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Data Retention Periods Information Sheet

Under Data Protection Legislation it is clear that it can be considered a Data Protection Breach to either a) Not
retain Data for a reasonable period of time if required or; b) to retain data for longer than is reasonably
necessary. As such, ensuring you retain data in line with Statutory Retention periods of recommend best-
practice is essential for ensuring compliance with Data Protection Legislation.

In the table below we outline some of the statutory retention periods and some recommended retention

periods.

CATEGORY OF DATA

Recruitment Related Data
(CV's/Interview Notes,
References Etc.)

Terms and Conditions of
Employment
Working Time Records
(E.G. Weekly Working Hours,
Rest Breaks, Annual Leave Etc.)

Payslips

Employee Payroll and Tax
Records

Employment Permit Records

Parental Leave / Force Majeure
Leave Records

Paternity Leave

Carer's Leave

Records of Employees Under 18

Years Of Age
(Name, Date Of Birth; Working

Hours; Pay Details; Written
Permission)

Medical Records
(Medical Certificates;
Occupational Health

Assessments; RTW Interviews)

ISME Disclaimer:

RECOMMENDED RETENTION PERIOD

12 months

2 Years

2 years

2 years

7 years from end of financial year

5 years

8 Years

8 Years

8 Years

3 years

2 years

The above is intended to provide general guidance online. Business needs or industry standards may result in individual
companies being subject to more extensive data retention requirements. Whilst every effort has been made to ensure the

accuracy of the information provided in this document ISME assumes no responsibility for any errors or omissions contained in this

document.



