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Newry, Mourne
and Down

District Council

December 16th, 2021

Notice Of Meeting

You are requested to attend the Strategy, Policy and Resources Committee Meeting to be held
on Thursday, 16th December 2021 at 6:00 pm in Downshire Civic Centre.

Chairperson - Councillor O Hanlon
Deputy Chairperson - Councillor P Brown
Councillor P Byrne

Councillor H Gallagher

Councillor R Howell

Councillor O Magennis

Councillor D Murphy

Councillor B O'Muiri

Councillor H Reilly

Councillor M Ruane

Councillor M Savage

Councillor G Sharvin

Councillor D Taylor

Councillor J Tinnelly

Councillor W Walker



Agenda

1.0 Introduction and Apologies

2.0 Declarations of Interest

3.0 Action Sheet arising from SPR Committee Meeting held on
Thursday 11 November 2021
[@ SPR-Action Sheet arising from 11 November 2021.pdf Page 1

For Consideration and/or Decision

4.0 Notice of Motion regarding Contactless Payment Solutions to
tackle Homelessness
The following Notice of Motion, in the name of Councillor Brown, was referred from the monthly
Council Meeting in November 2021
Notice of Motion:
‘Given the continued high homelessness rates in the District and the rise in cashless
transactions, this council commits to installing a number of contactless payment stations in main
urban areas across the District which can gather donations for homelessness charities based in
the District to distribute to those most in need.’
[@ Notice of Motion regarding Contactless Payment Solutions to tackle Page 5

Homelessness.pdf
5.0 Notice of Motion regarding revenue targets from renewables

The following Notice of Motion, in the name of Councillor Enright, was referred from the monthly Council
Meeting in November 2021.

Notice of Motion: Council notes the supporting table below is based on a Freedom of Information reply from
the Department of Finance, supplemented by Fol’s from each of the 11 Councils. Council notes that or
District is running in a poor last place in terms of revenue despite having the best potential renewable
resources in the North of Ireland outside Donegal. Were it not for the £100,000+pa benefit of our old
abandoned energy efficiency campaign, Newry Mourne and Down District Council’s position would be
worse.

Council formally adopts revenue targets from renewables as follows;

2022 - £1 million per annum

2025 - £5 million per annum

2030 - £10 million per annum



Council directs management that these targets can be met by rates from renewables projects, income from
Council's own renewables projects and from a revitalised energy savings programme.

Table supporting motion attached — See Appendix 1

[@ Notice of Motion regarding revenue targets from renewables.pdf Page 9
[@ Appendix 1 - Notice of Motion table.pdf Page 12
[ Appendix 2 - SFWG - 02-07-2021.pdf Page 13

Corporate Services

6.0 Performance Improvement Audit and Assessment 2020-21

[@ SPR Cover Report Performance Improvement Audit and Assessment 2020-21.pdf Page 20
[@ Appendix 1 Correspondence with Chief Executive.pdf Page 23
[@ Appendix 2 NMD s95 report 20-21.pdf Page 24
[ Appendix 3 Audit Certidicate.pdf Page 34

7.0 Draft Newry, Mourne and Down District Council Retention and
Disposal Schedule

[@ SPR Committee Report - Retention and Disposal Schedule 16.12.21.pdf Page 36
[ Draft Retention Disposal Schedule Introduction V1.2 (SPR).pdf Page 39
[ Draft Retention Disposal Schedule Rules V1.2 (SPR).pdf Page 59

Items deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local
Government Act (NI) 2014

8.0 Extension of Lease with Northern Ireland Fire & Rescue
Service (“NIFRS”) — Downshire Civic Centre, Downpatrick

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 - Information relating to the financial or business affairs of any particular person
(including the Council holding that information) and the public may, by resolution, be excluded during this
item of business

[@ Extension of Lease with Northern Ireland Fire Rescue Service.pdf Not included

9.0 Proposed Renewal of a Licence of lands at Castle Park,



10.0

11.0

12.0

13.0

Newcastle to National Westminster Bank for a Mobile Bank
Unit
This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act

(Northern Ireland) 2014 - information relating to the financial or business affairs of any particular person
and the public may, by resolution, be excluded during this item of business.

[@ Proposed Renewal of a Licence of lands at Castle Park Newcastle.pdf Not included

[ SPR Dec 21 - Appendix map - Castle Park Newcastle.pdf Not included

Reprofiling of underspend within Council’s Irish Language
Bursary Scheme

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 - information relating to the financial or business affairs of any particular person
(including the Council holding that information) and the public may, by resolution, be excluded during this
item of business.

[@ Reprofiling of underspend within Councils Irish Language Bursary Scheme.pdf Not included

Castlewellan Forest Park

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 - Information relating to the financial or business affairs of any particular person
(including the Council holding that information) and the public may, by resolution, be excluded during this
item of business

[ Castlewellan Forest Park.pdf Not included

Camlough Lake Recreational Hub — Outline Business Case

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 - Information relating to the financial or business affairs of any particular person
(including the Council holding that information) and the public may, by resolution, be excluded during this
item of business

[ Camlough Lake Recreational Hub.pdf Not included

[@ Appendix - OBC Camlough Lake Recreational Hub.pdf Not included

Surplus Assets

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 - information relating to the financial or business affairs of any particular person
(including the Council holding that information) and the public may, by resolution, be excluded during this
item of business.



[ Surplus Assets Update.pdf Not included

[@ Appendix A - Overview 16 Dec21.pdf Not included
[ Appendix B - NM161-G-1-16C.PDF Not included
[@ Appendix C - List of Planning Applications and PADs 16 Dec21.pdf Not included

14.0 Terms and Conditions

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 — 1) Information relating to any individual, 2) information which is likely to reveal the
identity of an individual, 4) information relating to any consultations or negotiations, or contemplated
consultations or negotiations, in connection with any labour relations matter arising between the Council or
a government department and employees of, or office holders under, the Council and the public may, by
resolution, be excluded during this item of business.

[ Terms and Conditions Update.pdf Not included

@ T& C Appendix 1 Workplan December 2021.pdf Not included

15.0 “Redundancy Approval — Paper to be shared at meeting”.

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 — 1) Information relating to any individual, 2) information which is likely to reveal the
identity of an individual, 4) information relating to any consultations or negotiations, or contemplated
consultations or negotiations, in connection with any labour relations matter arising between the Council or
a government department and employees of, or office holders under, the Council and the public may, by
resolution, be excluded during this item of business.

FOR NOTING Items deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of
the Local Government Act (NI) 2014

16.0 Newry Leisure Centre — Phase 1 & Phase 2 Retention & Final
Accounts

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 - information relating to the financial or business affairs of any particular person
(including the Council holding that information) and the public may, by resolution, be excluded during this
item of business

[@ Newry Leisure Centre Phase 1 Phase 2 Retention Final Accounts.pdf Not included
@ Appendix 1- Interim Cert 19 - Phase 1.pdf Not included
[@ Appendix 2 - Defects Certificate - Phase 2.pdf Not included

@ Appendix 3 - Payment Certificate - Phase 2 Final.pdf Not included



17.0

Treasury Management Mid-Year Report 2021/22

This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 - information relating to the financial or business affairs of any particular person
(including the Council holding that information) and the public may, by resolution, be excluded during this
item of business.

[@ Treasury Management Mid-Year report 2021-22.pdf Not included

[@ Appendix 1 - Treasury Management Strategy 2021-22 - Mid Year Update.pdf Not included

18.0 Strategic Finance Working Group Action Sheet - 25 November
2021
This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 - information relating to the financial or business affairs of any particular person
(including the Council holding that information) and the public may, by resolution, be excluded during this
item of business.
[ SFWG Action Sheet 25 11 2021.pdf Not included
19.0 Voluntary Redundancy Call
This item is deemed to be exempt under paragraph 3 of Part 1 of Schedule 6 of the Local Government Act
(Northern Ireland) 2014 — 1) Information relating to any individual, 2) information which is likely to reveal the
identity of an individual, 4) information relating to any consultations or negotiations, or contemplated
consultations or negotiations, in connection with any labour relations matter arising between the Council or
a government department and employees of, or office holders under, the Council and the public may, by
resolution, be excluded during this item of business.
[@ Voluntary Redundancy Call.pdf Not included
For Noting
20.0 Belfast Region City Deal — Complementary Fund
[ Belfast Region City Deal Complementary Fund.pdf Page 111
21.0 Belfast Region City Deal — Signing of the Deal Document
[ SPR Report 16th December 2021 BRCD - Signing of the deal document.pdf Page 114
22.0 Correspondence received from Dfl Roads

[ Dfl Letter Southern Division CORR Adoption Private Streets Alison Robb Page 118
NMDDC.pdf

[ LetterDfl11102021.pdf Page 120



Invitees

CliIr Terry Andrews



Clir Barra O Muiri
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SPR/176/2021 Action Sheet of the It was agreed that the action sheet from the Strategy, D Carville Noted Y
trategy, Policy and Policy and Resources Committee Meetings held on 14
esources Committee October 2021.
eetings held on
14 October 2021.
SPR/177/2021 |Local Democracy Week (It was agreed that Elected Members approve the following | D Carville Approved Y
2021 recommendation:
» Down High School, as winners of the ‘Dragon’s Den’
event for Local Democracy Week 2021 be invited to
attend the Council Meeting on 6th December 2021 in
order to present their motion to full Council.
« A selection of the other motions presented by the
schools to be amalgamated into an all-encompassing
motion at the next Women's Working Group Meeting
in December, which would then be presented to
Council in January 2022. A Teams link to view the
meeting would then be provided to the schools that
participated in the event.
SPR/178/2021| Mid Year Assessment — | It was agreed to approve the Mid Year Assessment of D Carville Approved Y
Performance Improvement| the Performance Improvement Plan 2021-22.
Plan 2021-22.
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SPR/179/2021Mid Year Assessment of | It was agreed to approve the Mid Year Assessment of D Carville Approved
Directorate Business Plans| the Chief Executive's Department Business Plan
2021-22. 2021-22 and to approve the Mid Year Assessment of
the Corporate Services Directorate Business Plan
2021-22

ITEMS RESTRICTED IN ACCORDANCE WITH PART 1 OF SCHEDULE 6 OF THE LOCAL GOVERNMENT ACT (NI) 2014

SPR/180/2021| Amendment of Standing It was agreed that Elected Members approve the following |F O'Connor Approved ¥
Orders recommendation:

+ To agree to the deletion of Standing Order 21.1(2)(a);
* To agree to the deletion of Standing Order 21.1(2)(b)
and its replacement with the following:

“... a decision in respect of which any delay in
implementation would result in a breach of a contractual
or statutory duty or would be prejudicial to any
emergency response, ‘Emergency’ shall be construed
as a threat of serious damage to human welfare and/or
the environment.”

In line with standing orders this matter stands adjourned
without discussion to the next ordinary meeting of

Council.
SPR/181/2021| Grant of licence for works at | It was agreed that Elected Members agreed to approve in | F O'Connor Approved Y
Canal Bank, Newry. principle the grant of a licence to carry-out works at the

canal towpath and to widen a right of way in favour of a
neighbouring landowner for improved access into their
lands. The licence will be subject to approval of final plans
and all necessary statutory consents, and to the payment
by the landowner of any ancillary legal and valuation costs.
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SPRI182/2021

SPR/183/2021

SPR184/2021

SPR/185/2021

Licence strip of land at
council car-park Irish
Street, Downpatrick.

Lease of Minor Hall,
Warrenpoint Town Hall to
Puzzles Playgroup

Theatrefconference — RIBA
stage 2 report

Planning for the future

It was agreed that Elected Members approve to grant a
short-term licence agreement to the charitable group for the
use of the strip of waste ground within the car-park at Irish
Street, Downpatrick as a community garden for a nominal

fee, subject to the approval by Department for Communities
of the disposal at less than best value.

it was agreed that Elected Members approve to formalise
the occupation of the Minor Hall at Warrenpoint Town Hall
to Puzzles Playgroup with a 5-year licence agreement
inclusive of utilities at a Rent to be kept at the current
amount: this is subject to legal advice and agreement at
Council, with an update to be provided at full Council.

It was agreed that Elected Members note the contents of
the report and approve the following recommendations:
* Council accepts the Stage 2 report for the theatre/
conference project and Council progresses to RIBA
Stage 3 - Spatial Coordination;
» Council proceeds with the procurement for an
Integrated Supply Team (IST);
+ The Pre-Application Notice (PAN) is concluded and
Council proceeds with the submission of the full
planning application.

It was agreed that Elected Members approve the revised
Tier 3 structure highlighted in yellow at Appendix 3 of
the officer's report.

F O'Connor

A Patterson

C Mallon

t Ward

Approved

Approved

Approved
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SPR/186/2021

SPR/187/2021

SPR/188/2021

SPR/189/2021

SPRIM90/2021

END

Castlewellan Forest Park

Litigation Settlement

Management Accounts —
202122 Period 6.

NMDDC Funded Health
Cash Plan for employees

It was agreed that Elected Members approve the
following recommendations:
» To accept the draft lease as presented to Council

subject to agreement by National Lottery Heritage
Fund and resolution of outstanding issues between
Council and Forestry Service.

« Approve a business case for an Integrated
Consultancy Team to take the project from RIBA Stage
4-6 with 10% optimum bias included. This is based on

a construction/restoration project of £3.2 million.

» To note the action report from the Task and Finish
Board meeting held on 1 October 2021.

It was agreed that Elected Members note the contents of
the report.

It was agreed that Elected Members note the report.

It was agreed that Elected Members note the contents of
the report.

FOR NOTING

J McGilly

F O'Connor

D Carville

D Carville

D Carville

Approved

Moted

Moted

Naoted

Moted

Y
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Report to: Strategy, Policy and Resources Committee

Date of Meeting: 16 December 2021

Subject: Notice of Motion regarding Contactless Payment Solutions to tackle
Homelessness

Reporting Officer Gerard Byrne — Assistant Director of Finance (acting)

(Including Job Title):

Contact Officer Gerard Byrne — Assistant Director of Finance (acting)

(Including Job Title):

Confirm how this Report should be treated by placing an x in either:-

| For decision | X | For noting only | |

1.0 | Purpose and Background

1.1 The following Notice of Motion, in the name of Councillor Brown, was referred from the
monthly Council Meeting in November 2021

Notice of Motion:

‘Given the continued high homelessness rates in the District and the rise in cashless
transactions, this council commits to installing a number of contactiess payment stations in
main urban areas across the District which can gather donations for homelessness charities
based in the District to distribute to those most in need.”

2.0 Key issues

21 Initial research work has been carried out by Officers to assess the viability and fairness of
contactless payment solutions throughout the District. From an initial review there are
several factors which need further consideration;

1. There is an upfront purchase cost for each Device (typically ranging from £350 to
£1,455 (for a standing podium device)}). There is also a monthly service cost at
approximately £17.50 per device. A supplier will typically also take a percentage
(typically 2.5% of every transaction plus another 10p) of every transaction.

2. Council would also have to choose how many contactless payment stations there
should be within the District and where these should be located. For maximum
viability these would need to be in high footfall areas. Consideration would have to be
given to how Council would secure these devices and protect them from vandalism
etc.

3. Council would have to decide which homelessness charities to help. Under certain
supplier models, only one Charity can benefit per device. As this would be a new
Council function, the proposal would have to be assessed under section 75 legislation
and be subject to Equality Screening. Equality of opportunity would not be delivered
if only one Charity could benefit.
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3.0 Recommendations
It is recommended that, should members wish to pursue this further, further work is
required, namely:
1. Officers to follow up on the cost, security and equality issues outlined at section 2.1
and also conduct further research of suppliers.
2. Officers will then bring proposals back to Members for consideration before the end
of this financial year.
4.0 | Resource implications
4.1 Resource implications include officers time in assessing the Notice of Motion. There would
also be additional costs in purchasing contactless stations and their upkeep if Contactless
Stations are situated within the District.
5.0 Due regard to equality of opportunity and regard to good relations (complete the
relevant sections)
5.1 General proposal with no clearly defined impact upon, or connection to, specific
equality and good relations outcomes
It is not anticipated that the proposal will have an adverse impact upon equality of ]
opportunity or good relations
5.2 Proposal relates to the introduction of a strategy, policy initiative or practice and
/ or sensitive or contentious decision
Yes E No D
If yes, please complete the following:
The policy (strategy, policy initiative or practice and / or decision) has been D
equality screened
The policy (strategy, policy initiative or practice and [ or decision) will be subject 4
to equality screening prior to implementation
5.3 Proposal initiating consultation

Consultation will seek the views of those directly affected by the proposal, address
barriers for particular Section 75 equality categories to participate and allow ]
adequate time for groups to consult amongst themselves

Consultation period will be 12 weeks D
Consultation period will be less than 12 weeks (rationale to be provided) ]
Rationale:




Agenda 4.0 / Notice of Motion regarding Contactless Payment Solutions to ...
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Due regard to Rural Needs (please tick all that apply)

6.1

Proposal relates to developing, adopting, implementing or revising a policy /
strategy / plan [ designing and/or delivering a public service

ves X no O]

If yes, please complete the following:

Rural Needs Impact Assessment completed

?Iu

Appendices

None

Background Documents

N/A
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Report to: Strategy, Policy and Resources Committee

Date of Meeting: 16 December 2021

Subject: Notice of Motion regarding revenue targets from renewables

Reporting Officer Gerard Byrne — Assistant Director of Finance (acting)
(Including Job Title):

Contact Officer Gerard Byrne — Assistant Director of Finance (acting)
(Including Job Title):

Confirm how this Report should be treated by placing an x in either:-

| For decision | X | For noting only | |

1.0

Purpose and Background

1.1

The following Notice of Motion, in the name of Councillor Enright, was referred from the
monthly Council Meeting in November 2021.

Notice of Motion:

Council notes the supporting table below is based on a Freedom of Information reply from
the Department of Finance, supplemented by Fol's from each of the 11 Councils. Councif
notes that or District is running in a poor last place in terms of revenue despite having the
best potential renewable resources in the North of Ireland outside Donegal. Were it not for
the £100,000+pa benefit of our old abandoned energy efficiency campaign, Newry Mourne
and Down District Council’s position would be worse.

Council formally adopts revenue targets from renewables as follows;

2022 - £1 million per annum

2025 - £5 million per annum

2030 - £10 million per annum

Council directs management that these targets can be met by rates from renewables
projects, income from Council's own renewables projects and from a revitalised energy

S3VINgs programime.

Table supporting motion attached — See Appendix 1.

2.0

Key issues

2.1

A "Sustainability Proposals Update’ was brought to the Strategic Finance Working Group
(SFWG) on the 2 July 2021 (see appendix 2) at the request of Councillor Enright. Within the

Back to Agenda
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report to SFWG there are ten proposals to transform the rates base for Council. A few of the
key proposals for generating income are;
1. Council owned PV/Solar farms on unused Council land = i.e. former |landfill sites;
2. Expanding rates and income through energy storage - i.e. pilot battery storage; and
3. Set a target for rates on wind farms in NMD.

These proposals and others are currently under consideration by the Sustainability and
Climate Change Forum. Council approval has also been granted to carry out feasibility
studies for proposals 1 and 2 above. The Sustainability and Climate Change Forum minutes
are presented to the AHC Committee for noting and any actions must be approved. Council
also has a Climate Change Adaption Group to consider such proposals. This group are also
drafting a Climate Change Adaption Strategy for Council.

The proposals above, will have to go though several processes (Governance / Planning /
Consultations etc), prior to an income stream being realised. As no new revenue streams
have been confirmed, Council cannot include proposed income within the estimates. The
2022/23 estimates process is underway and a first draft of Council’s Income and Expenditure
was presented to the SFWG on the 13 December 2021.

3.0

Recommendations

It is recommended that Council continue to follow avenues for increasing revenue from
renewables. The Sustainability and Climate Change forum will lead on all proposals and will
report progress through the Active and Healthy Communities Committee.

Once a funding stream has been agreed, the revenue can then be factored into Councils
estimates process.

4.0

Resource implications

4.1

Resource implications include officers time in convening, attending and administrating the
working group. Any further resource implications relate to any proposed future revenue
streams which have not yet been determined.

5.0

Due regard to equality of opportunity and regard to good relations (complete the
relevant sections)

2.1

General proposal with no clearly defined impact upon, or connection to, specific
eguality and good relations outcomes

It is not anticipated that the proposal will have an adverse impact upon equality of ]
opportunity or good relations

5.2

Proposal relates to the introduction of a strategy, policy initiative or practice and
/ or sensitive or contentious decision

YES NDD

If yes, please complete the following:




The policy (strategy, policy initiative or practice and / or decision) has been
equality screened

The policy (strategy, policy initiative or practice and [ or decision) will be subject
to equality screening prior to implementation

Back to Agenda

5.3

Proposal initiating consultation

Consultation will seek the views of those directly affected by the proposal, address
barriers for particular Section 75 equality categories to participate and allow
adequate time for groups to consult amongst themselves

Consultation period will be 12 weeks

Consultation period will be less than 12 weeks (rationale to be provided)

Rationale:

6.0

Due regard to Rural Needs (please tick all that apply)

6.1

Proposal relates to developing, adopting, implementing or revising a policy /
strategy / plan / designing and/or delivering a public service

TESE Nﬂl:l

If yes, please complete the following:

Rural Needs Impact Assessment completed

7.0

Appendices

Appendix 1: Notice of Motion Table
Appendix 2: SFWG - 2/7/21

8.0

Background Documents

N/A
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Rates Rates
Rates/ Grand Asa
Local Government income from ::ume from Total | % of TOTAL OF ALL
m Nuclear RATES ALL
District Renewable Fossil Energy rates from | total SOURCES
Energy Fuels Plants | SMeT9Y roLee
;“m":;‘?“?“ and £5,416,578 £0 £5.416578 | 8.6% | £63,228,870.06
gr:::"“ Coast and £4,268,753 £0 £4,268753 | 5.2% | €82,899,914.18
Derry City and
Strabane District £4,000048 | £1,952544 | £0 £5.061592 | 7.0% | £84,959,087.92
Council
Mid Ulster £1,632,312 £0 £1632.312 | 2.4% | £68,553,900.13
Mid and East Antrim £1426,436 | £4932.312 | E0 £6,358.748 | B.0% | £79.515.447.94
Belfast £633,052 £0 £633,052 | 0.2% £261,912,921.21
Antrim and
Sonbainabbey £492,912 £0 £492912 | 06% | £82,785,707.89
Ards and North Down £466,451 £0 £466,451 | 0.5% | £97,955,353.47
Lisburn and
sl £466,386 £0 £466.386 | 05% | £91,797,997.98
Armagh City,
Banbridge and £400,224 £0 £400,224 | 0.4% | £110,986,508.53
 Craigavon

:m' Moume and £288,059 £0 £288,059 | 0.3% | £94,886,122.35

TOTAL FOR N.I. £19,500,210 | £6,884.856 | €0 | £26,385,066 | 2.4% | £1,119,481,831.66

1. Renewables providing 14% of energy in N.I. Dept

of Economy BUT

2. Renewables provide 3 times more rates than fossil fuels - Department of Finance NI

3. Far more jobs locally with renewables, 5900 by 2018 in Northern Ireland - Otfice of Nat Statistics
4. Newry Mourne and Down based on our Fol's is by far the worst performer in N.L
5. Comparisons with republic forecast for 2022 (wind

2022 wind farm rates budget where wind resource comparable to NM&D
Cork County €15,300,000 |as a % of total 11.6%
Donegal €9,698,000 [as a % of total 26%
Kerry €8,700,000 In a % of total 21%
Tipperary €6,000,000 |as a % of total 18.9%
Wexford €4,503,333 [as a % of total 12.3%
Limerick €3,571,385 |as a % of total 6.4%

farms only) [Galway County €6,300,000 [as a % of total 22.2%
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STRATEGIC FINANCE WORKING GROUP

PROPOSALS TO TRANFORM RATES BASED FOR NMD.
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July 2021

PROPOSAL

AGREED ACTION

DECEMBER SCCF

PROGRESS

1. | Council owned PV Farm on unused Council Land

A number of former landfill
sites have been identified as
potential sites for solar
farms. Seek council approval
for feasibility study to
identify which is most
suitable site to take forward
as potential solar farm.

Council approval has been
granted to proceed with
feasibility study.

2. | Expanding Rates & Income through energy storage

Seek council approval for
feasibility study to identify
suitable council facility with
Solar PV for pilot battery
storage project,

Council approval has been
granted to proceed with
feasibility study.

3. | Set a target for rates on wind farms in NMD

Matter to be referred to
Climate Focus Working
Group.

Matter raised at Climate
Focus Working Group March
2021 and referred to
Development Planning
Teamn.
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4. | Saving our energy bill using AHC Carparks

SCCF have recommended
that Islands Park, Newcastle
be considered as potential
pilot project for Solar Car
Port as part of the NOM for
Climate Change Park in
Islands Park, Newcastle.

Funding sources to be
identified.

5. Council generate profit from ERT Carpark

Learnings from Islands Park
Pilot to be considered for
future AHC & ERT solar car
ports.

Await outcome of Islands
Park Pilot.

6. | Stop buying ICE Engine Fossil Fuel Vehicles

NSD currently reviewing

NSD continue to review

Climate Focus Working
Group.

council fleet. existing fleet and working on
developing an EV charging
infrastructure for council
sites,
7. | Use Planning Gain to raise capital investrent for projects in the area. Matter to be referred to Matter raised at Climate

Focus Working Group March
2021 and referred to
Development Planning
Team.

8. Remowve blocks on rural sustainable development

Following a PAD to Council a
local Strangford Group are to
be invited to future SCCF to
discuss their proposals for
sustainable housing

Group to be invited to
attend September SCCF.

Back to Agenda
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development in Strangford
and planning challenges.

w
H

Allocate resources to Energy Efficiency Programme

Energy Management Officer
post is currently being
recruited.

10

Stop huge financial losses on council building projects.

Matter to be referred to
Climate Focus Working
Group.

Matter raised at Climate
Focus Working Group March
2021 and referred to Capital
Projects Team.

Back to Agenda



Sustainability and Climate Change Standing Forum

Thursday 17" December 2020 at 3.00pm via Teams

Councillors present: Clir Brown, Clir Andrews, Clir Tinnelly, Clir Enright, Clir Clarke, Clir Burgess

Chaired by Councillor Clarke
Officers present: E Devlin, S. McEldowney, J McBride

Apologies for non-attendance: Clir Owen, Clir Trainor, Clir Mason, Clir Curran, M. Lipsett

Back to Agenda

No declarations of interest.
' Agenda | Subject Agreed way forward (if matter requires = Lead Officer Actions taken/Progress to date Remove from
Item Committee/Council approval, a Action Sheet
Number separate Report should be compiled Y/N
and submitted to Committee)
2.0 | Review Actions SCCF 17 Sept | S McEldowney reviewed the actions Noted Y
2020 from SCCF held on 17 Sept 2020.

Clir Enright to forward contact details
for Strangford Community Group 5. McEldowney In-Progress N
involved in Sustainable Village
Planning application to enable them to
be invited to present at future SCCF.

3.0 Amendment to SCCF Terms of || Amended Terms of Reference were 5. McEldowney Noted Y

Reference discussed and agreed.
4.0 Officer update on potential Update provided by 5. McEldowney. S. McEldowney Moted N
council solar farm After discussion it was agreed that
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officers would seek approval at AHC
Committee to carry out a feasibility
study on identifying which of the

proposed sites would be selected as

pilot project.

Councillor Enright’s proposals
to Strategic Finance Working
Group

5. McEldowney advised that work was
progressing on some of areas covered
within Clir Enright's proposals. There
was some discussion around this and

agreement that:

Papers be shared with the Climate

S. McEldow Noted
Change Adaptation working group. .

Paper would be taken to Strategic

Finance Working Group on Battery WM. Lipsatt Noted

Storage Pilot at Saintfield Ctr.

/
Update on progressing pilot projects to | 5. McEldowney Noted
be provided at SCCF.
e

6.0 DfI Walking and Cycling DfI Walking and Cycling Champion, Liz Noted

Champion

Loughran will present at a special SCCF
meeting, scheduled for 21 January
2021 at 3pm. Invites to the Zoom
meeting have been sent.
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Clir Enright raised an issue regarding
DfI's control over river barriers and it
was agreed that this matter be
referred to the DfI champion for
discussion at Jan 2021 meeting. S.
McEldowney will contact Liz to advise
in advance of the meeting.

5. McEldowney

Noted

7.0

Date of next meeting

Thursday 18™ February 2021 at 3pm.

Ian McCurley from Woodland Trust to
be invited to this meeting.

S. McEldowney

Noted.

B.0

J McBride provided an update on the
Joint NMD / Louth CC Forum. It was

agreed that J McBride progress a joint
meeting with Louth CC and NMD
elected members climate groups in
early 2021.

/JHI:HI'HI

Noted

Clir Tinnelly raised an issue regarding
flooding at a property in Rostrevor.
Clir Tinnelly to provide details to E
Devlin (to progress as a public health
complaint) and 5. McEldowney (to be

IWIH the scoping exercise as part
of a vulnerability assessment)

E. Devlin

Noted
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For noting - Clir Enright advised Clir
Tinnelly to write to NI Drainage and
Flooding Council regarding this issue,

Signed:

Lead Officer
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Report to: Strategy, Policy and Resources Committee

Date of Meeting: 16 December 2021

Subject: Performance Improvement Audit and Assessment 2020-21
Reporting Officer Dorinnia Carville — Director: Corporate Services

(Including Job Title):

Contact Officer Kate Bingham — Head of Performance and Improvement
(Including Job Title):

Confirm how this Report should be treated by placing an x in either:-

| For decision | X | For noting only | |

1.0

Purpose and Background

11

The purpose of this report is to provide an overview of the key findings from the
Performance Improvement Audit and Assessment 2020-21 which was carried out by the
Northern Ireland Audit Office (NIAO) on behalf of the Local Government Auditor (LGA).
This audit and assessment underpins the general duty to make arrangements to secure
continuous improvement in the exercise of functions, which has been placed on Councils
through Part 12 of the Local Government (Northern Ireland) Act (2014).

2.0

Key issues

2.1

Every year the LGA is required to report on whether each council has discharged its duties
in relation to improvement planning, the publication of improvement information and the
extent to which each council has acted in accordance with the Department’s Guidance.
However, in response to the Covid-19 pandemic, and in line with the Local Government
(Meetings and Performance) (Morthern Ireland) Act 2021, councils were not required to
publish Performance Improvement Plans 2020-21.

As a result, the scope of the Performance Improvement Audit and Assessment 2020-21
was limited for all councils, and the Local Government Auditor was not able to:

» Assess whether the Council discharged all duties under Part 12 of the Act and
acted in accordance with the Department for Communities’ guidance sufficiently.

» Conduct an assessment to determine whether the Council is likely to comply with
the requirements of Part 12 of the Act in future years.

2.2

Audit Opinion

The LGA has certified that, through the Assessment of Performance 2019-20, Newry,
Mourne and Down District Council has discharged its duties in connection with the
publication of improvement information in accordance with section 92 of the Act and has
acted in accordance with the Department for Communities’ guidance sufficiently.

The LGA is proposing an unqualified audit and assessment opinion, with no statutory
recommendations or proposals for improvement being made. The Performance
Improvement Audit and Assessment report and certificate are attached at Appendices 2
and 3.

Detailed Observations
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The LGA has included the following observations in relation to the collection, use and
publication of performance information in Annex B of the report:

+ The Assessment of Performance 2019-20 was transparent and meaningful,
analysing performance trends over time and comparisons with other Councils.

« The Performance Profiles for each Directorate are useful sources of information to
support future decision making and identify areas for improvement.

