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Policy on the Retention and Disposal of Records 

1. Introduction

1.1
Records Management is the term used to describe an administrative system by which an organisation seeks to control the creation, retrieval, storage and the preservation or destruction of its records. It is the Local Government Staff Commission’s (the Commission) policy to maintain, retain or dispose of its records in accordance with legislation, administrative requirements and best practice.

1.2
The storage of material, which is of no further value, wastes costly office and storage space, staff time in having to manage it and hinders the process of information retrieval.

1.3
Therefore, records management in the Commission is a tool which:

· creates greater efficiency in the way records are produced, organised and maintained;

· avoids the arbitrary destruction of records; and

· ensures the earliest possible elimination of records once they have ceased to be of value, while permanently preserving those of historical significance.

1.4 This policy will be regularly reviewed and should not be read in isolation. Account should also be taken of the Commission’s Records Management System document, which sets out in more detail the day-to-day procedures to follow.

2. Legislative Requirements

2.1 There are a number of pieces of legislation which require access to and/ or effective management of all of the Commission’s records;

· The Freedom of Information Act 2000 provides a statutory right of access to information held by public authorities (subject to exemptions). There is an associated Code of Practice on Records Management which authorities are obliged to comply with.

· The Data Protection Act 1998 ("the DPA") entitles individuals to access their personal information that is being processed by another, upon request. Records should be managed in compliance with the procedures under the DPA audit policy.

· The Commission’s records are public records under the terms of the Public Records Act (NI) 1923. It is therefore a legislative requirement for the Commission to implement records management as set out in this Act and in the Disposal of Records Order (S.R.& O. 1925 No. 167). The legislation lays down the procedures both for the destruction of records deemed to have no long-term value and for the preservation and transfer to PRONI of records selected for permanent preservation.

3. Effective Retention and Disposal Procedures

3.1 There are a number of aspects which make up a comprehensive records management system. Effective procedures for the retention and disposal of records are fundamental. The Commission is committed to the creation, storage, management and eventual disposal of records in a manner which accurately documents its functions and is compliant with this policy.

3.2 The Commission is committed to providing robust retention and disposal procedures and making them key activities. The Commission will ensure that all the activities relating to records from creation to disposal will be adequately resourced and supported.

3.3 The Commission carries out regular information audits in order to determine what records are held and to have these related to functions carried out by the relevant business areas. Procedures have been developed so that records can be accessed quickly and easily and a system is in place to register, index and classify documents. 

3.4 Disposal of records, review, transfer to the archives or destruction will take place in accordance with set guidelines – Appendix 1.

3.5 The Commission has also compiled a Disposal Schedule in line with PRONI’s Guidelines – Appendix 2.  

3.6 In carrying out its information audits, Commission Officers examine the records held by the Commission and determine the action to be taken on closure of the file. Possible actions which can be taken upon closure of a record can be seen from the below table.

4.
Coding Explanations
	ACTION
	CODING
	ACTION TO BE TAKEN



	Permanent Preservation
	(PP)
	Permanent Preservation - records which are to be permanently retained, eg minutes and supportive papers produced by the Commission, Annual Reports etc., may be permanently retained on site or with the Public Records Office (NI).

	Annual Review
	(AR)
	Annual Review - this review will take place on an annual basis with the view of deciding at that point in time whether a file should be destroyed or archived.

	First Review
	(FR)
	First Review - this takes place 5 years from the date of the last paper on the file and should not be later than 10 years from the opening of the file.

	Second Review
	(SR)
	Second Review - this takes place 10 years from the date of the last paper on the file.

	Destroy
	(D)
	Destroy - this indicates that the file will be destroyed on closure.

	Destroy after 1 year
	(D1)
	Destroy after 1 year - this indicates that the file will be destroyed 1 year after closure.

	Destroy after 2 years
	(D2)
	Destroy after 2 years - this indicates that the file will be destroyed 2 years after closure.

	Destroy after 3 years
	(D3)
	Destroy after 3 years - this indicates that the file will be destroyed 3 years after closure.


