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Records Management and Disposal Policy 
 

The Office of the Sussex Police & Crime Commissioner (OSPCC) is dependent 

on its records to operate efficiently and to account for its actions. This policy is 
based on a Local Authority model and sets out a framework to ensure that 
adequate records are maintained and that they are managed and controlled 
effectively. It should be updated and amended as necessary to comply with 

local agreements and changes in legislation.  

Public bodies are legally obliged under the Freedom of Information Act 2000, to 

have retention and disposal schedules 

 
The purpose of the policy is to:  

- prevent the premature destruction of records 

- provide consistency of preservation/destruction 

- improve record management  

The OSPCC is committed to managing it records effectively throughout the 
organisation by ensuring that the following objectives are fulfilled: 

 Adequate records are created and maintained to meet the OSPCC’s 

business needs and to account fully and transparently for all actions and 
decisions. 

 Records are complete and accurate, the information they contain is 
reliable and its authenticity can be guaranteed 

 Records and the information within them can be efficiently found and 
retrieved by those with a legitimate right of access, in line with the legal 

and statutory requirements, for as long as held by the OSPCC, despite any 
changes in format. 

 Records are kept secure from unauthorised access, alteration or 
destruction, and access and disclosure will be properly controlled and 

documented. 
 Vital records, which the OSPCC needs in order to function effectively, are 

protected 
 There are consistent and documented retention, appraisal and disposal 
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procedures to ensure that records are confidentially destroyed when no 

longer required or passed for permanent preservation as archives. 
 Staff are made aware of their record-keeping responsibilities through the 

issuing of guidelines and the provision of training. 
 The records management procedures are regularly monitored and 

improvements made where necessary 
 

Records should be retained for the periods shown in the attached schedule. All 
retention periods are given in whole years and are from the end of the financial 
year to which the records relate or from the date of the last entry in the records 

as appropriate. Records should be disposed of by shredding / arranging for 
collection as confidential waste for destruction by the appropriate body and this 

should also include all back-up copies on alternative media.  

NOTE: Whenever there is a possibility of litigation or a request under the 
Freedom of Information Act the records that are likely to be affected will not be 

amended or disposed of until the process of litigation has ended or disclosure 
has been made or the appeal processes under the Freedom of Information Act 
have been exhausted.  

A record of disposal of the information detailed in the attached schedule should 
be maintained which identifies each record destroyed. For records not covered 

by the schedule the Assurance Manager for the Office of the Police and Crime 
Commissioner should be contacted for further advice.  

Standard Operating Procedure 

This applies to records which do not need to be kept at all. Information which is 

duplicated, unimportant or of short term use where that use has finished can be 
destroyed under the Standard Operating Procedure: 

 Compliments slips 
 Catalogues and trade journals 

 Telephone message slips 
 Non acceptance of invitations 
 Trivial emails or notes not related to PCC business 
 Requests for stock information such as maps, plans or marketing 

materials 
 Working papers where the results have been written into a final 

report 
 Duplicated and superseded material such as stationery, manuals, 

drafts, address books and reference copies of annual reports. 
 

E-copies of documents where a hard copy has been printed and filed except 
where these may have been used as evidence to prove that something has 

happened. 


