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Introduction 

The purpose of this policy is to establish standards and procedures for the management of records containing 

personal data, from their creation to their disposal, within the operations of the Dealership. The Dealer is committed 

to establishing and endeavouring to maintain record management practices that concur with best practices and 

legislative requirements particularly to ensure data retention reflects the ‘data minimisation’ and ‘storage limitation’ 

principles of the General Data Protection Regulation (GDPR). 

1.1 Scope 

This policy applies to all records, irrespective of format, held by, under the control of, or in the possession of the 

Dealer. It applies to all staff working in all departments and locations in the Dealer. It applies to all aspects of record 

creation, maintenance, and disposal. It includes all applications used to create records including, without being 

limited to, e-mail, database applications, cloud storage applications and any sub-processor websites used to store 

the data of the Dealer. All information, written and electronic (including your business email), created or received by 

staff of the Dealer, preserved in the form of records, is covered by this policy.  

When identifying and classifying the Dealer’s data, it is important to also understand where that data may be stored, 

particularly for duplicate copies, so that this policy may be applied to all duplicates of the information.  

This policy should be read in conjunction with Art McCoy (Dealer Principal) and relevant questions should be 

directed towards Art McCoy Jnr, McCoy (Motors GDPR appointed champion). This will endeavour to aid Dealer staff 

in meeting their obligations governing the retention and destruction of records under the applicable legislation and 

the GDPR.  

1.2 Purpose 

This policy aims to ensure compliance with the following principles surrounding the retention of personal data as 

outlined under Article 5 of the GDPR: 

 Data Minimisation: personal data shall be ‘adequate, relevant and limited to what is necessary in relation to 

the purposes for which they are processed'. 

 Storage Limitation: personal data shall be ‘kept in a form which permits identification of data subjects for no 

longer than is necessary for the purposes for which the personal data are processed’. 

This policy also aims to define a framework for managing records to ensure the Dealer: 

 Creates and captures authentic, reliable and useable records to demonstrate evidence, accountability and 

information about its decisions and activities. 

 Facilitates the effective and efficient management of records, in accordance with professional principles and 

guidelines, throughout their lifecycle, from creation to disposition, to encourage ease of filing and 

subsequent retrieval. 

 Maintains records securely and preserves access to them. 

 Disposes appropriately of records that are no longer required, destroying them in an authorised and 

controlled manner in line with the organisation’s Retention Schedule. 

 Maintains records to meet its business needs. 

 Conforms to any legal and statutory requirements relating to record keeping. 
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 Maintains appropriate records to provide a corporate memory for the future, including HR data. 

Glossary 

The following table identifies some of the terms referred to within this policy. 

Term  Definition 

Data 

Controller 

A person who (either alone or with others) determines the purposes and means of the processing of personal 

data. A data controller is the individual or the legal person who controls and is responsible for the keeping and 

use of personal information on computer or in structured manual files. 

Data 

Processor 

A person who processes personal data on behalf of a data controller but does not include an employee of a data 

controller who processes such data in the course of employment. If an organisation or person holds or processes 

personal data, but does not exercise responsibility for or control over the personal data, then they are deemed 

to be a "data processor". 

Data Privacy 

Officer 

An officer with responsibility for the Data Protection compliance of the enterprise. This should be distinguished 

from a Data Protection Officer that is a statutory role. 

Data Subject A data subject is an individual who is the subject of personal data which is held by a data controller or processed 

by a data processor. 

GDPR The new EU General Data Protection Regulation (GDPR) - Regulation 2016/679 which comes into effect on the 

25
th

 May 2018 and replaces the current Data Protection Directive 95/46/EC and the Irish Data Protection Act(s). 

Personal 

Data  

Data which can be used, either alone or together to identify a living natural person.  Any piece of information, 

which can be used on its own or with other information to identify, contact, or locate a single person, or to 

identify an individual in context. 

Processing Processing means performing any operation or set of operations on data, including: 

 Obtaining, recording or keeping data; 

 Collecting, organising, storing, altering or adapting the data; 

 Retrieving, consulting or using the data; 

 Disclosing the information or data by transmitting; 

 Disseminating or otherwise making it available; 

 Aligning, combining, blocking, restricting, erasing or destroying the data. 

Sensitive 

Personal 

Data 

Data which concern an individual’s racial or ethnic origin, political opinions, religious or philosophical beliefs, 

trade union membership, genetics, biometrics, health, sex life or sexual orientation 
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Dealer’s Principles of Retention 

Dealer staff should be aware of, and adhere to the following principles of personal data retention: 

 Records must be maintained so that they are accessible to the wider organisation (as appropriate), and 

should not be held on local computer drives, or Microsoft Outlook. 

