
Top 10 Tips For: 
HR Documentation
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It’s important – treat it with appropriate priority 

It’s a legal requirement to issue certain pieces of documentation and retain certain 
records. But over and above this, having the right documentation in place avoids 
ambiguity. It’s a good thing to do and demonstrates a robust and professional approach. 

Keep it safe and secure 

Data security is of critical importance. Lots of HR data will be classed as personal 
sensitive data (see below) so whether it’s held in paper form or digitally, it must be 
stored securely.
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3 Keep it lawful
The GDPR Regulations outline the data protection regime that applies to businesses in 
the UK.  There are 7 principles of GDPR including lawfulness, fairness and transparency. 
The Information Commissioner’s Office (ICO) regulates compliance and it is mandatory 
to adhere to these requirements.

4 Day 1
From 6 April 2020 the law changed, introducing new provisions that employees and 
workers are entitled to ”receive basic information in writing on or before starting work”.  
If an employer fails to provide this information, individuals are entitled to make a 
referral to an Employment Tribunal for a declaration of what their terms of employment 
/ engagement are and apply for damages of two or four weeks’ pay.

5 An audit trail tells the story
Nothing remains the same for ever. As circumstances change, confirm these in writing.  
If we had £1 for every personal file we’ve seen that only contains the original contract 
issued when the person started 10-years ago!! To be able to rely on accurate records 
can be a real game changer in the event of a formal dispute. 
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Top 10 Tips

Only keep what’s relevant
The general principle is to keep factual employment records such as application form 
/ CV, offer letter / contract,  personal / emergency contact details, training records, 
payroll and benefits information, performance records, disciplinary and grievance 
information and anything else related to the individual’s employment.  Steer clear from 
including any observations or opinions about the employee in their file. Don’t forget, 
employees have the right (through a Subject Access Request) to see what is held on 
their file.

What goes where really does matter
Think carefully about what goes in the contract, what goes into the handbook and 
what goes into a policy. For example, if you specify eligibility to join a specific pension 
scheme in the contract, it should come as no surprise to learn it’s contractual. If you 
want to review / change your pension provider at some point in the future, this cannot 
be done unilaterally and will require a formal amendment of contract. Whereas if 
the contract specifies “The Company will comply with the employer pension duties 
applicable to your employment under Part 1 of the Pensions Act 2008” and details of 
the particular provider / scheme are held elsewhere, it will avoid this issue.

KISS 
Keep it [the documentation] simple and scalable – that’s it!

You get what you pay for in life
We’ve all downloaded free templates from the internet but do you know they’re 
accurate and what’s right for your business? The cost of getting professional advice isn’t 
anyway near as much as getting them to help when it’s all gone wrong! 

Data Retention
There is a range of legislation that outlines ‘statutory retention periods’ in relation to 
employee data, from accidents, first aid and fire warden training, to furlough, payroll, 
national minimum wage and retirement benefits. If in doubt, it’s a good idea to keep 
records for at least 6 years (5 in Scotland), to cover the time limit for bringing any civil 
legal action.
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Contact us

This information is intended as a general overview and 
discussion of the subjects dealt with. 
For up-to-date and specific advice please contact us.


