Appendix 6

THE RECORDS AND RETENTION DISPOSAL SCHEDULE.

Function

No.

Description

Recommended
Retention Period

Example of records

Notes

ACPO

ACPO and Senior Police
Staff

1.1 Appointment of
Statutory Officers

1.2 Appointment process
for ACPO Officers
(unsuccessful candidates)

1.3 ACPO officers
records (but see below for
exceptions)

1.4 Termination of
employment of an ACPO
officer (records required

Permanent.

Transfer to archives
when administrative use
is concluded.

Destroy 2 years from
closure

Destroy 6 years after
termination of
employment

Destroy when officer
reaches age 72 or 12
years after their death,

Summary monitoring &
management
information relating to:
Clerk

Commissioner

Deputy Commissioner

Advertisements
Application forms
Interview reports

Contract; initial job
application; changes to
terms and conditions;
job descriptions.

Annual assessment
reports for last 5 years
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officer (records required
for pension purposes)

whichever is sooner

of service; death benefit
nomination forms;
copies of
death/marriage
certificates; personal
payroll history; pension
estimates and awards;
summary record - full
name and date of birth,
NI number, pensionable
pay at leaving,
reckonable service,
reason for leaving, new
employer's name,
amount and destination
of any transfer value
paid, amount of any
refund of contributions;
resignation, termination
and/or retirement letters;
added years; AVCs; sick
absence records;
disciplinary action
affecting terms and
conditions

1.5 Complaints against
ACPO Officers

Destroy 6 years after
last action

Correspondence




MPS CULTURE &
ORG CHANGE

Professional Standards

2.1 Process involving
individual case
management and the
investigation of
complaints and other
professional standards
issues.

2.2 Advice records

Destroy 5 years after
last action

Review 6 years after
last action; if advice
sets major precedent
consider transferring to
archives.

Correspondence
Summary reports
Details of investigations
into complaints

Correspondence; file
notes; legal notes;
instructions to counsel

Race and Diversity

2.3 The process of
monitoring and
investigation of MPS
policies and processes to
ensure that they are
compliant with equality
legislation/ guidelines and
support MPA/MPS vision,
mission and value
statements

Destroy 5 years after
last action




HR Strategy and Policy

2.4 The process of
monitoring and reviewing
strategic

plans, policies or
procedure of the MPS

Destroy 5 years from
closure

Change Programmes

2.5 Process involved in
development of change
programmes

2.6 Implementation of
systems used to support
the activities of the MPS

2.7 Monitoring the
implementation of
systems used to support
the activities of the MPS.

Retain for life of
system then destroy

Destroy 7 years from
closure

Destroy 5 years after
last action

* Implementation plan

National Police Reform
Programmes

2.8 Statutory returns

The process of preparing
information to be passed

on to Home Office as part
of statutory requirements

Destroy 7 years from
Closure

* Reports to Home
Office




POLICING

Policing Plan and Corporate
Strategy

Operational Policing and
policy issues

Performance Monitoring

3.1 Corporate planning
and reporting

3.2 Preparing business
for strategic consideration
by MPS/MPA and making
the record of discussion,
debate and resolutions

3.3 Monitoring and
reviewing MPS strategic
plans, policies or
procedures to assess
their performance

3.4 Working
Groups/Steering Groups

Permanent - Transfer
to archives 5 years
after final action.

Permanent - Transfer
to archives 5 years
after final action.

Destroy 5 years from
Closure

Destroy 3 years from
Closure

Policing p!ahs
Strategy plans
Annual reports

» Strategic management
decisions

Minutes
Agendas and reports




PARTNERSHIP

Partnerships

4.1 Partnership
Agreements

4.2 Preparing business
for partnership and
agencies consideration
and making a record of
discussion, debate and
resolutions where the
Authority legally owns the
record.

4.3 Preparing business
for external committees’
considerations and
making the record of
discussion, debate and
resolutions where we do
not own the records

4.4 Activities that develop
policies, procedures,
strategies and structures
for the Authority and
Partnerships

Retain Permanently

Destroy 3 years after
last action

Permanent — Review
for Transfer to archives
5 years after file is
closed.