+ The Council continues to form part of APSE Performance Networks (Association of
Public Service Excellence), with results being reported to the Senior and Corporate
Management Teams.

+ The Council has implemented all recommendations from the internal audit of
performance indicators and should consider how internal audit can be used to
validate additional performance indicators in the future.

+ The Council should consider procuring an electronic performance management
system to capture the growing central repository of information and create capacity
for further data analysis and improvement.

3.0 Recommendations
3.1 To consider and agree the:
+ Performance Improvement Audit and Assessment Report 2020-21 (Appendix 2)

4.0 Resource implications

4.1 There are no direct financial resource implications within this report. However, the
detailed observations outlined in Annex B make reference to an electronic performance
management system which, if progressed, will have financial implications for the Council.

5.0 Due regard to equality of opportunity and regard to good relations (complete
the relevant sections)

5.1 General proposal with no clearly defined impact upon, or connection to, specific
equality and good relations outcomes
It is not anticipated the proposal will have an adverse impact upon equality of <]
opportunity or good relations

5.2 Proposal relates to the introduction of a strategy, policy initiative or practice

and / or sensitive or contentious decision

ves (1 nNo X

If yes, please complete the following:

The policy (strategy, policy initiative or practice and / or decision) has been equality ]
screened

The policy (strategy, policy initiative or practice and / or decision) will be subject to ]
equality screening prior to implementation
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5.3

Proposal initiating consultation

Consultation will seek the views of those directly affected by the proposal, address
barriers for particular Section 75 equality categories to participate and allow
adequate time for groups to consult amongst themselves

Consultation period will be 12 weeks

Consultation period will be less than 12 weeks (rationale to be provided)

Rationale:
Consultation not required.

6.0

Due regard to Rural Needs (please tick all that apply)

6.1

Proposal relates to developing, adopting, implementing or revising a policy /
strategy / plan / designing and/or delivering a public service

‘fes|:| NGE

If yes, please complete the following:

Rural Needs Impact Assessment completed

[

7.0

Appendices

« Appendix 1 — Correspondence to the Chief Executive

« Appendix 2 — s95 Performance Improvement Audit and Assessment Report 2020-

21 for Newry, Mourne and Down District Council
« Appendix 3 — Audit Certificate

8.0

Background Documents

+ Improvement Audit and Assessment Report 2019-20
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NI ITIAlO Northern Ireland Audit Office
_— | Bradford Court
Upper Galwally
Colette Kane i
i BTH GRB
Local Government Auditor Direct Line : (028) 9025 1064
-mail : colette kane(gniauditotfice. gov.uk

www.niauditoffice.pov.uk

W @NIAuditOffice

Marie Ward

Chief Financial Officer

Newry, Mourne and Down District Council
Downpatrick Office

Downshire Civic Centre

Ardglass Road

Downpatrick

Co. Down

BT306GQ

30" Movember 2021
Dear Marie

Newry, Mourne and Down District Council: Section 95 of the Local Government Act
2014
Improvement Audit and Assessment — Audit and Assessment Report 2020-21

The Local Government Auditor has now certified the improvement audit and assessment for
the Council with a standard, ungualified opinion. | attach a copy of our final audit and
assessment report.

The report sets out the findings and conclusions from our work, it includes the audit and
assessment certificate as an Annex. | also attach a copy of the audit certificate signed by the
Local Government Auditor.

This letter and attachments have been copied to the Department for Communities as the

legislation requires. | would like to thank you and your staff for the assistance and co-
operation we received throughout the audit.

Yours sincerely

¢ S |
letm 1w

Colette Kane
Local Government Auditor

Making sure public money is spent properly
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Northern Ireland Audit Office

Newry, Mourne and Down District

Audit and Assessment Report 2020-21

Report to the Council and the Department for Communities
under Section 95 of the Local Government (Northern
Ireland) Act 2014
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We hove prepared this report for sole use of the Newry, Mourne and Down District Council and the Department for
Communities. You must not disclose it to any third party, guote or refer to it, without our written consent and we
assume na responsibility to any other person,
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1. Key Messages

summary of the audit

Audit outcome Status
Audit opinion Ungualified opinion
Audit assessment The LGA has concluded that she is unable to

assess whether Council was likely to comply
with Part 12 of the Local Government Act
(Northern Ireland) 2014 (the Act) during 2020-
21 due to the impact of the COVID-19
pandemic on normal services.

Statutory recommendations The LGA made no statutory recommendations
Proposals for improvement The LGA made no new proposals for
improvement

This report summaries the work of the Local Government Auditor (LGA) on the 2020-21 performance
improvement audit and assessment undertaken on Newry, Mourne and Down District Council. We
would like to thank the Chief Executive and her staff, particularly the Performance Improvement
Manager, for their assistance during this work.

We consider that we comply with the Financial Reporting Council (FRC) ethical standards and that, in
our professional judgment, we are independent and our objectivity is not compromised.

Audit Opinion

The LGA has certified the performance arrangements with an ungualified audit opinion, without
maodification and confirms that an improvement audit and improvement assessment has been
conducted. In line with the Local Government (Meetings and Performance) (Northern Ireland) Act
2021, councils were not required to publish an improvement plan for 2020-21 and therefore no
audit of a plan could be undertaken. The form audit opinion has been modified accordingly.

The LGA also states that, as a result, she believes that the Mewry, Mourne and Down District Council
ithe Council) has discharged its performance improvement reporting duties, by publishing its
assessment of performance for 2019-20, and has acted in accordance with the Guidance in this
regard.
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Auait Assessment

The LGA has assessed whether the Council is likely to comply with its performance improvement
responsibilities under Part 12 of the Local Government Act (Northern Ireland) 2014 (the Act) for
2020-21 (known as the improvement assessment). In normal circumstances this work would have
been undertaken in time for this report to be issued by 30 Movember 2020. However, this was
delayed whilst awaiting legislation to clarify the performance improvement arrangements for this
period. In light of the impact of the COVID-19 pandemic on council services, the LGA has concluded
that she is unable to reach an opinion on whether the Council was likely to have complied with its
performance improvement responsibilities for 2020-21.The LGA did not exercise her discretion to
assess and report whether the council is likely to comply with these arrangements in future years.

Audit Findings

During the audit and assessment we identified no issues requiring a formal recommendation under
the Act. We also identified no issues requiring a Proposal for Improvement, which represents good
practice to assist the Council in meeting its responsibilities for performance improvement. In line
with discussions with the Department for Communities and councils on the impact of COVID-19 on
council resources it was agreed that consideration of performance improvement themes would be
restricted for this year to considering the collection, use and publication of performance information
in the self assessment report. Detailed observations on this theme are provided in Annex B,

Status of the Audit

The LGA's audit and assessment work on the Council’s performance improvement arrangements is
now concluded. By March 2022 she will publish an Annual Improvement Report on the Council on
the NIAO website, making it publicly available. This will summarise the key outcomes in this report
and work conducted in 2021,

The LGA did not undertake any Special Inspections under the Act in the current year.

As a result of the changes made to performance improvement requirements in light of the
pandemic, the extent of audit work undertaken reduced compared to that in previous years. This
will be reflected in the audit fee for this work, which will be confirmed shortly.

Management of information and personal data

During the course of our audit we have access to personal data to support our audit testing. We
have established processes to hold this data securely within encrypted files and to destroy it where
relevant at the conclusion of our audit. We can confirm that we have discharged those
responsibilities communicated to you in accordance with the requirements of the General Data
Protection Regulations (GDPR) and the Data Protection Act 2018,
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2. Audit Scope

Part 12 of the Act provides all councils with a general duty to make arrangements to secure
continuous improvement in the exercise of their functions. It sets out:

* anumber of council responsibilities under a performance framework; and
= key responsibilities for the LGA.

The Department for Communities (the Department) has published ‘Guidance for Local Government
Perfarmance Improvernent 2016 (the Guidance) which the Act requires councils and the LGA to
follow. Further guidance to clarify the requirements of the general duty to improve was issued by
the Department during 2019,

The improvemnent audit and assessment work is planned and conducted in accordance with the
Audit Strategy issued to the Council, the LGA's Code of Audit Practice for Local Government Bodies
in Northern Ireland and the Statement of Responsibilities.

The improvement audit

Each year the LGA has to report whether each council has discharged its duties in relation to
improvemnent planning, the publication of improvement information and the extent to which each
council has acted in accordance with the Department’s Guidance. In line with the Local Government
(Meetings and Performance) (Northern Ireland) Act 2021, councils were not required to publish an
improvement plan for 2020-21. The procedures conducted in undertaking this work are referred to
as an "improvement audit”. During the course of this work the LGA may make statutory
recommendations under section 95 of the Act,

The improvement assessment

he LGA also has to assess annually whether a council is likely to comply with the requirements of
Part 12 of the Act, including consideration of the arrangements to secure continuous improvement
in that year. This is called the ‘improvement assessment’. She also has the discretion to assess and
report whether a council is likely to comply with these arrangements in future years.

The annual improvement report on the Council

The Act requires the LGA to summarise all of her work (in relation to her responsibilities under the
Act) at the Council, in an “annual improvement report’. This will be published on the NIAD website
by March 2022, making it publicly available.

Special inspections

The LGA may also, in some circumstances, carry out special inspections which will be reported to the
Council and the Department, and which she may publish.
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3. Audit Findings

This section outlines key observations in the form of proposals for improvement, arising from the
audit of the Council's collection, use and publication of performance information.

These are not formal recommendations, which are more significant matters which require action to
be taken by the Council in order to comply with the Act or Guidance. Proposals for improvement
include matters which, if accepted, will assist the Council in meeting its performance improvement
responsibilities. The LGA may follow up how key proposals have been addressed in subsequent
years. We recommend however that the Council’s Audit Committee track progress on all proposals
for improvement.

Our procedures were limited to those considered necessary for the effective performance of the
audit and assessment. Therefore, the LGA's observations should not be regarded as a
comprehensive statement of all weaknesses which exist, or all improvements which could be made.

Detailed observations can be found at Annex B. No new Proposals for Improvement have been
made.
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4. Annexes
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Annex A — Audit and Assessment Certificate

Audit and assessment of Newry, Mourne and Down District Council’s performance improvement
arrangements

Certificate of Compliance

| certify that | have audited Newry, Mourne and Down District Council’s (the Council) assessment of
its performance for 2019-20 in accordance with section 93 of the Local Government Act (Northern
Ireland) 2014 (the Act) and the Code of Audit Practice for local government bodies.

| also certify that | have performed an improvement assessment for 2020-21 on whether the Council
is likely to have complied with the requirements of Part 12 of the Act.

This is a report to comply with the requirement of section 95(2) of the Act.
Respective responsibilities of the Council and the Local Government Auditor

Under the Act, the Council has a general duty to make arrangements to secure continuous
improvement in the exercise of its functions and to set improvement objectives for each financial
year. The requirement to set improvement objectives and publish an improvement plan was not
required for 2020-21 under the Local Government (Meetings and Performance) (Morthern Ireland)
Act 2021, The Council is required to gather information to assess improvements in its services and
to issue a report annually on its performance against indicators and standards which it has set itself
or which have been set for it by Government departments.

The Act requires the Council to publish a self-assessment before 30 September in the financial year
following that to which the information relates, or by any other such date as the Department for
Communities (the Department) may specify by order. The Act also requires that the Council has
regard to any guidance issued by the Department in publishing its assessment.

As the Council’s auditor, | am required by the Act to determine and report each year on whether:

* The Council has discharged its duties in relation to improvement planning, published the
required improverment information and the extent to which the Council has acted in
accordance with the Department’s guidance in relation to those duties; and

e The Council is likely to comply with the requirements of Part 12 of the Act.

Scope of the audit and assessment

For the audit | am not required to form a view on the completeness or accuracy of information or
whether the improvement plan published by the Council can be achieved. My audit of the Council's
assessment of performance, therefore, comprises a review of the Council’s publication to ascertain
whether it included elements prescribed in legislation. | also assessed whether the arrangements for
publishing the document complied with the requirements of the legislation, and that the Council had
regard to statutory guidance in preparing and publishing them.

For the improvement assessment | am required to form a view on whether the Council is likely ta
comply with the requirements of Part 12 of the Act, informed by:



Back to Agenda

* A forward looking assessment of the Council’s likelihood to comply with its duty to make
arrangements to secure continuous improvement; and

* A retrospective assessment of whether the Council has achieved its planned improvements
to inform a view as to its track record of improvement.

My assessment of the Council's improvement respansibilities and arrangements, therefore,
comprised a review of certain improvement arrangements within the Council, along with
information gathered from my improvement audit.

The work | have carried out in order to report and make recommendations in accordance with
sections 93 to 95 of the Act cannot solely be relied upon to identify all weaknesses or opportunities
for improvement.

Audit opinion
Publication of improvement information

As a result of my audit, | believe the Council has discharged its duties in connection with the
publication of improvement information in accordance with section 92 of the Act and has acted in
accordance with the Department for Communities” guidance sufficiently.

Imprnveme nt assessment

In light of the impact of COVID-19 on Council services | have been unable to assess whether the
Council has discharged its duties under Part 12 of the Act and has acted in accordance with the
Department for Communities’ guidance sufficiently during 2020-21.

| have not conducted an assessment to determine whether the Council is likely to comply with the
requirements of Part 12 of the Act in subsequent years. | will keep the need for this under review as
arrangements become more fully established.

Other matters

| have no recommendations to make under section 95(2) of the Local Government (Narthern
Ireland) Act 2014,

| am not minded to carry out a special inspection under section 95(2) of the Act.

-

et |IC

Pl 2
L = =

COLETTE KANE

Local Government Auditor
Morthern Ireland Audit Office
1 Bradford Court

Belfast

BTS 6RB

30 November 2021



Back to Agenda

Annex B — Detailed observations on the collection, use and publication of performance information

Observations

The Council's arrangements to assess its performance and to publish the results met the requirements of Part 12 of the Act and DfC's
Guidance. The self-assessment of the Council's performance in relation to the 2019-20 Performance Improvement Plan was transparent
and meaningful. It contains explanations where improvement objectives and indicators have not been met and benchmarking information
on the Council's performance over previous years.

The Council developed internal “Performance Profiles” for each directorate during 2019-20. The profiles provide a range of information,
including results of the residents’ survey, trends in financial and other data relevant to the directorate. The profiles also demonstrate how
service plans, directorate business plans, performance improvement objectives, corporate objectives and community planning outcomes
align. These profiles provide useful summaries to inform future decision-making as well as identifying areas for improvement and provide a
useful visual aid on how the directorate contributes to overall community planning outcomes.

The Council continues to work as part of the Association for Public Service Excellence (APSE) Performance Networks NI benchmarking
project. APSE results are analysed and reported to the Corporate Management Team and Senior Management Team through the APSE
reports and Performance Profiles for each Department. Internal audit carried out a review of the APSE performance indicators in
November 2018 and a number of recommendations were made in relation to the validation of performance indicators. All recommendations
are now considered to be implemented. . The Council should also consider the use of internal audit to review the validation of other
indicators.

The Council continues to use a Microsoft Excel based system to identify, measure and monitor performance improvement at all levels of
the Business Planning and Performance Management Framework. This is, however, a labour intensive method of collating performance
information, and ensuring that it is robust and accurate. An electronic performance management system may be a more efficient way of
capturing the growing central repository of performance information. An electronic system would also provide a platform to demonstrate the
alignment and interdependencies across the Business Planning and Performance Management Framework, create capacity for further
analysis of the information and focus on key improvement areas across the organisation. Options to progress the implementation of an
electronic performance management system are being considered by the Council.

10
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Audit and assessment of Newry, Mourne and Down District Council’s performance improvement
arrangements

Certificate of Compliance

| certify that | have audited Newry, Mourne and Down District Council's (the Council) assessment of
its performance for 2019-20 in accordance with section 93 of the Local Government Act (Northern
Ireland) 2014 (the Act) and the Code of Audit Practice for local government bodies.

| also certify that | have performed an improvement assessment for 2020-21 on whether the Council
is likely to have complied with the requirements of Part 12 of the Act.

This is a report to comply with the requirement of section 95(2) of the Act.
Respective responsibilities of the Council and the Local Government Auditor

Under the Act, the Council has a general duty to make arrangements to secure continuous
improvement in the exercise of its functions and to set improvement objectives for each financial
year. The requirement to set improvement objectives and publish an improvement plan was not
required for 2020-21 under the Local Government (Meetings and Performance) (Northern Ireland)
Act 2021. The Council is required to gather information to assess improvements in its services and
to issue a report annually on its performance against indicators and standards which it has set itself
or which have been set for it by Government departments.

The Act requires the Council to publish a self-assessment before 30 September in the financial year
following that to which the information relates, or by any other such date as the Department for
Communities (the Department) may specify by order. The Act also requires that the Council has
regard to any guidance issued by the Department in publishing its assessment.

As the Council's auditor, | am required by the Act to determine and report each year on whether:

* The Council has discharged its duties in relation to improvement planning, published the
required improvement information and the extent to which the Council has acted in
accordance with the Department’s guidance in relation to those duties; and

¢ The Council is likely to comply with the requirements of Part 12 of the Act.

Scope of the audit and assessment

For the audit | am not required to form a view on the completeness or accuracy of information or
whether the improvement plan published by the Council can be achieved. My audit of the Council’s
assessment of performance, therefore, comprises a review of the Council's publication to ascertain
whether it included elements prescribed in legislation. | also assessed whether the arrangements for
publishing the document complied with the requirements of the legislation, and that the Council had
regard to statutory guidance in preparing and publishing them.

For the improvement assessment | am required to form a view on whether the Council is likely to
comply with the requirements of Part 12 of the Act, informed by:

« A forward looking assessment of the Council's likelihood to comply with its duty to make
arrangements to secure continuous improvement; and
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* A retrospective assessment of whether the Council has achieved its planned improvements
to inform a view as to its track record of improvement.

My assessment of the Council's improvement responsibilities and arrangements, therefore,
comprised a review of certain improvement arrangements within the Council, along with
information gathered from my improvement audit.

The work | have carried out in order to report and make recommendations in accordance with
sections 93 to 95 of the Act cannot solely be relied upon to identify all weaknesses or opportunities
for improvement,

Audit opinion
Publication of improvement information

As a result of my audit, | believe the Council has discharged its duties in connection with the
publication of improvement information in accordance with section 92 of the Act and has acted in
accordance with the Department for Communities’ guidance sufficiently.

Improvement assessment

In light of the impact of COVID-19 on Council services | have been unable to assess whether the
Council has discharged its duties under Part 12 of the Act and has acted in accordance with the
Department for Communities’ guidance sufficiently during 2020-21.

| have not conducted an assessment to determine whether the Council is likely to comply with the
requirernents of Part 12 of the Act in subsequent years. | will keep the need for this under review as
arrangements become more fully established.

Other matters

| have no recommendations to make under section 95(2) of the Local Government (Northern
Ireland] Act 2014,

I am not minded to carry out a special inspection under section 95(2) of the Act.

.-/d- a
plettn 1Cew

COLETTE KANE

Local Government Auditor
Morthern Ireland Audit Office
1 Bradford Court

Belfast

BT8 6RB

30 November 2021
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Report to: Strategy, Policy and Resources Committee

Date of Meeting: 16 December 2021

Subject: Draft Newry, Mourne and Down District Council Retention
and Disposal Schedule

Reporting Officer Edel Cosgrove = Head of Compliance

(Including Job Title):

Contact Officer Alison Robb — Assistant Director, Corporate Services

(Including Job Title): {Administration)
Sally Andrée — Records Manager

Confirm how this Report should be treated by placing an x in either:-

| For decision | X | For noting only | |

1.0 | Purpose and Background

1.1 | The Disposal of Documents Order (1925) sets out how Newry, Mourne and Down District Council
(NMDDC) should deal with the disposal of public records once their business need comes to an
end. The Code of Practice on the management of records, issued under Section 46 of the Freedom
of Information Act 2000, requires NMDDC to have and to implement a records retention and
disposal (R&D) schedule. This schedule must be compliant with the Public Records Act (NI) 1923
and the Disposal of Documents Order.

1.2 | The General Data Protection Regulation ("GDPR") was introduced in May 2018 and Article 5(1)(e)
requires that personal data is kept in a form which permits identification of data subjects for no
longer than is necessary for the purposes for which it is processed. A review and update of the
existing R&D was incorporated into the Records Management programme of work, reflected in
the Information Strategy Action Plan, to ensure Council’s compliance with the GDPR and all other
relevant statutory and regulatory legislation.

1.3 | Council’s existing R&D Schedule was ratified by the NI Assembly in May 2016. In line with
procedure, it has been reviewed and a draft updated version created following consultation with
staff. The draft has been considered and approved by the Corporate Management Team, Senior
Management Team and the Public Records Office Morthern Ireland (PRONI).

1.4 | This updated R&D Schedule has been created using a functional classification scheme that creates
a logical, uniform approach to records by linking information in a business context, rather than
their content or their location and the Activities that are required to carry out these functions. The
list of functions and activities is shown in Appendix A of the Introduction.

1.5 | Rather than duplicate activities, the schedule also contains functions which overlap across
departments, e.g. Democracy and Management, to provide for Council-wide activities such as
Committee reporting, Internal Communications and Marketing, Corporate Policy, Customer
Feedback, Performance Management, Events, Strategic Planning, etc

1.6 | The R&D Schedule reflects the template created by PRONI.

2.0 | Key issues

2.1 | Following this stage of the process and subject to any material amendments proposed by Members,
in terms of "next steps’ the draft will be considered by Council, the Permanent Secretary and
Minister for the Department for Communities prior to being laid before the Northern Ireland
Assembly for ratification.
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3.0 | Recommendations

3.1 | To consider and approve the draft Retention and Disposal Schedule.

4.0 | Resource implications

4.1 | None identified

5.0 | Due regard to equality of opportunity and regard to good relations (complete the
relevant sections)

5.1 | General proposal with no clearly defined impact upon, or connection to, specific
eqguality and good relations outcomes
It is not anticipated the proposal will have an adverse impact upon equality of <
opportunity or good relations

5.2 | Proposal relates to the introduction of a strategy, policy initiative or practice and / or
sensitive or contentious decision

Yes D No

If yes, please complete the following:
The policy (strategy, policy initiative or practice and / or decision) has been equality D
screened
The policy (strategy, policy initiative or practice and / or decision) will be subject to ]
equality screening prior to implementation

5.3 | Proposal initiating consuftation
Consultation will seek the views of those directly affected by the proposal, address
barriers for particular Section 75 equality categories to participate and allow adequate
time for groups to consult amongst themselves O
Consultation period will be 12 weeks ]
Consultation period will be less than 12 weeks (rationale to be provided) ]
Rationale:

6.0 | Due regard to Rural Needs (please tick all that apply)

6.1 | Proposal relates to developing, adopting, implementing or revising a policy / strategy /

plan / designing and/or delivering a public service
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YESD NDE

If yes, please complete the following:

Rural Needs Impact Assessment completed D

7.0

Appendices

Draft Retention and Disposal Schedule V1.2 — Introduction
Draft Retention and Disposal Schedule V1.2 — Retention Rules

Background Documents

Council minute approving C/168/2015: Retention and Disposal Schedule, ratified by Council on 04
January 2016:

https: //www.newrymournedown.org/media/uploads/Council Minutes 07-12-2015.pdf

Strategy, Policy and Resources Committee minute approving SPRf43/2021: Information Strategy

Group Progress Report Update, ratified by Council on 07 April 2021:
https://www.newrymournedown.org/mediafuploads/spr_minutes 11032021.pdf

Code of Practice on the management of records issued under section 46 of the Freedom of
Infnrrnatiun Act 2_(:-0(};

hitps-liassets publshing. Senices. gov.u manliuploadsisystemiu siattachment datafibe/ 1010395 Freedom_Infomation Code Practice Web Accessible pdf

ICO 'Retention Schedule’ guidance:
https://ico.org.uk/for-organisations/accountability-framework/records-management-and-

security/#Retention

ICO speech at the British Records Association in London, 13 November 2019:
https://ico.org.uk/about-the-ico/news-and-events/news-and-blogs/2019/11/bond-lecture-2019-

access-to-information-in-turbulent-times/
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Introduction

Newry, Mourne and Down District Council ('"NMDDC") was formed on 01 April 2015 following the
merger of Newry and Mourne District Council and Down District Council and is the third largest of
the 11 Councils in Northern Ireland.

With an estimated population of 181,368, a coastline of approximately 150 kilometres and
encompassing an area of 1,634 square kilometres, the District has three Areas of Outstanding
Beauty; Mourne, Strangford Lough and Lecale and Slieve Gullion.

41 Councillors serve seven District Electoral Areas: Crotlieve, Downpatrick, Newry, Rowallane, The
Mournes, Slieve Croob and Slieve Gullion.

The Council’s functions include planning and building control, waste and recycling services, leisure
and community services, health and wellbeing and local economic and cultural development. In
the performance of these functions, NMDDC relationships include inter-council working groups,
government departments, the Education Authority, the Public Health Agency, the Health and Social
Care Trusts, Invest NI, the Northern Ireland Tourist Board, the Northern Ireland Housing
Executive, the Police Service of Northern Ireland, the Arts Council of Northern Ireland, Sport NI
and the Northern Ireland Fire Authority.

NMDDC is committed to the development and implementation of procedures to facilitate the
creation and maintenance of authentic, reliable and useable records capable of supporting its
business activities for as long as they are required. In March 2021, the Strategy, Policy and
Resources Committee approved a ‘digital first’ approach to Council records to support Council’s
digital transformation, in addition to the seven information principles’.

NMDDC is required by the Code of Practice on the management of records issued under Section 46
of the Freedom of Information Act 2000 ("the FOIA") to have and to implement a records retention
and disposal schedule. This schedule must be compliant with the Public Records Act (NI) 1923
and the Disposal of Documents Orders (S.R. & 0. 1925 No. 167 and No. 170).

The aim of the NMDDC Retention and Disposal Schedule is to support the NMDDC Records
Management Policy by setting out the responsibilities and actions required to ensure compliance
with statutory and regulatory requirements affecting the retention and disposal of records.

Implementing the requirements detailed in this document is also a requirement of the Records
Management Policy.

Objectives
The purpose of this schedule is to:

+ define minimum retention periods;

s prevent the premature destruction of records that need to be retained for a specific period
to satisfy legal, financial and other requirements of public administration;

» identify records that may be kept permanently as part of the Newry, Mourne and Down
district’s local history,

! httpe://wwnw newrymournedown.org/media/uploads/spr_minutes 1103202 1.pdf
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+ provide consistency for the destruction of those records not required permanently after
specified periods; and

» promote consistent records management practices for NMDDC.

Scope

This schedule provides retention and disposal timeframes for records (including paper, electronic,
audio-visual, etc.) commonly created and maintained by NMDDC to support administrative, legal,
and fiscal activities, according to NI and UK legislation and best practice guidelines.

This schedule forms part of the Council’s Information Management framework. It should be read
in conjunction with the following documents which are available on request by contacting
recordsmanagement@nmandd.org:

Records Management Policy and Procedure
Access to Information Policy and Procedure
Confidential Waste Paper Disposal Process
Guide to Email Records Management

This schedule has been developed by the Records Management Team in consultation with
Assistant Directors, Heads of Service and Line Managers.

This schedule applies to all records held by the Council, including paper, electronic, microform,
audio-visuals, etc., copies and backups which are created, collected, processed, used, stored
and/or disposed of by the Council’s staff, Elected Members and third parties in the course of the
Council’s business activities.

Retention rules are for master sets of records only., Duplicate records should be destroyed at any
point appropriate to the work of the service.

Divergence from the retention schedule may be appropriate in certain circumstances, e.g. a
pending or actual legal action, change of legislation or regulation or legitimate business
requirement. Any divergence requires liaison with the Information Asset Owner (IAQ) and the
Records Manager.

As new functions or classes of records are created or changed during the life of the schedule,
advice must be taken from the Public Records Office Northern Ireland ('PRONI") on whether there
is a requirement for the Council to re-draft and resubmit the Schedule to the NI Assembly.

Legal Requirements

Each entry in the Retention and Disposal Schedule details the specific legislation, regulations,
guidelines or codes of practice that stipulate or recommend how long records should be kept
before they are disposed of. Where no such legislation or guidance exists, NMDDC Directorates
have been consulted to determine the retention periods that best suit each service area activity.

A list of the primary legislation under which NMDDC carries out its functions is included in
Appendix C of the schedule.

Where the documents could be pertinent to a future claim against the Council, e.g. cleaning

schedules, rotas, consent forms, a copy should be attached to the incident report form and sent to
the appropriate business area. The original can then be destroyed in accordance with the

Retention and Disposal Schedule V1.2 5
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Retention and Disposal Schedule, and the copy retained in with the investigation file for the
required period in accordance with The Limitations (NI) Order 1989,

Some overarching legislation requires that records be kept for a certain amount of time and
applies to all Directorates and sections of Council. These include:

The Public Records Act (NI) 1923/ The Disposal of Documents Order SR&0 1925

The Public Records Act (NI) 1923 established PRONI as the place of deposit for public records,
created the roles of Keeper and Deputy Keeper of the records as well as defining what public
records actually are.

The Disposal of Documents Order 1925 sets out the provisions for the disposal and retention by
public authorities of Northern Ireland public records. It provides the legal basis for disposal
schedules and sets out the need for public bodies to have an officer who is responsible for their
records and information.

The Data Protection Act 2018 /The UK General Data Protection Regulation 2018

Principle 5 requires that personal data shall be kept in a form which permits identification of data
subjects for no longer than is necessary for the purposes for which it was collected.

The Freedom of Information Act 2000

The Act requires us to make information available to the public unless specific exemptions apply.
The Code of Practice issued under S46 of the Act sets out rules on how we should manage records
and information, including responsibilities on all staff to implement the records retention and
disposal schedule.

The Local Government Act (NI) 2014

Section 44 of the Act requires that following a Council meeting, a copy of the minutes and the
agenda be made available to the public.

Operation of the Retention and Disposal Schedule

Functional Classification

The schedule is arranged by Council Function to provide a framework for handling records across
NMDDC. Classification creates a logical, uniform approach by linking information in a business
context. There are three levels of classification in the schedule:

» Function - used as a top-level term to represent the major responsibilities that are
managed by Council to fulfil its duties.

» Activity — used to describe the key tasks performed by Council to accomplish the work of
each of its functions. Several activities may be associated with each function.

+ Transaction — used to describe the tasks that take place on a regular basis to perform
each activity.

The Management Function holds the retention rules for those activities that are essential to the

running of Council and/or are common to all areas, e.g. Communications and Marketing, Corporate
Policy, Customer Feedback, Performance Management, Events, Strategic Planning, etc.

Retention and Disposal Schedule V1.2 6
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Final Action Categories

The schedule sets out the retention periods and final actions for each class of records. The
retention period refers to the period of inactivity once the record has ceased to be of
administrative use. The final action refers to the action taken once this period has expired.

There are four broad final action categories:

+ Transfer to PRONI - the records are transferred for permanent preservation to the Public
Record Office of Northern Ireland under warrant, where they will be preserved and
securely held as Historical Records.

» PRONI Appraisal - the records that have been identified as requiring PRONI Appraisal
are those which may be of future historical significance, PRONI officials will determine
when the records reach their appraisal date.

+ Permanent Retention by Council - the records are permanently retained by the Council
for administrative or legislative purposes and will be physically or digitally managed in an
accessible format within record keeping systems. These records must be reviewed on a
regular basis to ensure their ongoing preservation. Any decision to dispose of records in
this category can only be done following a revision of the retention and disposal schedule.

+ Destroy - the records are disposed of securely in line with Council Policy.

