[Company Logo]   [Company Name]
EMPLOYEE DATABASE FORMAT – FIELD DICTIONARY
	Organisation:
	[Company Name]

	Version:
	[Version Number]

	Approved on:
	[DD/MM/YYYY]

	Data Owner:
	[HR Name]



This field dictionary defines the employee database for [Company Name]. Each field must have a stated purpose; fields without a purpose are not collected.
	Field Name
	Data Type / Format
	Mandatory
	Purpose
	Access Level
	Retention

	Employee ID
	Alphanumeric, unique
	Yes
	Primary key across systems
	All HR, payroll, manager
	Permanent (service record)

	Full Name
	Text, as per PAN
	Yes
	Identification, payslips
	All HR, payroll, manager
	Employment + retention period

	Date of Birth
	DD/MM/YYYY
	Yes
	Age checks, PF records
	HR, payroll
	Employment + retention period

	Aadhaar
	Last 4 digits only
	No
	Identity check, PF KYC
	HR only
	Employment + retention period

	Bank Account / IFSC
	Numeric / 11-character code
	Yes
	Salary credit
	Payroll only
	Employment + retention period

	[Field Name]
	[Format]
	[Yes / No]
	[Purpose]
	[Role]
	[Period]



Access levels
1. HR administrator: full read and edit access.
1. Payroll: salary, bank, statutory fields only.
1. Reporting manager: work-related fields for direct reports only.
1. Employee: read access to own record through self-service.
Privacy notice: [Company Name] collects the details on this page only for designing and operating the employee database. Access is limited to authorised HR staff, and the record will be kept for the retention periods listed against each field above, after which it will be securely deleted or destroyed. You may ask HR to see or correct your data, consistent with the Digital Personal Data Protection Act, 2023.

	______________________________
Prepared by
[HR Name]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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