Minutes
Agenda and report

Minutes of meetings;
research; Reports;
formal correspondence,
recommendations
supporting documents,
briefing papers and
discussion papers

» Community strategy
« Community plan
« Community safety plan




Consultation and Community
Engagement

4.5 Consultation on
development of
significant policies

4.6 Consultation on
development of
minor policies

4.7 PCCG notes, records,
Correspondence IAG
minutes, supporting
papers and
correspondence

4.8 Information about the
Police Authority

Destroy 5 years after
last action

Destroy 1 year after
last action

Destroy 2 years after
last action

When superseded

Developing and
promoting Police
Authority events




Independent Custody Visiting
Scheme

4.9 The process of
consideration

and making the record of
discussion, debate and
resolutions in relation to
the business of the
Independent Custody
Visiting Scheme

Destroy 6 years after
last action

3 years after end of
appointment

Until superseded

Minutes, agendas,
reports, Registers of
visits,

Custody Visitor details.

Handbook

MPS RESOURCES

Budget

5.1 The Authority’s
Annual budget

5.2 Budget development
records.

5.3 Budget monitoring
records

Permanent

Destroy 2 years after
annual budget adopted

Destroy 1 year after
end of financial year.

Annual budget

Only the final version of
the annual budget
needs to be kept

Unpublished draft
budgets; departmental
budgets; draft estimates

Monitoring of actual
revenue and
expenditure against
budget predictions




» Draft budgets

» Departmental budgets
» Draft estimates

» Reconciliation

» Summaries of
accounts

Procurement

5.4 Contract management
documents - contracts
under seal

5.5 Contract management
documents - ordinary
contracts

Destroy 12 years after
the terms of contract
have expired

Destroy 6 years after
the terms of the
contract have expired

Service level
agreements; compliance
reports; performance
reports; minutes and
papers ofmeetings;
variations and changes
to requirements;
extensions; complaints;
disputes; quality
assessments; quarterly
review notess

Service level
agreements; compliance
reports; performance
reports; minutes and
papers ofmeetings;
variations and changes
to requirements;
extensions; complaints;
disputes; quality
assessments; quarterly
review notes

Statutory (Statute
of Limitations)

Statutory (Statute
of Limitations)




Human Resources

5.5 Review and
monitoring MPS HR

ISIT

5.6 The process to
develop or extend the
capabilities of ISIT
activities used to support
the activities of MPS.

5.7 The process to
implement a system used
to support the activities of
the MPS

Retain for life of
system then destroy

Destroy 7 years after
last action

 Implementation plan

Property

5.8 Management of the
disposal (by sale or write
off) process for real
property

Destroy 15 years after
all
obligations/entitlements
are concluded.
(material

re major/significant
properties should be
reviewed with a view of
longer retention)

LLegal documents
relating to the sale
Particulars of sale
documents

Board of Survey
Tender documents
Conditions of
contracts




Health and Safety

5.9 Process to monitor
safe
systems of work within
MPS

5.10 Process to asses the
level of risk

Retain until
superseded or process
ceases +1 year

Destroy 3 Years from
last assessment

* Risk assessment

MPA
CORPORATE
MANAGEMENT

Committees

6.1 The formal process of
preparing business for
Members consideration
and making the record of
discussion, debate and
resolutions

6.2 Drafts and working
papers

6.3 Draft minutes

Permanent

Destroy 1 year after
meeting has taken
place.

Destroy on completion
of agreed document

Minutes, agendas and
Reports; Indices;
significant briefings

Rough/draft/audio
minutes/ drafts of
reports;

Draft minutes




6.4 Policy development

6.5 Membership of
committees

Permanent

Destroy 5 years after
last action

Policies

Standing
orders/financial
regulations
Instructions/procedures
Organisation charts

Lists of members;
correspondence

ISIT

6.6 The internal process
to develop or extend the
capabilities of ISIT
systems used to support
the activities of the
Authority

6.7 The process to
implement/ support

or administer an ISIT
system used to support
the activities of the
Authority

Retain for life of
system then destroy

Destroy 7 years after
last action

* Implementation plan

« ISIT project records
. Project briefs; PIDs
Project plans