***It can be assumed that any number stated in the Coding refers to the number of years after which the file would be reviewed/destroyed. An example of this – FR7 would indicate that this review would take place 7 years from the date of the closure of the file.***

Note:   Permanent Preservation (PRONI) indicates files already stored at PRONI
Appendix 1

Guidelines for Disposal - 21 June 2004 

· Observer Files (Observer Form, Observer 
Keep observer form and notes only

       Notes and JD/Spec)
 


for 3 years ideally on microfilm or scanned

· Chief Executive recruitment files


Keep for 5 years - return to council

New files, return all to council and keep Ob. Forms.  (new Code will record all)

· Internal Recruitment Exercises


Keep information for 3 years only & destroy

· Annual Leave Sheets



Keep for one year only after end of year

· Information from outside bodies


Destroy  after 1 year

e.g. CEF, SOLACE,

· Conference 




Hold one year back only and destroy

· Commission initiatives and Investigations
Hold notes only for one year after final report

is agreed.  Hold Report for five years and review 

· Magazines 




Destroy after six months

e.g. Fortnight, LG Chronicle, etc.

· Staff Commission Papers



Permanent Preservation

· Chairman's briefing notes



Destroy after meeting

· Annual Reports




One copy for Permanent Preservation








PRONI on mailing list








Destroy other copies after one year

· Corporate Plans




One copy for Permanent Preservation








PRONI on mailing list








Destroy other copies after one year

· Legal Documents
 



Hold and review 

· Financial Documents



In line with Auditor's recommendations

· Once a document is finalised destroy drafts

· Destroy duplicate documents 

· Do not keep duplicate papers in folders

· Refer to Records Management guidelines.

Once a file has been reviewed and should be disposed of, (either destroyed or permanently preserved) set it aside for Office Manager to liaise with PRONI.

Files should be no more than 1" thick.  Once this depth is reached in a file, close it and cross reference and to second file with same ref/2.  

Files should be open no longer than five years.  A closure notice should be placed on files when closed and cross referenced with computer referencing system for disposal/preservation.
Appendix 2
Business Area – STAFF COMMISSION
Function – 

	Business Area – Staff Commission
SCHEDULE OF RECORDS



	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	SCB
	Staff Commission Agenda & Papers

and Staff Commission Minutes and Committee Papers, eg, Audit
	Closed in line with records management guidelines


	5 years
	Retained in-house for reference purposes
	Permanent Preservation to PRONI

	OP
	Observer Files
	Closed when recruitment exercise is complete
	1 year

3 years if a complaint is received
	If a complaint is received keep all info for 3 years

Always keep for 3 years summary info (including monitoring forms, no. of applicants, shortlisted, interviewed, etc to enable Monitoring Officer to complete Article 55 Review monitoring returned


	Review by PO prior to disposal action.  Disposal action being - Destruction

	SCB
	Chief Executive Recruitment Files and Workbooks
	Closed when recruitment exercise is complete
	Return file to council
	Council to store file in line with Records Management
	Review by PO and return file to council. Retain copy of workbook for 3 years for reference purposes – final action Destruction


Business Area – STAFF COMMISSION
Function – 

	Business Area – Staff Commission
SCHEDULE OF RECORDS



	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	SCB
	Chief Executive Recruitment Workbook Master and Templates
	Retained indefinitely

subject to updates
	Ongoing
	Master used for CEx recruitment – completed work book is with each CEx recruitment exercise.
	Review by PO prior to disposal action.  Disposal action being - Destruction

	SCB
	LGSC Recruitment Exercises
	Closed when recruitment exercise is complete
	1 year 

3 years if a complaint is received
	If a complaint is received keep all info for 3 years.  

Always keep for 3 years summary info (including monitoring forms, no of applicants, shortlisted, interviewed, etc to enable Monitoring Officer to complete Article 55 Review monitoring returned.
	Review by OM prior to disposal action.  Disposal action being - Destruction

	SCB
	LGSC Personnel Records  
	Closed when officer leaves LGSC
	1 year
	If a complaint is received keep all info for 3 years.

