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RECORDS MANAGEMENT & DISPOSAL POLICY
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	Date Due for Review:
	January 2010

	Review to be Carried Out by:
	Business Support Manager


The purpose of this Policy is to:

· Ensure records which are stored are easy to locate

· Provide consistency in the retention and storage of records

· Ensure records are consistently kept and destroyed
· Ensure records are retained to satisfy operational, legal and any other needs
· Provide guidelines on the destruction of records

Humberside Police Authority operates a paper filing and archiving system.  This system is mirrored in the computer records which all staff have access to and should adhere to when creating new documents.
The Office Manager is responsible for the maintenance of the filing list and computer records and the Office Support Officer is responsible for the filing and archiving.  This should be kept up-to-date to ensure that records are easily located for reference.
All records should be kept for the periods specified on the schedule at Appendix A.
Retention periods are given in whole years and relate to the following timescales:

Financial – these should be reviewed at the end of the financial year in which their review date falls.

Other documents – these should be reviewed from the date of the last entry in that folder.
All records should be disposed off by a secure means, eg shredding / collected as confidential waste.  If the record being destroyed is of no value to anyone then it is acceptable to place it in the recycling bin.
Links with Freedom of Information (FOI)

It is common for the use of records to be linked with FOI requests.  If a record is due for review and it is being linked to an FOI investigation then the record should not be destroyed until all avenues of the FOI request have been closed (this includes waiting for the end of any appeals periods).
Standard Operating Procedures / Documents (SOPs)
There are certain documents which you are not required to store.  This includes information of which you hold the duplicate copy, it is unimportant or it is of short term use and no longer required.  This includes such records as:

· Compliments slips
· Catalogues

· Trade Journals

· Telephone message slips

· Non-acceptance of invitations and the details of the event not being attended

· Trivial e-mails/notes not relating to Authority business

· Requests for general information, eg maps, directions, marketing materials

· Out of date distribution / contact / filing lists

· Working papers (where the final version has been written into a final report (this includes Committee papers)

If the document is an integral piece of information (such as an agreement reached by telephone) then details of these should be retained in the appropriate file to which they relate.
Responsibilities

Individual Staff
· To notify the Office Manager when a folder is no longer in use / relevant to allow it to be archived and destroyed in accordance with this policy.

· To notify the Office Manager when a new folder is needed, giving a location within the current filing system for it to be placed

· To ensure a valid reference number is recorded on all items submitted for typing / filing

Office Manager

· To maintain an up-to-date, easy to follow filing system (along with OSOs)

· To ensure that records are destroyed in the appropriate manner and at the appropriate time
Creating Records

New folders for the filing system should only be created once authorised by the Office Manager.
All staff are responsible for ensuring that any new records they create / request to be created are clearly labelled with the appropriate file reference to make storing these items easier.
Records which are to be maintained need to be useful and must therefore satisfy the following categories:

· Authenticity – the record should be provable as to who sent / created it, when it was sent / created and who it was aimed at / sent to 
· Reliability – a record whose contents can be trusted as a full and accurate representation of the transactions, activities or facts to which they attest 
· Integrity – A record which  has been unaltered
· Usability – A record that is easily located, retrieved, presented and interpreted.
Archiving of records awaiting destruction

Due to the limited space in the main office filing system, it may be necessary to store records awaiting destruction in the cabin.  These should be classified as low, medium or high risk before being stored.  The cabin filing system should mimic the main office filing system to allow ease of reference for locating documents.  A high risk item should be stored in a locked cabinet to avoid it becoming public knowledge.
Destroying Records

Records should only be kept for as long as they are needed for legal, business and other purposes.

All records should be destroyed in line with the retention schedule located at Appendix A.

Destruction of records should be performed by a secure means (eg shredding or disposing of as confidential waste).  If the record being destroyed is of no value then it is acceptable to place it in the recycling bin.
Secure waste should also be stored in a locked room awaiting collection.
A log should be maintained of all records destroyed along with their destruction date for future reference.

