1. DEMOCRATIC PROCESSES
Ref  Information Type Record Type Retention Period
NO
1.1 |PCC/LPA/Committee and other meeting Agendas, minutes, reports, background documents, Permanent
papers/Equality Impact Assessments terms of reference,
Decision Reports and Delegated Decisions
1.2 [PCC/DPCC Matters PCC/DPCC Personal File 6 years after termination of office
Declaration of Interest Form
Signed Code of Conduct
Signed Official Secrets Act Declaration
Expenses of the PCC/DPCC
PCC/DPCC Gifts & Hospitality
Declaration
1.3 |Complaints about staff Customer complaints 6 years after closure

Name

DoB

Crime details
Photographs

Age

Gender

Sexual orientation
Disability

Medical conditions




1.4

Regular Internal meetings

OPCC Team meeting
SMT

Retain for a rolling period of 12 months

1.5

Regular External stakeholder meetings with
partners which PCC/DPCC/CEQO/other senior
officers Chair attend as Chair

Regular External meetings at which we are an
attendee only

Lancashire Road Safety Partnership (LRSP)
Lancashire Criminal Justice Board (LCJB)
Complaint/reviews group IOPC and West Midlands
meeting

Domestic Abuse Perpetrator Strategy Group
VAWG Strategic Board

Retain for 6 years if Lancashire PCC
DPCC/CEO/other senior officers Chair the
meeting.

Retain for a rolling period of 12 months

1.6

Confirmation Hearings

Confirmation Hearing for CC/S151/Ch Exec and
MO/DPCC/CC at the Police & Crime Panel

6 years after the termination of role

1.7

Reviews of police complaints

Complaint files

Retain centurion documents for 3 months after
completion

Retain review file for 18 months

1.8

PSD timeliness reports

PSD timeliness reports for complaints/misconduct
hearings over 12 and 18 months

Delete 3 months from close

1.9

Appropriate Adult Quarterly Reports

Monitoring report on the Appropriate Adult Scheme

Delete 3 months from receipt




2.

Ref
NO
2.1

MANAGEMENT, INFORMATION AND ADMINISTRATION

Information Type

Corporate planning and reporting activities
of the OPCC

Record Type

Annual Report
Police and Crime Plan

Retention Period

Permanent

2.2 |Data Processing/ Sharing Agreements Data processing agreements with external organisations |If attached to contract — as per contract
Standalone - 6 years from termination of
agreement

2.3 |Data Protection Impact Assessments//Data An agreement that identifies the risks of a Retain for 6 years after the end of the

Protection by Design Forms project project
2.4 |Information Sharing Agreements, Protocols, Copies of Information sharing protocols & Memoranda [Retain for 6 Years upon determination
Memoranda of Understanding of Understanding

2.5 |Formally documented policies and procedures |Policies and procedures (including EIAs) Eg Retain for 6 years after policy/procedure

whistleblowing policy taken out of service

2.6 [Personal emails/diary and documents Personal emails Delete as soon as practicable

Outlook Calendar
2.7 [Internal and External Correspondence Emails Letters Forms Circulars Publications Retain for period of 2 years from final

(including complaints)

communication on topic (if persistent
complainant, retain for a period of 6 years on
closure of last complaint)




2.8 |Independent Custody Visitor Visiting Report forms and associated documents 24 months after Annual Report
If a death in Custody occurs, retain
associated documentation of detainee for 6
years from date of death.
2.9 [Stop and Search Panel Agenda/ minutes Retain for 6 years
2.10 [Information Security Security incidents Retain for 6 years
2.11 (Internal scheduled Audits and reviews of Reports and supporting documents The report is kept for 6 years after follow up of
information systems (and their users) recommendations
The data related to the report is deleted at the
end of each audit
2.12 |Internal audit fraud investigation Documents and reports relating to investigations Retain for 6 years after investigation finalised
2.13 \Vetting Records Confirmation of vetting for OPCC staff, volunteers or Retain for 6 years from leaving the organisation/
Contractors, vetting refusals end of contract
2.14 |Information requests Freedom of Information (FOI) requests Retain for 2 years unless subject to an appeal or

Environmental Information Regulations (EIR) requests

FOI/EIR log

Subject Access Request (SAR)

GDPR requests

complaint.

Upon conclusion of a complaint or appeal, retain
for a further three months.




Completed requests

2.15

OPCC Strategic and Operational Risk
Registers

Live Risks Retain until risk is closed and decision
documented
Closed Risks 6 years (as for meeting minutes)

2.16

Documents associated with PCC elections

Induction packs, training and letters to candidates

Retain for 1 year after election into post

2.17

Business Continuity

Business Continuity Plans

Retain for 6 years

2.18

Domestic Homicide Review (DHR)

A record of DHRs occurred in Lancashire

Retain permanently

2.19

Those professionals who have asked to access
the kit

Name
Contact Details
Place of Work

Review information every for 4 years

2.20

CSP Manager/Officer /Chairs details

Contact details

Data cleansed every 14 months

2.21

Name (journalist)
Contact details (journalist)

Contact Details

Annual Review to ensure accurate

2.22

Photos, Video's and photograph permission
forms

Permission to publish photographs

Destroy 4 years after end of admin use

2.23

Contact details of stakeholders

Manage the process of interaction with key
stakeholders

Renewed annually. Individuals contacted to
ensure happy for data to be held.