Closing a file

For this Retention and Disposal Schedule to operate effectively, it is important to maintain a
streamlined filing system through regular and systematic closure of files. Closing a file does not
mean it must be immediately removed from the filing system. What it does mean is no additional
papers should be added to the file and that it should be used only for reference.

Closure triggers are clearly set out in the schedule for each record, however, if required, a
continuation file should be opened once the file exceeds 2.5¢cm thick and electronic folders should
be reviewed regularly to ensure adherence to the departmental filing system and, where
applicable, archive a folder and create a continuation named in accordance with the Records
Management Policy and Procedure.

Records should be reviewed and sorted before closing to remove ephemeral and
temporary/supporting documents and then clearly marked with the closure and proposed disposal
dates.

Electronic media, such as CDs, should not be attached to or stored with paper records to ensure
preservation of these materials. These should be filed separately with the location noted on the
original record and filing system.

Emails must be considered for retention and disposal and MS Outlook mailboxes and folders
checked to ensure that all copies of a record are destroyed in accordance with the schedule.

Review

Files should be reviewed by the Service Area to ensure that no records are likely to be required for
business continuity reasons.

Retention and Disposal Schedule V1.2 7
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Where there is no longer an enduring business need for the record to be retained, the final action
should be triggered accordingly. If there remains a legal, fiscal or administrative need to retain
the record, the reviewer should state a further retention period, after which the final action will be
triggered.

Both confirmation of the final action and extension of the retention period require Head of Service
approval and this should be included in the disposal notification prior to validation by the Records
Manager.

Applying the Final Actions
Once it has been determined that a record is no longer required, the IAO should identify the
relevant final actions for each file as shown above.

For those records identified for Transfer to PRONI, the IAQ should contact the Records
Management Team to arrange the paperwork and transfer.

Records that have the final action PRONI Appraisal are those which may be of future historical
significance. The PRONI appraisal takes place at the following points:

First Review

The purpose of a first review is to identify records which have the potential to have long
term historical significance. This is completed approximately 5 years after the date of the last
paper, and when the business area has confirmed it has no ongoing administrative need for
the record.

The IAO should contact the Records Management Team to arrange for PRONI to inspect
records which are in the 'PRONI Appraisal’ category and must provide a detailed list of all the
records due for inspection.

Any records selected by PRONI must be retained by Council until they reach the Second
Review stage.

Second Review

Records which have the final action ‘PRONI Appraisal’ and have not been subject to a First
Review should be brought forward for Second Review in a timescale appropriate to ensure
their transfer to PRONI by the time they reach 20 years old.

Similar to the first review process, the IAO should contact the Records Management Team to
arrange for PRONI to inspect the records and must provide a detailed list of all the records
due for inspection.

At the appraisal, PRONI will identify files of historic value in line with PRONI's acquisition
strategy and appraisal guidance. Records selected for permanent preservation following
PRONI Appraisal will transfer after a warrant has been issued by PRONI.

Those records marked *Destroy’ will be held by Council for the retention period. The IAO should
contact the Records Management Team when a review has been completed and disposal
confirmed. The IAO must provide a record of the authorised disposal and the department must
retain a register of disposal. If, following review, a decision is made to extend a record’s retention
period, e.g. due to an on-going legal matter, Freedom of Information request, etc., a written
request must be submitted to the IAO and once approved the rationale for the decision, the date
of the decision and the next review date must be recorded and approved by the Records
Management Team.
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When completing "batch’ disposals, staff should complete a list of the file references, file titles,
date ranges and the number of files. Staff should also note any files missing from a sequence that
have been retained for a further period.

For disposal of paper records, staff must adhere to the Confidential Waste Paper Disposal Process,
see page 5 above. Deletion of electronic files must be monitored and should be permanent, which
means that all known copies and versions of the information, including back-ups, have been
destroyed and cannot be recovered by processes within the control and capability of Council.

Where information is shared internally and with the third parties, the IAO must ensure that the
Data Sharing Agreement and this schedule are adhered to by both parties.

For records listed as Permanent Preservation by Council, the IAO should contact the Records
Management Team following the review to arrange transfer to the Council archive.,

Roles and Responsibilities

The Chief Executive and Directors have overall responsibility for ensuring that the Council complies
with the requirements of legislation affecting the management of records with any supporting
codes and regulations.

The Assistant Director Corporate Services {Administration) is responsible for keeping the Schedule
under review to ensure that all business functions continue to be adequately covered by the
schedule and that final actions are appropriate for the records they relate to.

The Head of Compliance and Records Manager will work closely with Directorates and Service
Areas to ensure that there is consistency in the management of records, and that training is

provided to ensure compliance with the Records Management Policy and Procedure and this
schedule.

The Records Management Team will be responsible for co-ordinating reviews and issuing updates
to the schedule.

IAQs are responsible for:

« implementing record retention policies in their service area;
« ensuring recordkeeping systems enable identification of records due for disposal;

« ensuring records due for disposal are routinely identified and reviewed to ensure they are no
longer required;

+ ensuring that all copies and back-ups including those in MS Outlook, and held on personal
devices, are identified for disposal,

« ensuring that appropriate access restrictions and password protections are used for
confidential information stored on shared drives;

« identifying vital business records and records suitable for historical permanent preservation;

« ensuring staff dispose of records only in accordance with this schedule and the Confidential
Waste Paper Disposal Process;

« ensuring divergence from the Records Retention and Disposal Schedule is authorised and the
Records Management Team is consulted on changes; and

+ ensuring evidence of the disposal process is retained.
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All staff are responsible for:

« managing the information they create and use on a day-to-day basis;

« retaining all records in line with identified business requirements and as outlined in the
Retention and Disposal Schedule;

+ ensuring records are saved and filed in such a way that is meaningful and facilitates retrieval
by authorised colleagues;

« disposing of records in accordance with the requirements of this schedule and the Records
Management Policy and Procedure;

« ensuring that any proposed divergence from this schedule is authorised; and

« bringing any issues in relation to information and records management to the attention of
managers.

Elected Members are responsible for ensuring that the records created within the conduct of their
roles are the property of Council and therefore must be processed, maintained, stored and
disposed of in accordance with Council’s Records Management Policy and Procedure and this
Schedule.

Records Management Declaration

NMDDC declares that it will take measures to ensure that the records it creates will be
appropriately stored and maintained while they are in its custody until either destroyed or
transferred to PRONI for permanent preservation.

These measures will include:

« storing records in an appropriate environment, physical or electronic, on or off-site;

= ensuring appropriate access control mechanisms are put in place to facilitate staff who require
continued access to records and information but restrict others;

+ providing searching facilities, electronic or physical index systems, to ensure staff understand
what they are holding or not holding; and

« putting in place auditing, finalising and backup policies and regularly testing business
continuity procedures and plans for the use of vital records and information.
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Signatories

;7

Newry, Mourne and Down District Council
Prepared as required by the Public Records Act (Northern Ireland), 1923 and in accordance with
the Rules made pursuant thereto, approved by Order in Council dated 20™ January 1925.

e hxiele

ch 9 .111. [u1r i!".'ihurn dgus an Duin
Newry, Mourne and Down
District Canneil

Depanment
for Communities

Marie Ward
Chief Executive
Newry, Mourne and Down District Council

Alison Robb

Assistant Director Corporate Services
(Administration)

Newry, Mourne and Down District Council

David Huddleston

Head of Records Management, Cataloguing
and Access Section

Public Record Office of Northern Ireland

Dr Michael Willis
Deputy Keeper of the Records
Fublic Record Office of Northern Ireland

Tracy Meharg
Permanent Secretary

Department for Communities
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Appendix A — Index of Functions and Activities

FUNCTION
Building Control

ACTIVITY
Building Control Applications

Building Regulations

Energy Performance of Building Regulations

Community Engagement

{}Eeratiuns

Community Services, Facilities and Events

Community Support Programme

Engagement and Development - District Electoral Areas (DEAs)

Neighbourhood Renewal

Policing and Community Safety Partnership (PCSP) and Good
Relations Service

Strategic Programmes, Financial Assistance and Social Inclusion

Volunteers

Council Property

Comm unia F"JEll'lI"liii

Property Asset Management

Property Acquisition and Disposal

Capital Projects

Property Maintenance

Froperty Management

Fleet Management

Transferred Car Parks

Directorate Managed Car Parks

All Council Managed Car Parks

Bus Shelters

Cemeteries

Council Markets

Public Conveniences

Democracy

Town Centre CCTV

Decision Making

Executive

Governance

Retention and Disposal Schedule V1.2
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Honours and Awards

Member Services

Elections
FUNCTION ACTIVITY
Economic Development and
Regeneration Economic Development
Regeneration and Investment
Mourne, Gullion and Lecale Rural Development Partnership (2014-
2020)
SEAFLAG
Full Fibre across Northern Ireland iFFNIi
Environmental Health Environmental Protection

Public Health and Housing

Health Improvement

Food Safety

Consumer Health and Safety
Tobacco Control
Enforcement/Prosecution of Offences

Monitoring and Investigation

Stakeholder Eniaiement

Finance Accounts and Statements
Asset MEII"IEIQEITIEI'It

Financial Provisions Management

Financial Transactions Management

Pairull and Pensions

Health and Safety Compliance
Monitoring

Risk Manaiement

Human Resources HR. Administration
Recruitment
Employee Administration

Employee Relations

Occupational Health
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Learning and Development

Information and
Communication Technology

Asset Management

Saﬁuardini

Configuration Management Database (CMDB)

Resource Deployment

Cloud Platforms

Managing Infrastructure

Managing Communication

Release Management

Information Management

IT Management

Access to Information

Data Protection

Records Management

Operations

Irish Language Unit

Support Services

Irish Language Bursary Scheme

Project and Event Management

Strategy and Policy

 Legal Services

Translation Services

Litigation

FUNCTION ACTIVITY

Land and Property

Contract Law

Enforcement/Prosecution of Offences

Statutory

Advisory

Professional Development

Leisure and Sport

Indoor Leisure

Access to the Cﬂuﬂﬂde

Outdoor Leisure

Retention and Disposal Schedule V1.2
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Licensing Registration, Permits and Licencing
Enforcement/Prosecution of Offences

Street Nal'l‘lil"li and Numl:ra-rini

Management Audit and Risk

Consultations and Engagement

Corporate Administration

Corporate Communications and Marketing

Corporate Policy

Customer Feedback

Emergency Planning

Equality

Events

Evidence and Research

Internal Communication
Partnership and Agency Working
Performance Management

Project Management
RPA

Statutory Returns

Strategic Decision Making
Strategic Plannin

Planning Development Management
Enforcement

Development Plan

Procurement Policy and Procedure
Contracts and Tendering
Contract Manaiement
Registration Services Registration of Births, Deaths and Marriages

Marriage Services

Sustainability Biodiversity

Environmental Conservation and Education

Retention and Disposal Schedule V1.2 15
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Stmtﬁﬁ and Pulii

Tourism and Culture Tourism Development

Tourism Facilities

Tourism Marketing and PR
Arts and Cultural Services

Museums
FUNCTION ACTIVITY
Waste Management Waste Strategy

Environmental Protection

Refuse and Cleansing

Waste Collection

Waste Reduction

Licensing and Agreements
Enforcement/Prosecution of Offences
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Appendix B — Glossary of Terms

Appraisal
The process of distinguishing information of continuing value from that of no further value so that
the latter may be subject to disposition.

Business Requirement
The Service Area has identified a business need to retain the record for the period of time
provided.

Closed Records

Records are closed when the current business activity has ended, and the retention trigger is

activated. Closure begins the mandatory retention period for the records. Retention schedules

require records to be closed either:

« at the end of a defined time (e.qg., the end of the fiscal or calendar year), or

+ when the last event relating to the record has occurred (e.g., the denial of a permit or receipt
of final payment).

Department for Communities (DfC) - Public Records Office Northern Ireland (PRONI)
PRONI is a division within the DfC and is the official archive for Northern Ireland, holding
documents covering a period from 1600 to the present day. PRONI provides records management
and guidance to public bodies in Northern Ireland.

Destroy
The process of eliminating or deleting a record, beyond any possible reconstruction.

Digital Preservation

This refers to the series of managed activities necessary to ensure long term access to digital
materials. It includes actions to maintain persistence and fixity, manage dependencies, survive
media failure and maintain usability and context through generations of technological,
organisational and societal change.

Information Asset Owner

Information asset owners (IAOs) are senior staff involved in running the relevant department(s).
Their role is to understand what information is held, what is added and what is removed, how
information is moved, and who has access and why. As a result, they can understand and address
risks to the information and ensure that information is fully used within the law for the public good
and provide input on the security and use of their asset.

Records

Information created, received and maintained as evidence and information by an organisation or
person, in pursuance of legal obligations or in the transaction of business. Records include, but
are not limited to, paper files, emails, CCTV recordings, electronic files, databases and
photographs.

Retention Trigger
This defines the event that triggers the start of the Retention Period, triggers are determined by
the nature of the record and the transaction for which it has been created.

Transfer
The process of transferring public records to the Public Record Office of Northern Ireland.
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Appendix C — Legislation

Below is a list of legislation under which NMDDC carries out its functions. In addition, Council
adheres to policy statutory and regulatory frameworks and codes. This is not a definitive list and
is subject to ongoing amendment.

The Access to the Countryside (NI) Order 1983
The Betting and Gaming (NI) Order 2004

The Betting, Gaming, Lotteries and Amusements (NI) Order 1985

The Building Control Regulations (NI) 2012

The Burial Ground Regulations (NI) 1992

The Caravans Act (NI) 2011

The Certificates of Alternative Development Value Regulations (NI) 2015
The Cinemas (NI) Order 1991

The Civil Contingencies Act 2004

The Civil Partnership Regulations (NI) 2005

The Clean Neighbourhood and Environment Act (NI) 2011

The Control of Asbestos Regulations (NI) 2012

The Cooling Towers and Evaporative Condensers Regulations (NI) 1994
The Dangerous Substances and Explosives Explosive Atmospheres Regulations 2002
The Data Protection Act 2018

The Disability Discrimination Act 1995 (as amended by The Disability Discrimination (NI) Order
2006

The Dogs (NI) Order 1983
The Electoral Law Act (NI) 1962

The Energy Performance of Buildings (Certificates and Inspections) (Amendment) Regulations
(NI) 2016
The Environmental Information Regulations 2004

The Fair Employment & Treatment (NI) Order 1998

The Finance Act 2004

The Fire Precautions (Workplace) Regulations (NI) 2001

The Fire Safety Regulations {(NI) 2010

The Freedom of Information Act 2000

The Freedom of Information Act 2000, Section 46 - Code of Practice on Records Management
The Goods Vehicles (Licensing of Operators) Act (NI) 2010

The Hairdressers Act (NI) 1939

The Health and Safety at Work (NI) Order 1978

The Income Tax (PAYE) (Amendment) Regulations 2020

The Justice Act (NI) 2011

The Lifting Operations & Lifting Equipment Regulations (NI) 1999
The Limitations (NI) Order 1989

The Litter (NI) Order 1994

The Local Elections (NI) Order 2010)

The Local Government (Miscellaneous Provisions) (NI) Order 1985 - Schedule 11, Street Names
and Numbering of Buildings

The Local Government (Miscellaneous Provisions) (NI) Order 1985 - Schedule 2, Licensing of
Places of Entertainment
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The Local Government Act (NI) 1972

The Local Government Act (NI 2014

The Local Government Pension Scheme Regulations (NI) 2014

The Management of Health and Safety at Work Regulations (NI) 2000
The Manufacture and Storage of Explosive Regulations (NI) 2006

The Marriage Regulations (NI) 2003

The Museums (NI) Order 1981

The Northern Ireland Act 1998

The Occupiers Liability {NI) Order 1987

The Off-Street Parking (Functions of District Councils) Act (NI) 2015

The Pavement Cafés Act (NI) 2014

The Petroleum (Consolidation) Act (NI) 1929

The Planning (Environmental Impact Assessment) Regulations (NI) 2017
The Planning (Local Development Plan) Regulations (NI) 2015

The Planning Act (NI) 2011

The Police and Criminal Evidence (NI) Order 1989

The Pollution Prevention and Control (Industrial Emissions) Regulations (NI) 2013
The Private Tenancies (NI) Order 2006

The Provision and Use of Work Equipment Regulations (NI) 1999

The Public Health (Ireland) Act 1878

The Public Health Acts Amendment 1907

The Public Service Pensions Act (NI) 2014

The Regulation of Investigatory Powers Act 2000

The Rent (NI) Order 1978

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (NI) 1997
The Reservoirs Act (NI) 2015

The Roads (Miscellaneous Provisions) Act (NI) 2010

The Rural Needs Act (NI) 2016

The Safety of Sports Grounds (NI) Order 2006

The Smoking (NI) Order 2006

The Statutory Maternity Pay (General) Regulations 1986

The Street Trading Act (NI) 2001

The Taxes Management Act 1970 - Schedule 4

The Towns Improvement (Ireland) Act 1854 incorporating The Towns Improvement Act 1847
The Tourism (NI) Order 1992

The UK General Data Protect Regulations 2021

The VAT Act 1994

The Waste and Contaminated Land (NI) Order 1987

The Waste Management Licensing Regulations (NI) 2003

Retention and Disposal Schedule V1.2 19
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Newry, Mourne and Down
AW pistrict counca

Coamhaithe Ceantasr
‘ an Idir, Mhiirn agus an Didin

NEWRY, MOURNE AND DOWN DISTRICT COUNCIL
RETENTION AND DISPOSAL SCHEDULE

How to use this Schedule
‘What is a retention schedula?

A retention schedule sets out the types of records Newry, Mowne and Down District Council creates, receives, uses, maintains and stores to perform its duties. [t provides the event which triggers the retention peried and detalls
how kong records should be kept for, and the rationale for this. Tt applies to records of all media types including electronic, hard copy, sudio-visual, etc.

The Schedule cutine below demonstrates how the Schedule works:

s Rartenlic
"I_r'"'l" L Retention Period = |.||h|u.| Fimal Acticn.
Trigger Autharity/ Raticnale

Fumction Activity Transaction Record Recond Descriptionf Examples

refsreric Activities are nked to Wﬂﬂm

fo thie Thee Funclions ane the bioad eaech Cpunecl Function |Transactions catogoise |andior sformation by Privices examphes of the different types|Defines the event Fdenkifies whither the

refenbion | cabegonies used to capture the o classify records by |evidence of and Councl, in pursuance of  |[of records covened by Ehe nebention rule |that iggers the | Specifies the length of retention rule i based on | Specifies what &

and disposal| more: specific activities and the main services infoemation about the  llegal cbiigations or in the start of the i 3 record must be kept | legal, reguistory or business recommended 24 the end of
schidule | kramsactions preveidid Activities transaction of business. NEB: these are nol definitive s Retention Pericd |after the Trigger svent | reasons e Retention Period

To find & particular section of the retention schidule you can eithér filber by function and then activity and transaction or search the whole schedube using 3 keyword,

Al records should be destroyd in accordance with the schedule unkess subject to an information request (FOI, SAR, ete) or is exempt du to an investigation, legal proceedings or audit process,

All gopies ncluding back-ups must be destroyed when the retention period concludes or retained to fulfil any extended retention period. An extended retention period must be agresd with the Information Asset owner and the
Records Manager and docurnented accordingly.

Record closures and disposals must be approved by the Infermation Asset Owner (2 senipr member of staff responsible for departmental records) and a record kept of disposals and extended retention pericds in accordance with
this schedule,

The storage media for each record is listed and it is important for stalf to ensure that all electronic and physical copies of a record have been destroyed.  Building disposal dates into file and folder names will assist with this
process, a5 will =aving emails ba the departmental electronic record folder and deleting them from the mailbos when its use is concluded,

A list of the statutory and reguiatory legislation that provides the retention authority is provided in Appendix C of the Introduction.
A list of acronymns Is provided at the end of the Schedule.

Please contact the Records Management Team if you hawve any queries at recondsmanagement@nmandd, ong
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Final Action
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The: Building Lontrol
Requistions (M) 2012
The: Buikding Control Hard ooy reconds -
Ferformance Standards 2017 |Destroy
Docurmentation relating 1o confidential | End of calerdar Hard cofy - 6 yishrs - Departrient for Elactronic dababase roconds
Building Control advice ghmen pre-building regulation wear folowing Database held electronkc | Communities and Local - Permanent retention by
BUILDING CONTROL Appliabons. | Buskding conbrol fil Pre-sulemnission i appiation ompleion |Mikess - prirmrarsnt Gveimment Corunid
T Buikding Conbrol
Docurméntalion realing Lo Application |Régulations (WL} 2012
files - applcation, validation sheet, The Busiding Control Hard copy reconds -
OO rEspnencl, drinyings, location Performance Sandards 2017 |Destroy
plans, structural calculations, decision  |End of calendar  (Hard copy - 25 yoars - Department for Electronic database records
Building Cantrol roticis, ISpetion reports and wiar faldiwing Dratabade held dectrani | Cammunities and Lacal - Permanent ribéntion By
EUILOING CONTROL Applications | Busiding conbrol file Fidl Flans contravention notioes comphtion |fikes = perranent Govermmant Counc
The Buskding Control
Documentation relating to application Regulations (NI} 2012
filiss - apphcation, validation shedt, T Busiding Contral Hard cogy reconds -
correspondence, drinvings, location Performance Standards 2017 |Destroy
plans, structural caloulations, decition | End of calendar Hard copy - 25 s - Department for Electronic database reoords
Building Control Fuill Flans - notices, inspection reports and year following Drataberse held electronkc | Communities and Local - Permanient retention by
BUILDING CONTROL Applkations. | Building eonbrol file FrmuiSinig devopments csfilranenlion nolioss aoimphion |MibisS - prirTArL Gt Comunicl
Ther Busiding Control
Documentation relating to application |Regulstions (WL) 2012
Fiders. + apphcation, valsdation sheet, T Busding Conbrol Hard ooy recoeds -
T ESEnd e, drinvings, Kcation Performance Standands 2017 |Destray
plans, structural calculations, dectsion  |End of caleradae  [Hard copy - 25 yoars = Departmaent for Electronic database records
Building Control Building Notice: oo, intpection neports and year folowing Diatsbhese hild lactronic | Communities and Local - Parmanent risbention By
BUILDING CONTROL Appiabions. | Basiding conbrol filr Requlansation Coniravention neboes Lomphen |Mibess = pirTrarent Govermment Gl
The Bullding Control
Documentation relating to application Rigulations (M1} 2012
(ks - apphication, validation sheet, The Building Control Hard cogry records -
Al SDHCaTion Dypes: O RSEOndEnoe, drmWings, Kcatian Performande Standards 2017 |Destroy
exempt from fees (with the (plans, structural caloulations, dectsion  |End of calendar  |Hard copy - 25 yoars - Department for Electronic database records
Building Control eception of conity wall |nctices, inspection reports and year follgwing Database held slectronic | Communities and Local - Permanend retention by
BUILDING CONTROL Appliations. | Building conbrol file indulation ) conlravention nobices completion |Mikéss - presrmriarsnt Govimimient Cound
BUILDING CONTROL Build ulations
Iﬁr:BlengCutml
Regulations (NI} 2012
Documentation relating to the The Buskding Control Hard copy reconds -
rechification and managerment of Performance Standards 2017 |Destroy
unauthorised works including copies of Hard cogy - 25 years - Department for Ebectroni: dakabade records
motices, detads of decisions, Diatabase hitd electronic | Commaunities and Local = Permanent rebention by
BUILDING CONTROL Building Regulations | Enflorcement Unansthorised works filg CorTespondence Dt of last action | files - permanent | Govemmaent Council
(1) That Tewns Emprovemaent
(Enedand]) Act 1854 - Section
35 Incorporating The Towns |Hard copy reconds -
Improvement Aot 1847 Dustrery
Documentation relating to dangerous  |End of calendae (Hard oopy - 3 yoars Saction 75 Elestione dabahase rododiss
structune - copies of notices, ditails of  |wear follawing Diatabhede held dectranic  |(2) The Publc Health Adts |- Pérmanénd riténtion by
BUILDENG CONTROL Building Regulations | Enforoemeent Dangeous structures file | decitions, comespondence resolution |fibess. » permranent Amendment 1907 Council
BUILDING CONTROL E Performance of Bulld ulations _
Documentation relating 1o audits - one
oonstnuction EPC, advidory repors, Hard copy riconds -
estate agent EPC compliance, puls: Ther Enserqy Perfoemann of | Destroy
buildings display energy certificates, Buildings [Certificates and  |Electronic database records
Encrgy Performance of et and comemercial Buldings - alr Inspections) (Amendment] |- Permanend retenition By
BUILDENG CONTROL Building Regulstions  [Camplianc: Audits canditioning complance Dt of last boticn |6 years Regulstions (W1} 2016 Coundl
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Function Activity Transaction Record Description [ Examples Triggar Retention Perdod Astionade Final Action
Energy Performance of Decurmentation relating (o the isswe of 3 Inspisctions) (Amendment) |- Permanent rebention by
BALDENG CONTROL Buildr Rejqulations Lo padreor Enforoement fike Pty charge notion Dot of last action |6 years Regulations (N1} 2016 Conuncil
Hard copy reconds -
Tht Energy Performance of | Destroy
Buildings [Certificates and  |Electronic database records
Energy Performance of |Stakeholder Contact details for Estabe Agents and | Date remaoved from Inspections) (Amendment] |- Permanent retenitian by
BUILDENG CONTROL Building Regulstions Managiment Stakiholder dalabise StAbnry AQEncis Ablabade M Rixgulstions (WL} 2016 Coind
BUILDING CONTROL Dperations
- - The Energy Performance of
Busldings [Certificates and
Documaentation relating to performance |End of financial Inspections) [Amendmaent)
BUILDENG CONTROL Operationg | Repanting StntEtical reports indicabiors bo Antulary Bady &hd doundl |year | years Rixgulstions (WL} 2016 Dssltrery
Documentation relating to non-tervicn
ELILDING CONTROL Dperations Cornplaints Complaints file related comespondencs Date of last action |6 years Brrsiniss nedpuirpment Drstroy
(1] The Fire: Precautions
[Workplace) Reguiations. (NI)
2000
Criginal hald by Builkding Control and (2) The Fine Salety
BUILDENG CONTROL Operations Heakh and Safety Fire risk assessments copkes by department Unitil superseded |4 years Regulations (KL} 2010 Dwzstrory
|COMMUNITY ENGAGEMENT
COMMUNITY ENGAGEMENT w Facilities and Events
Community Services, | Strategy and Community Senioe S Management,
COMMUNITY EMGAGEMENT Faclities and Events BRG] Srategy Srakegic Planning
Comenunity Services, | Srabegy and Al docurinlation relaling [0 reponting S DernOcracy, Deciskon
COMMIRITY ENGAGEMENT Faclities and Events CRGageTHt inchading to Committos and Diectorate Maling
. mmw
(SLAL
Comenunity Senvices,  [Community Centr Facilities FMMs, SLAS and Boersdes relating 1o
COMMUMITY ENGAGEMENT Faciitics and Events | management Agroements (FMM) W |Sew Legal Servioes
SERVEONE) reports, sk Loundl Property,
Comenunity Senvices,  [Community Centre chaning repets, hoakh and safety Dinectorabe Managed Car
COMMUNITY ENGAGEMENT Faciities and Events | managennnt Car park management fie |reports Farks
Daity [ waekly | monthly centre chisck
ahyisits, Bocicint and indident neports,
Fisk 5SEEsMENts, S50, PLIWER, 52w Councll Property,
Community Services,  [Community Centre realth and safety LOLER, emérpency action plans, Property Mainbenande
COMMUMITY ENGAGEMENT Faciities and Events | management manienance file COS5M, business conkinuity Ser Mealth and Safety
Mochanical, shectrical and squipment
MENLENANCE SN0 SENACING mpoets,
Community Services,  [Community Centre daily inspection records, instaliation Cee Councll Property,
COMMUNITY ENGAGEMENT Faclities and Events | managennent (Gerweral mainbenance Mk [records Property Mainbenanoe
Documentation relating to deaning
Comemunity Sonices,  |Community Centre schadues, rotas, quality and safety End of caleredar
COMMUMITY EMGAGEMENT Faclities and Events managenmernit Clearrsing fe by ocation  |standards Wi 21 years | BursinisSd réduiriment Dty
Documentation relating to stadf
operational management including
Comenunity Services,  [Community Centre casual stall, rotas, procedunes, End of calersdar
COMMUMITY EMGAGEMENT Faclities and Events Stalfing file i, training piEar 3 yars | Bursiniisis reduiremaent Dsfiriry
Comenunity Senvices, | Documentation nelating to room
COMMUMITY EMGAGEMENT Faclities and Events Event management Booking | hire file boolings, pitch hire, car park area See Management, Events
Documentalion relating 1o C5 organtsed
events inchuading marketing materials,
COMMUNITY EMGAGEMENT Faclities and Events Evient managenment [Everts file equipment installation, van use Seo Management, Events
DOMMUNITY ENGAGEMENT Faciities and Events Arpas ot risk Areas ab Risk course fike | booking tables Date of course 13 years | Bursinss reguirement |Destroy
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Retention . Retention Authority [