Records should only be destroyed after it has been confirmed with the Office Manager that it is appropriate to do so, even if the record has a “destroy by” date on it.

Appendix A

RETENTION PERIODS FOR DOCUMENTS

	RECORDS
	RETENTION

	Best Value Review Projects 

· Minutes and agendas

· Supporting documentation


	5 years



	Chief Officer - Appointment

· Advertisements

· Application Forms

· Interview Reports

Personnel Files
	2 years

6 years from date of last pension payment



	Chief Officers - Complaints

· Correspondence

· Investigation notes


	3 years

	Chief Officers - Dismissal

· Resignation, redundancy, dismissal, death, retirement


	6 years after termination or, if pension paid

6 years after last pension payment



	Committee Meetings 

· Minutes, agendas and reports

· Indexes


	Permanent

	Complaints 

· Correspondence

· Summary reports

· Details of investigations into complaints
	3 years



	Corporate Planning and Reporting 

· Policing Plans

· Strategy Plans

· Annual Reports


	Permanent



	External Meetings

(where the Police Authority has attended a meeting but does not own the record)

· Minutes

· Agendas and reports


	3 years



	Finance Functions - orders

· Contracts with Suppliers


	6 years from end of the contract


	Financial Management

· Purchase orders

· Invoices / receipts

· Bank Statements

· Vouchers / ledgers

· Humber Bridge Ticket Stubs

· Journals / virement records

· Car leasing agreements


	7 years after the end of the financial year

6 years after the end of the financial year

	Financial Management – Annual Reports

· Annual Statement of Accounts


	Permanent

	Financial Management – Asset Management

· Asset Registers

· Inventories

· Stocktaking

· Acquisition and Disposal Reports

· Service records


	7 years after end of the financial year

2 years after admin use

7 years after sale or disposal of item

	Financial Management – Audit Reports

· Audit sheets

· Financial Audits


	6 years after end of fin yr

	Financial Management – Budget Setting

· Final Annual Budget
· Draft budgets and estimates
· Budget review

	Permanent

2 years after budget set

After following years budget has been adopted

	Financial Management – Finance Reports

· Budget Reports
· Working Papers

	Destroy when admin use complete

	Financial Management – Payroll / Expenses


	7 years after the end of the financial year




	Health and Safety – Inspection of Equipment 

· Equipment Inspection records

· Asbestos Monitoring


· Risk Assessments

· Accident Books

· RIDDOR Correspondence

· Fire Certifcates

· Test Certificates

· Specifications for first aid facilities and equipment

· Assessment of requirements for first aid facilities and equipment

· Site and Safety Inspections

· Appointment of first aiders

· Appointment of fire wardens

· Fire procedures


	6 years from destruction of equipment

40 years from last action

3 years

5 years

To be recorded on Personnel file

When superseded



	HR – Disciplinary and Grievance Investigations (proved)

· Disciplinary Records

· Oral Warning

· Written Warning

· Final Warning


	Retain on Personnel File
NB  Cannot be used in relation to disciplinary matters after 2yrs

	HR – Disciplinary and Grievance Investigations (Unproved)

· Disciplinary Records

· Grievance Records


	Destroy immediately after appeal

	HR - Employee Relations

· Agreements
· Correspondence re formal negotiations
· Correspondence re minor and routine matters
	Permanent

2 years



	HR – Medical 

· Medical Examinations

· Adjustment to work examinations

	75 years after DOB

	HR – PDRs

· Probation Reports

· Performance Reports and plans
· Training request forms
	Keep in Personnel File

	HR - Personnel Administration

· Establishment lists

· Personnel Files
	Permanent 

6 years from date of leaving/last pension payment



	HR – Staff Leave Monitoring

· Sickness records

· Leave Records (annual / compassionate / other

· Flexi Sheets

· Maternity / Paternity Leave correspondence


	6 years from date of leaving/last pension payment

2 years

Store in Personnel file

	Independent Custody Visiting Scheme

Minutes, agendas, reports

Registers of visits

Custody Visitor details

Handbook
	2 years

Until superseded

 

