Office of the Clerk of Tynwald
Recruitment: Records Management and Retention Checklist
GENERAL
Job Title: 
Team:  
Line Manager:  
Successful Candidate: 

	Records management 

	Records relating to the recruitment and the HR records of the successful candidate should be held on P:/. For a brief period during the administration of applications, recording, including applications, will be held in a temporary folder in G:/. This is to allow an administrator to deal with the administration of the recruitment. The CS Manager will liaise with the administrator when the administration part of the process has finished to ensure that all records (including emails) are filed in the temporary folder in G: and deleted from any other area and Outlook (inbox and sent boxes and subfolders). Following this, all records will be transferred to P:/ 

	Retention 

	PRO do not require any staff human resources records. 
Refer to OCOT Retention Schedule (Human Resources). In outline: 
Recruitment
A)   Recruitment: Keep one copy of the last advert, job description and test documents for each different post. Destroy previous versions when superseded. 
B)   Unsuccessful candidates: application, cv, all correspondence, all notes, reference requests, forms, etc. Destroy 12 months from date of decision that unsuccessful. 
C)   Successful candidates: all information pertinent to employment transferred to employment record folder. See retention schedule for detail, but most information kept for 6.5 years following last day. 
D)   Sift report and Board Report: redacted copy kept on employee file until 6.5 years following last day. 
E)  Independent Financial Advice Form for MAC Financial to be deleted after one month of sending to MAC Financial. 

	After Recruitment 

	Liaise with CS Administrator to ensure that all records are correctly filed in the temporary folder (including emails in inbox and sent). 
	
	CS Manager
	

	Transfer all documents from G: temporary recruitment to P: 
	
	CS Manager
	

	Ensure the following documents have moved to the successful candidates’ personnel file: application (cv, application form), correspondence, assessment documentation, offer letter and acceptance, on-boarding documents, job description, redacted copy of board report and sift report, a copy of the job description used in the advert. 
	
	CS Manager
	

	Copy Advert, Job Description, task or question sheets and documents (not individuals candidates’ answers) to ‘Template Job Descriptions SUP-D’ folder.
Delete previous adverts, job descriptions and test documentation from ‘Template Job Descriptions SUP-D’ relating to same role previously recruited. You are supplementing the newer advert with the old for retention.  
	
	CS Manager
	

	Move the recruitment file from ‘Active’ to ‘Completed’ recruitment. 
Label the folder END+1Y[YYYYMMDDstart]#[YYYYMMDDend].
	
	CS Manager
	

	Make a calendar appointment for one year’s time from start date.  
In one year’s time, check that the recruitment folder only contains:
Personal information received from unsuccessful applicants or speculative/prospective applicants for the post
Applications (cv and form, etc.) 
Unredacted Sift report
Interview Letters
Interview Notes
Unredacted Board Report
Correspondence
Reference Requests
Unsuccessful letters
Equal Opportunities Form

Anything relating to the successful candidate should move their personnel folder. 

Delete the recruitment file and all records contained in it and record the deletion on the CoT Record Disposition Log. 
	
	CS Manager
	

	Delete Independent Advice form (if received) one month after sending to MAC Financial. The form is password protected and the password can be found on OCOT Sharepoint/IT/OAccess. 
	
	CS Manager
	

	When staff member leaves

	Move personnel folder to P: Human Resource Archive/Employee Records (Former Staff)  
	
	CS Manager
	

	Label the personnel folder END+6.5Y[YYYYMMDDstart]#[YYYYMMDDend].
If there has been litigation relating to the former employee, label the personnel folder END LITIGATION+10Y [YYYYMMDDstart]#[YYYYMMDDend].
	
	CS Manager
	

	Make a calendar appointment to delete the records. 
	
	CS Manager
	

	Record the deletion on the CoT Record Disposition Log.
	
	CS Manager
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