Pensions
Payroll and Pensions

Payroll and Pensions
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destruction(paper)

Deletion (digital) Secure
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destruction(paper)
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(paper)
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destruction(paper)
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(paper)
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(paper)
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Deletion (digital) Secure destruction
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Information Asset Name

FOI/SAR Casework

Financial Statements
Human Resources -Personnel files

including AL, Welfare records, absence,

maternity/paternity and training
records

HR Written particulars of employment,
contracts of employment, and changes

to terms and conditions
Records of dismissal

Job advertisements

HR-Recruitment records (unsuccessful)

HR-Job Descriptions
Redundancy details, calculations of

payments, refunds, notification to the

Secretary of State

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

Statutory Sick Pay records,

calculations, certificates, self-
certificates

Equal opportunities information
Trade Union agreements

Notes of formal meetings with trade
unions

Line Manager Team records, 1:1
records, absence, sickness,
performance reviews

PAYE Records

Employee Pension contributions
Automated enrolement records

Job holders opt in notice

Job holders opt out notice

Date worker became active member)

Workers joining notice

Details of personal pension schemes
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Information Asset Owner

Assistant Director Information

Assurance

Director- Human Resources

HR Director

HR Director

HR Director
HR Director
HR Director

HR Director
HR Director

HR-Director

HR-Director

HR-Director

HR Director

HR-Director

HR Director

Finance Director

Finance Director

HR Director

HR Director

HR Director

HR Director

HR Director

HR Director
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Data Data Record Name Disposal method Includes Includes Special Information Asset Name Information Asset Owner
Record Id Personal Category Data
Data
165254 Accounting and Tax records Deletion (digital) Secure Yes No Accounting records Finance Director
destruction(paper)
165263 Accounting and Tax records Deletion (digital) Secure Signed copies for Parliament Finance Director
destruction(paper)
165268 Accounting and Tax records Deletion (digital) Secure No No Budgets and Periodical internal Finance Director
destruction(paper) financial reports
165270 Statements Deletion (digital) Secure Yes No Bank Statements Finance Director
destruction(paper)
165277 Accounting and Tax records Deletion (digital) Secure Yes No Credit Card Statements Finance Director
destruction(paper)
165279 Other Accountable Financial Records  Deletion (digital) secure No Asset Registers Finance Director
destruction(paper)
165281 Other Accountable Financial Records  Deletion (digital) Secure Depreciation Records Financial director
destruction(paper)
165295 Other Accountable Financial Records  see note Deeds of Title Facilities/Estates
165296 Other Accountable Financial Records No Drawings, plans and buildings facilities/Estates
165298 Other Accountable Financial Records No No Leases, the grant of leases , licences  Legal
and other property rights
165299 Other Accountable Financial Records  Delete/sec destroy No No maintenance contracts( routine) Legal
165300 Other Accountable Financial Records No No Plans, building as built Legal
165301 Other Accountable Financial Records Agreements with contractors and Legal
cosnsultants
165310 Other Accountable Financial Records No No Drainage Services Facilities/Estates
165311 Other Accountable Financial Records No No Building condition Services Facilities/estates
165314 Other Accountable Financial Records No No Fire Precautions and Services Facilities/Estates
165315 Other Accountable Financial Records No No Maintenance schedules Facilities/Estates
165316 Other Accountable Financial Records  Secure destruction Yes No Maintenance diaries or logs Facilities/Estates
165317 Other Accountable Financial Records Yes No Installation Surveys(plant and services) facilities/Estates
165319 Other Accountable Financial Records No No Maintenance contracts/correspondence Facilities/Estates
165320 Other Accountable Financial Records Yes No Meetings with contractors -see notes  Facilities/Estates
165321 Other Accountable Financial Records Yes No Leases(signed copies) Facilities/Estates
165323 Other Accountable Financial Records Yes No Subletting agreements Facilities/Estates
165324 Other Accountable Financial Records Yes No Landlords consents Facilities/Estates
165325 Other Accountable Financial Records No No Fire Certificates Facilities/Estates
165326 Other Accountable Financial Records Yes No planning consents and correspondence - Facilities/Estates
see notes
165327 Accident reports-adults Delete/secure destruction Yes Yes Accidents and Incidents H&S
165328 RIDDOR-reportable accident delete/sec destruction Yes Yes Accidents and Incidents H&S
165329 Accident Investigation Delete/ sec destruction Yes Yes Accidents and Incidents H&S
165330 Accident Witness Statements Yes Yes Accidents and Incidents H&S
165331 Accident Book Delete/sec destruction Yes Yes Accidents and Incidents H&S
165332 Health and safety- Trainiing Yes Yes Health and Safety H&S
165333 Health and Safety Policy-Development No No Development and establsihment of H&S H&S
policy
165334 Health and Safety Policy-audit No No Audit and review of H7S provision H&S
165336 Health and Safety Policy-safety Yes Formation of safety commitee under  H&S