	Information Management

· Filing indices

· Records of transfer to archives

· Summary of responses to enquiries

Disposal records

Reports / correspondence  on Police Authority action

Routine responses to enquiries


	Permanent

12 years after last action

6 years

2 years

	Internal Audit 

· Letters and Correspondence

· Systems Notes and Audit Programmes

· Audit Planning and Monitoring Systems 

· CSA Record


	1 year after end of fin yr

Permanent

5 years after end of fin yr



	Internal Audit – Irregularity Audits

· Internal Audit Reports 

· Working Papers files


	Permanent



	Internal Audit – Other Audits

· Internal Audit Reports
· Working Papers files

· Letters and Correspondence
	On Completion of the next full audit

1 year after end of the financial year

	Legal – Advice

· Correspondence
	3 years (unless a major precedent that can be of further use)



	Legal – Agreements

· SLAs
	6 years after agreement expires



	Legal – Asset Acquisition/Disposal

· Legal docs relating to acquisition (financial lease/pourchase) and disposal (by sale or write off) process
· Leases
· Tender documents

	6 years if under £50,000

12 years if over £50,000 after all obligations are concluded

	Legal – Contract Development

· Tender Specification 

· Evaluations of Tenders – criteria, successful tender doc

· Tender envelopes

· Post Tender negotiation – minutes, corr
	6 years after term has expired

1 year after start of contract

1 year after terms of contract have expired

	Legal – Contract Development (under seal)

· Tender Specification 

· Evaluations of Tenders – criteria, successful tender doc


	12 years after terms have expired



	Legal - Litigation

· Correspondence

· Criminal and Civil Case Files

· Major litigation
	7 years after last action

Offer to archivist for permanent retention



	Marketing 

· Developing and Promoting Police Authority events

· Information about the Police Authority 
	2 years

When superseded

	Media Relations 

· Media Reports
	3 years



	Members – Appointment of

· Personnel Files

· Application forms, interview notes
	Permanent

2 years after date of appointment



	Members’ attendance records 

· Attendance database

· Committee Membersip
	Permanent



	Members’ Expenses 

· Attendance Allowance

· Expenses claims


	6 years after leaving

	Members’ PDRs 

· PDRs – notes of meetings and records of development
	5 years

	Members – Register of Interests and Hospitality 

· Register of Interests

· Register of Hospitality
	Permanent



	Office Management

· Diaries and Calenders (electronic and manual)


	3 years

	Partnership, Agency and External Meetings

(where the Police Authority has instigated the mtg and therefore owns the record)

· Minutes

· Agendas and reports


	Permanent

	Performance & Quality

· Police Authority Best Value Review Reports  
	5 years



	Public Consultation 

· Forum notes, records, correspondence

· IAG minutes, supporting papers and correspondence


	2 years

	Policy Development 

· Policies

· Instructions / procedures

· Organisation Charts

· Standing Orders/Financial Regulations
	Permanent



	Policy / Strategy Review


	5 years

	Property – acquisition

· Plans

· Survey reports


	Life of property +12yrs


	Property – Disposal

· Legal Documents

· Survey reports

· Tender documents

· Conditions of Contract


	15 yrs after all obligations end

	Property - Insurance

· Insurance policies

· Correspondence


	7 yrs after terms expires

	Property – Management of Buildings of Special Interest

· Project specs

· Plans

· Certificates of approval


	Permanent

	Recruitment

· Enquiries about vacancies

· Advertisements, application forms*, references*, interview reports**, Shortlisting grid, equal opps form**
· Person Specification / Job Description

*  Successful applicant’s to be stored on their personnel file
** Successful applicant’s to be stored on their personnel file in an envelope
	1 year after appointment made

On successful applicant’s personnel file

	Statutory Inspections, reviews and external audit reports

· HMI Reports


	Permanent

	Statutory Returns 

· Reports to Central Government
	7 Years



	Working Groups / Steering Groups 

· Minutes

· Agendas and reports


	3 years