Function Activity Transaction - Record Description [ Examples Triggar Retention Perdod Astionade Final Action
Comenunity Services, mebhors repoets, legend reparts, petty
COMMIUMITY ENGAGEMENT Fasclities and Events Finanie Finamncisl file cash S Finance
Al docurmentation relating to
procunement = WFM, ROGQ, ITT fonms,
‘Community Services, submissions from supplers, quotations,
COMMIRITY ENGAGEMENT Faclities and Events | Procusemaend Procuremaent fil valuations and related reconds |Sen Procurement
Community Servicis, Servicing And MuesgE records, driver Gt Councl Propérty, Fleet
COMMIMITY ENGAGEMENT Faclitios and Events Transpot Van usage file [ Management
COMMUNITY ENGAGEMENT Bﬂrlrlﬂt"'!i.lppoltl’rﬂrlﬂm
[Fursders ketters of céfer, commtes
‘Community Support approvals, funding daims, funding Date of final claim
COMMIUMITY ENGAGEMENT Programine Grants and funding Funding e pyTrers nidised friin Fundier Sl payTreEr 7 years Furding body Letter of Offier | Destray
Date of report
Comenunity Support Tiplicawing Firad
COMHUMITY ENGAGEMENT Programime Funiing repotts Six manthly report Six manthlly reports to funder [ eyt 7 years Funding body Letter of Offer |Destroy
COMMUMNITY ENGAGEMENT |E and - District Electoral Areas (DEAs)
COMMUMITY EMGAGEMENT Development - DEAL Moetings et Agenda, reports, minubes, action sheets | Date ratified G years Bursinegs requirement Dstrony
Engagemsent arsd Mewshetter produoed and publshed by
COMMIUMITY ENGAGEMENT Devopiment - DEAS L DEA, Hriwsletlors et DESA Dt of crdataon 3 Bursifsi5s ieir-pd Dosstrery
Engagemser ard m'i FeFske QBSERSTaIES, COMMUNICY [ Dt of Tirval claim: | s per Fander's Lekter of
COMMINITY ENGAGEMENT Dewelopment - DEAS | Event managemnt Everty file consultations, project proposal S paryreEn Offer Funding body Letter of Offier | Dedtroy
Engagemen arsd Documentation relating to funded Date of firad claim [As per Funder's Letter of
COMMUNITY ENGAGEMENT Devsopment - DEAs | Fnance Fundid procuresment procunemet A payTraEn Difier Fursding bty Letter of Offer |Dustry
COMMUNITY ENGAGEMENT | Neighbourhood Renewial
[Fekghbourfood Renewal
g P Partnerships, Commithes
COMMUMITY ENGAGEMENT Hensewal Meetings meeting mirutes mmnﬁm action shects |Date ratified 7 years Funding body Letter of Offer |Destroy
e i 0o Fesghbsouirfiond Renewal mﬂwﬁwmm
COMMURITY ENGAGEMENT Rl |Engagement rewrsithor Fonewal newslettors Dane of oreation |7 years Funging body Letter of Offer |Destroy
g hood Al Fisk assessmens, collated data from
COMMUMITY EMGAGEMENT Fleneveal Engagement Event | project file [paper or electranic] Diate of event T Yoars Funding body Letter of Offer |Destroy
esghinourmood Dt of firal claim
COMMUMITY ENGAGEMENT Rersswal | Grants and fynding Geants file Documeniation relating to grant claims_|and payment 7 years Fungling body Letter of Cffer | Destroy
COMMUNITY ENGAGEMENT |Pol and Community Sal Partnershi and Good Relations Service
Documentation relating to meetings -
| agendas, mirnites, action sheets, PEMI The Justice Act (NI} 2011
PCER and Good Strategy and PSP and sub-group reports, monkoning and evaluation Code of Practice for the
COMMIUNITY ENGAGEMENT Rslations Servok ENaGETEnL rriseting fike rispons Batineg dabe 200 yEars | Exiengitar of Fursclions PRONI Appraisal
Al documants relatirsg to the strategy
bor risduce crime and enhanoe Thr Jusstice Act (M1) 2011
PCSP and Good Stratiegy and opmimianky safely inciading the Code of Practice for the Parmanent retention by
COMMUNITY EMGAGEMENT Rilations Service |w Srategic Plan pperational plan Cute created 120 yuars {Exercise of Funcions | Council
Th Justicn At (M) 2011
PCSP and Good Strategy and Al background dotuments, working Codé of Practice for the
COMMIMITY ENGAGEMENT Rilations Servioe BIagemEnt PSP Arnual Repot wiarsions, final verson Dt of report 2} yars Exprcise of Furctions Transter (o PRONI
PCER and Good |Strategy and Sxrategic Plan and Anmual Report
COMMIUNITY ENGAGEMENT RElations Serdok ENGaGETEnt Priparalony e weiking papers Dt apgproved 1 yar Baursifvisss rinjpuirimaing Darshriry
A Funding claims - RELers of cifer,
docurmenits nelating Lo purchases, VEMS,
RF(s, SThs, members expenses claims,
Grant payTrenis made oF moshed, Tl Justic At (M) 2011
PCSP andl Good Dapt of Justion | Policing | comespondenos, moniboning and Date of final claim Code of Froction for the
COMMIUMITY ENGAGEMENT Relations Servoe | External funding Baard funding il e abuBtion and payTrient 7 yehrs | Exencidas of Fursclions Disstrery
Date of Tt Justice Act (M1} 2011
PCSP and Good Themats: Cards [ Projet  |[Retuns lor quanerly thamatic cands, O Cosde of Praction for the
COMMIROTY ENGAGEMENT Relations Service |Grants and funding Cards |quartorty project cards COmphetion 7 years |Exercise of Functions Dazstrory
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Final Action

Tt Jusstice At (M) 2011
Code of Practice for the
COMMURITY ERGAGEMENT U] Exrciie of Furctions Dasstreny
COMMURITY ENGAGEMENT Nong |Business requiremaent Castroy
COMMUMNITY ENGAGEMENT
A pir SELIPE Letter of
COMMIMITY ENGAGEMENT Offer and update |5ELWE Letter of Offer Destroy
Firancisl Assistance | European furded mankorng recoeds, Partnership Board | SEUPE Project end
COMMIUMITY EMGAGEMENT and Socisl Incusion projects Peace 111 Project file meseting minutes date 31 Descember HXE SEUPE Lotter of Offer Dasifircry
Sirabegsc Programimes,
Assstanoe Seo Management,
COMMIITY ENGAGEMENT i Social Inchision Financial assistancs Policy and Frocadure Corporaba Policy
[Strategc Programmes, . . Al Gocurmentaton reatng to
Finamcial Asssstano Funding Call fi by date IPOECALINTS, FSSrLEmpnls, keters, Dt off firal claim
COMMUMITY EMGAGEMENT and Social Inclusion Financial assistance ard theme claims, monkoning and paymend 7 years | Business reguircment Drestroy
Siralege Prografmimes,
Financial Assistance Financial assistance diaim | A8 documentation isswed to finance for (Date of final claim
COMMUNITY ENGAGEMENT and Social Inchrsion | Financial assistance _|file |payman and paymens 7 years Busingss reguirement [Destroy
Programmes, [End of Financial
Firancial Assstance Drescurmenthlion relating Lo undudosshul |year aer call has |
COMMUNITY ENGAGEMENT and Sociad Inclusion | Financlal assistance_ |Funding Call file by date_|appcations ks 1 year Buisingss requirement Dustray
[Strategc Frogrammes,
Finamcial Asssstano | Social Inwestmaent Fund
COMMIUMITY ENGAGEMENT ] Sacial Irchisian IF Baaind s il Mifibes of mastings Dt Fatifisd L6 years LSIF Letter of Offer Dozstrery
Sirategic Programmes, Al descurmenilation relating b
Finamcial Asssstanos | Soaial Invwestmaent Fund procunement - propict documentation | [Dade of finad clam
COMMIUMITY ENGAGEMENT and Social Inchusion [SEF) Progect file- Castievwellan inchuding claims to The: Evecutive Office |and payment 3 Aprll 2028 SIF Letter of Offer Dazsfircry
Sirategic Programemes, A decurmerlation relatieg to
Finamcial Assstanos | Soacial Investmaent Fund procurement - project documentakion  |Date of finad claim
COMMIUMITY ENGAGEMENT and Social Inchusion [SIF) Progect fike - Ballyhoman inchuding claims to The: Executive Office |and payment 3 Aprll 2029 SIF Letter of Offer Da=sfircry
Strabegec Programimes,
Agsistance Chent database, name, contact detals,
COMMUNITY ENGAGEMENT and Sociad Inchision | Sockal Inchsion Claenk: fila firancial cetails Date of last action |6 years Busingss reguiremant [Dustroy
Tﬂrﬂ-bu;chugr-ﬂ'mﬂ. |- IA.
Finamcial Assstanos Database of servioe providens, advice
COMMUMITY ENGAGEMENT and Social Inclusion | Social Inchesion Prodect file clinic, langquage classes Uintil ded B years Bursiness requirement Dustrory
Documents nelating o funding received
Sirategc Programimes, fromn external organisatons to assst
hgmtance social inclusion projects, applications,
COMMIUNITY ENGAGEMENT ] Sacial Inclusion Soaial [nchusion Extirnal fursdireg file rediEpt of 3rd party providers vouchers |Creation of record |6 years | Burkinyiess rosguiriimaint Darslriry
Strabegic Programmas,
Financisl hssstancs Docurmentation relating to the B of
COMMUNMITY EMGAGEMENT and Social Inclusion | Social Inchusion Extemal funding file wouchers including dient database Date of issue |6 years | Business requirement Destroy
Sirabegst Programimes,
[Financial Assstancs Marieting materials, iafiets, public
COMMUMITY EMGAGEMENT s Social Inchrsion | Engagement Promations | campaigns fike |advertising, socal media Dt creatid 3 years | Bersirhinss recparment
COMMUNITY ENGAGEMENT Llﬂm
Usitil registration is
upscuidind it the
COMMUMITY ENGAGEMENT Wolunbeers Vodurdeor registrabion |Registration file Completed registration forms dactronic system |1 month | Beursinesss recuiremaent Drestroy
MNames, addnesses, contact detals, Date remosed from
COMMIUNITY ENGAGEMENT Volunbers valurieer management [Vikunbelr daabase efrRrgency (orac ditails databags i yEars Baursifvisss Mingpuiriaing Darshriry
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COMMUMITY ENGAGEMENT Volunbiers Volurtiser management  |Volunbier finandal daim file | submittied year I yars Bursinisis rédpuiremaent Dhestriry
olunbeer Polcy and Ser Management,
COMMUNITY ENGAGEMENT Vilunteers Policy and Procedure  |Protedure Coeperabi Policy
elsaming [ PawerPoint Docurmentation relating 1o training Se Human Resounes,
COMMUNITY ENGAGEMENT Volunbeers |5talf training training file materals developed for Councl stalf Leaming and Development
COMMUNITY ENGAGEMENT Plan
Decumsentalion relating (o (he
production of the plan and the plan
Strategy and itself including kegisiative documents The Local Government Act
COMMUNMITY EMGAGEMENT ‘Community Planning ENgagement The Community Plan and reseanch Until superseded |20 years (I} 2004 Trangfer to PRONIE
Strabegs Lommmunity
|Strategy and Flanning Partrarship Sigrad agreements, Tems of The Lotal Govemment Act
COMMUMITY ENGAGEMENT Comunity PRAARING  [Engagement (SCPP) Mestings Redeninde, sttendance, minutes, reports|Date of mésting |20 yéars (NI} 2014 PRONI Appraial
Strategy and SCPF - operational and Lifespan of the The Local Govemiment Act
COMMUNITY ENGAGEMENT Comemunity Panmng | engagement werking group meetings  |Agenda, repoets, minutes, action sheets (Community Plan |5 years (NI} 2004 Dwzstriry
|Strategy and Lifespan of the T Local Govismiment Act
COMMUNITY ENGAGEMENT Comeunity PAARING | Engagement Stakehokder Morum Agenda, reparts, minubés, action sheets |Community Plan |5 years (NI} 2014 Chestriry
Strategy and Community planning Contact details for Community Planning |Date removed from The Local Govemment Act
COMMUMITY ENGAGEMENT Comenunily Panring | engagement daabases Partnens database |Mone (NI} 2004 Dwzstriry
Documentation relating to the
sunvy results, quantitative dataand | Lifespan of the Ther Local Govermment Act
DOMMUNITY ENGAGEMENT Comenunity Panring | Monitoring ard reporting |Reports stalistics Community Flan__ |5 years [ 204 \Destroy
Documentalion relaling 1o projects
implementod under community
planning including events, workshogs,
budgets, applcations, costings, Lifesnmn off the S Management, Praject | The Local Govermment Act
COMSUMITY ENGAGEMENT Community Planning | Project management Progect fike publcations Community Plan |Management [ME) 204 Deegtroy
COUNCIL PROPERTY
COUNCIL PROPERTY Property Asset Management
Compiaton and
manaperment of the
Property Asset Coundil Property Asset Register held on an Excel spreadshect Permanent retention by
COUNCIL PROPERTY TANAgement | Rbgyistier Property Asset Regster of all Council properties Prarmmanent Biursiness reguirement Councl
Collecton and
Propaty Asset Organisation of Astet Crpsisrations. and Mairtenancoe Manual, 25 Permanent retention by
COUNCIL PROPERTY MANMETEN Crimentation At doCumdEntaton Eislt drarmings and documents Datie of complietion |Permanant | BrSiness negpi ement Cenind
Fard copk=s - PROMI
Hard copy - end of Appracsal
Propity Asset Organisation of Asset Hishanic site plans, building plans and CHgitised versans - Fermanent retention by
COUKCIL PROPERTY MAnagEment Documentation Ruiget documentation ehirvations When digitised permandént | Bursinss requiremient Council
COUNCIL PROPERTY Property Acquisition and Disposal
Land Registry maps and fohios, evidenoe
of prior tithe, bundié of urnegistensd tithe
Property acquisiion e, wiryloaves, easements, vesting
COUNCIL PROPERTY and desposal Property Deeds Tigle Docds order and vesting receipts See Legal Services
Decurmsentaton relabing 1o the
rasgotiation and acquisition of a Despsal of
property theough purchase, transfier, | propety
donation or kease including D1 form, Expiry |
Property alouEition Acquisition of land | plans, survey, valuation, Kase nermination of Permanent retention by
COUNCIL PROPERTY and despasal |property Propesty file logreement, comispondence jense 12 yeors |Business requirement | Counci
Documentation relating to the
negotiation for the acquisition of a
Propedty alouEiion Acquisition of land | property by Coundl whene the property |Closure of Permanent retention by
COURCIL PROPERTY 2l sl Acguistions filg wiars: Fickt aogquined of leased ragatiatons |6 years |Business requiremaent Corncil
Uil S
Propesty acquisition ubsition of land following disposal
COUNCIL PROPERTY 2 cespal Wahuation Repors ahuation documeration and statistics |of a propenty 12 years Bursiness reguirament Destrery
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Documaentation relating 1o the disposal
of property § land by sale, transfer o
donation induding legal doouments, Dt all obiigations
Propirty Bogusition Disposal of land [ particulars of sabe, surey, tendar and entithements Purmanient retention by
COURCIL PROPERTY ;ﬁt;ﬁ propert; Proparty file documaeris, conditions of contracts 0 cpnchidd 15 yiars: |Business Conncil
Bequmten | DRposa of 1Bnd | Gocumentaton [ [Termination of | irnatation | TN
COURCIL FROPERTY ] desporsal property Property file bernirakion of a property kase s 15 years 1965 Conincil
COUNCIL PROPERTY Capital Projects
Feasibilty studies, bricf, Date of completion
oorespondence, site meeting minutes, |- end of deflects
warkation orders, i liabdity period and
photographs, recoeds of payment, completion of al
Council property design | Capltal warks file by tendening of works, contract catstanding T Limitation (M1} Onder
COURCIL FROFERTY Capital peopects and Consrucion kecation doumssriation |aryrnents 15 years 1565 Dzskriry
OOttt Capital works Tike by Documentation relating Lo he
COUNCIL PROPERTY Capital Projacts OO HaCation |Bpesintment of external Oofsutanis Dt on dodument |7 Yoears Baursifeirss Mingpuiriaang ESHW
Capital Wt Tk by Documenkation relating 1o planning Permarnint retention by
COURCIL FROPERTY Capital Projpocts Flanning apphcations becadion Date on document |Permanent |Busingss regurement Ceranod
“and Buikding Control
appeovals, dotumentation relating (o
histonic, errinonmental, transport Permanent retention by
COURCIL PROPERTY Capital Propacts Staluory apprivals Cirtificabes Bppeovals Dt on dhdcumenl | Permanent | Buursinisss, revuireiment Casinil
COUNCIL PROPERTY Property Maintenanoe
COUKCIL PROPERTY Propeity Martenance | Routine inspections | Propesty file Dsstrey
COUNCIL PROPERTY Property Maintenance | Major works Progect fike by kacation Capital Projects
Fotification, work defais, work Dt work Fermanent retention by
COURCIL PROPERTY Property Mairtenance | Minar works i eectronic fle oompheted complibed Parmmanant | Buurtirsisis, nécpuirirmasnt Council
Documentation relating to proosement
COURCIL PROPERTY Propety Mainfenance | Minor works Works fle of equipment, servoes St Procurement
Cetinales privided by appiced
contractors including fire extinguisher,
emrargensy kghting, NICEIC
(installation]) kddér indpections, man
callp inspections, ightnig probection
inspections, chilers. | refrigeration uni The Provision and Use of
|Enspection and testing of| Testing and inspection file - (inspections, fiee alanms testing, carbon Wik Equapment Regulatans
COURCIL PROPERTY Propirty Mairienance  |equipment - mechanicsl |mechankcal mandade alarm testing Dt of indpection |6 years [MEY 19455 Dariirny
[Fimed wire tests, partable apphance The Provison and Use of
Enspection and testing of|Testing and inspection filg - |besting, emergency lghting, fire alarms Weori Reguiations
COUNCIL PROPERTY Property Mairtenanos lmmm octrical bisling Dt off inspisction |6 years (NI} 1999 Damstiriry
Enspction and testing of T Liting Opsrations &
aquipment - Bts and Tiesting and irspection file - Lifting Equsprant
COUNCIL PROPERTY Property Mairtenance | holsts lifts and holsts Third Party Diate of inspection & years Regulations (WL} 1999 Duestrory
D veork Theie Prinvesacn and Use of
| Eqiipimint maintenandn Roquests, general Cormespondnd, comphrted | dati Work Equapmant Regidabans
COURCIL PROPERTY Property Mainfienance | majior ibermns Pland repair fike oivtificabes of certificabe | yars [N} 1999 Da=ifircry
Encrgy management file by (Al documentation relabing bo cnengy
COUNCIL PROPERTY Propety Mairtenance | Energy managiment aCation rngHent Simr St aruability
Asbesting regestor, sbo charanor Thar Control of Asbestos |Fermanent retention by
COUNCIL FROPERTY Property Martenance _|Asbestos management | Asbestos registration documsriation Permanent |Regulations (HI) 2012 Council
Decurmsentation relating o the Life of assot |
management plan, annual inspections  |certificabe of The Control of Asbeshos
COURCIL PROPERTY Property Maintenancd | Asheshos management  |Monibaning file b rifurbishment Surveys Srihiston chebrancg |40 yeart |Risgulations (NI 2012 Da=sfiriry
Documendation nelating to the
At nerndval - rrinbianance of equipment providisd to Tt Contrel of Ashistos
COURCEL PROPERTY FProperty Mainienance | Asbestos management  |contracted out |cantrol exposune 1o asbestos Life: oif assot 4 years: Regulations (NI} 2012 Destroy
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COUNCIL PROPERTY T i B L Bursifsrss i iraErl
[1) MM} Fife Precaiticns
[Workplace) Reguiations (NI)
Assessment file « caried 200
cut by Bullding Control | Building Control necord {2} The Fine Saloty
COURCIL PROPERTY Property Manienance | Fre risk assessmants | Officers Building Manager hokds copy only Datn superseded |4 years WEHIFNM Dastroy
[£3]
{Enedand) Act 1878 Part II1
{2} The Burial Grounds
| Regulations {MI) 1992
[3) The Local Authoribees
Cemeterss Order 1577
{4) The Health and Safety s
ok (M) Order 1978
(5] The Managemsent of
| Grounds mainberane - Doourmendation relating to planned End of calersiar Huzalth and Sadety at Work
COURCIL PROPERTY Property Mairfenance  |oemetienes Camatery file by cation msnbEnanos wear 10 years |Rsquiations (ML) 2000 Destroy
Grounds maintenange - Documentation relating (o responshee [End of calendas
COURCIL PROPERTY Property Mainfenance  |oemieterics Cemebery file by location  |maintenance e 10 years Busingss reguirement Dwzstrory
| Grounds mainbenanoe «  |'Weskly inepection fils by Tt Limnatation (M1} Onder
COURCIL PROPERTY Property Maintenance | plawgnounds location Equipment and conditions Dte of indpection |6 years - 21 yesrs 1585 Dwsifircry
Coungil grounds = Docurmentation nelating to planting End of calersdar
DOUNCIL PROPERTY Property Mairtenance  |general Planting schemes schemes e 3 years | Business reguiremant Duestrory
Empction of stroct nama Requesk from Licensing to enect a street [End of calendas |
COUNCIL PROPERTY Propesty Maintenance | Signage plabess niame plate wear 1 yiars Bursinesss, requiremeent Dnsstrory
Documentation relating to the ensction [End of calendas |
COURCIL PROPERTY Property Mainfenance | Skgnage Erection of boundary signs |of boundary signs e 3 years Business reguirement Deegtroy
COUNCIL PROPERTY Property Management
Mansgement of land | Documentation relaling (o ongoing | Diste ademinstrathee Thee Limitation (M) Order
COUKCIL FROFPERTY Property management | property Property file management of Coundl properties use is concluded |6 years 1585 Destroy
Docurmentation relating to land and
Managemaent of land [ property schames inchading maps, Dt acminkstratheg Tha Limitation (M1} Qrder
COUNCIL PROPERTY Propirty management | property Property file plang, driwmings, pholographs use i§ conchuded |6 years 1989 Dhastrery
[Feeaith & Safoty Bockse: Constnacton defals - Capital Propets
(copy - post refurbishment |record
COUNCIL PROPERTY Property Management | Healkh and safety o gonstruction) Buiding Manager hokls copy only Lifesspan of Budding |12 years | Bursiness neguirement Dastroy
COURCIL PROFERTY Property Management | Heakth and safety Fire safety certificates Fire safety certificatos Date superseded l5m Business reguirement Destroy
Documentation relating to the fire alarm
COURCIL PROPERTY Property Management | Hoalth and safiety Fing alarm testing file bessting and fire slarm safety marshals | Date superseded |5 years | Bursiness requirement Dasiirny
Documentation relating to the provison |
COUNCIL PROPERTY Propity Management | Hoalh and safity Acoessibility fike by location |of disablod sotess Date superseded |5 years BursifsisSs rixjpuirimank Damstiriry
Dooumandation relating to the conduct
and oubiomsss of & Securily indpection  |Completion of
Irespiaction and enforoement|of & property, and action taken o deal | subsegquent
COUKCIL PROPERTY Property Management | Seeurity 2 bry beecainn it matters rased [inspection 1 yuar | Bursinss recuiremant Dustrey
Documentation relating to doess
controls b Secure Arids, .. bt
reqishers, kiy registers, data secuwity
COURCIL PROPERTY [Property Management | Security - acoess Acoess data by location logs Date superseded |2 years | Business requirement Destroy
Aooess Tk by locaton - Ising SECUriy passes to s,
COURCIL PROPERTY Property Management | Security - bitiss aa linformation abio held by IT and HRL Dt piris expines |1 year Burbirsi=Sd rédpuiriemenk Da=ifiriry
Broess T by kocaton - 550 SEcuriy passes 1o vISioes and
COUNCIL PROPERTY Property Management |Security - accesss vsitoe Jrd party contractors Date pass expires livesr |Business reguirement Destroy
CCTV fontage - property serurity
COURCIL PROPERTY Property Management | Security - moniloring OCTV fike Nl onng Dt of recording |30 dins | Burbinn=Ss réspuiriiment Da=sfiriry
Clearung confracts by
COUKCIL PROPERTY Property Management | Property services lication Contracts and i End of contract I Buginess raguirement Dustray
| Flans relabing to and i
COUNCIL PROPERTY Propidty Mansgiment | Propery sendoed Liyout disign lerynits Date superseded |1 year | Bursifiisas reduirerment Dsstrery
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COUNCIL PROPERTY | Fleet Management
- The Goads Veraces
Monthly driving report, infringemrent Dt asset sold [ {Licensing of Operators) A
COURCIL PROPERTY Fleet Management Driver Uisage Dwivers hours file reports, tachograph data downloads disposed 3 years (WI) 2000 Destroy
Documentation including coples of Roconds stoeod with Floet
current deiving quialifications, deiving Managemend unitil
lioense, CPC Card and tachograph card employment ends and
transferned 1o Humran Thie Goods Viekickes
Intermad and thind party dever Temrmination of Resources I roquired for | (Licensing of Operators) At
COUNCIL FROFERTY Pt L Dirkvar Drivers’ Licence dakabase i ermployment relzvant retention period  |(NI) 2000 Drstroy
— moraemen D v e Malwariancs Haso | o e o of e = —
COUNCIL PROPERTY et Managemaent Wiehiche Usage PN rRinbenance s 3 years Brrsiniss redpuiripmient Dstroy
Documantation relating to salety
inspsiction, brake (e, service hisharny,
Wiechicke inspection [ wheel ne-borgue, driver defiect form,
Fartenance recond fe by (workshop job cand | worksPiet, Date asset sodd [
DOUNCIL PROPERTY Fect Management Wiehiche usage whiche mwmwmﬁ disposed 16 years |Business requirement Destroy
GFS Lracking [
COUKCIL FROPERTY Fleet Management Wishiche usage GFS Tracking by wehickes  [vehicles Date of joumey |3 years Bursiness nequuirtmaent Dwstrory
Thit Goods Viehickes
Tachcgraph Calibration (Licensing of Operators] Act
OOUKCIL PROPERTY Pt Management Wikl Usage Certificalis Cedtificale of Calbvation Dt of Centificale |3 years (NI} 2010 Detriny
Suppher database, irvoices, fuel card
COUNCIL PROPERTY Fued Management Mihicie Usagi Fuel Managernint fik daka and ] Date su 6 years | Bursifiess Fecuiremment \Ceackrery
\ SUPRIRT SUbMSSons,
COUKCIL PROPERTY Pt Management P el Procunidnent File EvBluATon Fepors S ProCuininenl
|Reconds stored with Fleet
Management until
T EhE TR Eds and
Risk Assessments, H&S prooedunes transfermed to Human
necident)inddent immstigations, training |Termination of Ressources if reguined for
COUKCIL FROFPERTY Fert Management Heath and Safiety Health and Safety fike records, housshoseping audits ermplcryment refevant retention pericd | Business requiremaent Destroy
COUNCIL PROPERTY Transferred Car Parks
Docurmentalion with DFI relating to the
prowisin of enforcement, cash
oolection and reconcliation, machine
(PON) procésing, with the osrent [Functions of District
COUNCIL PROPERTY Transterred Cor Parks | Legal administration Agency agreements e [agreemaent expiing on 317 10/ 2022 |Date of expiry |6 years Comindils) Act (NI 2005 DRestroy
Documentation nelating to DFT delivry
of chvil enforcement and assodiated
functins, inchiding PCH processing and
managemient of Bf-sreet parking for Thee Off-Strest Parking
Councils for the berm describsed within [Funciions of Destrict
COURCIL FROPERTY Transferred Car Parks | Legal adminkstration Techrical specifications file |the agency agreament, including tariffs [Date of expiry |6 years Councils] Act (NI) 2005 Drestroy
Drecurmentalion oulining greemsnts
Beettwndsiny Cowndil and & Boirses for ithe
long term use of aneas of Coundl
COURCIL PROPERTY Transferred Car Parks | Legal adminkstration Licence agreements file controlied off-strect car parks oo Legal Services
Deurmertabon wheth detals t DFL amy
alterations niquinsd by Coundl ba he
schedided enforcement resource within
& particular car park, either o neduce The Off-Strect Parking
thie enforcement foolpeint or enharmoe | Date of completion [Functions of Destrict
OOUKCIL PROPERTY Transferred Car Parks | Erfancimint enntrol notics file |t 801 iddinnilified Bdue of weork [ Councils] Act (NI) 2005 Dhisitriny
Policies and Procedunes peoduced in
redation to the off-strest car parking
Punction, &.. gritting and snow S ManagErhen,
DOUNCIL PROPERTY Transferred Car Parks | Strabegy and polcy Poicies and Procedures ciearance polcy Corpeerab Policy
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Trigger Ratignale
Documantation relating to the
diesapment of Coundls randfemed Se Managéemént,
COUNCIL FROFERTY Transferred Car Parks | Strabegy and policy Parking sirabegy file caw parks strategy Strabegic Planning
The Dfi-Street Farking
(Functions of District
COUKCIL PROPERTY Transferred Car Parks | Strabegy and policy Parking Srategy fil Dralt dtrict wid parking strategy 31 Decernber 2008 |6 years Coundils) Act (NI) 2005 Diiliriry
Documentation relating to survey
Maonitoring, inspection | Periodic maintenance and  |(condition reports, periodic inspection  |End of calendar The Occupiers Liability (M)
COUNCIL PROPERTY Transferred Car Parks  |and mainenance inSpaction reports ik reporns, mantenance nsoonds s 21 years Driier 1967 Destrery
Historical comespondenoe and
masintenance documentation transferned
e Coundcil Froen DFT in conjunction with
Manitoring, rEpection the transfer of functicns for off-stroat Ther Docupiers Liability (M1}
DOUNCIL FROFERTY Transferred Car Parks _land maintenance Historical car park e car parking in 2015 Date of trarsfer 120 years: Drder 1967 |Des
1 Eued involces nelating o
enforopment, cash colaction and
FeLorecllation, madhin mantenance St Finance, Accounts
OOUKCIL PROPERTY Translerned Car Parks | Adminstration Morthly imalineg fike and PO prodessing Dt of iiveiice Prayaibbe
[Fion spenfic corespondencs betwoen
Council and DFT related fo the Tz Off-Sireet Parking
management of the off-street car (Functions of District
OOUKCIL PROPERTY Translerned Car Parks | Adminstration iGersral correspondince ke (packing fundion Dt of last betiod |6 yoars Coundils) Act (NI) 2005 Destriny
Mieting minubis and CoeTEsporEeno The: D-Sireet Farking
redating to the fundtion of the regional {Functions of Destrict
COURCIL PROPERTY Transferred Car Parks | Administration Meetings fie cif-stret parking group Date of mesting |6 years Councils) Act (NI) 2005 Degtroy
Consutancy reports commissioned and
produced for the off-strest parking Thwe Off-Stroet Parking
Function in regards to akemative serion [Functions of Destrict
COUNRCIL PROPERTY Transfernid Car Parks | Adminstralion ik ik and [all ivcrease in 2018 31 Degernber 2018 |6 Coungils) Act (NI) 2005 DChsstriny
CHIT, SMT, Commiites and Councl iﬁﬁ" Demnacracy, Dociskon
COUNCIL PROPERTY Transferred Car Parks | Adminstration Rsporting fike repors Making
COUNCIL PROPERTY | Directorate Managed Car Parks
DCocumentation reating to
Diroctorate Managed Car park file « held by ranagement, manbenance, payments, |End of calendar | |
COUNCIL FROFERTY Car Farks Management responsible sorvice area |bye-laws year & years Business reguiremaent Destroy
Directorate Managed Car park fike - hald by Erforeament files - 7 day notice issued, I |
COURCIL PROPERTY Car Parks Management resporebie SErvice ared DO ESpondEnoE Diate off last action |6 years Bersiness neguircment Dazifrory
Directoratz Managed Car park, Tile - held by See Councl Propesty,
COUNCIL FROPERTY Car Farks Management responsible service ares|Capial projects Cagital Projects
COUNCIL PROPERTY All Council Car Parks
Documentation outlining approval from
Council to @ third party for the shor
b e of Bneas of Coundil controlled
Wsar of Cioiancil land oif-stroat car pagks, inclusive of Kabilty |5ee Managemant, Events
rieque=ts - off-Street car irdurance and ik Sdeddments, Scheme Se Managéement,
COURCIL PROPERTY Bl Councll Car Parks | Adminkstration parks file of delegation, imoioes Enssrance
Decurmentation relating Lo daims for
COMpanGation issusd aganst the
Coundl for aleged injury, ks or
Public labdity (cvill) claéms |(damage within the loous of 8 Councll S Management,
COUNCIL PROPERTY Al Coungl Car Parks | Administration fil cantrilked off-siriet car park Insuranse
COUNCIL PROPERTY Bus Shelters
S Managemint,
COUNCIL FROFERTY Bus Shelters Strategy and policy Bus Shelter Policy Corporab Policy
Documentation relating to bus shefters
inchading request, consultation with
rissidents and lacal !
Prowision of district bus reports, commitiee minute of approval |
COURCIL PROPERTY Bus Shelters shefters Bus shelter requess file rijiection Date of firad action |§ years | Bursiness requiremaent Destroy
Provesaze of district bus
COUNCIL PROPERTY Bus Shelbers shfters Procunisient S Proscuinesnisnt
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lI:OI.IHI:IL PROPERTY