committee

Safety Reps and Safety Committees
Regs 1977
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Record Id Personal Category Data
Data
165337 Health and Safety Policy-Perfomance No No Data and analysis of performance H&S
data against H&S policy
165338 Health and Safety Policy-Safety Yes No Proceedings and decsions of a safety H&S
committee committee formed under the Safety
Rep’'s and Safety Committee Regs 1977
165339 Health and Safety Policy-Election of Yes No Election of representatives of H&S
reps employee safety under the Health and
Safety(consultation withemployees)
Regs 1996
165340 Risk Assesements delete/sec destruction Yes No Manual Handling Assesments H&S
165342 Risk Assesements delete Yes No DSE Assesements: screen test records H&S
165356 Risk Assesments Delete/ sec destroy Yes Yes DSE Assessments:Risk assessment H&S
165358 Risk Assesments Yes Yes DSE Assessments:Corrective appliance H&S
voucher records
165359 Risk Assesments Yes Yes Risk assessments and reccomended H&S
actions
165360 Sites and Safety No No Fire Certificate H&S
165361 Sites and Safety No No Specifications for first aid certificates H&S
and equipment
165362 Sites and Safety No No Assessment of requirements for first H&S
aid facilities and equipment
165363 Sites and Safety No No Assessment of requirements for fire H&S
fighting systems and equipment
165364 Sites and Safety No No Site and safety inspections H&S
165365 Sites and Safety Yes No Arrangements with external emergency H&S
service organisations
165367 Legal-Contracts delete/sec destroy No No Contracts executed as deed Legal
165368 Procurement delete/sec destroy Yes No Contracts (other) Procurement
165370 Facilities-Contracts-buildings No No Contracts relating to building, building Facilities
maintenance and repairs etc
165373 Legal-Sharepoint No No Insurance policies, proposal forms, Legal
renewal notices and certificates.
165376 Legal-Sharepoint Delete Yes Yes Legal advice Legal
165381 IA-Sharepoint Delete Yes Yes Doc's relating to the disclosure status of IA-DPO
records under FOI
165384 IA-Sharepoint Delete Yes Yes FOI Requests IA-DPO( FOI team)
165386 IA -Sharepoint? Yes No Corporate Risk Register Chief Operating Officer
165387 IA-Sharepoint/MetaCompliance Delete Yes No Data Protection Impact Assessments IA-DPO
165388 IA-Sharepoint/MC No No Records of Processing ( Article 30 IA-DPO
GDPR)
165399 Legal-SP Delete/Sec Destroy Yes Yes Legal and Jurisdictional advice Legal
165401 Legal-SP Delete/Sec Destroy Yes Yes Casework Litigation Legal
165402 Legal-SP delete/sec destroy Yes Yes General legal administration Legal
165403 Casenotes--CMS (Dynamic ) delete Yes Yes Casework AD Casework
165404 Investigation Reports-CMS (Dynamic )  Delete Yes Yes Casework AD -Casework
165406 Casework evidence-CMS (Dynamic ) Delete Yes Yes Casework AD-Casework
165409 Visitor log Facilities and Estates Delete/Sec destroy Yes No Facilities Safety, Environment and Estates
Director
165413 Quality and Improvement-SP Delete Yes Yes Surveys and Perfromance Reports-see  Q&l Director

notes
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165414
165415

165416
165421

165423

165426

165427

165428

Data Record Name

Internal Communications
Public affairs-SP

External Communications
Surveys and Performance Reports
_Quality and Improvement _SP
Surveys and Performance Reports
_Quality and Improvement _SP
Surveys and Performance Reports
_Quality and Improvement _SP

Surveys and Performance Reports
_Quality and Improvement _SP
Surveys and Performance Reports
_Quality and Improvement _SP

Disposal method
Delete
Deletion

Delete
Delete

Delete

Delete

Delete

Delete
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Yes

Yes

Yes
No

No

Yes

Yes
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No
No

No
No

No

Yes

Yes

Information Asset Name

Communications

Public affairs, stakeholder relations,
insight and analysis
Communications

Operational performance reports

Insight Surveys

Perfromance Information-caseworker
quality performance reports
(individual)

Review and Feedback reports
(individual)

Perfromance and review reporting(
corporate)
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Information Asset Owner
Internal Communications Manager
Public Affairs and Insight Manager

External Communications Manager
Director of Operations

Director of Operations

Director of Operations

Director of Operations

Director of Operations