Always keep for 3 years summary info (including monitoring forms, no of applicants, shortlisted, interviewed, etc to enable Monitoring Officer to complete Article 55 Review monitoring returned.
	Review by OM  prior to disposal action.  Disposal action being - Destruction 

Retain details, ie, name, start/leave date, position, etc, indefinitely.


Business Area – STAFF COMMISSION
Function – 

	Business Area – Staff Commission
SCHEDULE OF RECORDS



	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	SCB


	Annual Leave Records
	Closed annually at end of leave year
	1 year
	Retained for reference purposes
	Review by OM prior to disposal action.  Disposal action being - Destruction  

	SCB
	General Information from outside bodies, eg, SOLACE, CEF, APSE
	Information file only
	1 year
	Retained for reference for one year back and destroyed
	Review by OM prior to disposal action.  Disposal action being - Destruction  

	SCB
	LGSC Sickness Records
	Closed annually at end of leave year
	3 years after person leaves
	Retained for reference for 3 years 
	Review by OM prior to disposal action.  Disposal action being - Destruction

	SCB
	RPA related files  
	Closed in line with records management guidelines
	5 years
	Retained for referenced
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI 

	SCB
	Information from PSC
	Closed annually 
	3 years
	Retained for reference purposes
	Review by OM prior to disposal action.  Disposal action being - Destruction

	SCB
	Corporate Plans and Annual Reports
	Closed annually 
	5 years 
	Retained for reference purposes
	Posted to PRONI for permanent preservation


Business Area – STAFF COMMISSION
Function – 

	Business Area – Staff Commission
SCHEDULE OF RECORDS



	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	SCB/F

	Administration files containing general information e.g. payments & invoices, procedures, etc


	Closed on a financial year basis


	7 years


	Under Government Accounting Northern Ireland (GANI) Regulations (38.1.6) all financial papers must be retained for 7 years


	Review by business area prior to disposal – disposal Action being Destruction


	POL
	Policy Files containing policies relating to corporate governance of LGSC 


	Closed in line with records management guidelines.  Amended in line with DFP Guidance (ongoing)
	5 years


	Important policy documents will go to Commission and be preserved 


	Review by Pol. O prior to disposal action.  Disposal action being either destruction or to be decided by PRONI

	POL
	Papers from outside working groups, eg, E-Govt, Euro, etc
	Closed in line with records management guidelines.
	3 years
	Retained for reference purpose
	Review by Pol. O prior to disposal action.  Disposal action being - Destruction

	SCB
	Website Management and Maintenance Files
	Closed in line with records management guidelines
	1 year
	Retained for reference purposes
	Review by OM prior to disposal action.  Disposal action being - Destruction

	SCB
	Conference Files
	Closed 3 months after conference 
	1 year
	Retained for reference
	Review by PO prior to disposal action.  Disposal action being - Destruction

	SCB
	Files relating to ‘Liaison Meetings’, eg, LGSC/DOE and LGSC/DOE and NILGA
	Closed in line with records management guidelines
	5 years
	Retained for reference
	Review by OM prior to disposal action.  Disposal action being - Destruction

	SCB
	HR Standards and Working Group Papers
	Closed in line with records management guidelines
	5 years
	Retained for reference
	Permanent Preservation to PRONI


Business Area – EQUALITY OF OPPORTUNITY
Function – 
	Business Area – Equality of Opportunity
SCHEDULE OF RECORDS


	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	EO


	Equality information
	Closed in line with records management guidelines
	3 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being - Destruction

	EO


	General information from other bodies, eg Equality Commission, etc
	Closed in line with records management guidelines
	3 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being - Destruction

	EO


	Review of Code of Procedures on Recruitment and Selection
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI

	EO


	Code of Procedures queries
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being - Destruction