[1] The Fulblc Heakh
(Inedand]) Act 1578 Part [
(2) The Burial Grounds
|Regulations (M1} 1992
(3) The Local Authorities Fermanent retention by
COUNCIL PROPERTY (Ciamsetinies | Busrial Register of burials PrErranent Cornieteris Order 1977 Coundil
Grant of right of burial, registersd
owmier, plot number, traresfers and
; ) ; :
memaotials, headstanes, application for
inbévreent - o 21 {Authanty for
Burial), Coroner's Order, stillbirth (1) The Public Heakh
oertificate, ketber from Midwie | Docios, (Inedand]) Act 1578 Part I
oremation certificate, organ retention, [2) The Burial Grounds
ridords pisociated wilh payments ke | Risgulations (NI 1992
burials, purchase of graves, enection of (3) The Local Authaorities Permanent retention by
COUNCIL PROPERTY Ciamatodios | Buxial Burial rogord ik Pezaisiorss, trasler of buvial mghits Parmanent Coerniterss Order 1977 Coundil
| Interment service - pubic
COURCIL PROPERTY Ciarrbinies Busial Feialth funeral S Erndronimertal Health
COUNCIL PREOPERTY Ciemutodios IBl.i'ial ExFumations S Erndronimenial Hzalh
[1] The Fubic Heakh
(Inedand]) Act 1578 Part [T
[2) The: Burial Grounds
| Regulatiens {ML) 1992
(3] The Local Authorities
Cernitersss Order 1977
(4) The Health and Safety at
Documentation relating to the deceased Wori (NI} Order 1978
and documentation provided by funeral (5] The Managemsent of
dinechions - risk assessments, method Dt of Hisalth and Safety ot Work  |Permanent retention by
COUKCIL PROPERTY Cometeries | Busial Extrumations smtemnents echumation Parmanant |Resguistions (WI) 2000 Council
Documandation relating to the
diesopment and mainbenance of
graves. and graveyards .. stane
Administration file, by chipping letters, cove in lotbers, End of calensdar
COURCIL PROPERTY Cometeries Administration cemateny lcation confirmation of coffin sine yEar 12 years Business emenk |Destroy
Bocumentaton reiatng T3 T 7o
and plot co-ordinates of Council Parmanent relention by
COUNCIL PROPERTY Cemetorics Adminigtratior Happing cometerics Fermanent Bursiness reguirement Council
Darabase of Aoremadons, |Sionemason and funeral Grecton D riermened from |
COUKCIL PROPERTY Cameberies Adminitration funeral dinsclors contact details lished datab None Bursini=ss nequiremaent Doy
COUNCIL PROPERTY Councll Markets
Date removed from |
COUNCIL PROPERTY (Ciourstl Markits Markiet traders Trasders” il By nama) hmders' oonkst details dptabats 3 yars BuursifsisSs rixgpuirimank Damslrery
Byd-Las, bimes and condfiong of
COURCIL PROPERTY Ciouncll Markets Management of markets |Market file by ocation) traing oo Ligal Servacis
Mewry market and public convenience - |End of calendar
COUNCIL PROPERTY Cioursl Markits Chsansing Clearmsinyg e rilas, schaniuies ‘ar 2 years Bursiniess respuirimient Dstrery’
Corespoandencs to PN, Doparkment
o Infrastnectune, Rasds Deviian,
hezsaith and safety providers, End of calendar The Limitation (M) Order
COUKCIL PROPERTY Council Maskets Castlirwellan Fair Suakehokder engagement | rontracioes, traders et 3 yaars 1963 Deestrey
COURCIL PROPERTY Cisurscll Markits Finande Incoming paymients Ringhex, chsh, and chisue pyments s Financi
COUNCIL PROPERTY Public Conveniences
S Management,
COUNCIL PROPERTY Public Comanienies Strateqy and polcy Public Comsanieroes Polcy Coeperaba Policy
Management of pulblic  |Public oomeriende file by |Documentalion riating o the
COURCIL FROPERTY Public Comenienies COFVErSanOes. koCakion management of Public Conveniences Date of greakion |6 years | BrSiness: neguirement Derstroy
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Feidd by Rl and Se WWaste Management,
COURCIL PROPERTY Public Comeeniences Cleansing Clearsing Fefuse and Clearsing
Documentation relating to the
Cizansing - @xtemal procurement and managemaent of | |
COURCIL PROPERTY Public: Comeeniences Coriradhons Contractons file exchernal chEanding operatiees Dt of firl action |6 years Burdini=id rédpuirimaent Disdtrery
COUNCIL PROPERTY | Town Centre CCTV
. — - TRecord of Cngoing mantenance 1o
Mairdenance and CCTV cameras instalod sonoss the End of financisl | |
DOUNCIL PROFERTY Towwn Cantre OCTV Maonitoring CCTV file District i E yiars Brsinss roguiremaent Dustrory
LRELT) COMMETCE AGRRTE |CONDact For Moritonneg Servicts for The . N
Crirne (LCAC) conbract for | OCTV camerars. in Dowmpatrick,
COUNCIL PROFERTY Tiown Centre CCTW Conitract SV Fiwcastie and Bakynahinch S Procunemnent
Ty Cértre OCTV projéct |(Consultdtion document, Data Protection S Management, Project
COURCIL FROPERTY Tiown Centre OCTV CCTV development il Impact Assessment, repors Management
DEMOCRACY
| DEMOCRACY Decision Making
Coungl, Committes and
Tk Geroas (Easstivegs - Dt mhirwes Thi: Listal Govermiment Act
DEMOCCRALY Decision Making Major Records Minutes Lign!d-uﬂwnh.ﬂls ratified |20 years {NE 2004 Transder to PRONI
Agenda, major busnes papers and
PEpOs, “IN-CoMMRHEe” repans, recsnds
of decisons taken outside of mectings,
procondings
PRONT canfires e MNDDC welbste
Conundl, Committes and data automaticaly X o 3 Hmes per
Task Group maetings -+ |Agendas and decision O, S0 0K VErRONS e kel Date mirwtes 20 years - remonwe from | The Local Government Act
DEMOCRACY Decision Making Major Records ot throogh Bhe PROMT website ritified ekt after & years (NI} 2114 PRONI Appraisl
Coungil, Commetee and | Scheduies, action shiets,
Task Group meetings - |comespondence, submitted Schedules, action sheets, End of financial
DEMOCRACY Decision Making Mirmor Reoonds. Eridence oorespandence, submithed evidenoe  |year |6 tyears Burkinisss rauiramaent Dhestrery
Conungdl, Committes and Audio recordings taken during Councl [ pmars - remerne fram Th Lotal Govemiment Act
DEMOCRACY Docision Making Task Geoup mastings | Audio recoeding fike and Coenmittes Mestings Date of mewting |webishe after 2 years [NE) 2004 Destray
Mectings amangements, support,
proparation and dealting, Comenithes
Clerk nokes, notebooks, draft § rough
Coungil, Committee and |Mawting support file by mintes, audio tapes, emals and other |Ratification of
DEMOCRACY IDecision Making Task Group mestings meeting CoNTESpondEnoE =1 Mone | Bersin=ss reuirement Drifrcny
Counail, Commeties ard [Members’ meeting Athendance records Tor Membsers with The Loal Government Act
DEMOCRALCY Dipciskon Making Task Group mestings  |attendance file by meeting [name, dates and times Date of meeting |3 years [NE) 204 Dastrory
Dchodune of Tacts wiach, in the apinkon
of Chief Executive, the report of an
Documentation relating to  |important part of the report s based
Council, Committes and |the subject mattier of & upan and have been relied upon [ A Th Liscal Govermment Act
DEMECRACY Decision Making Task Groun mestings Imm miakirial Extent in preparing the report | Bate of complhetion |6 years [NE) 2004
Coundil, Committes and |Register of Notices of ﬁeﬂimrmallhkesﬁm I The Lol Government Act
DEMOCRALY (Decision Making Tash Group mestings  |Motion brought before Coundl Date of completion |6 years (NI} 2004 Destroy
Submitted petitions and respanses Both
bo Foemnal comenite: maetings and
direct bo servior aneas including actual
Counil, Committes and petition documents and numbser of
DEMOCRACY Decision Making Crrectorabe meetings Petitions file SIGrMLreS Dt of ptition 3 years Birbinisss resquirement Dhzctrery
DEMOCRACY Executive
[Recoeds refating to the stattory
Statutory Appointments appointments process in accordance | Cessation of The Local Government Act  |Permanent retention by
DEMOCRACY Executive SEMUtory appoinirments |Register with dHandt AEDOITENL |6 yars (NI} 2004 Coundil
IDEHWMC\" GavErmanoe
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Trigger Raticnale
Miwry, Moume and Down  [Constifution induding Standing Ordérs Theis Local Govemiment Act  |Permanenk riténtion by
DEMOCRACY (Gowernancs Corstibution District Council Corstibution (and financial regulations Parmanent (NI} 2004 Conincil
Doouments relating to the Coundils
Scheme: of Administration  (schems of administration and The Lotal Govemment Act  |Permanent retention by
DEMCCRACY Gewernancs Corrtibution e i deligation b commithees PeErmanent (NI} 2004 Caundil
Councllors’ Code of The Local Govemment Act
DEMOCRALY (Gowvernance Code of Conduct Condiact Date superseded |6 years (I} 2004 Destroy
Descurments nelating bo Coundl response
in respoct of LGCS and PSNI
investigations into complaints about
conduct
Compipints against Membors ane Date report ssued
refprred fo fhe M Locad Government. DR,
Commussioner fbr Standardls and’ Completion of
Cioeanod’ il i recorcls it el B0 (oourt proceedings |
DEMCCRALY GoeTnance Code of Conduct Breach resporss dmvestigations disciplrary process |1 year Code of Conduct Destroy
DEMOCRACY Honours and Awards
Honours nomination foms, covering The Local Government Act
DEMOCRALCY Honours and Awards | Civic Awards Honours and Awards docurmeniation and leters of suppor mmmmlsﬂs (NI) 2014 Iastrw
DEMOCRACY Member Services
Sijrend andl dated Acceptance of Cifice |End of term of Thie Lol Giwismamient Act
DEMOCRACY Mermber Serdoes Member support Acceptance of Offioe file  [forms. % l_!ms hﬂlm |Pesb'o'r
of Memibirs of tirrn of Local Govemment Act
DEMOCRACY Migrmibor Serdoes Member support ddnesses Personal Qontact detads of members iy 1 years (NI} 1972 Drsiroy
Regisher of Memibins [E=S melating Lo the annual End of teren of Thie Lol Giwsimamient Act
DEMOCRACY Hermber Serdoes Member support allraanoes: alliowances awarded to Mombers office: 12 years (NI} 1972 Destroy
o e GRCKIUTE Of ATy IeTeTere
inbenests, register of gifts  |lin cegarssations: and income recsved
and hospitality and register |from other bodies, negister of gifts and
of relatod party hospitalty given and recehed by End of term of The Local Govermment Act
DEMOCRACY Memiber Serdce Member support trantactions Coundllons office |6 ymars (M) 2004, section 62 Dystrory
Comphistind Toems for el ard
expenses relabing bo attendance at
rsetings, conderences, events, braining,
DEMOCRACY Heriber Services Member support Traned and expenses fie|ote. Sae Finance
Protoos, schichile of events, imdtations
istued and recehed, responses, general |End of term of
DEMOCRACY Hiermber Serdoes Chair | Vica-Chiair Mamiber sorvics fike OO ESEOnenOR offioe 3 yoars Bursiness fpuiroment Dazskriry
|Fermanent retertion by
DEMOCRALY Hamibor Services Chiair | Vico-Chair Coremonial Regaks Register | of Coremanial Permanans | Businss requircmant Councd
mentabion relating 1o the creation
and management ol Member induction
and training, attendance records a8
Mimibers” traiving file by |training sessions, oemificates of S Human Ressunes,
DEMOCRACY Hemiber Servces Mémber training FbTHe prioficiency e, Léstring and Denalopment
DEMOCRALCY Elections
| Homination Fapers and
Consent Ly Nomination Rule 12(5) and (6) The
DEMOCRALY Elctions Electoral candidaties Foams Sgrdd Forms Date of Election 12 months Elpctoral Law Act [NE) 1962 |Destroy
Thee dary after (e rsuls
Stabernent of Persons ol it it Bocal Colncil
Morninatid and Motice of  |[List outlning these nominated as Elections Fur boen Fule 12(5) and [6) The
DEMOCRALY Elctions Electoral candidates Lo | candidates for election Date of Election detlared Electoral Law Act [NI) 1962 Dustrory
Declaration of Appoinkment IRuleﬁﬂﬂleEiEduralm
DEMOCRALY Elections Electoral candidates of Election Agent Signed Forms Date of Election 12 monthes At [NI) 1963 Darstrory
Lkt of those altendineg Lists of Polbng Agents, Cbservers,
eection o bihall of porstal wobé s | opening agents | Thé Elisctiowral Cofice Morthern
DEMOCRACY Elections Electoral candidates __[candidate gounting agents Date of Election | Date determined by ECHI_|Ineland (EONT) [Destroy
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DEMOCRACY Elections Electoral Registers List of Marked Regishers Elctoral Registers Dt of Elaction 12 mgntis Ordier 2000} Dazskriry
|Register of Beciors Local Authonty & not
supplked on Paper | C0 to permitted wunder law to
Coursll DRO for the |Emirsdiabedy after the ristain copis other than for
DEMOCRALY Elections Electoral Registers purpose of ebackon Electoral Registers listed by Wards Dt of Elaction Elction the purpose of the Election | Destroy
DEMOCRALY Elections Madia relations Media information pack Infiarmation packs for media Dt of Elaction 12 mantis Bursingss nagpuiroment Dzskriry
Counted Dallol papers, rejected balot
Papers, uraried papeds [both ordinary
B tendenid), $poilt balich pagers and
usad tendensd ballol papers, Ballot
paper actounts, stabernent of nejected
Baliot papens and verification
sambernints a5 U postal balol papers |Reuske: 60 The Ekectioeal Lave
DEMOCRALY Elextions Conduct of slections Badol papers DEA Dt of Election 12 months Act [NI) 1962 |Desfrry
Al comespondencs relating Lo postal Dt of gelivery [0
wobes delivered to Councl folicwing Courcil by EOMI Electoral Office Morthern
DEMOCRALY Elctions Conduct of sloctions Pastal Vobe decumentation whection and held for 12 months by DRO|foliowing election |12 months Iredand Dazskrory
|'Errn.m-»h-ml:rr~.-'|.u-|r.nr:mI:--..r
DEMOCRACY Elections Conduct of eloctions. Cpund results. per DIEA Rirsults by DEA Dt of Blaction Parmanent Baursineirss Mgk Counil
Candidates” enpirses and LSt of condhlabi=s sxpenides and nboopl, Sextion 51 The Electaral Law
DEMOCRACY Elexctions Conduct of slectiont recepts Eliscticn ristum ants and declarations | Date of Electian 12 monthi Act [NI) 1962 Dwmifircey
Rulg 60 Tha Elecioral Lavw
DEMOCRALY Elesctions | Ermigilicyreent off Sxalf Certificate of Employment  |Letters [ emails Date of Elaction 12 months Azt (ML) 1962 Dzstroy
End of francial
Stalf Payments including || Timeshoots, PAYE details, staff details, |year following
DEMOCRALY Elections Emrpicymreers of Staff Irscme Tax foem Lo Cockess aCtEn 16 yzars HMRC Rudes and Requlations |Destroy
o The day aiter e resuls |
Corraspandance by political pacty and ol v it Bzl Gl
Casual vacancy by o |Casusl vacancy by co- Council and Chisf Elpchoral Officer Elpcticrs: have boen
DEMOCRACY Elections aption option fil reganding fling of casual vacansy Date of creation  |declared | Bursiness neguiremient Daastrery
ECONOMIC DEVELOPMENT AND REGENERATION
AND REGEMERATION Economic Development
Listher of Gffe, procuement,
partigrship agreements, business
applcations for suppo, finandal
Bustirs=is: Suppert information and supponting eddence, | Date of Letter of Offer and terms
ECONDMIC DEVELOPMENT ANDH Programmas - extemaly |Application and award of  ||claims for funding, project reports, PO land condiions of funding
REGENERATION Ecoromic DesnElapment funding manitonng reports, evalustion reports | completion 10 wears bty Dsdriny
Fartnenship agreements, business
appatons for LD, finandal
Frogramme propossl, infarmiation and swpporting information,
| Bussirisss Support comiTElies appiowal, invosoes for payment and suppodting
ECONOMEC DEVELOPMENT AND Programmes - no agreement with exdemal evidence, monitoring reports, evaluation See Management, Fraject
REGENERATION Ecoromic Devisapmant | external funding Ty agand r Management
rinubis and papers,
correspandence, documentation neating
to lobbwying o represent the coundl
Extemal partnerships | geographic anca in economic
EOOMOMEC DEVELOPHENT AND labbrying Jf internationsl densapment at regicnal, nalional End of caleradbr
REGENERATION Ecoromic Development | Busingss support activily 9 European and imemational kevels wear |6 years | BrSiness: neguirement Dzskriry
AN | od ApplCcations - Application [ chgiblity form, rejection
REGENERATION Economic Develapmaent | Business support activity |personal data only lether Date of last action |1 year Busingss roguirement Dazstrory
Drccurméntlon relaling Lo bdvioe and
ECONDMEC DEVELOPHIENT AND Business development assstancn o business development
REGENERATION [Economic Development. | Business support activity |adwice - by business name |provided to spedific businesses Date of last action |3 years | Business requirement Destroy
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Council [ commihes report, oopes o
Servior kevel agréement [ operation
agreement | data shating agreement -
originais hakd by NMO Legal and BID
ECONOMIC DEVELOPMENT AND | Bursirnesss: Improverwnt [ BID Debt Collection Manger - delt colksction - Soe Legal
REGENERATION Ecoramic Denslapment | Districts Aritmient SErvices Temminstion dste |6 years | Burbinn=Ss réspuireiment Da=ifircry
Trevestment materal | Hake |Business dEeciory, aoverts, videos,
ECOMOMEC DEVELOPMENT AND 1t Local matenial [ RMD bookdets, website material, e-zine, social
REGENERATION | Ecoromic Devalapmant | Marketing | promotions_|Business maburial mscia material Date created | years | Businiss reguiremant Dustroy
AND REGENERATION Regeneration and Investment
Saudied, betion plang, meelings relting
Strategec nesearnch and b rural strabigy, whan strategy,
ECONOMEC DEVELOPMENT AND  |Regeneration and planning - anea and priorty (community planning strabegy, town See Management,
REGENERATION [Froesstresre |Surateqy and polcy regeneralion srategies planning - Ninal approved plans Strategic Flanning
Date of
ECONDMEIC DEVELOPHIENT AND | Regensration and Comorcinakion [ Non project |Finance, meetings, PR, legal PO
REGENERATION Irrvestrrent | Bedfast Region City Deal |related file agreements coumphetion 10 years | Bursiness requiremaent Destroy
Dane of
ECONOMIC DEVELOPMENT AND  |Regeneration and Siills and employabdity [ |Finanoe, mestings, PR, legal PIOQrATITI
REGENERATION =" | Bedfast Region City Deal |appréntioeships B BBMments e S ] 10 ypears | Burkifni=ss révpuiriimenl Damslriry
Drawings, planring appeovals, funding
v, procurennent, parmership
agreements, betters of offer, financial
infieerration and Suppoming evidenos,
claims for funding, project meeting Date of
ECONDMEIC DEVELOPHMENT ANDr | Regenseration and Application and awand of  Iminctes, project reports, moniiorng ORI Maxiraam 15 years, as per
REGENERATION Irrvestment Capital Schemes funding reports, evaluation reports Completion |funder letter of offer | Bursiness reguiremient Drzgtrory
Listhisr of alfir, procusnoment,
partnership agroements, action plarns,
ireas of Oulstanding firancisl information and supporting
Natural Beaty inchuding evidence, daims for funding, project Date of
ECONOMIC DEVELOPMENT AND  |Regerseration and Rirsg of Guilion, Application and awand of  [Fepors, MONROMNG repons, evalidlion |Drogramme Lesttes of olffer and bisns. arsd
REGENERATION Irrvestment Lsqufwwawmmw reports complction 10 years conditions of funding body _|Destroy
Dranwings, planring Bpprovas, funding
i, proCuUremEnt, pannership
agreements, ktbers of offer, financial
infemation and supporting evidence, | Date of Round 2
Maticnal Littery claifns for Funding, profect Fseting corpien for
ECONDMEIC DEVELOPHENT AND | Regensration and Heritage Fund [(NLHF) LA, Projedct Feports, Mankoring both Resingd) 1 and
REGENERATION Irrvestment |projects Warmergaoint Municipal Park | evakuation ¢ Round 2 |2 years INLHF Tesms and Conditions_|Destroy
Drawings, pnning appeovals, funding
e, procurement, parnership
agreemaents, ketters of aoffer, financial
information and supporting evidence, | Date of Round 2
Maticnal Lottery claims for funding, project meeting  |completion for
ECOMOMIC DEVELOPMENT AND  |Regereration and Heritage Fursd (NLHF) mirustes, project reports, monitoring | Both Round 1 and
REGENERATION st jocts Casthewallan Forest Pack _|reports, evakiation raports Rpund 2 |2 years BLHF Terms and Conditions | Dustroy
AND REGEMERATION Mourne, Gullion and Lecale Rural Development Partnership (2014-2020)
of [riterest, application Torm,
oontracts (ketter of offer), legal Rl same date for
Hioume, Gullion and diocumenis, financial infoarmation, all RDP recoeds
Linzahx Rural procunernent delails, general Ay Sestruction
Disvopment infcrmistion inchuding oormespondence,  |date may be A peer guidisno from DAMERM,
ECONDMEIC DEVELOPHIENT AND: | Parinership (3004 Processing of funding Application fike by franciall |agendas, mirutes, osrespondence and | subject o change Agticle 63 of Councl
REGENERATION 2020) applications cal reports oy DAERA 31 Dcember M0 Regulation (EC) 508/ 2014 |Destroy
Mo, Gullan and
Lexab Rural
Dewalopment
ECONOMEC DEVELOPMENT AND  |Partnership (M4 dactverts, wideos, bookdets, wishaite
REGENERATION 2020) Marketing | promotions  [Marketing Materals. rmatierial, social media matedal Dt creahid |6 years Baursifviess Mingpuiriimaing Dhrshriny
IMICDEHEI.GFHEHT
AND REGENERATION SEAFLAG