 A record should be retained/reviewed in accordance with the Retention Schedule outlined in this policy.  

 The destruction of records requires approval and must be detailed in a time-stamped Register (See Section 

7.1). 

 Computer systems and software will be monitored and maintained in such a manner as to ensure the 

preservation and integrity of stored electronic records for the maximum duration of assigned retention 

periods. 

Record Creation 

1.3 Creation 

A record is created in the first instance, either internally or through the action of filing/retaining data. This data will 

be used by McCoy Motors for legitimate business interest only. 

"Personal data” shall mean any information relating to an identified or identifiable natural person ('Data 

Subject'); an identifiable person is one who can be identified, directly or indirectly, in particular by reference to an 

identification number or to one or more factors specific to his physical, physiological, mental, economic, cultural or 

social identity. 

Personal data will be classified by department normally due to the sale of goods and services. I.E. the details of the 

customer will need to be attributed to a vehicle when in for service or repair. Employee’s personal data will be 

classified differently and will be stored separately to our customer records unless that employee purchases ‘goods’ 

from us then their data will be stored in both databases. 

Record Maintenance 

1.4 Retention Periods 

Retention periods depend on different criteria, including compliance with EU and Irish legislation and best practice. 

Retention periods are the period that records should be kept for, and are calculated from the end of the calendar 

month, following the last entry on the record. However, where records are retained beyond the time periods in the 

table below, a schedule documenting the legal basis relied upon should be retained for compliance with the GDPR 

(See Section 5.2). 

1.5 Retention beyond agreed periods  

The procedure for retaining documents beyond the periods agreed shall be as follows:  

Personal data will only be retained beyond the normal retention period for legitimate business interests.  
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1.6 Retention without a Legal Basis 

Where no legal basis exists for the retention of personal data, the Dealer must provide an explanation of each 

proposed retention period considering the following principles: 

1. Necessity: that the length of time that the data will be retained is necessary. Necessity implies the need for a 

combined, fact-based assessment of the effectiveness of the measure for the objective pursued and of 

whether it is less intrusive compared to other options for achieving the same goal.  

Guidance can be found at: European Data Protection Supervisor – Assessing the necessity of measures that 

limit the fundamental right to the protection of personal data: a Toolkit. 

2. Proportionality: that the length of time that the data will be retained is proportionate to the purposes for 
which the data was collected and processed.  

 
Guidance can be found at: European Data Protection Supervisor – Assessing the necessity of measures that 
limit the fundamental right to the protection of personal data: a Toolkit. 

1.7 Retention Schedule 

A Retention Schedule will apply to the records listed in the table below, and will indicate when eligible records will 

be destroyed or deleted, and when permanent records are to be archived. It is up to individual staff members to 

request documents be retained. 

1.8 Assessing the Value of Records 

In conjunction with the retention periods included in this policy, Dealer staff should exercise best practice when 

assessing the value of records. This includes the following: 

 Be conservative in judgment and avoid inordinate degrees of risk. 

 If unsure contact Art McCoy Jnr. 

 Consult Art McCoy Jnr if they wish to retain a record if it is likely to be needed in the future, and if the 

potential consequences of not having it would be substantial and are foreseeable at the time. 

 Apply common sense. 

1.9 Third Party Data Retention 

Third party data processors, who process data on behalf of the Dealer, are provided with retention periods which 

they are required to adhere to and defined methods of destruction which they are required to implement in relation 

to the processing of Dealer personal data. 

Record Archival 

Some records may be identified as worthy of permanent preservation because they provide a consolidated account 

of activities within an organisation over time. For example, HR may retain personal data as a requirement to 

discharge employee pensions. Where permanent preservation is a requirement, the procedures as outlined under 

Section 5.2 should be followed. 

See record archiving below:  

  

https://edps.europa.eu/sites/edp/files/publication/17-06-01_necessity_toolkit_final_en_0.pdf
https://edps.europa.eu/sites/edp/files/publication/17-06-01_necessity_toolkit_final_en_0.pdf
https://edps.europa.eu/sites/edp/files/publication/17-06-01_necessity_toolkit_final_en_0.pdf
https://edps.europa.eu/sites/edp/files/publication/17-06-01_necessity_toolkit_final_en_0.pdf
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Record Disposal 

The final disposal of records containing personal data, either through transfer to archives or destruction, is carried 

out according to the Retention Schedule as outlined in this policy. 