	EO


	LGSC Equality Scheme
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI


Business Area – EQUALITY OF OPPORTUNITY
Function – 

	Business Area – Equality of Opportunity
SCHEDULE OF RECORDS


	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	EO


	Network meetings
	Closed in line with records management guidelines
	3 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being - Destruction

	EO


	Observer training
	Closed in line with records management guidelines
	3 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being - Destruction

	EO


	LGSC Disability Action Plan
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI

	EO


	RPA Vacancy Controls
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI


Business Area – LEARNING AND DEVELOPMENT

Function – 
	Business Area – Learning and Development

SCHEDULE OF RECORDS


	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	L&D


	Agendas, Papers and Minutes
	Minutes incorporated into LGSC minutes

Closed in line with records management guidelines
	5 years
	Retained in-house for reference purposes
	Permanent Preservation to PRONI

	L&D


	Tender Documents
	Closed in line with records management guidelines
	5 years
	Retained in-house for reference purposes
	Review by PO prior to disposal action.

Disposal either by destruction or to be decided by PRONI

	L&D


	Select List of Trainers
	Closed in line with records management guidelines
	5 years
	Retained in-house for reference purposes
	Review by PO prior to disposal action.

Disposal either by destruction or to be decided by PRONI

	L&D


	Research Papers
	Closed in line with records management guidelines
	5 years
	Retained in-house for reference purposes
	Review by PO prior to disposal action.

Disposal either by destruction or to be decided by PRONI


Business Area – LEARNING AND DEVELOPMENT

Function – 
	Business Area – Learning and Development

SCHEDULE OF RECORDS


	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	L&D


	Development Programmes
	Closed in line with records management guidelines
	3 years
	Retained in-house for reference purposes
	Review by PO prior to disposal action.

Disposal either by destruction or to be decided by PRONI

	L&D


	Short Course Schedules
	Closed in line with records management guidelines
	3 years
	Retained in-house for reference purposes
	Review by PO prior to disposal action.

Disposal either by destruction or to be decided by PRONI

	L&D


	L&D Initiatives


	Closed in line with records management guidelines
	3 years
	Retained in-house for reference purposes
	Review by PO prior to disposal action.

Disposal either by destruction or to be decided by PRONI

	L&D


	LGTG Constitution and Strategy Document
	Closed in line with records management guidelines
	5 years
	Retained in-house for reference purposes
	Review by PO prior to disposal action.

Disposal either by destruction or to be decided by PRONI


Business Area – EMPLOYEE RELATIONS

Function – 
	Business Area – Employee Relations

SCHEDULE OF RECORDS


	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	ER


	Employee Relations Information
	Closed in line with records management guidelines
	3 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being - Destruction

	ER


	General Information from other bodies
	Closed in line with records management guidelines
	3 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being - Destruction

	ER


	Review of Code of Conduct for Local Government Employees
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI

	ER


	Employee Relations Advice
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being - Destruction

	ER


	Review of Absence Management Policy
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI


Business Area – EMPLOYEE RELATIONS

Function – 
	Business Area – Employee Relations

SCHEDULE OF RECORDS


	File

Series
	Description
	File/Record

Action
	Retention

Period
	Reason
	Final Action

	ER


	NI Joint Council for Local Government Services
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI

	ER


	Investigations
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI

	ER
	JNC for Chief Executives in NI
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI

	ER
	Organisation Reviews
	Closed in line with records management guidelines
	5 years
	Retained in house for reference purposes
	Review by PO prior to disposal action.  Disposal action being either destruction or to be decided by PRONI


LOCAL GOVERNMENT STAFF COMMISSION FOR NORTHERN IRELAND

DISPOSAL SCHEDULE

Signed:  _____________________________
Head of Records Management







Cataloguing and Access section,
 






PRONI 

Signed:  _____________________________
Director of PRONI
Signed:  _____________________________
Permanent Secretary DCAL
Signed:  _____________________________
Chief Executive







Local Government Staff Commission








Adrian E Kerr

Signed:  _____________________________
Office Manager/PA to Chief Executive







Local Government Staff Commission








Janet Hawkins

Date:  ________________