Page 15 of 52



Agenda 7.0/

raft Retention Disposal Schedule Rules V1.2 (SPR).pdf

Function

Activity

Transaction

Record Description [ Examples

Retention

Retention Period

Trigger

Retention Authority |/
Raticnale

Final Action

Back to Agenda

Exprossen of eterest, applicaton
cantracts (letter of offer), legal
documeris, financial infarmation,
= ; "
infoemmation including comespondenoe, A5 por guidance from DAERA
ECOMOMEC DEVELOPHENT AND Provessing of funding agendes, minules, coredpandence and | Date of final daim Agticle 63 of Coundl
REGENERATION SEAFLAG | applications Application fike reports ard pay W 31 e b Regulation (EC) 506 / 2004 |Destroy
ECOMOMIC DEVELOPHENT AND SEAFLAG websie content | Adverts, videos, Booklels, website
REGENERATION SEAFLAG Markoting | promictions _|Marketing file matrial, social media matorial Date created |6 years Buisiniiss reguirement Duestroy
AND REGEMERATION Full Fibre across Morthern Ireland (|
Dprrabional and project documents
relating to giobal ste data, firancial
data, project § stakeholder meetings,
ECONOMIC DEVELOPHENT AND Programime procunirent, supplier and stakoaokier S Managennint, Project
REGENERATION | management Programme fike contact detals Management
ECONDMEC DEVELOPHENT AND Dooumends feating to contract That Department for Digital,
REGENERATION FiFl Funding DCME grant agreemeent pperation, expenditune and acoounting | Date comphebed |6 years Cukure, Media and Sport Destroy
|ENVIRONMENTAL HEALTH
ENVIRONMENTAL HEALTH |Environmental Protection
Efreir tiieiailal Inspection, foims, report, MolES - Msued I
ENVIROHMENTAL HEALTH Frotection Consultations Plancing applkcation ko Pianning Date of report |6 years Business requirement Dustray
Waste and
Environmental Docurmentation relating to chased Laediil Contaminatid Lamdg (NI} Parmanent retention by
EMWIROMMENTAL HEALTH Protection Landfill sites Closed landfill sites sites Date of site dosure |Permanent Crder 1587 Council
|Regeration, The Waste and
Environmental certification, permits and Al docurmentation relating to the Contaminated Land (NI} Permanent retention by
ENVIROMMENTAL HEALTH Profichicn loersing Conbaminated Lird register |osntaminated Lind negester Parmanent Orgier 1567 Coundil
The Poliution Frevention and
| Robsgestration, Caitral {Indisstrial
Environmental certification, permits and Al documentation relating o the air Emissions) Regulations (W) |Permanent retention by
ENVIRODMMENTAL HEALTH Prodickion i Al i r Parmanent 2013 Coundil
2 - lemsing Qualty rogister __|auality negister ar —
[rrvesstigations, Convtrol {Indisirial
Emvironmental Inspections and Emissions) Regulations (NI} |Permanent retention by
ENVIROMMENTAL HEALTH Protisctian manitoring Air quality monitaning LACH nispoits Datie of repont 20 years 2013 Coundl
Tt Poliuition Preventson and
[rvesstigations, Al quality penmit LAPPC irspactions, penmi, Convirl {Indistrial
Emvirpnmental Ingpections and ingpaections (by organisations detals, application form, |Emissions] Reguiations (WE)
ENVIROMMENTAL HEALTH Protisctian manitoring CrpanEation ) oL monitonng Dt off last beticn |6 years 2013 Daeslirery
(1] Thix Podlution Prévvention
and Control (Industrial
|Emisions) Regulations [NI)
2013
Emvisstigations, (2} The Clean
Environmental inspections and Sample nesults, inbernal and third party - Neighbourhoods and
ENVIRDMMENTAL HEALTH Protection moniboring Samples air, radiation, contaminated Koms Date of result |6 years |Errvirgnment Act (NI) 2001 |Destroy
EMVIRONMENTAL HEALTH |Public Health and Housing
Theit Prvabe Temarsss= (NI)
Public Mealth and Private Tenancy Ondér and rint ondir Ordiér 2006 Permanent ritentian by
ENVIROMMENTAL HEALTH i Privabe benancies Private Tenancy Onder fike | documenis Dt of Oeidar 10 years Thi Rent (1) Onder 1978 Conuincil
Public bealth and The Private Tenancis [NI)
ENVIROMMENTAL HEALTH Housing Privabe berincies Filrisss irspaction records  |Held with Tenancy Order file Dt of inspiction |6 years Ordier 2006 Darshriny
T1) The: Puiec Heakh
{Enedand) Act 1878 Part II1
{2} The Burial Grounds
| Resgulations {MI) 1992
Public Health and Docurmentation relating 1o & pubilic [3] Th Lol Sttt Prmanent ritentian by
ENVIROMMENTAL HEALTH Housing Pubdic heakh funeral Public Health Funeral fike | health funeral Date of funeral Parmanent Cometerss Order 1577 Conincil
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(1) Thar Pulblic Heakh
{Inetand] Act 1878 Part I11
(2] The Burial Grounds
Regulations (NI} 1982
(3] Thar Logal Authoribies
Cernistiries Order 1577
(4] The Health and Safety
Work (I} Order 1978
[51 The Management of
Public Health and Doscurmentation realing to an Dt of Health and Safety 82 Work  |Permanent riténtion by
ENVIROMMENTAL HEALTH Housing Exhismations Exhuimations ixchummation exhigmation Parmanent |Requlations (N1} 2000 Conincil
‘!H'H'IIIMHEH‘I'ALH!!I.TH Health Improvement
Triage forens, visits, phone calis, emailks,
|Affordabie Wanmth Service Lirvel Agreements, maps and
ERVIRCHMENTAL HEALTH Health Impeonsimenl Schismie HNS fil sprEndihety Dt submitfid B years Bursifsis=5s rixjpuirimenk Da=slriry
Docurmentation relating (o age friendly,
home safiety, health incqualitics
Pulblic Health Agency schiemes including procurement, Dt off firual clsirm
ENWIROMMENTAL HEALTH Health Impeovement | hunded schemes PHA schema file MW and payment |6 years Bursingss ek |Destroy
Home TBCONTS, Wisits,
telephone calls, emails, referral foms,
ERVIRCHMENTAL HEALTH Hialth Iimpeonnsimenl Hisire® Salety Haine sty Fle spreadshey Dt off last peticn |6 yoars Bursifsie=5s rixjpuiremenk Da=slriry
Corporate heakh and Competions, surseys, training ourses,
EMVIROMMENTAL HEALTH Heaith Improwement wellbeing Health & Wellbeing file Serninars, groen schemes Dt of last action |2 years Bursinegs requirtment Dstrony
Corporate health and See Management, Enternal
ENVIRCHMENTAL HEALTH Hialth Iimgennsimenl Wil Stalf revwrslettens Comnimurazations
ENVIRONMENTAL HEALTH |Food Safety
-ation, [516 of The Food Standards
ertification, permis and Self grssecsment, Registration fom, Closuyre of Agensy Framewik
ENVIROMMEMTAL HEALTH Food Safety licensing Food businesss regisber letter of registration premises B years Agresmant Deegtroy
Reasyestratioon, AD{HsCAtion T0, A 8 doduments, SHE of The Food Standards
certification, permis and appecval relabed inspection forms and | Closure of Agengy Framaworic
ENVIROHMENTAL HEALTH o] Safety EC agncvals ooITEspandEnce eSS 16 years regment |Dustroy
ation, ]
certifacation, permits and Applcation, expor health oertifcate, Agency Framework
ENVIRDOMMENTAL HEALTH Food Safiety Export cortification company's supperting documents, emad| Date of last action |6 years regment Destroy
-Blion, 1 ]
certification, permis and Fra-notifications, emails, checklists, Agency Framewoii
ENVIROHMENTAL HEALTH Food Safety i Imported food checis E¥Cs, CHEDs, Cols Diate of last action |6 reement Destroy
Regesration, Fight 1o neply, request Tor rovst, | |51E of The Food Standards
certification, perrnins and [Feesd hygione rating appealy, inspaction recerds, e, Agienoy Framewark
ENVIRCHMENTAL HEALTH Foox) Safety lensing schame letters Date of last action |6 yoars Aqresement |Destroy
Food hygene, (000 Sandares, food
[nvestigations, Fioxad hpgiena [ food sty - sell-assessrnent Torm, S5 of The Food Standands
inspettions and stancaeds case file by inestigence roparts, inwestioation retos, Agingy Framawark
ENVIROMMENTAL HEALTH Faod Safety maniboting ceganisation name) visil records, emails Dot of last action |6 years IeETHnt |Destroy
Tvestigations, %mmmm- 1 )
inspections and susbmission form, nesult, bether, wisit Agency Framewoiri
ENVIROMMENTAL HEALTH Food Safiety monitoring Food sample and analysls  |records Date of sample |6 years Agreement Destroy
[mvestigaticons, S16 of The Feod Standards
inspextions and Focd hygiene [ Aanderds  (Indpection reconds, letbers, emails, Agency Framéveor
ENVIROMMENTAL HEALTH Food Salfety | miniboging inbannenkons photographs, companty doouments Dt of last action |6 years Agneement Dazskriry
Hard copy - date
encryplod and
Iinvissligations, Esued to PHA
Inspections and Food potsoning vaestigation forms and | Tascomi entey - Hard oopy = Noms Tha Public Health Agency
ENVIROMMENTAL HEALTH Food Safety monitonng Food polsoning file records, emails date of final action |6 years | Retention Policy Destroy
ENVIRONMENTAL HEALTH |Consumer Health and Safety
Bocumentation relating to the
rigjEetration of Hairdnessers, Tathoots, Theie Hairdriiaers Act (NI}
Acupunciure praciitioners, Percing and (Date regisbrakion of 153%
ENVIROMMENTAL HEALTH Elctrodysic pracition:s enilitiement lapses |2 years |Relevant Bye-tiws Deestroy
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(1) Tha Safety of Spoets
Grounds (NI} Order 2006
Bursirsiess preTises. < Docurmendation nelating to the Eoensing [2) The Manufactune and
Ciongumer Health and | registration, certification, of speodts venues, finewarks displys, | Date licence Storage of Explosie
ENVIRCHMENTAL HEALTH Safety (5 and Boersing  |Premises filr fireworks saks TAPAES |2 years Regulations (NI} 2006 Deestrory
Reqetraton, AppCabon, VSt rEconds, Company S
Consumer Health and  [certiffcation, permits and |Caravan [ Cannp Sibe by supporting doouments, emad, copses of [Date icense lapses
ENVIROMMENTAL HEALTH Galety licensing location lioEnmes o & revoked 3 years The Caravans Act (MI) 2011 |Destroy
Resggesaration, Drecumentation nelating to the Thet: Concling Towers and
Condurmer Hisalth and | certification, permits and |Register of cooling towers  |rogistration of Cooling Tawerd of |Evaporative Condiensers
ENVIROMMENTAL HEALTH Salety liopnsing arsd evapirative condensers | Evaporative Condensers Life of equipment |6 years Regulations (W) 1594 Dhzskriry
| Business premises -
[rvesstigation, Inspection recofds, samples,
Consumer Health and | inspections and Premises file - inspections | |photogeaphs, company documents,
ENVIROHMENTAL HEALTH Safaty moritoring |ptanned interventions ormespongdence Date of inspection |6 years | Bussiness requirement | Destroy
| B premises -
[meisstigation,
Congumer Health and | inspections and Initial notification, imvestigation, The Health and Safcty ak
ERVIROCHMENTAL HEALTH i U Dt of last betion |6 ysars Wk [N Order 1978 Diestrery
ENVIRONMENTAL HEALTH
Dt registration of |Lifetime of the Business
EMVIRCHMENTAL HEALTH Application form, betber of redistration | entitheiment i Thsix i Ol
Inspction reconds, photographs,
oompany documents, complaint,
ENVIRDHMENTAL HEALTH |investigakion, responss, outoome Cate of last action |6 years Thie Sricking (1) Oroer 2006 Destroy
lmmmumuumm Enforcement / Prosecution of Offences
Enfoecemaent | ISq‘r‘Har..)ghqmml_
EMWIROMMENTAL HEALTH Prosecution of Offences | Enfiarcement. Policy Palicy and Prooeduns Corporate Policy
Enforoernent | [ssuing Fimed Penalty Dscurmentalion doalng with sus of
ENVIRCHMENTAL HEALTH Proseqution of Dffences | Notioes (FPN] FPH case file by name FFTis Date of last action |2 years |Busingss nequiremant Darsinoy
Enfcecement | CofTEspondence, depanmental
EMVIROMMENTAL HEALTH Prosecstion of Offences | Prosecution of offences  |Case file evidence, fike nobes, officers’ dabements St Legal Servioes
[Rotices and warrants: Hygene
Improvement, Emergency Profibition,
Riamadial Action, Food Contanment,
ihatement, Cleansing of Filthy and
Enfoccemnent | Wermincus Premises, Sewerage and  |Date of compliance
ENWIROMMENTAL HEALTH Prosistution of Offences | [ iiatici=g Motices and warranks Eriforemsent, Pest Conlrol nolice ifed £ BartirHess st Duxstrery
ENVIRONMENTAL HEALTH |Monitoring and Investigation
Master copy' of Suratilanoe
Aautharisation Form, apphcation form,
supplementany documentation and
rectification of approval,
Honking and reports, monfonng infeemation, CCTV
ENVIROHMENTAL HEALTH Irvestigation |RIPA covert surveillance |Prosecution recordings file | records, audis recondings Diate of last action |6 years | Destroy
Menikoireg and OCTV roirds, rhaster copy of RIPA NI
ENWIROMMENTAL HEALTH Irrvestigation |RIPA covert surveillance [Routine recordings ik authorisation fonm Date of recording |6 years Dskroy
Monitoning and Refiused surveilance Completed form and refiusal
ENVIROMMENTAL HEALTH [Frvestigation | RIRA oot surseilance |authorisation forms daturrriation Dt of refusal |6 yars Darshriny
ENVIRONMENTAL HEALTH | Stakeholder
] [Engagement fie (By Dae of et | I
ENVIROMMENTAL HEALTH Stakehalder E Stakeholger engagement|crganisation ) Agenda, nepors, minubes, action sheets |report 5 yaars Bursingss nagpuiroment Dzskriry
Annusal rELmes o NIEA, PUbEC Heakh
and Houwsing (DIC), Food Standands. S Manacement,
EMVIROMMENTAL HEALTH Stakihakder E neturns sl returm file Adency, DAERA Statutory Returnd
FINANCE
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FINANCE Accounts and Statements
. D T1) The Taxts Fiarbgement
At 1970 Schackule 4
() The Limization {1} Crder
1989
[3) The VAT Act 1994
Acoounts and (4) The Local Government,  |Permanent retention by
& Aceourts and End of francial ;t:uml-;nm At
axEs L
FINANCE Statements Management aceounting [1n fle Jin year working papers La- b 1570 - Schedule 4 Destroy
Accounts and End of financial
FIMANCE Sratements Management acoounting | Year end workings file year end working papers wear & years | Business requirement Destroy
ALCOUrS and Conscldated annu Pubkzhed and signed final annual
FINANCE Slabisentd  Aeeoailing Jseemumts Beebunts Dt of ian | 210 Burkifisid réquirement Transfer 1o PRONI
FINANCE Asset Ma
lanagement [1] The Taxes Management
At 1970 Schahule 4
[2) The LimEation (NI} Order
End of francial 1589
wEar (on (3] The VAT Act 1994
Fgisher containing the valse of the ompdeton of (4) The Local Government  |Permanent retention by
FENANCE Aot Haragement ngset Regeter Auset register file Council’s tangible assets audit] Fermanink ?:; NI} 2014 Council
1 Tanis Marsgiment
Regisher of dispasals « documwniting Act 1970 Schindube 4
dheciions. (and suthorisations) to Dt st sodd [ (2) The Local Government  |Permanent retention by
FINANCE Aot Haragement Astet Register Disposal register fle dispose of capital assets disposed Permanent Act [NI) 2014 Coruncil
Property waluation Capital finande - property || Docurmentabon nelaling 1o praperty I'Enduﬁ'mal
FINANCE Asset Maragement | (Finance) valuations file vakuations yoar |6 years | Bussiness requiremant Destroy
FINANCE Financial Provisions Management
Financial Provisions | [Preparation of the Counclis arnual  [End of fnancial I |
FINANCE Hanzgement Busdget and Capital Consolidated budget file capital and revenue budgets Ear B years Business requirement Deegtroy
| | ki I
FIMANCE Margernint Busdget s Capital depatmental budgets fie  |Budget planning procosse waar 1 years Busithisss regriment Destrey
Documentation relating 1o vananoes,
Financial Provisions committee reports and associabed Current financial
FIMANCE Maragernint | Busdgit and Capital Budipet moenionng file wking papers yar | yuars Bursifisss regarement Dstroy
Firwncial Provisions Drepartrental Budget repos, budget  [Curnint finandal I
FENANCE Hanagement Budget and Capital Budget monkonng fie virement transfers year b years | Becrsinesss recuremaent Deestroy
Documentation relating 1o the
Financial Provisions ranagement of Coundl cash Maturity of the
FIMANCE Hanagement |bmvestments irrestment filg: investments inestment | years |Busingss requirement Destroy
Firancial Provisions Documantation relating to the purchase |Curment financial | |
FEHANCE Lrvesstmients Irrecifment Ml { gale of Fvestments wedar G years Berbinegs réguirement Dasiirny
Financial Provisions Documentation relating to the Tﬁniﬂmdbani |
FINAMCE Hanagment | Borroming Bondds | pther loan records | borrowing of money by Coundil agresment G years Bursiness neguirement Duestroy
Financial Provisions Documentation relating to the | Permanent retention by
FINANCE Hanagerment Bornawing Loan negeter file bormowing of monéy by Coundil Permandént Bursini=ss neguiremient Council
Financial Provisions Documentation relating to the Date chebt |
FINANCE Hanagement Debbors Dgbtors file management of debts owed to Coundl |recovered |6 years Burginess reguirement Dhstreny
Drecurmentalon relating Lo the
Financisl Provisions Cintral goremiment funding [management of central governmint | End of firsncial
FINANCE Hanagement Funing fie funding yEar 6 yars | Bussiness nequirement Drstroy
[Financial documentation retating o
projects funded by extemal funding
besties, including Européan funding -
funding bid, funding agresment,
Financial Provisions Extemally funded projects  |(payment claims and reports to external | Termination of s per funder's Letter of
FINANCE Maragemoent Funigng Fia funding araasation fursing agreement O Fursding body Letter of Offer |Destroy
Firvsncisl Provisions Long berm dtrabegy bnd |3 year frendsl plan, finsndal strabegic Soi Managemint,
FINANCE Management and plannirg _ |plancing - major reconds. | orecast |5trakegic Plansing
Long berm strategy and
Financial Provisions plANFING - preparsony Wirking papers, drafls, mesting
FINANCE Haragement and planning _|recceds PRCHTE, DORTRSpOnCEnoe Date approved |2 years |Business requirement Destroy
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FINANCE Financial Transactions Management _
Financisl Trarssctons a4 refabng 1o opéning, dosunt Dt Softurit
FEMANCE Auithortsation IM BOODUNES and administration of bank acoounits | closed b years |B|.r54ness ek Dhzshiroy
Financial Trarsactons | Curnent financial |
FIMANCE Hanagrment Authaeisation BNk HCOINLS o) 16 years Busingss roquiremant Dazskroy
Finarcisl Trarsactons | ~
FEMANCE Hanagement Auithortsation Bank acoounts Date of last action | years Biursiness neguirement Dhzshiroy
Financial Trarsactions businesss units for goods and services | Curnent financal
FINANCE Lniberrial Richanps nionds privwided | neteived 1 yiar |MEM DCrestriry
Financial Trarsackons WAT documents for preparation and End of currend fax The Taxes Haragement Act
FIMANCE WHT Councl's VAT retums submission of Council's VAT retures: ﬁ |6 years 150 - Schedule 4 Destroy
Firaescisl Trarsactons. | Constnaction [ndustry Construction industry tax | Tax documents for prepasation and End of currendt fax Th Taxes Mardgement Act
FINANCE Hansoirnedil Tax rituim suibinission of Ciouncls VAT rituims yiar 3 1570 - Sefwsctule 4 (2
Documaentation nelating to the set-up,
Financial Transactions amendment, suspengion and chasure of |Date removed from
FEMANCE Harageent Versdd management | Wendor database VENGor B0CoUs databage 6 years Burbinizss Feguirement Drzstrayy
Documentation retating to the Th: Taxes Fanagrment Act
Firancial Trarsactions procising and payent of purchase | Curnent finandal 1970 - Sefwciibe 4
FINANCE Hanagerment Payment processing Irnoice file imenions par |6 ymars HMRC 700 § 21 Dwstrory
Dosumsentation relating to the
Financial Trarsactions processes that balance and reconcile  |End of financial
FIMANCE Hanagirnenl | Ristisnaciliations I yide Fetincilialioes Py TEREES ar |6 ysars | Burkifni=ss révpuir il Da=slriry
Documsentation relating to the
Firancisl Trarsactions procesies that balance and recondile  |End of financial
FINANCE Hanagement | Reconciliations Year ond reconcilations Py L_ear | yars | Business reguuiremaent Degtroy
End af Francial
year in which the
Firanciasl Trarsactions Docurmentation nelating to ihe reconds wire
FEMANCE Hanagement Administering refunds  |Rifunds ik processing of refunds creed G years | Eursinss reurement Dazshroy
Firsarcial Trassactions B of Firecial |
FIMANCE Hanagement |Reporting Reports Monthly, year, ad-hoc reports i & years Bursiness Dazsirory
Bocumentation reling Lo the Hm:m -
Finamcial Trarsackons pEOESsing and payment of sales Current financial 1970 = Schedule 4
FINANCE Hanagement Fayment processing Trrvokoe fike ok wear NG years HMRC 700 X1 Dazsfrony
Decurmentation nelating to the
Firarcisl Trarmactions priocises hat Balance and reoondike End of francial
FINANCE HanagEement | Renciliations - In Year |Reconcilatons file PR TETRS i |6 years | ELrSinESS: Mo emaenk Dazshriy
Documentation relating to the petty
carsh Exook The Taxes Maragement Act
Financial Trarsactions Petty cash allecation control held  Current finandial 1570 + Schedule 4
FINANCE Hanagiment Patty Cash fenords Petty cash file \by dapartmant year L6 years HMREC 700 ! 21 \Cekrery
!F:IHMI:E Payroll and Pensions
[Sarter | Loaver T0rms, Fayroll oetals -
stalf name, number, ta code,
deductions detais, rate of pay, bank
datads, together with monthily,
fewtnighthy ar weskly pary distails, Thé Tanies Haragement At
Exterrial funding body pay, notices of | Termination of 1570 - Schedule 4
FINANCE Panyroll and Pensions | Payodl management Emphinyese ik change to salary | wages scale Ernply et |6 years Fureding Body Respulations | Destrey
Documentalion relaling o deduactions,
masinbenance and reporting third party | Termination of
FINANCE Panroll and Pensions | Paymoll management Faryroll fike dechuctions ernployment b years The Finance At 2004 Dhzstiroy
Documentation relating to SMF | SPF {17 Regulation 26, The
paymaents and infarmation, traned and |Statutnry Maternity Pay
subrsishince clbin, strile setion [General) Regulstions 1986
dechuctions, retirements, terminaticon (2] The Finance Adt 2004
and redundancy, parental leave, (3) The Taxes Management
honarariums | acting Up aliewange, sick At 1570 Schadule 4
Py, boan bgreemnents, death in servoe |End of Curnert thx [4) Thi: Lisniation (WL} Ondér
FINANCE Panrodl and Pensions | Paymoll management Emphoyes | payrall fie {ms s | years 1565 Dwstrory
mentation relating 1o wages and
B, dnpinies, irihests, End of Curnér? thx Thit Taxis Harugerment Aot
FINANCE Payroll and Pensions | Paymoll management Payroll fike ooty paryroll prinks, copry panyskos  [year 16 years 1970 - Schedule 4 |Destrory
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Triggar Raticnale
Stabfory! Wy onde rotifications, P45, [End of Current tax Thit Tazies Haragoment Act
FINANCE Payroll and Pensions | Paynoll management Paryroll file PE0, PO, P11d year I yars 1570 - Schwiscdule 4 Dhestriry
Documentation nelating to incoms tax The Income Tax (PAYE)
and NI retusns, income tax reconds ard |End of Current tax [Arnendrmsent] Regulations
FENANCE Panyrodl and Pensions | Payroll managomaent Paryroll ik corTespordenoe with HMRL i |6 years 20010 Deestrory
Fllmﬁm!ﬂ!m
Gowemmeent, Pengion Schoeme
Documentation relating to the Rgulations (N1} 2014
Pndinon Schime prooéssing and mansging deductions  |End of Curnént tax (2] Thit Pulblic Sérvice
FINANCE Payroll and Pensions | managennent Persion fie and making reburs bo persion scheme | year | years Parsions Act (NI) 2014 Dhstroy
(1) Section 1 The Local
Gosiramisnl Pendion Schisme
Regulations (NI} 2014
Pengion Scheme Documentation relating to acoounts, End of Current tax (2] The Public Servios
FINANCE Paryroll and Pensions | managéennent Persion file returrs, waluation par |6 years Parions At (NI) 2014 Dwstriry
|HEALTH AND SAFETY
HEALTH AND SAFETY Compliance
[5ee Management,
HEALTH AND SAFETY Compliance Strateqy and planning | Strategy Document Stratigic Planning
Ser Management,
HEALTH AND SAFETY Complanod Health &nd Safity Pobcy |Policy and Procédune Cevperabi Policy
Temmination of
ﬂ'l")h',ﬂ'lﬂ'ﬂ.
Reoeds stored
with HE&S untl
ernployment ends  |[1) Ganaeral HES training -
and thisn |6 years
transferred to (2] Qocupational health
Human Rescurces (refated training - 50 years
Heaith & Safety managed accredited  |for remainder of (3] Statutory Heakh
Training fik - held by and stalf training, incudes rebvant retention | Sunwellance training - 15
HEALTH AND SAFETY Comghanog Training Health B Safety peesentalions, atendands, b | BRSingess Migpirement DRastroy
eLpaming [ PFowerfoint training
ks develaped by Health & Safety
and departrintal line managers for
Coinicil Stalf and Ebacted Mismbers on St HLIMBN RiEscuirces,
HEALTH AND SAFETY Compliance Training Training file - General Hizalth & Safety polcy and procedunes Lédaming and Development
HEALTH AND SAFETY Monitoring
(1] The Reporting of
Injuries, Digearses arsd
Dangeriss DonaTenos
Regulations (HI) 19497
() The Health and Safoty 2t
VWork (ML) Order 1978
Accadent and incadent case AN accident | incelent and (3) The: Managemsnt of
hotidents and incdent  |flke - hild by resporsible  |documertation - Forms HS0-HS10, Health and Safisty 8t Work
HEALTH AND SAFETY Monitoning repoiting - adults cepartment RIDDOR reportable accidents Date of last entry | years Regulations (WI) 2000 Destroy
The Reporting of Injunes,
Accadent and incadent case AN accident | incedent and Dreseirses and Dangerous
hotidents and incdent  |fle - hid by resporsible | documertation - Forms HS0-HS10, Doturrinces Riegulbtions (K1)
HEALTH AND SAFETY Honking repotting « children cepartment RIDDOR reporiable accidents Dt of last entry |21 years: 1997 Dwstrory
Decurmsentation nelating 1o asbectos
inciends inchuding under COSHH
Monitoring Atbetod Schedulé 9 - réparts, tormespondence, Thee Control of Adbéshis
HEALTH AND SAFETY Honkoing Incidents Irecichent case file list of relevant employees Dt of last action |40 years: |Regulations [NI) 2012 Dhstroy
ACOGETS reports that ang sgned by the |End of fnancial
Accident repcet form - hald | cparatien imeabeed in the accidont - MIFD [year in which claim
HEALTH AND SAFETY Hianilinireg Maltr sdtidents by néiponsible department  |famm ok place 3 yars | Bursinisgs, réspuirimient Chedtriry

Page 11 of 52



Agenda 7.0/

Function

Activity

Transaction

raft Retention Disposal Schedule Rules V1.2 (SPR).pdf

Record Description [ Examples

Retention

Retention Period

Retention Authority |/

Final Action

Back to Agenda

Trigger Ratignale
OO TESEnenoR @.4. Notse in the
Fouting inspection file e Elace, morstoning of disply
Heoakh and Safity o lbry risSporedie Scniers, Sale Systend of work [SSoW), |Date supérdeded /
HEALTH AND SAFETY Honkoing Ispetions cdepartment moeral operating procedures (NOF) Date of last action |5 years | Bursingss naguirement Dstroy
Moniloring e ot Mordtoning fike - held by |Picise risk assessmenis, indrvacuas fies,|End of calencdas
HEALTH AND SAFETY Gl piing woek, risk assessment  |responsible departmmint exempticn oortficates iz 7 years BLrsiness noguiement Destroy
Documentation nelating to mondtoding of
display scroens and nelabed The Management of Health
Maonitoring of display Assessment fig - hoid by |(woricstations in the worlgulace - eyesight|End of calendar and Safety at Work
HEALTH AND SAFETY mhﬂ‘lﬂ Sl WHMW bisil, wirkslalion Aide-imerits wEar 7 years |W{Hnm Da=sliriry
Fordtoring fike - hekd by End of calendar
HEALTH AND SAFETY Monitoning Maonitoring wibration responsible department Hiealth surseilance reoonds wear il pears Bursiness requirement Destroy
HEALTH AND SAFETY Risk Management
Manisil handing rsk assessment,
operalional [ sctivity Baded Risk Dt of last Thi: Management of Health
Aiesament file - held by  |assessment, building [/ asset risk anpsirment | Last and Safety at Work
HEALTH AND SAFETY Risk Managemint | Rk prssisaments. responsibie deparment BSSESETHTT action 7 years Regulations (NI} 2000 Dstroy
HUMAN RESOURCES
|HUMAN RESOURCES HR Adminkstration
HUMAN RESOURCES HR, Adeniristration Job deseriplons. Doy SeSCriptiong Date superseded  |None |mmm Distrery
HUMAN RESOURCES HR, Administration Person specifications Person specifications Date superseded !_Hom |Mﬂ*mrt Dostroy
Saw Management, Pr{-rxl:l
HUMAN RESOURCES MR Administration Project management M projects Management Business reguirement Deegtroy
Anniaal Fair ERpleymert  [Report to Equably Conmmssan and Th: Faw Emplaynent B
HUMAN RESOURCES HR, Administration |Reporting Morsboring Refurn Sakeholders Dt of report 13 years Treatment (NI} Order 1996 |Destroy
Triennial anakysis of worklono: repoet Tra: Fair Employment &
HUMAN RESOURCES HR Administration Reparting Butiche ©5 Report including composition and practices Diste superseded ||None Treatment (HE) Order 1998 | Destroy
| Cuarerty Business Survey [End of calendar
HUMAN RESOURCES HR Admiristration Reporting to Department of Finance | Employment statistics year |3 years |Busingss nequiremant Destroy
HUMAN RESOURCES HR. Adeninistration |H¢p¢ﬂl‘|ﬂ Sachriess albience reparts  |[Reports ta APSE, NIAD, Coundl Dt of resport 3 years Bursini=Ss respuirimient Dstrery
See Management,
HUMAN RESOURCES HR Adeniistration |5trabem- and policy HIR Strategy Dogument Strabegic Planning
Ser Managemont,
HUMAN RESOURCES HR. Adeninistration Stratedy and policy MR Policies and Procedunes Conparati Policy
HUMAN RESOURCES Recruitrment
- Trocumentation nemng oo
= Authorisation
* Adwertising
= Applcations
=+ Job descripbion
» Person specification
{including agreemaent form)
= [nlerviews and selection
»  Summbary TiRCs
= Dffer of employment
- Pll!—ﬂlpb,llmldm
= Rocrutment fle checkist Date of fiest Transfor to Personal file /
HUMAN RESOURCES Recrutment | Riscruitrrienill Racruitenint fike »  Candidstie 0 1 yar Bursinn=ss (2
T Ty ithe et of m applicant | no
HUMAM RESOURCES Recnstment Recnulfiment prooess Recruitment file Appoinkmeent Date ke closed 1 year Bursiness requirement Destroy
HUMAN RESOURCES Employes Administration
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HUMAN RESOURCES

Temmination of

& years

HUMAN RESOURCES

Ermpicrres il opche

Temnination of

B years.

‘I'I.lll.ll RESOURCES

Employes Relations

HUMAN RESOURCES

End of sanction

| mantfs

HUMAN RESOURCES

|Grevance procedures

Grigvangn fig

Temnination of

& years

HUMAN RESOURCES

Employes Relabiors. | Grisvance procedisres

Comedaints e

S MARSGEmEL,
Curstomer Fobdback

HUMAM RESOURCES

Trade Union strachunes

Trasde Linion Agreerments

dentification and devsopment of
sigrificant directions conopming
indurstrial matters

Thesa ane dynamic
diecumaents which bre
oonstantly being revieeed,
Each wirion will replace
v foemeser and whene
Bppropriste, nformation
will e retasned i the
ridEcant répart.

| Bursiness requirement

HUMAN RESOURCES

Occupational Health

HUMAN RESOURCES

Dccupational Health Heakh survgillance

Drosumandation ackiding:

= dabe of 1=t [ ek

= putcome | deckion

= pernedial actions

« subistance monftoring recoeds if

Date of last

[ Brsiness requirement: -
ceparate from employes file

sunssillance has boen
urdertaken reconds to be
retained for 4 pears of 75
yoars after DOB, whichayer

Jis longest

Learning and Development

.

HUMAN RESOURCES

Stalf training records by
financial year

Training and development records
relating to aftendanoe and achsvemaent
of individusl employpess exchuding thode
HAS training records that require a
longer ritention rue

