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Retention Schedule for HR Documentation (PSMC)
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Retention Schedule for Other Documentation (not specified in PSMC)

	Quality Record
	Details 
	Owner
	Media
	Retention Period
	Justification for Retention Period
	Disposal Method

	Complaints logged according to clause 3.5.2 of the policy 
P-CO01 
	Records as per  Policy P-CO01
	Scientific and Regulatory Operations Director
	Soft copy
	One year after the complaint has been resolved
	Internal standard (remit of SROD)
	Soft copies - deleted

	Inspectorate records on Qualified Person (QP)
	Records as defined in the relevant SOPs
	Inspectorate and Enforcement Director
	Hard and soft copy
	Indefinite as per clause 3.11 of Policy P-IN02
	Internal standard (remit of IED)
	N/A

	Post-Licensing records related to adverse drug reaction (ADR) reporting and Qualified Person (QP-PV)
	Records as defined in the relevant SOPs
	Post-Licensing Director
	Hard and soft copy
	ADR reports: Reporter details on ADR form discarded immediately once the ADR is transmitted to Eudra Vigilance.

QP-PV: Indefinitely
	Internal standard (remit of PLD)
	Hard copies - shredding

	Competency records i.e. training records of competence, skills and qualification
	Records as per 
SOP- HR002
	Scientific and Regulatory Operations Director
	Hard and soft copy
	10 years from date of termination of employment
	In line with HR Retention Policy - Data Protection Unit (OPM)
	Hard copies – shredding; soft copies - deleted

	Recruitment Records
	Records as per Policy P-HR01
	Scientific and Regulatory Operations Director
	Hard and soft copy
	10 years from date of termination of employment. In case of unsuccessful applicants, application documents retained for 1 year after the validity period of the relevant call for applications (unless in the interim, a complaint connected with a particular call for applications has been filed or there is a specific reason). 
	In line with HR Retention Policy - Data Protection Unit (OPM)
	Hard copies – shredding; soft copies - deleted

	Travel-related documentation
	Travel files as per 
P-FCS04
	Scientific and Regulatory Operations Director / Head (Finance and Corporate Services)
	Hard and soft copy
	10 years from date of termination of employment
	In line with HR Retention Policy - Data Protection Unit (OPM)
	Hard copies – shredding; soft copies - deleted

	Queries received on accessibility
	Records as per policy P-MIA01
	Head (Medicines Intelligence and Access)
	Soft copy
	1 year according to clause 3.9 of the policy P-MIA01
	Internal standard (remit of MIAU)
	Soft copies - deleted

	Declaration of interest forms
	Records as per policy P-SS02
	Management
	Hard copy
	5 years (unless in the interim, a complaint been filed or there is a specific reason)
	Internal standard (remit of SROD)
	Hard copies – shredding
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Category Retention
General Employee Records

Approval to perform private work Until age 75
Direct deposit of salary form Current
Pension form Until age 75

Discipline

Admonishments

Written warnings (PSC Regulation 19)

Minor disciplinary cases
Serious disciplinary cases

Absence Management
Attendance sheets

Vacation leave application forms
Vacation leave cards

Health and Medical Records

Sick leave certificates (copies held at employing
department)

Request for the appointment of a medical board
(GP49)

Report by a medical board

Sick leave card

Destroyed by supervisor after six
months; no record retained

Attached to the Personal Record
Sheet (PRS) (GP 46) and an
appropriate note made in pencil on
the PRS; after 12 months all references
to such warning should be deleted.
After conclusion of case:

« if found guilty, documents retained
until age 75 years and record shown
permanently in Personal Record Sheet
(GP 46) and in the Service and Leave
Record (GP 47);

« if found not guilty, documents
retained for 2 months from conclusion
of case and no record kept thereafter.

2 years

2 years

4 years

1 year from issue of certificate

Until age 75

Until age 75

Until age 75
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Appendix 6.iii
(Section 6.3.2.3)

RETENTION SCHEDULE OF HR FORMS

Category

Retention

Recruitment and Career Progression
Application Form for the filling of posts in the
Public Service

Application Forms for the filling of Headship
Positions

Application Form for the filling of vacant positions
of Assistant Director

Applications for external training

Declaration of employment/appointment
Confirmation of appointments (PSMC 11.12.)
Personal Record Sheet (GP 46)

Service & Leave Record Form (GP 47)

Annual performance reports (including PMPs)

Until age 75 (in the case of
successful applicants);

All others, 1 year after the validity
period of the relevant call for
applications (unless in the interim,
a complaint connected with a
particular call for applications has
been filed).

1 year from the filling of post
(unless in the interim, a complaint
connected with a particular call for
applications has been filed).

1 year from the filling of post
(unless in the interim, a complaint
connected with a particular call for
applications has been filed).

1 year from conclusion of selection
process.

Until age 75

Until age 75

Until age 75

For the same period as that kept
for the relevant job application

forms

10 years
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