F
Resources Management

29.1-6; 43 Human Resources Strategy & Development
The function of managing the institution’s workforce as a whole, and the institution’s relationship with individual employees.

Employees means people employed directly by the institution on permanent or fixed-term contracts.

29.1
Human Resources Strategy Development
	Description
	
	Retention Period
	
	Notes

	Records documenting the development of the institution's human resources strategy.
	
	Superseded + 10 years
	
	Review for archival value

Consult Records Manager before disposal


29.2 Human Resources Management Planning 

	Description
	
	Retention Period
	
	Notes

	Records documenting the formulation of plans for the implementation of the institution's human resources strategy.
	
	Superseded + 10 years
	
	Review for archival value

Consult Records Manager before disposal 


29.3 Human Resources Management Performance Management
The activities involved in monitoring the institution’s performance against the plans for implementing its human resources strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised. 

	Description
	
	Retention Period
	
	Notes

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's human resources strategy.
	
	Current year + 1 year
	
	

	
	
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's human resources strategy.
	
	Current year + 10 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the human resources management function, and responses to the results.
	
	Current year + 10 years
	
	Review for archival value

Consult Records Manager before disposal


29.4 Human Resources Management Policy Development 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development and establishment of the institution's human resources management policies.
	
	Superseded + 10 years
	
	Review for archival value

Consult Records Manager before disposal


29.5 Human Resources Management Procedures Development 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development of the institution's human resources management procedures.
	
	Superseded + 10 years
	
	


29.6
Workforce Planning
The activities involved in identifying the workforce competencies required to implement the institution’s strategic plan and planning to meet these requirements.

Activities include: analysing the size, composition, structure and competencies of the institution’s workforce; reporting on the composition of the institution’s workforce to the statutory authorities; developing job specifications for new posts, and conducting job evaluation exercises to determine grading and remuneration; reviewing existing job specifications and re-evaluating jobs. 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the assessment and analysis of workforce requirements, and the identification and evaluation of options for meeting these requirements.
	
	Current year + 3 years
	
	Limitation Act 1980 c.58 

Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting management succession plans.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting the development and evaluation of job specifications.
	
	Superseded + 5 years
	
	


29.43
Pension Schemes Administration
The activities involved in administering the institution’s involvement with pension schemes of which its staff are members. 

	Description
	
	Retention Period
	
	Notes

	Records documenting the institution's relationships with pension schemes to which all or part of its workforce belongs.
	
	Termination of relationship + 5 years
	
	

	
	
	
	
	

	Records documenting routine communications with the pension schemes.
For administration of individual employees' relationships with the pension schemes, use Employee Contract Management.
	
	Current year + 5 years
	
	


