












Employee questionnaire (contains 
contact details, next of kin details, 
emergency contacts, DOB, 
nationality, details on parental 
leave, courses completed, languages 
spoken, employment arrangements, 
and employment history with NCI) 

Hold for 7 years after the last 
pension payment or 7 years after 
employment ceases. 

Organisation of Working Time 
(Records) (Prescribed Form and 
Exemptions) Regulations 2001 S.I. 
473/2001 requires an employer to 
collect information such as the 
name and address of an employee, 
their Revenue and PPS Number. An 
employer must also hold a brief 
statement of the employee’s duties. 

PAYE Regulation 8 requires an 
employer to maintain a register of 
employee’s which contains an 
employee’s name, address, PPSN, 
date of commencement of 
employment of each employee, and 
the date of cessation of employment 
where relevant.  

Section 3 of the Parental Leave 
(Amendment) Act 2019 has limits on 
the amount of parental leave that 
can be taken. 

Section 25 of the Organisation of 
Working Time Act requires an 
employer to keep records of 
holidays, public holidays, special 
leave, rest periods, start and finish 
times of each employee for each 
day. 

Section 11 of the Statute of 
Limitations 1957 provides a 
limitation period of 6 years for 
perceived breaches of contracts to 
be addressed by law. The 7 year 
period allows for claims which may 

Single official record to be held by 
designated office holder, with 
access available to all authorised 
officers. Duplicates to be 
destroyed/deleted as soon as 
feasible. 

Confidential shredding and/or 
secure deletion of electronic records 


