1.10 Disposal Authorisation 

The destruction of records must be authorised by the Dealer staff member, per Business Function: 

 Service : Niall Mooney  

 Sales : Damien Byrne 

 Accounts : Fiona Kavanagh 

1.11 Documenting Record Disposal 

A record in the form of a register (entitled a Data Destruction Register) is to be maintained by all business functions 

of the Dealer and will act as verifiable authorised proof of destruction. 

The Data Destruction Register should be kept in perpetuity and will: 

 Detail all Dealer records destroyed. 

 Identify the Data Controller to which the records relate.  

 Provide a summary of the personal data categories and the dates (i.e. to/from) covered by the records. 

 Specify the storage location of each record (or file).  

 Specify the date of disposal of each record (or file). 

 Identify Dealer staff who disposed of the data. 

 Outline the authorisation for disposal. 

 

The register should be signed and dated by the person who authorised the destruction of the records. This register 

should also be held in a secure location with a backup. 

1.12 Methods of Disposal 

Where personal records are to be destroyed after the retention period has expired, they should be destroyed by: 

 Paper: Shredding 

 Electronic: deletion form database  

 Hardware: Removed to authorised hardware disposal centres 

1.13 Disposal Procedures 

Where records require disposal in line with the Retention Schedule, Dealer staff should first seek approval and 

document the disposal. Once this is done, the following procedures should be adhered to:  

Identify records that need to be deleted. Get authorisation for the deletion of records. Document the disposal and 

the method of disposal of the records. 
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Responsibility & Ownership 

All records, irrespective of format, created or received by personnel, during their work on behalf of the Dealer, are 

the property of the Dealer and subject to its overall control and thus will be disposed of in accordance with this 

policy. Individual personnel do not own records but have responsibility for managing records according to this policy. 

Confidentiality 

Staff are reminded that they are bound by the obligations of their contracts of employment not to disclose any 

information obtained by them while performing their duties as a member of Dealer staff. 
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 Retention Schedule 

[Please note: (1) red bold text indicates McCoy Motors data retention schedule based on the specific areas of record.] 

Process Records Held Purpose/Justification Lawful Basis Retention Period Final Action 

Recruitment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Application/CV To recruit and register new 

employees. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus 6 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding. 

Recruitment Process 

Notes, Scores, 

Assessment Files Etc.  

To recruit and register new 

employees. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus 6 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding. 

Pre-Employment 

Medical Reports 

To recruit and register new 

employees. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus 6 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding. 

Work Permits/Visas To recruit and register new 

employees. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus 6 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding. 

Pre-Employment 

Criminal Convictions 

To recruit and register new 

employees. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

Retain on personal 

file for duration of 

employment plus 6 

At the end of 

retention period, 

destroy by 

confidential 
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entering into a contract. years. shredding. 

Place Offers To recruit and register new 

employees. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus 6 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding. 

References To recruit and register new 

employees. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

6 years Data Protection Acts 

1988 and 2003. 

Under the Data 

Protection Acts 1988 

and 2003 an 

employee would 

have a right of access 

to any written 

references about the 

employee received 

by a new employer 

and not given in 

confidence.  

Therefore, references 

received should be 

retained for a period 

to comply with this 

obligation. Retained 

Indefinitely 

Training PMDS Personal Training 

and Development Plans 
To manage staff 

performance and 

development. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

Retain on personal 

file for duration of 

employment plus six 

At the end of 

retention period, 

destroy by 

confidential 



Confidential  

 [Draft Retention Policy] 

 

entering into a contract. years. shredding or deletion 

Reviews, Appraisal 

Forms & Ratings 

To manage staff 

performance and 

development.  

Information may be 

necessary for Uplifts, 

references and promotion 

purposes. Complies with 

the DP. Act 1988 and 

2003. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus six 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding or deletion 

Probation Reports To manage staff 

performance and 

development. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus six 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding or deletion 

Probation Letters To manage staff 

performance and 

development. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus six 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding or deletion 

Refund of Application 

Fees 

To manage staff 

performance and 

development. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus six 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding or deletion 
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Forms of Undertaking To manage staff 

performance and 

development. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain on personal 

file for duration of 

employment plus six 

years. 

At the end of 

retention period, 

destroy by 

confidential 

shredding or deletion 

Superannuation/ 

Pension Records 

Bank Account Details Required for 

superannuation and 

pension purposes.  

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain until 

pensioner and 

dependent spouse 

are deceased and 

dependent children 

are finished full time 

education plus 6 

years 

 

Income Details Required for 

superannuation and 

pension purposes. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain until 

pensioner and 

dependent spouse 

are deceased and 

dependent children 

are finished full time 

education plus 6 

years 

 

Pension Entitlements Required for 

superannuation and 

pension purposes. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain until 

pensioner and 

dependent spouse 

are deceased and 

dependent children 

are finished full time 

education plus 6 

years 
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Employee Files Staff Personnel File 

(Contact Details, 

Financial Details etc.) 