2.24

Quotes/views/statements

To brief the PCC and inform the public

Press releases are kept for 4 years from
publication and destroyed.




authorisation emails/briefings are kept 12
months and then destroyed

2.25 [Email alerts To update the public and stakeholders and seek their | As per VISAV retention policy
views
2.26 |Website (includes PCC, NEST, LVS, Onclusive and| To communicate and engage with the public Retail for 4 years after term

Election)

2.27

Website Enquiry Forms

Customer making enquiries that require a response

Kept on website for 6 months (back end)

2.28

Website Enquiry Forms for NEST and
VS

Shared communications and social media

Kept on website for 12 months (back end)

2.29

Conference information
Delegate lists (external)

List of attendees at conferences

Destroyed or deleted after conference

2.30

Conferences organised by the Office

Facilitate attendance at conferences

Retain for 3 years

231

Questionnaires
Surveys

To understand views of the public

Retain for 12 months after survey closed

2.32

Briefings for PCC for events/meetings

To brief the PCC

Retain for 12 months




3. LEGAL AND CONTRACTS

Ref  Information Type
NO

3.1 |Process of managing, undertaking, or
defending for or against litigation on behalf of
the Police and Crime Commissioner.

Record Type

Documents associated with litigation cases
including, Civil Case Files, Employment Tribunal
Files, Letters, Forms.

Retention Period

Retain for period of 6 years (after last action in
case).

3.2 |Process of providing legal advice on a point of
law.

To seek legal advice

Retain for period of 6 years (after last action in
case).

3.3 |Process for agreeing terms between
organisations

Contract/litigation management

Retain for period of 6 years (after
agreement expires)

3.4 |Process of changing ownership of land or
property.

Land management

Retain for period of 12 years after closure.

3.5 |Contract operation and monitoring.

Contract management

Retain for period of 2 years after terms of
contract have expired.

3.6 |Contracts

Pre-Tender Documentation i.e., adverts and notices,
expressions of interest, references, shortlist

Retain for 3 Years from date of award of the
contract

3.7 |Contracts

Pre-Tender Documentation
i.e., evaluation reports (PQQ’s)

Retain for 7 years
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3.8 |Contracts Contract Documents Retain for 6 Years from end of contract unless
i.e., original tender, signed acceptance plus any it's a deed where 12 Years is necessary
variations to contract, performance notices, quarterly
reports, records of complaints, termination notices,
extensions to contract, Correspondence from members
of the public or organisations

3.9 |Procurement Information shared with suppliers on completion of The successful tenderer shall have the
Confidentiality Agreement, including TUPE information [information kept for 6 years after the end of

the contract.

All unsuccessful tenders/bids will have
information destroyed 12 months after the
award.

3.10 |Procurement Oracle information on suppliers 2 years data cleanse if unused (done by

Constabulary)
3.11 |Procurement Supplier information and contract obligations 6 years after the end of the contract
3.12 |Procurement Supplier information and contract obligations Successful bids to be retained for 6 years after
end of contract.
Unsuccessful bids to be retained 6 months
post award.
3.13 |Procurement Supplier information and SLA obligations 6 years after agreement expires
3.14 |Procurement 'To monitor and publish monthly contract data Recent info kept on website — other info kept

electronic archive and deleted on a rolling 6
years
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3.15

Police Appeal Tribunals

Misconduct appeals and associated documents

Retain for 2 years after determination of the
appeal.

3.16 |Pension Forfeitures Documents associated with the request from the Chief |Retain for 6 years after date of determination
Constable to forfeit a pension of decision.
3.17 Collaboration agreement between forces Permanent

Section 22 agreements

3.18

Suppliers' information

Oracle information on suppliers - Maintaining supplier
details

5 years data cleanse if unused (done by
Constabulary)
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4. HUMAN RESOURCES

Ref | Information Type

NO

4.1 |Personnel Records for:
OPCC Staff
Independent Custody Visitors (ICVs)
Volunteers
Chief Constable
Temporary Staff
Legally Qualified Person (LQP)
Independent Panel Member (IPM)
Contractors
Committee or Panel members
Independent Chair
Trade Union Membership
Senior Salaries

4.2

4.3

4.4

4.5

4.6

Record Type

Personnel files for staff including recruitment details,
training and all other related HR procedures.

Retention Period

Retain for 6 years from date of leaving. Then
destroy unless file abstracted in connection with
another enquiry or issue (e.g legal issues arising
out of time with the OPCC).

Financial details for staff

As above

Unsuccessful applicants

3 months after date o decision being
communicated to applicant.