Date of bermination |6 years
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Function Activity Transaction Record Description [ Examples Fertantion Retention Perdod Pateriion Authoriy | Final Action
Triggar Raticnale
Documentation relating to the
adminitration of leaming and
Learning and development inchading management of |End of financial
HUMAN RESOURCES Devsioprent Trainiyg peovisien Training sdmin fie externally subsiiced (raining Iﬁ 1 year Busifess reguiremnt Dzstrey
Uil sLperseded of
Lesarning and eLivaming and face-bo-fade training COUrss fd lnger
HUMAN RESOURCES Development Training peovision Course oonbent course content and supporting materials| provided Hone | Bursiness nequirement Dstroy
Learning and See Management, [nbernal
HUMAN RESOURCES Development Training Flan Corporate LAD Newslettor | Quarterty issued stalf newslothor Commuracations
Cocumentalon reklng Lo managing
the process of corporate and Administrative use 4
departmental induction inchuding course |termination of
Is. ard departmental chedklist - |employment
departmental induction materials G years
Learning and Corporate and created and held by responsible  |Confent - untd
HUMAN RESOURCES Development Endusction departmental induction department superseded o | Buriness nequiremaent Destroy
Documentation held by
Corporabe Health &
Training reoords induding certification Safety until
confinming attersdance and achisvement terrmination of
of indiviciaal emiployess at statutory employment and then
Lisarning and Diccupational Health & cotupational health &nd safity training | Termination of transferned ta Human
HUMAN RESDURCES Dewelopment Seaff training Safity training regiter COurses emplcyment Resources for netention | Butines reguinement Dwstrory
Documentation relating to:
= application form with course cutline
Kool BgEREIERNE
= approval and authortsation
* ECQu checkiist
« financial reoords
= cornpletion data
Learning and Emphoyes Qualfication Application data transferred to stalf Temrmination of
HLIMAN RESOURCES Devsloprment Salf training isstance S perionsl mecord on PAMS ErmplcryTent G yars | Bursinesss, requirement Dwsstrony
|HUMAN RESOURCES Safequarding
Desagnated Safeguarding I
HUMAN RESOURCES Saleguarding Govermanon: Officer st Until superseded | None Bursiness roguirement Destroy
(1) Department of Hoakh -
Dispodal Good management,
Good Reconds: Schedule -
Saction P
a) 18 yiars for an (2) Daepartmant of
external refermal Education, 2001&
Safeguarding Record Form, Incidert b} 10 years where there is |(3) NSPOC Records
Emmwmﬂ- Report Form, Comespondence including no further action and no | Retention & Storage
HUMAN RESOURCES Saleguarding Childron General Case fil pmails & bekters Date of referral external refereal (s made | Guidanoe 2019 Dazshriy
o] 18 wears for an
external referral Departrnent of Health -
Safeguarding Record Form, Incident b} 10 yoars where there is | Disposal Good management,
Standard Referral - Resport Form, Compandence induding i further action and no | Good Reconds: Schedule -
HUMAN RESOURCES Saleguarding Adults G | Case file ermails B lethers Dt of riefisrral iternal refemal is made | Sedtion P Dsfiriry
{1) Department of Healh -
Disperial Good managiment,
) Ll the subdect reaches, Geod Reopnds: Schoduls -
100 years of age | Saction P
b} 10 yoars in situations (2] Department of
Safequarding Record Form, Incdert whire he notification is | Education, 2006
Standard Referral - Riport Foem, Relevant HR Personned fik: bdezvr b B basadd on (3] NSPCL Records
Allegation against a documents, Comespondence including erroreous o false Retention & Storage
HUMAN RESDURCES ‘Saleguarding member of stafl Case file ermails & lethers Date of notification |information Guidanoe 2019 Doy
@) 30 darys, i no further
imvesstigation warranted
HUMAN RESOURCES Salisguarding Al riderrals CCTV footage Dt of riferral b} S rédvant Cade file | Burbiness rédquirement Chestriry
IEma-l. Saleguarding Record Form, |
HUMAN RESOURCES ‘Saleguarding | Unsclicited Refarals Case il Incident Report Form, Cormesponderce |Date of referral i years Bursiness requirement Destroy
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Function Activity Transaction Record Description § Examples Retention Period Final Action
Trigger Ratignale
FOGUESE A MESpErs Lorresportiri e,
HUMAN RESODURCES Saleguarding Guidanos Advice Advice e guidance: matenals Dt of last detion |4 years Brbifni=gd réduireiment Dsdiriny
=afeguarding related pobces and Sere Management,
HUMAN RESOURCES Saleguarding Policy and Proceduee  |Polickes and procedunes fle | procodunss Coepeabn Policy
TNFORMATION AND
COMMUNICATION
TECHNOLODGY Assat Managemant
ENFORMATION AND Documentation relating to the disposal The Limitation (M) Order
COMMUNICATION TECHNOLOGY  |Asset Maragenmint Disposal [Equipment desporsal file of equipment Date of gisposal |6 years 1969 Dstrey
Datahast with details of assets
INFORMATION AND: inchading, procurerment, warranty, Pirmanent rebention By
COMMUMICATION TECHNOLOGY  |Acoet Maragement st imventony futet information file location, wser, etc. date creatod | Permanisnt | Bursiness requirement Council
INFORMATION AND Irfemet domain rame Database of regsiration and Permanant pelention by
COMMUNICATION TECHNOLOGY | Acset Maragenmérit Adidiet ifnverilony risgistration fil canfiguration ditsil Dt of Parianent Buriifiisid nisuirafmient el
COMMUNICATION
TECHNOLOGY ration Database (CMDB)
Configuration
INFORMATION AND Haragement Database Enowiadge base [ istranet  (Documsentation relating to training and S Human Resounoes,
COMSUMICATION TECHNOLOGY  |[{CMDE) (Guidance and training  |"Mow To" files gradance for use by staff Date of dsposal  |Leaming and Development
Cisfaguration Dracurmsenitilion nelating Lo loed
ENFORMATION AND Hanagement Database [Configuration Fixed belephony call flow  |belephony calls rowted in and through Dabe admintstrabhe use is
COMMUMICATION TECHNOLOGY  |[[CMDE) managemenit configuration file Councl Dt creatid jooncluded | Burtinnisis, recpuiremaent
Configuration
INFORMATION AND: Database |Conliguralion Sy SUeM CORfiguration Decurmentalion rsaling o the kiy data |End of life of
COMMUMICATION TECHROLDGY  [[CMDE) management infgernation file wysiem configuration Fyshem 1 year | Business reguirement Drsiroy
Configuration Bocumentalion reling L0 SEail servace
INFORMATION AND HMaragement Database [Change conbrol requests, ingident, change requests and Dabe admintstrabie use is
COMMUMICATION TECHNOLOGY  |[{CMDE) | Tt Mol file procedures Date of request ooncluded | Bursiness reguuiremaent
TNFORMATION AND
COMMUNICATION
TECHNOLOGY Resource Deployment
INFORMATION AND Dwabe pdminiirabive use is
COMMUMICATION TECHROLDGY  |Resource Deployment | Technical specifications | Clonezilla image file Imiages held for all devioe builds Date created conhided Bursiness reguiremaent
INFORMATION AND: Diabe adminisirabie use is
COMMUNICATION TECHROLOGY | Resource Deployment | Testing Sep-by-step test plin Spreadshect listing stops o test Date created concluded Burginess reguirement Destroy
TNFORMATION AND .
COMMUNICATION
TECHNOLOGY Cloud Platforms
H) darys
Dhrector approwed
1 imay apply fof a
INFORMATION AND Softwarne serdoe Descurmentation relating Lo user Dt remicvid from |limited period whene
COMMURMICATION TECHNOLOGY  |Cloud Platforms MMM Wiser aocounts g ICLOUTRS databas T BLrRiness roguidement DRestroy
INFORMATION AND: Imem Service configuration and  (Documentation relating to the |
COMMUMICATION TECHNOLOGY  |Cloud Platforms sage reporting file configuration of services |/ Exoel / 5 |End of contract B ypears Business requirement Destroy
ENFORMATION AND !Snmumm
COMMUNICATION TECHROLOGY  |Cloud Platforms managemeril Logs Uipgrasdes 1o softwang End of conbract |6 years Brbifni=gd réduireiment Dsdliriny
30 darys
Director approved
Dooumandation relating to the mctension may appdy for a
INFORMATION AN configuration of type of émal acoount lirviind periad whéng
COMMUNICATION TECHROLOGY  |Doud Platlorms Ermiail accounts M5 Office 355 |persoral [ shared efc Date creaked quined Bursiness neguuirement Drstroy
TNFORMATION AND
COMMUNICATION
TECHNOLDGY Managing Infrastructure
Docurmsentation relating to contractual
ENFORMATION AND Haragig software boonses, mobde applicotions  |End of use of
COMMIUMICATION TECHNOLOGY | Infrastnattre LAfI!I'ISI'iq Sailtwani: hﬂl‘lw file ] enbérprise Bgrisimentd Swildm 1 yar Bursifsi=5s rixjpuirimenk D=sfiriry
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ENFORMATION AN Managng Hornbill change recond § BT managed | Date administratie
COMMIMICATION TECHRNOLDGY | Infrastnactse Netvwork Data Security  |Homill file servion change mguest use is concluded |3 years Bursingss nagpuiroment Dazskriry
ENFORMATION AND Hanaging Catabase detoling connoctions of all | Date adminstrative
COMMUMICATION TECHNOLOGY  |Irfrastnactun: htwork maintenance  |Access databade configurations of network and itets  |use is concluded |3 years | Bursinnissa respuiriment Dnsstrery
3 darys
Director approved
Diecurmentation containieg th kiy data iy apply fof 2
INFORMATION AND: abdut the user in dupport of thedr e af | Date removed from |imilted périod vhene
COMMIMICATION TECHROLDGY | Infrastnachuse | Identity mainbenance Whser accounts file and acoess to ol [T systems databasy rexguined | BrSiness: neguirement Dhzskriry
INFORMATION AND Managirg Drisashinr neoinvery and
COMMURICATION TECHNOLOGY | Infrastnacture backugs Commreailt and Aoure Al data Date of back up |1 year Business neguiremant Destroy
Documentation 15 Server ard
haedwane maintenance, patch, storage
ENFORMATION AND Hanaging Maintenance and and WAN management, upgrades te The Limitation (M) Order
COMMUMICATION TECHNOLOGY | Infrastnacthure management Fibe by system infrastnucture Date creaked |6 years L1585 Dwzstrory
TRFORFEATION ARD
COMMUNICATION
TECHNOLDGY Managing Communlcation
Allas - terwder [ coctract | Decurmentation mdating 15 details of l
INFORMATION AND Hanaging documentation miorwes;, additions and changes for staff, |End of life of The Limitation (M) Order
COMMIUMICATION TECHNOLOGY | Comenunicalion Tdophony Allas = MACS sirvioes and call ciliery Fysherm i ydars 1969 Darshriry
| Phoibe: devices - Uit Of 2l Molie COMITeInKations
INFORMATION AND: Hanagirg Contracts: EE, 02, devices including physical information | End of life of The Liritasticon () e
COMMIICATION TECHROLDGY | Communicabon Wodafone Liser details dakabase and ourrent pwnershin Fysbem |6 years 1569 Dazslrory
INFORMATION AND Hanagirg Detads of tephone ines and services  |End of life of | Tt Lirnaaition (M) Orcker
COMMUMICATION TECHNOLOGY  |Communication Landlire and broadband |Access database provided System B years ] Deegtroy
INFORMATION AND Application Date removed from
COMMUNICATION TECHNOLOGY | Mansgement Suppler management | Supplier database MS Quifiook contact database dstabase i ysars | Bursinisss. respuirsmient Dnsstrery
ENFORMATION AND Application Exced Sheet detaling all applcation End of life of
COMMUNICATION TECHNOLDGY | Maragirnent List of applcations Servicn Clakogine sefbwane Oaitently in use Syshem 6 yiars Birsifiisss P eiment Drstrery
TNFORMATION ARD
COMMUNICATION
TECHNOLOGY Release Management
INFORMATION AND Dndpanding § Ened user Parmanent retention by
COMMUMICATION TECHNOLDGY  |Release Management | best plars Edcerball fike Sofftware Redease Management Permandént Bersiness neguirement Councl
INFORMATION AND Permanent; retention by
COMMUMICATION TECHNOLOGY  |Incident Management | [ncidents il file Inacidenits, known érrard and problerms PrErranient BursinsieSs raxgpuirimank Coundl
THFORMATION AND
COMMUNICATION
TECHNOLOGY IT Management
INFORMATION AND Policy, Prcedure and standands S Managennent,
COMMUMICATION TECHNOLOGY  |IT Managemend Policy and Procedure |1 Policy and Procedire || documentation Corporate Policy
INFORMATION AND St Managemint,
COMMUMICATION TECHNOLOGY | IT Managéement S&Mﬁﬂl and policy 1T Eh.rune' Shrabigic Plannirg
INFORMATION MANAGEMENT
TRFORMATION
MANAGEMENT Access bo Information
T [1) The Freedom of
Processing Freedom of Infiormation At 2000
[nfeermakion, [2] T Erveircmintal
| Environimental Infemation Regulations
[nformation Regulbtions 2004
and Subject Access (3) The Duta Protection Act
requessts. for information Initial request, respoesa, nilated 2018
Including internal comespondence and other supporting 2 years - unkess subject to |(4) The UK General Data
INFORMATION MANAGEMENT Moess bo Dnformation | niwiews FOL, EIR and DP Cade fled | documentation Dt of last betion [BOD coenplasnt Probésct Regulations 2018 Da=sfiriry
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Trigger Ratignale
Initial request, respoese, appeal
Information Regulations records, related comespondence and
ENFORMATION MANAGEMENT Access to Information  |and Data Protection FOI, EIR and DP Case fies |cther dorumentation Dustroy
| p requests,
THFORMATION MANAGEMENT Access to Infeemation | Requests for infoemation [CCTV foctage HMRC and [ or other aganisations Dhstrory
Database relating o the logging,
O, EIR, DF Riequests for |(tracking and moniboeing of requests Tor |End of fnancial
INFORMATION MANAGEHENT Auciss b Information | Dischsdunt Log Indonmation Dickosurs inloemation wsar [ | Bursifiisis réduireimnt DChsitriny
Acoess to Information See Management,
ERPORMATION BMANAGEMENT hcoess o Enformation | Policy and Procedurns Policy and Procedure Corporate Policy
Uertil supsrseched
Bt na: kaber than 4
years from
spprowal date in
Foordance with
4.31 of the The: Freedom of Information
EHFORMATION MANAGEHENT Aocess to Information | Publication Scheme Councd Publication Scheme Equalty Scheme. |4 years At 2000 |Crsfrcry
MANAGEMENT Data Protection
Iraadenil nepart, m. Saang
l leamed, cometpandence with 100 and
INFORMATION MANAGEMENT Data Protection Data breaches Breach report cEher third pamies Dt of last action |3 years Brrsinss negpuirament Destrgy
7
Conchusion of
Fcompanying Thar Limitation (M1} Order
ENFORMATION MANAGEHENT Data Protection | Dt sharing Daka eoment | Agreemnents, peobocols Conbract 6 yars 1969 \Ceekrery
Data % Tmpact
ENFORMATION MANAGEMENT Data Profeckon |Data sharing Mictices Assesmants and notioes Unitil sperseded |_3'|IW‘I» | Bursiness reguiremaent Drstroy
TNFORMATION B B - B
MANAGEMENT Records Management
Corporain and |
INFORMATION MANAGEHENT Reconds Managemsent  |Corporate file plan departmaental fike plirs Classification schime and file plan Uil supsrseded |5 years Bursin=Ss respuirimient Dstrery
Biatonds Palicy See Management,
TNFORMATION MANAGEMENT Records Management | Policy and Procedure |and Procedure Corparate Policy
Documentation relating to the The Freedom of Information
deveiapment of the Corparabe Retention At 2000, Section 46 - Code
Managing rooceds Ritertion and Disposal g Disposyl SChadile inchiding of Praction on Reconds Permanant petention by
INFORMATION MANAGEHENT Recands Managemsent | netenkion |5dIIE|:I|.Ie apgroned changes Ll 2 Managemsnt Councl
Managing rocords Reberition and Disposal Frjeched changes to netenbon
INFORMATION MANAGEMENT Reconds Management | retention Sl schedulies Dt of last petion |5 years | Bursinisss, reuirimant Dastreyy
Confidential warste
INFORMATION MANAGEHENT Records Management | destruction | Conbract managemsent Tender and conbract documents. S Procunement L
The Freedom of Information
At 2000, Section 46 - Code
Intesmial and wikste paper destruction  Date certificate of Practicg on Redords
ENFORMATION MANAGEHENT Reconds Management | Disposal management | Certificabes of Destruction | oontradtonrs certificates: of disposal cristed [ nediheed |20 wears Managiement Difiriry
INFORMATION
MANAGEMENT Operations —
Comspandencs ricened from ntiemal
and extemnal staieholders relating to
peositiee feadback on Compliance Team |End of francial
ENFORMATION MANAGEHENT Operations Colebrating Success Stakehaider fedbac mmibers and/or service yar |5 years |Business requiremaent Daestrory
eLiaming | PowerPoml Lraning
modubes. develaped for Coundil staff and
Eloctod Members on Aotess o
Infprmation Mansgement  |Infprmation and Records Management G Hiuman Fesournces,
INFORMATION MANAGEMENT Operationg SEAlT training E=ipoke training mabérisls  |policies and procédunes Liswriiriy And Divalopment
THFORMATION
MANAGEMENT Support Services
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LEGAL SERVICES

[NFORMATION MANAGEHENT SRRt Servicns | Staikeholder engagoment|Fiked by stakcholder name | Servion Mairkiztirg
IRISH LANGUAGE UNIT
IRISH LANGUAGE UNIT Irish Language Bursary Scheme
Applcatien form, bether of oiier,
Irish Larguage Bursany soteptande fonm, eigibiity fomm,
ERISH LANGLIAGE LINET Scheme ApCatInS Successhul applcant file  |payment form including BALS detals | Date of last action |6 years Business reguiremant Destroy
|End & Francial
year folowing
Irish Language Bursany Documentation relating to application | notification to
ERISH LANGLIAGE LINIT Srheme Applications Wrauccessful applicants and ketter of refusal applicant None | Bursiness reguircment Dhestroy
Trtsh Language Bursany Anonymised monitoring forms returned |See Management,
BRI LAMNGUAGE UNIT Aap ] Appkcations Monitoning formes with complebed application formes Corporate Equality
S Management,
Irish Language Bursany Marieting materials, adverts, copy for Corporabe Communications
BRI LANGUAGE UNIT hap ] Markieting | promotions | Bursary marfueting file vttt and Markiting | Bursiness requirement Destrony
| IRISH LANGUAGE UNIT and Event M
ﬁw =]
| Gaeshge Lrish # D510
|Language Week) and  |Project development and || Documendation relating to event Sen Management, Events
Project and Evert General Irish Language  |implementation including  |planning, procunsment, G Management, Project
ERISH LANGUAGE UNIT Manzgement projects prCCURGTHENE COHTESEONENoe, Supplers Managemaent
See Management,
Project and Evert Py risheaies Corporate Communications
IR1SH LANGUAGE UNIT Hanagement Promiokicens. Social Mg schidubes and Marketing
Prjpect and Everd Dt permvnd frofm
ERISH LANGLIAGE LINET Hanagement Customer engagement  |Contact database M5 Outicoi contact databas databiase None | Bursiness regriremant Dstroy
Propict and Event Dt rismadved Eram
IR1SH LANGUAGE UNIT Hanagement Supoker ManagEment  |Suppler database M5 Driticke contact databass daabase 1 yar BLISinGss Modprpmaent Dashroy
IRISH LANGUAGE UNIT Stra and Fol
The Insh Language Strategy s 2 3 year
plan prepased by Officers and suldect
by Publc Consgultation and Coundl
appeoval, The TLU works o this agnsed
Strategy and it s downloadable from Ser Managemont,
IRISH LANGUAGE UNIT Strabigy' nd Policy EEB’?: and planning _|Irish Shrat thir Councl Websibe, |Stratogic Plandning
L Strategy arty
IR1SH LANGUAGE UNIT Strabegy and Policy IW{II:J'I'IQ'EM Agenda and action sheets  |Agenda, repots, minubes, action sheets [Date of mesting |3 years Bursinss nedpuirament Dsiroy
IRISH LANGUAGE UNIT Translation Sendices
Trarskekn fle - by
FRISH LANGLIAGE UNIT Translation Serddes [Lm\ﬂ I'.ra':dﬂ.im_u. Mg E[gl:l.h and [rish vérsons of relabed Ddl:nuﬂlﬂuﬂ L0 yars B.uiﬁﬂ.l__rmrt Dsiricny
ERISH LAMGUAGE UNIT Translation Senvioes |Extérnal bricdlitiong Prccurdment ik Procunémént dooumentition S Procunemint
10 years - Irish Larguage
oY
Drnéctorabes align with
Trarskdod dotuments fike - document retention
IRISH LAMGUAGE LINIT Transiation Senvices External trarslations Ery Chirctnebe Ersglish and [rish versions of relabed doo| Date of recspt | period Eursinisis niuiremant sty

|LEGAL SERVICES

|I.Iliglinn
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LEGAL SERVICES Litigation Jueicial Riviéw udicial review fils ot sl chasure 16 yers 1585 Dnestrery
Court pleadiings, emails, Court Crders,
departmental evidence, corespandence
with Bedfast Legal, coerespondence with |End of calerdar
Broach of Contract [ Brtach of Contract | other parties including Soldibons, file wir Foliwing cike Thet Lirnitation (M) Ordér
LEGAL SERVICES Litipation heghgence Clams Megligence file nokes, professional reports chrsure |6 years 1969 Distrony
Court pleadings, emals, Court Crders,
departmental evidence, comespondence
with Bedlast Legal, coemespondence with [End of calendar
other parties including Solicitors, file  |year following case The Limitation (M) Order
LEGAL SERVICES Litigaticn Dt recoveny Case fil reches, professinal reports ckrsure |6 years 1989 Dhzctreny
departmental sddence, comipondence
with Bedfast Legal, coemespondence with
other parties including Solicitons, copkes | End of calendar
of btk deeds, maps, fle notes, year following case The Limitation (M) Order
LEGAL SERVICES Litipakion | Riscimviry’ o land s il proféssional repams chrsure 12 yEars 1589 Diestrery
LEGAL SERVICES Land and Property
Coum pleadings, emails, Couet Crders,
deparbmental evidence,
with Bellast Legal, oxmespondiande with
Land dispute file inchading (other parties induding Solicitorns, copies |End of calendar
erroschiments, adverse of ke deeds, maps, fe potes, FEar Tolgwing Case Tz Lirnstation (M) Qecker
LEGAL SERVICES Land and Property Land dipubes poisEion caims professional reports chasure 12 years ] Drzgtrory
Comviyancing fle mchiding |Valuations, maps, oogn ok doeds,
sales, purchases, transfors, (emadls, comespondence with exbomal
Land vwesting, waleaves and |parties including Solcitors, fle notes, Penmanent relention by
LEGAL SERVICES Land and Proporty Comeeyancirg eagements professional reports Date of last action |20 years | Bursiness reguuiremaent Coruncil
Cass chrsure, date
Maps, cogny titke deoeds, emals, file of last action
Risquests for infarmation re |notes, cormespondence with extemal  |{foliowing end of
LEGAL SERVICES Land and Property Land cwmership land awniership parties calendar year] 1 year | Bursiness requirement Doy
Land Regestry maps and folics, evidenon
of prioe tithe, bundie of urregistenesd itk
s, WIS, SaSEMEnts, vesting Permanent retention by
LEGAL SERVICES Land and Property | Land ownership Title: Deads peder and vesting receipts Diate of last action |20 years. Business requirament Councl
From expiry of the
Lizase term, boendn
period ar the énd
of aryy period of
averholding o
surmarsder of tha
Walsations, maps, cogry titke deods, Jsrd o Beerice
professional reports, emails, {whichesyer shall be
LEGAL SERVICES Lard and Propety Lesdriges, 3rd fOBnies Lease anyd licence Fle coresrendeno file notes R Eabes) 1 yar L Bursingss neduiremiant Doxstrery
From iy of the
Liease term, boence
poriod ar the end
of arvy porkod of
awerhkding or
surmencer of the
lease of BoeToe
Criginal kase of lConce, rent review | (whichever shall be The: Limitation (M1} Order
LEGAL SERVICES Lard and Progety Lisieig=g e ioinies Leade and licence Fle rrnoracdum ] 21 yEars 1 Disstrery
memmw
LEGAL SERVICES ILard and Property Lestes and licences Lease schecubs Liase Schoedile Permandnt | Bursiness requirement Council
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D of Chaege [/ Retention (Letters of Offer, project details, emails, |Redsase of Deed of
Deed of Change ard Disposal Agreements || corespandence, file notes, copy tile  |Charge on expiry
LEGAL SERVICES Lard and Propety financal acssaancs) il esnds and maps of tiren of dissd 1 year L Bursingss reduiremiant Duxstrery
Risbisirir of Desined ol
Original Dead of Change and evdence  [Chanrge on axpiry
LEGAL SERVICES ILard and Proparty Doed of Charge Deed of Charge file of registration of charge of bermn of deed 1 year | Burginess reguiremaent Destroy
Ewpriry of Rétiention
arvl Dispaorsal
Agreement on
Rizberition ard Disposal Criginal netention and disposal expiry of term of
LEGAL SERVICES Land aiidd Priogesty Dl of charge |EM SRS [ greerrent 1 year | Bursinisss, redpuiriment sty
IL!EM.SIIWIC!! Contract Law
List of documents upan which Council [Permanent retertion by
LEGAL SERVICES (Cionkract Law Coundil Seal Riacord of Courti Soal Sl s b placed Parranent Coundil's Standing Onders Coundil
Copry bender documents, emais,
Contract fike - onginal held |corespendence, fil nobes, copy
LEGAL SERVICES Conkract Law Pfgﬂmdm Ery nesponsible department | contracdts Date of last action |1 year | Business regurement |Dsfrry
— - - - o |Ernails, departmental evidence, RETers, -
professional reports, comespondende
Prinvigans of Gontradt with thind parties inchuding Delfast
LEGAL SERVICES Conkract Larw |advice Conbract acdvice file Legal, fie nofes Date of last action |1 year | Bursiness requirement |Destroy
‘I.Eﬂ.ll.m Enforcement / Prosecution of Offences
[Prosecution case fie, Legal copy - Destroy
Enfoecement |/ Planning, criginal hedd by |Emalls, cormespondence, depantmental Criginal - Permanent
LEGAL SERVICES Prosiaulion of Difences | Prosevulions vicdinin, ik nobis, afficoirs’ Sabisnents |Date of last action |1 year Bursifuie5s fixjpurofmenl retenlion by Counsl
Prosecution case file
relating to Licerding, Dog
Drcder, Warste Managernent,
Ernvirpnmaerital Protection,
Ernvironmeernal Health, Legal Adeiistration - 1
Breach of Bye-law - original year
Enfoccemnent | ool vy responsible Ernails, cormespondence, departmental Responsible department -
LEGAL SERVICES Proseotion of Offences | Prosecutions cepartment evidence, fike notes, officers’ statements |Date of last action |6 years _ |Busingss nequiremant Destroy
Legal Adenietration - 1
e
Enfoccemnent | Prosecution case file Emnails, cormespondence, depatmental |Mpumuedepaﬂ:nm
LEGAL SERVICES Proseqution of Offences | Frosecutions redating to food safoty evidence, file notes, officers’ statements | Date of last action |10 years |Busingss nequirement Destroy
gl Aderinetraton - 1
Enforcemnent | Building Control - original  |[Emails, cormespondence, departmental Réspondible department - Original - Permanant
LEGAL SERVICES Proseostion of Offences | Froseoutions el by Busilding Control | evidence, file notes, officers’ stabements [Date of last action | Permanent | Business reguirement retention by Councl
LEGAL SERVICES Statutory
| ] [Emads, correspondence, e notes, copy | L
LEGAL SERVICES Stabutory Byl Erye- Lo i bre-Lveri Dt off Brye-lan 1 year Bursinsi=5a redpuiremaenk Da=sfircry
| | | Parmanent retention by
LEGAL SERVICES Statutory Bype-bawes Erye-Lare il Enactrnent of Bye-kws Date of Bye-low |20 years Bursiness requirement Council
[Emnasts, correspondence, fie notes, legal |
LEGAL SERVICES Stakutory Stahliory appeak Stabutory appesl e DRI Dite off last betion |1 year Bursirsi=Sd rédpuiriemenk Da=ifircry
Register of employee Conilict of interest declarations, emsils,
LEGAL SERVICES Statutory Conflict of interest intprests lietters and nobes Termination date |6 Business reguirament Desstroy
iMHawﬂml.
LEGAL SERVICES Stakutory Policy and Proteduns e Procedune Corporate Policy
LEGAL SERVICES Advisory
Documentation relating Lo advicoe
provided b0 inbirmal arsd external
makters, emails, comespondence, file
LEGAL SERVICES Advisory Provision of begal advice |Advice file ackes, begal apinion Date of last action |1 year | Bussiness requirement | Destroy
LEGAL SERVICES MM