Personnel files are 

required for employment. 

The Protection of 

Employment Act, 1977 

requires that records must 

be kept for 3 years. 

Also, the Protection of 

Young Persons 

Employment Act, 1996 

requires that records be 

retained for at least 3 

years (employees under 

18 years). 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years but 

retain service 

records for 

superannuation/pen

sion purposes. 

Destroy the majority 

by confidential 

shredding. Retain a 

sample for archival 

purposes if needed 

for legitimate 

business interest. 

Criminal Convictions Personnel files are 

required for employment. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further six years. 

Destroy the majority 

by confidential 

shredding. Retain a 

sample for archival 

purposes if needed 

for legitimate 

business interest. 

Health Information Personnel files are 

required for employment. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. Processing is 

necessary for compliance with a legal 

obligation to which the controller is 

subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding. Retain a 

sample for archival 

purposes if needed. 
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Employee Contracts  Required for employment. Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding. Retain a 

sample for archival 

purposes if needed. 

Signed Policies Required for employment. Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding. Retain a 

sample for archival 

purposes if needed. 

Disciplinary Records Personnel files are 

required for employment. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Hold on personal 

file/disciplinary file 

for duration of 

employment plus 6 

years after 

resignation/retireme

nt, and then destroy. 

Where disciplinary 

policy provides for 

earlier removal or 

involved criminal 

activity, these 

records should be 

retained indefinitely. 

Destroy the majority 

by confidential 

shredding. Retain a 

sample for archival 

purposes if needed. 

Attendance Records Personnel files are 

required for employment. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding. Retain a 

sample for archival 

purposes if needed. 
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Allegations and 

Complaints 

Personnel files are 

required for employment. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Where a complaint 

has been made, a 

full investigation 

must follow.  The 

outcome of the 

investigation is to be 

attached to the 

original complaint 

and kept on 

personnel file. 

Retained for 

duration of 

employment. On 

retirement or 

resignation, hold for 

a further 6 years to 

indefinitely for 

legitimate business 

interests. 

Destroy the majority 

by confidential 

shredding. Retain a 

sample for archival 

purposes if needed. 

Staff Leave 

Records 

Annual Leave To register all employee 

leave. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. Processing is 

necessary for compliance with a legal 

obligation to which the controller is 

subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

Sick Leave To register all employee 

leave. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. Processing is 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 
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necessary for compliance with a legal 

obligation to which the controller is 

subject. 

a further 6 years. purposes if needed. 

Parental Leave To register all employee 

leave. 

Parental Leave Act, 1998 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 8 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

Maternity Leave To register all employee 

leave. 

Maternity Protection Act, 

1994 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

Paternity Leave To register all employee 

leave. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 
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Carer’s Leave To register all employee 

leave. 

Carer’s Leave Act, 2001 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Notices or copies of 

notices are required 

to be kept for 6 

years. 

Destroy by 

confidential 

shredding. 

Adoptive Leave To register all employee 

leave. 

The Adoptive Leave Act, 

1995 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

Force Majeure Leave To register all employee 

leave. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

Compassionate Leave To register all employee 

leave. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 
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entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

a further 6 years. sample for archival 

purposes if needed. 

Jury Service Leave To register all employee 

leave. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

Study Leave To register all employee 

leave. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

Working Times Details of Days and 

Hours Worked 

Required under the 

Organisation of Working 

Time Act, 1997. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. Processing is 

necessary for compliance with a legal 

obligation to which the controller is 

subject. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 
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Health & Safety Accident/Incident Claim 

Forms 

To register employee 

grievances/complaint and 

accident/incident claim 

forms. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain indefinitely. The Safety, Health & 

Welfare at Work Act 

2005. 

Corporate CCTV  For security and verifying 

attendance of individuals 

on the premises. In the 

case of a criminal 

investigation a copy of the 

recording may be made 

available to an Garda 

Síochana. 

Processing is necessary for the 

performance of a task carried out in the 

public interest or in the exercise of official 

authority vested in the controller. 

Retained for 30 days 

– however if there is 

a work related  

incident or 

complaint  that 

requires 

investigation this 

data will be recorded 

and made available 

to the designated 

line managers and 

the garda if serious. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

Visitor Sign in/Out Books For security, health and 

safety, and record 

purposes. 