Identity cards

Delete/destroy on leaving the organisation

IT Accounts

Delete/destroy on leaving the organisation

Travel and subsistence claims

6 years
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4.7 Complaints, Appeals against disciplinary and Retain for 6 years
grievance investigations
4.8 Ethical framework of the OPCC Retain for a period of 2 years after period of
Staff Code of Conduct appointment expires
Staff Register of Interests
Staff Register of Gifts and Hospitality
4.9 [Selection processes for Chief Constable Process management systems that allow monitoring and |6 years after the individual leaves employment

Qppointments

management of Chief Constable appointments
Complaints

4.10

Health and Safety accidents at work

Accident Book

Retain for 6 years

14




5.

FINANCIAL MANAGEMENT

Information Type

Record Type

Retention Period

5.1 [Process that delivers financial reporting Documents associated with the preparation of annual |Retain for period of 6 years following closure of
throughout the year and produces final accounts accounts.
accounts

5.2 [Management of approvals process for Arrangements for the Provision of Goods and Retain for period of 6 years after end of financial
purchases. Services. year in which records created.

5.3 |l dentification of the receipt, expenditure and  |Budget management Retain for period of 6 years after conclusion of
the write- off of public monies. financial year that record supports.

5.4 |Processes that balance and reconcile financial |Budget management Retain for period of 6 years after administrative
accounts use is concluded

5.5 [Taxation Records. Financial management Retain for period of 6 years after end of financial

year in which records created

Commissioner to perform its functions and
exercise their powers

5.6 [Process involved in collection of National Payroll Retain for period of 2 years after member ceases
Insurance Number to be a member of the OPCC

5.7 [Process of developing the Commissioner’s Decision making To be retained permanently
annual budget

5.8 [|Activity of borrowing money to enable the Treasury management To be retained for a period of 6 years after loan

has been repaid
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5.9 [Summary management of loans Loans Register To be retained permanently

5.10 [Summary management reporting on overall Final accounts To be retained permanently
assets of the Commissioner

5.11 [Management systems that allow monitoring Final accounts Retain for period of 7 years after conclusion of
and management of assets in summary form financial transaction that record supports

5.12 |Process of reporting and reviewing assets Final accounts Retain for period of 6 years after administrative
status use is concluded

5.13 [Management and reporting process for the Decision making Retain for period of 6 years
Commissioning of Services

5.14 Information on the grant application/bids To determine if grant is to be allocated 6 years for successful awards from end of project

12 months for unsuccessful applications

5.15 [Management, reporting and evaluation Decision making Retain successful bids for period of 6 years/ or in
process for grants (grant bids made by the accordance with the primary grant conditions
OPCC and grant bids received by the OPCC)
and funding Retain unsuccessful bids for period of 3 years.

5.16 |Revenue Outturn Report Reporting Retain for period of 6 years

5.17 |Quarterly VAT Tabulations Financial management Retain for period of 6 years

5.18 [Over £500 spend (Supplier spend details) To show what the office spent with suppliers Stored electronically on U Drive and website for

6 years
5.19 |Personal declarations or related parties 'To make declaration 6 years after close of accounts
5.20 [Performance data 'To monitor progress and compliance with grant 6 years on determination of grant activity
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5.21

Debt details

Budget management

6 years past closure of file

5.22

Banking records

Electronic records, audit trails

Retain for a period of 4 years

5.23

Employment costs

Cost of employment

Retain for a period of 6 years
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6. PROPERTY AND LAND MANAGEMENT

NOTE: All the Commissioners’ Property and Land Management records are held by the Constabulary.
The Commissioner only retains copies of conveyancing documents sent to it for— see Section 3, “Legal and Contracts”,

Ref
NO

sub section 3.4.

Information Type

Record Type

Retention Period

6.1 |Reports to management on overall property of | Final accounts To be retained permanently.
the Commissioner.

6.2 |Management of acquisition process for real Final accounts To be retained for the life of the
property. property (plus 12 years)

6.3 |Management of disposal process for real Final accounts Retain for a period of 15 years after all
property. obligations/entitlements are concluded.

6.4 |Summary management of insurance Financial management To be retained permanently
arrangements.

6.5 |Process of insuring officers, property, vehicles |Financial management To be retained for a period of 10 years from
and equipment against negligence, loss or resolution.
damage.

6.6 [Process that records insurance claims against  |Claims records To be retained for a period of 7 years after all
the Commissioner or their officers. obligations/entitlements are concluded (allowing

for claimant to reach 25 years of age).
6.7 [Buildings not owned by the PCC Licence/lease Retain for 16 years after expiry
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6.8

Subletting and licencing of PCC buildings

Licence/lease

Retain for 16 years after expiry

6.9

Management of the acquisition and disposal
process for assets

Final accounts

Retain for a period of 6 years (if under £50,000)
or 12 years (if over £50,000) after all obligations/

entitlements are concluded.
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