 

 

Processing is necessary for the 

performance of a task carried out in the 

public interest or in the exercise of official 

authority vested in the controller 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

 Research Surveys Survey Information 

collected (Contact Details, 

Car-type & Model, 

For research, statistical and reporting 

purposes to inform the profile of the 

rental sector. 

The data subject has 

given consent to the 

processing of his or 

her personal data for 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 
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Financial Details Etc.) one or more specific 

purposes. Retain for 

duration of 

employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

sample for archival 

purposes if needed. 

Research Surveys Survey Information 

collected (Contact 

Details, Car-type & 

Model, Financial Details 

Etc.) 

For research, statistical and 

reporting purposes to 

inform the profile of the 

rental sector. 

The data subject has given consent to the 

processing of his or her personal data for 

one or more specific purposes. 

Retain for duration 

of employment. On 

retirement or 

resignation, hold for 

a further 6 years. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

 Minutes of Meetings: all 

signed minutes 

Should be kept in a secure 

location, i.e. fireproof 

safe. Best Practice of 

Public Sector Bodies 

according to the National 

Archives, Ireland and UK, 

in line with ISO 15489, 

International Records.  

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain indefinitely  

 Data Protection Queries The Dealer is legally 

obligated to respond to 

queries in the discharge of 

its duties. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retained for 6 years  Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 
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Complaints The Dealer is legally 

obligated to respond to 

queries in the discharge of 

its duties. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for 6 years. 

Unless needed for 

legal obligations. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

 Complaints The Dealer is legally 

obligated to respond to 

queries in the discharge of 

its duties. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for 6 years. 

Unless needed for 

legal obligations. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

General Queries The Dealer is legally 

obligated to respond to 

queries in the discharge of 

its duties. 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for 6 years. 

Unless needed for 

legal obligations. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 

File Notes  Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Retain for 6 years. 

Unless needed for 

legal obligations. 

Destroy the majority 

by confidential 

shredding/database 

deletion. Retain a 

sample for archival 

purposes if needed. 
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Call Quality 

Assurance 

Call Recordings For quality assurance 

purposes. 

Processing is necessary for the 

performance of a task carried out in the 

public interest or in the exercise of official 

authority vested in the controller. 

Retained for …. – 

this needs to be 

clarified with 

NUACOM  

Archived online with 

NUACOM databse 

Tax Certificates 

 

PAYE Section 886 of the Taxes 

Consolidation Act, 1997 
Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

P35 Section 886 of the Taxes 

Consolidation Act, 1997 
Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

P45 Section 886 of the Taxes 

Consolidation Act, 1997 
Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

P60 Section 886 of the Taxes 

Consolidation Act, 1997 
Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

Other Relevant Tax 

Forms 

Section 886 of the Taxes 

Consolidation Act, 1997 
Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

Pension Related 

Deduction Certificates 

Section 886 of the Taxes 

Consolidation Act, 1997 
Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

Correspondence Revenue Related 

Communication and 

Correspondence  

Section 886 of the Taxes 

Consolidation Act, 1997 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Hold for current year 

plus six years 

Archive 
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Supplier 

Management 

Supplier Financial 

Details 

For monthly management 

accounts preparation. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

Purchase Orders For monthly management 

accounts preparation. 

Section 886 of the Taxes 

Consolidation Act, 1997 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

Invoices For monthly management 

accounts preparation. 

Section 886 of the Taxes 

Consolidation Act, 1997 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Hold for current year 

plus six years 
Destroy by 

confidential 

shredding 

Payroll Electronic Records (Pay 

records, Authorisations, 

Appointments, Pay 

Scales) 

Monthly payment of 

employee salaries. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Hold indefinitely any 

format. 
Archive 
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Listings/Payslips Monthly payment of 

employee salaries. 
Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Held for 6 years Destroy by 

confidential 

shredding 

Audit Internal & C&G Audit 

Reports 

To enhance and protect 

organisational value by 

providing stakeholders 

with risk based, objective 

and reliable assurance, 

advice and insight. 

Processing is necessary for the 

performance of a task carried out in the 

public interest or in the exercise of official 

authority vested in the controller. 

Held for 6 years Destroy by 

confidential 

shredding 

External Audit Legally obligated to carry 

out an independent 

external audit. 

 

Processing is necessary for compliance 

with a legal obligation to which the 

controller is subject. 

Held for 6 years Destroy by 

confidential 

shredding 

Staff Expenses Travel & General 

Expenses  

Reimbursing staff for any 

expenses in the discharge 

of their duties. 

Processing is necessary for the 

performance of a contract to which the 

data subject is party or to take steps at 

the request of the data subject prior to 

entering into a contract. 

Hold until C&G audit 

signed off. Held for 6 

years 

Destroy by 

confidential 

shredding 
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