Page By of 52



Agenda 7.0/

raft Retention Disposal Schedule Rules V1.2 (SPR).pdf

Function Activity

Transaction

Record Description [ Examples

Retention
Trigger

Retention Period

Retention Authority |/
Raticnale

Back to Agenda

Final Action

Brbifni=gd réduireiment
LEGAL SERVICES |ww Counci
LEGAL SERVICES |Bn.rshtssreq.*mi Dazskriry
‘Lﬂﬂﬂﬂmﬂﬂﬁ Access bo the Cou
[Feeqster of all asserted Pubs: Rights of
Access to the Wy by localion with assertion The Acoess to the Parmanent retention by
LEGAL SERVICES Countryside Righits of Waiy Rights of Way Register __|staternent and map Date of creation |20 years Countryside (K1} Onder 1983 |Councl
Documentation relating 1o the asuerbon,
rraragemnent of asseried Public Rights
of Wary, including temporany closure |
divirson and piermanent path divisiond
and clofures
Aoess Lo the Asseriod Pubbc Raghis of  (Liegal dexisions b probedt, mainban, Thser ACOESS 00 Che Permanent retention by
LEGAL SERVICES Countryside | Rights of Wy iy file dirvert o etinguish & Rights of Wy Date of creation |20 years: Countryside (M1) Onder 1583 |Council
Access to the Aliaged Public Rights of Dooumsndation nelating to posslde: Tht Acoess bo the Parmanent rebention by
LEGAL SERVICES Couniryside Laghis of Way iy e P Figiie of War Dt of creaticon Counbryside (M) Qeder 1983 |Councd
Arcess to i ALTESS 10 the: CoUNtTysede
LEGAL SERVICES Countryside Pislicy and Procedise  |Palicy and Procédune
Documentation relating to sign posting | Bursiness requirement
Access to the of routes, long distance routes, works
LEGAL SERVICES Ciuritryside Fudisd projects Project ik b open up path et Dt peject ends |Offer Funding Bady Letter of Offer |Dustroy
Dooumsndation relating to general
s b the Gereral administration and (enguiries, conporate infiormation, legal | Date operational
LEGAL SERVICES Couniryside Administration inforrnation fi afvice, for a, elc user is concluded |2 years | BrrSinnss nagir it Dhzshriry
Tnspection sheets, Mamtenarce
Access to the Irespaction and requests nelating to asserted Public Date of inspaction
LEGAL SERVICES Counftryside | Adminitration rsInEERANCE reponts Rights of Wy [ works complebed |2 years | Bursinieas, requiremaent Dwsstrery
|LEISURE AND SPORT
|LEISURE AND SPORT | Indoor Leisurs
Mambership Do mernborship
LEISURE AND SPORT Indoor Lesure management Member file and mengwal kpses | ends 1 year Business reguiremaent Destroy
Cocumentalon reabng 1o Bl Baokng
Mambarship byipes incladins] biock, singla sessaon,
LEESURE AND SPORT It Listaure management Booking fike rodnmi b, equipmaent e Date of booking T years | Buridnisis reguiremaent Dwsifrory
Simx Managerienl,
Markiting matienals, leafiets, publc Corprate Communecations
LEESURE ARD SPORT Inclooer Léstare Prowmobicns Promotions fike adverising, social media and Markiting
Docurmendation nelating to notifcation
of pockdent of incident, detais of
aockdent of incidient, acckdent foum,
et stnlemenits, imsestigation, CCTV S Health and Safety
sccsdent and Incdent case [footage, deaning schedube, equipmsent e Management,
LEISLIRE AND SPORT [0 Lisiamne Hialh and Satety il repons Insusance
COIGHE, FEK QSGESSMEnE, | ASSESSMEnts, CerinGaes, Mamienarn
LEISURE AkD SPORT Irsddotr Lisamre Health and Safety SSOAN, Fire documentation |redords i Hiaalth and Salety
Documentation regaeding HES pobey
LEISURE AND SPORT Indoor Letune and procedunes and perodic menitoging |Sen Health and Saliety
Decumsentation regasding inspections Sew Councl Property,
LEESURE AWD SPORT Indoor Lessune and any enforcement nokices Property Mainbenanoe
Riport of inspoction of any facdities - G Counc Property,
LEISUIRE ARD SPORT Irschotnr Lisamre Irespection ripond muschifiery dr derviced Property Mainbénsho:
DailyWoelkdyHonthly check sheets L.
cheaning,buildingpool plant'gym and lumduwmnrﬁ
LEISURE AND SPORT Irdo0r Lisisune SEOMS EUiHTEERL Dt off inspbction [years Baursifvisss Mingpuiriaing Dhrshriry
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Mamrarship and Crocht; cardl, cash, onling and chique
LEFSURE ARD SPORT Irchocr Léstamre Firande DTt Py S Finance
Recording detalls redevant to Lesure [Date of onling |
LEISURE AND SPORT IOt Lisiaane Saleguanding Listsyre walch report forms | Waltch Submission e Baursifeisss rinjpuirimaang Darskriny
Taarnination of
LEISURE AND SPORT Irchocsr Liskiure: SEaT trakis Training fike Lifisgusard traiing kg ernplrymerit Nesne |wm Dustrery
LEISURE AND SPORT Outdoor Leisure
GF referal form Tor cosomer Enees
programme, Health and welbsing
LETSURE AND SPORT Dubdoor Lesung |GF Referral Scheme F referal schemss (ke eaicise [ fRness guestionnaines ends |1 year | Brsiness naguirement Drstroy
Sports programmaes, heakth
prOGramTES - atlendes, Coaches,
activites, promotional and marketing
LEISURE AND SPORT Outdoor Leisure Event management _|Events and programmes | makerials, payment details i_su:c Managemenit, Events
LEISURE AND SPORT Dubdoor Lptsung Emt managenmnt Spoits awards fike arvands e Management, Events
relating to evenils booked cn
Council land by indhiduais and groups
fese beisurri purperses Pchuding
correspandence, payment, risk
LEESURE AWD SPORT Outdoor Lesune | Event management Third party ewents file Adtesiments, inturance detsls Sep Management, Events
Docurmentation relating to general
ransgement of sports facilities, pitches,
plarygrounds, cricket grounds, bowling
Land and property greens, amenity reas, parks, waldng  [End of Francial
LEISURE AND SPORT Dubdeor Liisung | managennl Faucility by WCation brailks. war B yzars | BrrSifninss nagpir oimant Dhrshriry
Land and property |Permanent retertion by
LEISURE AND SPORT Oubckoor Lefsune Reservair Regisber Parmanienk Thar Resenvoirs Ack (NI 2005 |Councll
Land and property
LEISURE AND SPORT Dubdpor Liisung | manaenl Rieservirs By icaton AN InSpRctions, monRorng Gata Uil supsirspchid |7 years Tt Rgssianuirs. AL (NI) 20015 |Destroy
Documentation relating to heakh &
safioty - waber testing, equipment Sew Councl Property,
Land and property Hiealth B Safety [repections |inspections e.q. children's plyground Property Maintenano:
LEISURE AND SPORT Dbdoor Lipsuing | ManagETnt I Repits ST, A0CENT Iepoits et S Hiealth and Salety
Lease o exbemdl Lease sgreements, service lewel
LEISURE AND SFORT Outdoor Lessure Liparsing ceganisations agroement, payment detalls Ier'anS-:w-rH
Lz from external Lisaie: agriements, servce kel
LEISURE AND SPORT Outdoor Lesune Leasirg ceganisations |ngeoemant, payment details Sen Logal Services
| Martenance of | Inspexction Schedule Tor play arca
infrastraciung and inchading st of all play assets and
facilities on public lind  |Irspection, monitoring and |documertation reating b maintenance, S Councl Property,
oF I & meoreationad incadent | accident fle by ||visual inspections, play acckdents | Property Maintenano:
LEESUIRE kD SPORT Outdoor Leune: | Facility hocation incidents by yiar i Health and Safety
Chosune of a public open Documentation relating to dosunme
Sp0e or 3 recreationsl including consultation, comespondence,
LEISURE AND SPOAT Outdoor Lesure File by location legal agresments I5e0 Legal Services
[End of casendar
Playgrounds and play wear in which Rgster of Play [nspectorns
LEESURE AND SPORT Qutdoor Lelune areas Annusal i Annusal Play inspection ocourred 21 years Intemational Duestrory
s LOUMRCH Propeety,
LEISUIRE AND SPORT Outdaor Lesune Capital projicts Capital projiect scherme file | Contracts, perrispendinte, staffing Cagital Prajicts
[Py Tacibties strategy,
sports faclities strategy,
LEISURE AND SPORT Dubadoor Liisun: Strateqy and planning  |erulli sposts hul facilties Uilil supsrropdind |5 years | Bursiness, redpuiriimaeng Dhzctrery
LEISURE AND SPORT Dutooor Lesun: |Strategy and plarning | Oipen spaces strakegy Uintil supevseded |5 years |W Castroy
!ms:.nimnspmr
Sports Devilopment  |5pofs Dewdopment [5ee Management,
LEESURE AWD SPORT ‘Gports Developmaent Strateqy Strategy Strategic Planning
3 years
Docurmentalion relating Lo health OR Bursifsis=Ss réxjpuirimsnk
Sports Devekapment programimes, health initiatives, sports  [End of fnancial A5 per Funder Lether of
LEESURE AWD SPORT ‘Sports development Programme Programme fike | PrOGrAMImES wear Offer Funding Body Letber of Offer | Destroy
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Extemal funding - nsts,  [Documentation relating to extemal
P, Sport NI, mulipks funding - applications, comespondence, |Date of final daim A4 per fundér's Letter of
LETSURE AND SPORT Sports develogement Funding funders chaims, repoding arvd paryreend Dffor Fumding body Leter of Offier |Destroy
ANCIN QEREANGE [0
TS Qroups - Documentation relating to funding to | Date of final claim |A5 par funder's Latter of
LEISURE AND SPORT Sports developmint | Funding spplcations, igiblity, sportd groups - contrbcts, sgretments  |snd payment Offier Furding body Letter of Offer | Dusdtrery
Documentation refating to funded
project monitoring - cormespondence,
LEISURE AND SPORT Sports develogenint Funising Progict manitosing fike inSpsictions, file roles, epots Dt peoject gnds |6 years Baursifviess rinjpuirimaang
Docurmendation nelating to advioe and
asstance provided to individiual
prmsmmsaregwmmm
|assistance, firancial assistance, training,
Community Sports Praject  |accrediations, SANSA actiithes,
LEESURE AWD SPORT ‘Gports Developrmaent Engagement e Dbability NI, Autim Ml Date of last action |§ years | Bursiness requirement Destroy
Diakabase of dule, coaches and Dane remesed from |
LEISURE AND SPORT Sports Development | Engagement Sports chub, coach database |members databane 1 year Business neguiremant Destroy
Iradbvidual contracts with Dooumsndation nelating to the oontract
LEESURE AWD SPORT Sports developrment Contracts coaches waith coaches Date conbract ends |6 years |B.sl'r=tru?.l1:mﬂi Destroy
|LICENSING
LICENSING Registration, Permits and Licencing
The: Loxal Govemiment
[ Misdalarsmur Provisins)
(NI} Order 1985 - Schedule
2, ILiernsing of Plaoes of Hard cofy records
Erfertainmaent
Drscurmentation mcuding applcation Hard cofy - 2 yiars Risguingd for paoprty Electrona: database rooonds
Registration, Permits and administration relating to requests | Date licence Diatabuse hald shoctronis | certificates and - Parmanent risténtion by
LICENSING 2] Licencing Entimainmaent Licemon applicaticn o enibertainment Boerde LIS |Tibgss. = peprrdrent CONTWERNCEN Putpenes Coundil
[1] The Betting and Gamirg
(NI} Crder 2004
(2) Th Betting, Gaming,
Lotteries and Amasements  |Hard cofy reconds -
Bocumentation inchiding appbcation [NE) Crder 1585
and administration relating to the grant, Hard copy = 3 yoars |Requinsd for property Elactrona: database reconds
Registration, Permits  [Gambling and refusal and renewal of amusement Date licence Database held glectroni; | cortificates and = Permanent rebention by
LICEMSING i Licencing BTNl Licence application peerrmits ERpine |libes - pisrmrarsrt EETeE ARG pupEed Cenuncl
Documandation ekiding appbcation Tt Cinzivaaes [MI) Ovder Hard copy refohds -
and admenistration relating bo the grant, 19591 Dazskriry
refussal and rencwal of cinema lioences Hard copy - 2 yoars Required for property Electronic database rocoeds
Registration, Peamits inchuding inspection reports, fins rigk Dt ficenoi Datatese hald doctranis | certificates and - Parmanént ritlention by
LICENSING and Licencing Cingirias Licenon application ASEESEITHIS EAPATES A5 - peeTranent CONTVEYINGING PApses Cininiid
Hard copy récords -
(1) The Marriage Regulations | Destroy
Hard oopy - 3 yoars (NI} 2003 Elactronic database rotonds
Rigistration, Pemrts Carsar My P temeporary place of Database hald olectronis  |(2] Th Gl Partnership - Parmanant retention By
LICEMSING and Licending Maces of mamisge Temporary ane-off loence  (mbrmisge approval Dt of coremony ||k - pirmdrent |Risgulations (NI 2005 Council
Docurmentaton scuding appbcation Hard copy reconds =
e administration relatic to e grant, (1) The Marriage Reguiations |Destray
refusal and renewal of places of Hard copy - 3 yoars [NE) 2003 Eloctronic database rocords
Registration, Permits miarriage inchuding irspection reports, | Date licence Datsbase held electronic  ([2) The Civil Partnership |- Permanent retention by
LICENSING vl Liconcing Places of marriage Licence application Fire: Risk assessrments eApines | = permaanenit | Resqulations (K1) 2005 Councd
(1) Thi Petrolaum
[Corsolidstion) Act (NI) 1929
(2] The Dangeroius
Subrstances and Explosives
Documentation inchiding appbcation Exphosive ATmosphenes
and administration relatis b thie grant, Regulstions 2002
refusal and renewal of petrokeusm Required for property
Registration, Permits licenoes including inspection reports, certificates and Permanent retention by
LICEMSING and Licencing Petrolgum boenoes Licenon application fire risk a55EESMEnts Date of application | Permanaent COMVEYNCING PUIpCses Council
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Th Strest Trading Act (NI}
LICENSING and Licencirg |Street tracing loences  |Licence applicabion Date license bpses |fikes - pormanent | 200y Conncil
Hard copy reconds -
Dhzstiroy
Hard copy - 2 yoars The Betting, Gaming, Electronic database records
Registration, Pormits | Socketies ttories Date licence Dratatse hald electronks  |Lottenes and Amusements |- Permanend retenition by
LICEMSING e liciising Licenoe application Expini= |Fibiss. - prisrrrusewt [NI) Ovder 1985 Caninil
Hard cogy recoeds -
Hard copy = 18 moeths  [The Batting, Gaming, Electronic database rocords
Registration, Pérmits Soueties ktbires Financal returms from i Socsetie Drabaiuiria hasld et nonic Lottersss and Arariements |- Permanént riléntion By
LICENSING and Licencing licensing Licenoe administration lotieries Date of rebam |fibes = permranent (NI} Order 15965 Council
and administration relating ta the grant, Bustroy
refusal and renewal of paverrent calé Hard copy = 2 years Electronic database reoords
Registration, Permits licenoes including inspection reports, | Date licence Databese held slectronic | The Pavemnent Cafiss Act (NI) |- Permanent retention by
LICENSING 2] Licencirg Pavement call icence  [Licence application fire risk ASSESSMeTs EApneS. |Tibgss. = peprrdrsnt 2014 Council
Hard copy records -
Damslriry
Documentation including applcation Hard copy - 2 years Electronic database reoords
RBgistration, Perits and administration relating to the grant, |Dae licence Diatatarse hatd eloctronic = Permanent retention by
LICEMSING and Licencing Dog Boeraing Licence application refusal and rencwal of dog licences Apires |fibess: - permianenit The Dogs (NI) Order 1583 w
cofry redonds -
Documentation including applcation Tha Dogs (NI) Order 1963 |Destroy
and adminishration relating to the grant, Hard ooy = 2 years |Required for property Electronic database records
Hegistration, Pormits | Licensing of breeding |refussal and renewal of Licence for Date licence Database held electronic | cortificates and - Permanend retention By
LICENSING i Licendirg WB Licemoe Apphicalion breding establishiments Epines |libiss. - pevrudeenl CORMAEANEng Puipdses Caninil
Prowision of dog
Registration, Permits | kenncling facility and
LICEMSING and Licencing dog holding facility Eenneling faclity file Procurement documdentation S Procuremaent
Hard cogy reconds -
Dapstrory
Decurmentation induding applcation Hard copy - 3 yiars Elsctronic databate rotond
Registration, Pesmeits | Rnad chosunes Toe special and admenistration relating to the grant Diatabase held eloctronic | The Roads (Miscellanedus |- Permanent retention by
LICEMSING 2 Licencing |em5 cation file o risfusal of noad dosune onder Date of Event Mlikess - pesmranent Prosvisiors] Act (WD) 2040 Coundil
LICENSING Enforcement [ Progsecution of Offences
Enfoecement |
LICEMSIMNG Prosedution of Offences | Legal adminksiration Contact databese Contact details for local magistrates Uil supsrieded |1 year Bersinegs neguircment Dariirny
Enforcement | |Essuing Fooed Penalty Documentation relating to ksuing of
LICEMEING Presecution of Offences | Motices. (FPN) FPH cage Ml by name fixed penaly notioes Date of last action |5 years | Burginiss rexyuirimiant Drsgtrery
Documantation relating to a
prosscution, i L
Enforcement | witness statements,
LICEMSING Pressecution of Offences | Prosecution of offences | Case file Court Order Sen Legal Services
LICENSING Street Naming and Numbering
The Local Govemment Fard copy reconds -
[Miscllarsbous Provisions] | Dhestroy
Documentation including applcation Hard copy - 2 yoars (NI} Order 158% - Schedule  |Electronic database records
Strvet Maming and and administration relating to requasts Dababrsa haid sloctrones |11, Strast Mamaes and - Parmanent rtenition by
LICEMSING Hunbering Perifal Nurrbsring Application lile for pastal numibering Dt of application |k - pérmanit Nursibixing of Buildings Cownil
The Local Govermment Hard copy reconds -
and administration relating o requests Hard copy - 2 yoars [NE) Order 1985 - Schodube  |Eloctronis databass recceds
Street Maming and Stresst ndmseplibe fowr Shrdst idmeplabist bo b dndctied ar Drabaiuiria hasld dhacnonic 11, Strésst Nawra and - Permanént risléntion By
LICENSING requist Application file replaced Date of applicabion |files - permanent Numibering of Buikdings Councll
ireet Maming and of street name
LICEMSING Humbering |5triet namaplibes Procunement documaentation Sae Procurement
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The Local Givesmimisnt
(Miscollarsecurs Provisions] | Destroy
(NI} Order 1985 - Schedule  |Electronis fatabase records
Strect Maming and Dl street nama LL, Strewt Names and = Permanend retention By
LICEMSING Nurnbering applications Huribésing of Buildings Cound
MANAGEMENT
MAMAGEMENT Audit and Risk Management
Al docurninialion retabing [0 the
wcternal aust including audit repoet,
usit and Risk budil plans, management betters, by [Date asdit
MAMAGEMENT Hanagement External audt Extomal sudit report pther coeTespondence comphebed | yoars | Bursinsss reguiremaent
At and Risk Date shudy I
MAMAGEMENT Hanagement | External audit Walge for monay studies %hmmwmn compirted G years Business neguiremant Dazstrory
et bo tht budit
process including aud engagement
Suscht and Risk Awditing reconds - no plans, audit work papers, evidence and |Date audit
MAMAGEMENT Hanagement JEnbernal it imvestigation audit reports compieted & years | Bursiness reguiremaent
Completion of
Awditing reconds - Al documentation relating to specisl | court proceedings |
IvEstinations irching investigations. undefaken by [remal  |disciplerary prooess
At and Risk phosedution, deciplnary Audit inchiding working papers and (Pessasiution of the
MANAGEMENT Management {inbernal audt astion, efc. |case) 16 years |M§W |Destroy
Al documeniation reabng Lo the Audit
Aupct andg Rigk process which ane not the principal cogry| Date st
MAMAGEMENT Hanagement Enternal audi Intemal sudit heeid bry Enternal Audit completed 1 year Bursiness requiremient Destrory
Al docurminlaten realeg b the
st and Rtk inberrial sudit programme (including 10T |End of francisl
MAMSGEMENT Manaonent Enbermal i Irkemal sudit Programme  [and Coniract compliance audits) |_g b years | Brbiness neguirement Dwzstrory
At and ik Al Sotumeniaton reabng to ad ot of fnandial
MANAGEMENT Hanagirnent Inbesmial audi Advisory A advisary Budit Wik = |6 years Birbinisss rivyuir eiment Diestrery
it andl Risk S Demnocracy, Dacision
MANAGEMENT Hanagement AR Dot Minutes AQnda, NEROIS, Minubes, action shaets Malking
st and Hisk Corporate reporting and Quarterdy Audit
MAMAGEMENT Maragernint | Reponting i Conporatis risk negister Comemites date |6 years Bursifisss regprement Dstrery
Furst and Risk | Directorate and service | RISK regeiers, assessments arel controts | End of Frieial
MARAGEMENT HanagEement Repoating reporting and monitoning  |fof indhvidual risks ear G years L BRSNS negpiement Dazskriy
Date impact
At and Risk Business impact Cperational, tactical and strategic assesarnent
MAMAGEMENT Hanagement | Business contrmiy assessments ARG superseded | years |Busingss nequirement Destroy
RESESSMENES ars ASOCEle]
oormespandence relabid o the
i and Risk BSSESSTHNT Of EMENgEncy incident Do plan
MAMAGEMENT Hanagement | Bursirw=ss: continuity Rlisk assessment PESpONE superseted |6 pears | Bursiness reguiremaent Duestroy
MANAGEMENT Hanagermert Bursind=s continulty Rudilienoe plan proceduns superseded i yars Bursini=ss neguuiremient Dsiriry
upcht and Risk S DErmnOCracy, Deciskon |
MAMAGEMENT Management Stakehcider engagement |Working group filke Agenda, reports, minutes, action sheets Making
MANAGEMENT Censultations and Engagement
[Preparatory oocumenRation neiting 1o
thit administration and désign of &
consudtation or survey, questionnaires,
CorduRalions and thisd party responses and aralysis of
MANAGEMENT Engagemars Consultations [ Surveys |Consultation file I'rpﬁulw—m _ Date completed |3 years |Business requiremaent Daestrory
MANAMGEMENT Engagement Consultations [ Surveys |Final outputs anonymised statistics Publication date |6 years Bursiness reguirement Doy
Compsetan of
ConsuRtations and Priparatory documents for the desgn  |survey [
MAMSSEMENT e Corultations | Surveys | Intemal niquester fil of i eonsultblion / Survy condultition 3 s | Bursifiisas reduirerment Dusitriry
Documentation refating to the response [Completion of
Consultations and from another organksation to a survey [ & manths or a6 per Privacy
MAMAGEMENT Engagemit Corsultations | Sureeys | Third party responses consultation [ survey consultation Motice | Bursiness reguiremaent Destroy
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MANAGEMENT Engagenment Corsultations [ Surveys | Analysis o & consulation | surey consuliation 3 years Bursiness negpuirament Dstroy
Councils response bo  consultation or
ConsuRations and SRINATY CHTH Ut By an external
MANAGEMENT Engagenmenit |External Contultation  |Riequedt [ Response file organisation, induding réports to CMT  |Date of last acticn |3 years | Bursinisid rédpuiriment Diiliriry
Requests re naming
coundil facities, Carse il fow each apphcation which
Cioreuiltations and Brtwirk, COMIEMGRaLh: incides niguest, Ssedimient and
MAMAGEMENT Engagement trees, benches, etc. Case fle decision of panel, appeals angd dectsions | Date of last action |5 years | Bursingss nagquirement Drstroy
MAMAGEMENT Corporabe Administration
Hard copy retonds -
Dstroy
Electronic databiase rooondd
= Parmanent retention by
MANAGEMENT Counil
MANAGEMENT
MANAGEMENT St ProCLinienl
MAMAGEMENT 2 years | Burtinnisis, recpuirement Dstrony
MANAGEMENT Adminestration |General infprmation comespondence J fles identified funchion Date receivwed 12 years |Business reguirement Dostroy
Compliment dips,
Calakpgues, e jeurnals,
suppliers’ promotional
material, courss [ seminar || Comespandence that i not inked o
Corporats confersnoe imatations, any Specific procsss and has no Diatie cdninitrthee
MANAGEMENT Admiresiration General information PSS Shes |identified fundion use is conchugded  |None | Eursinirss neguairement Drstroy
MAMAGEMENT Corporabe Communications and Marketing
POFs of statutory public notices -
Corporate department to retaln  [End of financial
Comrnunications and the master copy for the retention  |year folowing date
MANAGEMENT Harkiting Achvertising Pribls; noties of advertisemart |6 yoars | BurSiness negpi ement DRastroy
|Frocurement and contract Tender specfications, submissions,
Corporate management for evaluations, reports, suocesshd f
Comenunications. and acteertising, graphic design, (urduecessful lethers, conbract, monthly
MANAGEMENT Harkiting Contract management  |midia monitaeing ManagEment Mpots | Procurismient
Documentation relating 1o the process
of creating the conporate image -
ruster files of MMDOC loge, orporale Master eopy of kg -
bemplates, branding manis Master copy of logo - Permanant retention by
Corponate PeErmmandént Council
Comenunications and  [Corporabe identity and  |Final artwork and identity  (Guidance on the use of the conporate:
MANAGEMENT Harkisting | branding guidifings Brand Uil suspiriadied  |0ther rsoeds - 5 Bursini=ss rimant Oehir reconds - Distnoy
Corpotate Comminications with cther pulbic |
Comrmunications snd Secton onpanisations, outside bodies or
MANAGEMENT Harketing External commusications ]| Communications file partnins - hald by service ansa Date of last action |3 years Brsiness nedpuirament Drstroy
tha Content Maragement System (CHS)
Corporate SRR ANDaS a0 resporsinke for
Communications and retaining conbint in ine with specific
MANAGEMENT Harkiting External communications|Comanate website confent |rebention schedubs Unntil superseded | None Bursingess e |Destroy
Comenunications and Permaner digital impring of message Permanant pelention by
MANAGEMENT Harketing |External communications| Social Modi messaging | posted Dot posted Permanant Business neguiremant Corncil
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Lorpoate Contact detadls for Councilicrs, Members
Communicalions and of Parkament, Members of the Dt remowed fram
MANAGEMENT Harketing External oommismications|Contact database Legislative Assembly database Mone Bisiness naguirement Dhstrory
Coporabi Plan, Comenunity
Annual Report, NMD Connect, Plan and Annual Report -
Corparate Plan, Community Plan, other Transder to PRONI
Corporate Erochures - responsible department Orhir pubished works -
Comenunications and ta retain the master copy for the Parmanént rbention by
MANAGEMENT Harketing | Graphic design services |Published wirk of Coundll  [retention perlod Date publshed 20 years | Bursiness neguirement Council
3 yars - Faster Copy ofly
Corporate Unitll suprsecasd
Comenunicakions and Final outputs - presentations, keaflets, |OR administrative |Ephemeral material bo be
MAMMGEMENT [Harketing Markieting Marketing materisi posters e ends destroyed | Buriness nequiremaent Destroy
Corposate
Communications and Date of approval of
MAMAGEMENT Markiting Markiting Markéting materisik Priparatony redords Firvhl dutput 1 year | Buursinnisss, répuiriirasnl Disstrery
Documentation relating to the
Corporate deopment, implameriation and
‘Communications and monitonng of cach campaign or End of financial
MAMAGEMENT Harketing Marketing campaigns  |Marketing campaign fik: plan year 3 years | Bursirhinss, repaireiment Destrery
[Friess releases, brrlings, sockl maodia
mesteages, published verson of & media
inbenview - preparatony records,
orjanisational reconds, drafts, Marshér press. redoarkes - Press nidiases - Pemmanent
Corporate correspondence including responses to Permanant retention by Councl
Comrunications and moesclis enquiries, SERlmEnts 1o the
MAMAGEMENT Marketing Media relations Media relesses Council wehsite, media liason records.  |Date of last action [Other records - 3 years | Business reguiremaent Cther reconds - Destroy
Corposale
Communications and
MAMSGEMENT [Marketing Misdia relations Pliadia riseudes Mobet, ernals - hild by sendce srea Datie of Lt action |1 year | Buurtirsisid, récpuirermasnt Dissitrery
Teren of Coundl
related
docurnentation -
end of current
Codrecd ferm
Corporabe Oitheer reconds -
Communicalions and Ernail alerts and docurmentation relating |end of financisl
MAMAGEMENT Harkiting Maxdia relations e b i covirage of Councl yEar 1 year | Bursinesss recuremaent Deestroy
Corponate
Comenunications. and Dt remacred from |
MAMAGEMENT Harketing Media relatons Metia contacts gatabase database None |Busingss requirement Destroy
Corporale
Communications and Social Media Policy and Se Management,
MANAGEMENT Harketing Podicy and Proceduse Procedune Coeporabe Policy
Corporate Corparate and departmental plans for
Comenunications and thix promotion of Cound servioes ahd Sin Management,
MANAGEMENT i PubEc relations Pribiel relabions plans I‘iﬂﬂej |Sirategic Planning
Corporate Wheen
Communications and
MAMAGEMENT Markiting Pubiic relations Mo | Bursiniess, recpuirimaeng Dhzctrery
Corporate
Comenunications and
MAMAGEMENT Harketing Public relations |Mone |Busingss requiremant Duestroy
Corporabe
Communications and San Managemint,
MAMAGEMENT Markiting Stratigic devsopment Strabigic Flanaing
MANAGEMENT Corporate Policy
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RESporeiEas SEpAITITEN L FEEN the m
MAMASEMENT Corporate Paboy Policy maragemint Master policy records master cogry for the retention pericd | Until supserseded |5 years Bursinisis réduirement PRONME Appraial
Fermanent retention by
MARSGEMENT Cerporate Pokey Palicy marageenment Pedicy Register Permanent |mmm Council
Dapatmental | Ve CAficial draits, FCRRING Gty |
MAMASEMENT Corporate Paboy Policy devsopment reconds SEnisETIng Uil supprieded |4 years Buriinisid réduirement Dsitriny
Working papers, drafts, meeting Date of policy
MANAGEMENT Corporate Poboy Policy dvopimient Priparabony documents pagsTs, DOFTESpendEno: appreral 1 year Bursifisss piguireiment Duestriony
|Pubiic, Satutory body and sal
canuudtations of policies and Sraleges
MANAGEMENT Corporate Policy Policy dievelopment Policy consulation of coundil Date completed d years | Bursiness neguirement Drstroy
Servicn specific procedures, standands
MAMASEMENT Corporate Paboy Corpornbe Procefures | Depurtmentsl Procedurcs  [and guidance documments - fingl verdon |Until superieded |4 years | Bursifiisas reduirerment Dusitriry
MANAGEMENT Customer Feedback
[Processing of CUSTOMer COMMments and
R S e e oo o cooar S
Stage | Complaint Comptaint Nk - hald by First kel coenplaints dealt with a5 part |End of Frangial |
MAMAGEMENT Customer Feedlback handling responsibie department of routine b year 1 year Bursiness reguirement Drestroy
Drcurmentlion ndating 1o complents
about councll services including
complaint details, investgation,
|Stages 2 and 3 Complaint file - held by resporee and mondtoning of the
MANAGEMENT Cietomer Feediack | Commplaint respensible deparienl | progred of rSponge Dt of ot peticn |2 years Buriifisis rguireiment Duestriny
Complaints nefiermed to Resporsa bo Dmbudsman assessmint
MAMAGEMENT Customer Feadback NI Denbudsman Complaint file and : Dt of last action |5 Birbingss ATy \Cepekrery
menkation
Coenplaints neherred to inchuading findngs, reoommendations
R S e Beesit o e B of e e L
Annual and morthly complsnt handing .
MANAGEMENT Customer Feedback Reparting Reports reports and anakrss iz 3 years Bursiness requiremaent Destroy
. | Annial and moethly coenplant handiing [End of calendas L |
MAMAGEMENT Customer Feodback | Reporting database reports year s Business reguiremaent Destroy
B handing Cocuments the process lor managing 15 Manageme, -
MANAGEMENT Customer Feedback Policy and Procedure  |procedune Corporabe Policy
Docurmentation relating to complments
MARAGEMENT Customes Feecback | Compliments Compliments fie recenved Dane recenved 2 years |Busingss requirement Destroy
Heddl unkd customer
contacts NMD o
request their
MANAGEMENT Cuetomer Peediack | Directoey sign ups Customeer database cetnils b rerrowed |None | Buursifvisss requirermnt Drsstriny
MANAGEMENT
(1) The il Contingencies
At 2004
(2] The NI Ol
MAMAGEMENT Honee Conitingencies Framework | Deasry
(1) The il Contingencies
At 2004
(2] The NI Chil
MANAGEMENT 10 years: Drestrayy
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= Retention Period

Retenthon Authority f

Back to Agenda
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Triggar Raticnale
(5 —
Act 2004
(2) Tha NI Chvil
MAMMGEMENT Emergency Planning | Bussiness continuity Business Impact Anabysis Date of review q years Contingencies Framework Destroy
Contact detals of
ErmiTpency Bjences and
MANAGEMENT Emergency Planning | Business conkinulty stalf Date of rvirw |6 months | Bursingss nagquirement Dhstroy
MANAMGEMENT Emergency Planning | Bussiness continuity Emengency robas Date of review 2 years Bursiness requirement Doy
(1] Tha Col Cortingencins
At 2004
Extisridl eourse prowidins and inlernal (2] Thix NI il
MANAGEMENT Emargency Planning | Business conkinulty Tiraining prowision course makerials development Date of revirw |5 years Contingenchs Framework | Destroy
Al ocumentation reganding the (1] The Civil Contngencies
preparation, revs and revision of the Act 2004
Councl EMengency Coundl emergenty management plan [2) The: NI Chl
MANAGEMENT Emergency Plarring _ |incident management | Management Plan for @ major incidents Date of review |3 years Contingencies Framiwork | Deestroy
Major” and minor incidents
* A mafor incdent &
bayond the soope of
PovTTl Cpevations of
LSRR L 0
ke fo vl serous
i, damage o sk fo |Log book, JESIP, M/ ETHANE logs,
forna iifie o sl records relating bo the marsgement of
R services, Dhe e ircidents by the [ncident
emaronmant or the securdty |Management Team | Dinectors |/ Date inckdert B years (mince]
MANAGEMENT Emargency Planning | Encident managemaent | of the LW Assstant Directors /| EPIG members  [resobved IELM'HW-!E!'} | Bursiness reguiremaent Dustroy
Action sheets, updates - following the B years (ménce) |
MAMSSEMENT Emergency Plarning | Incident mansgement  |Recovery phase risspore phase Dt of incidert |21 wears (majar) Bursiniss réquiremnt Drstroy
MANAGEMENT Emergency Planeing | Incident management | Detief | i Minihiss, MCHons, cltomes, Bssons Date of gebeiel |6 yoars |mwm DRastroy
Redarence guide bo opening emengency
mem support entres (eoundl and 3rd party)
MANAGEMENT Emergency Planning | Incdent managoment and Fssocidted Jontact defads Dot of iS5 |6 manths BLsiness neguiement DRastroy
!‘-dtﬂ.hdrnﬂﬂvnmdﬁ'lg: End of calerdar
MANAGEMENT Emergency Plarning  |EPIG meetings fila Jh’:hm shwsats, updabes el 5 years |El.rmﬁs MUk Dwstrory
‘mﬁlﬂllﬂ Equality
Approved Scheme, Trve-year review and
report, Quarterly policy scrodreng
reports and Policy Soreenings,
Complaints / Investigations, Arnual
reports to ECHI, Equalty Action Flan,
Equalty Corsulted list, Annual reports The: Mouthetrn Ircland Aot [Permanent retention by
MANAGEMENT Equality lg%]ﬁ;hen! Equality Scheme to ECHI Dt of al_|Permanent 1998 Section 75, Schedule 9 |Council
[ lb'rl!ﬂl:-"of.ll'l
[meissligations re beraadch Complaint, irvestigation, findings, exieptional Cases, beyond
MARSGEMENT Equality of Equality Scheme s fi o, COTRSPOnGncE, MSponsE Date of last action |this period, IW% Daestrory
uli
Section 454 of The Dsability
Discrimination A 1995 (as
amended by The Desabilty
Discrimination (NI} Onder Pernanent retention by
MANAMGEMENT Equality Disability Action Plan Disability Action Fan ipproved Flan, fve year review Date of approval | Permanent 2006} Council
Fural Neads. [rmpact Comphited Torms, anrual reports i End of calersdar Trei Rurad Beesans Act (NI) ]ﬁmmmmh
MAMAGEMENT Equality | Rural Mesds ASRERETETAS DCERA yaar Permandent 2016 Coruncil
!H.I.IIAEHEHT Evirits
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Final Actio
Triggar Raticnale s sk

MANAGEMENT Evanits Ceremorial Everis file commameatiie gits Dt of last action |20 years: |Business reguiremaent PROME Appratsal

of an official event and [ or olficial visit
bo the coundil - invitations, press
relases, marketing matonials, copy
Py

MAMAGEMENT Everis Cerimanial Evinity file Dt of last action |6 years | Bursinsisss, rdpuirismanl Disstrery

Formal recording of cifical coundil
representation at events other than

Morsoouncl crgansed recording, programme, text of speeches
MAMMGEMENT Evenits Ceremonial cenemonial ewent file dielivered, press cuttings Date of last action |3 years | Buriness nequiremaent Destroy

MAMMGEMENT Dt of last action |6 years | Bursiness reguiremaent

i
:
1
:

Events supplier | oontacts  |(for supplers who support the delbrery | Date remosed from
databass o | BrrSifniess oG i

i

MARAGEMENT

i
2
:
;i

MAMAGEMENT Everils Cirig uris aticn iy Mmaterials Unitil supereedad |1 year LEursingss recuirement

.

MARAGEMENT Everiis Civic Thind party events fie |potos, video and sudio recondings | Dade of iast action |6 years |Busingss nequiremant
MANAGEMENT Evidence and Research

g

Case Pl By Neguester Al dorumentation relateeg 1o regquest
MAMNAGEMENT Eviderse and Resesrch | Data analytics (inbermad ard external) and response Dt recehved 3 years Bersiness neguircment
Geographic Trdormation
System (GIS) - Irntemal Al dotumeniation relaticg Lo request
MANAGEMENT mwwlgﬁeﬂs Fil: by Coundcll senvice area |and responss Datie of last action |3 years | Brsiness negpi ement

raphic Irdormabion
Syshem (G15) « Extemal Al docurmnentation nelating 1o request
Requests.

MAMAGEMENT Evidercr and Research External requester file and response Dt of last action |3 years | Bursiness reguiremaent

LPS NI Suibr-Licence b Bereess or 4 Tetd parties requiring |3nd party cesses The Lirvitation (K1) Order
MAMAGEMENT Eviderce and Reseasch | Livensing Agreement access b GIS data, copy sent to LPS NI |trading  years 1969

Documentalion relating 1o ndhadual
MAMAGEMENT Evideree ard Researeh |Procusensert Tarudir fibe by chent pame |tenders S Procuresmint
Fu's-g.-#‘rmuu Anrusal Sireghe Tender Annisal Singhe Tender Acticn [STA) for
Action Ation (STA) for LPS KT [LPS NI Sao Procurement

RN

MANAGEMENT Eviderce and Research

MANAGEMENT Jlmnrl:.

records, comespondence with The Limitation (M) Order
MARSGEMENT [Frsurance Insurance daims Clairm Mk Brokir/claims handior solctor Case conchudid |6 years 1989

!

comespondenos with brokerfdaims The Limitation (M) Order
MANAGEMENT IFrurande: [nsurance daims (Clairr fibe Fuarcller ) slicitior Chse conchaded |6 ysars 1585

!
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Triggar Raticnale
Clums against Coundl insuranos
policies - child personal injury; damage
b0 peoperty; better of claim, inberral
inspsectioninvestigation reconds,
ooTEsRondenon with brokerfcams The Limitation (M) Order
MAMAGEMENT Ireurands [ndurance caims (Clairm file Fuarscdber ) soliciton Datie of birth 21 yEars 1589 Disdtrery
Date all obligations
and entRlements
Irdurance Pobcy conchaded or dste
MANAGEMENT Irrsurance [nsuring agairt koss documeniakion of cancellation |5 years | BrSiness: neguirement Dhstrory
[Permanent retertion by
MARAGEMENT [msurance |Ensuing against loss | Certificabe of Insurance EW;MW Fermanienk Bursiness roquiremaent Council
Puibsbe: labilty, comimercial, kgal
epenses, eecess, Officials’ indemniy,
motor fieet, exhibition and regaka,
ruarineg, errironmental, enginserieg,
MAMSGEMENT Irrsurhnge Lisasing sobindt boas  |Certificate of Inturance i, B¢ Dt of Esp 5 yEars | Bursinists, redpuirment sty
Confirmation of policyfoert®icate
Iresurance Policy provided by thind parties, e.g. sub- Date of last action
documentation - thind contFacinns, event planrirs, performers, (relating o feason
MAMAGEMENT Iresurance |Ensuxing against boas partics film companies, ete. for wse 21 years | Bursiness reguircment Drestroy
MANSGEMENT IFrsurange Insusing sghiret boss | Vakustions Iﬂu&mmﬁeﬂm 5 years |Mmm Dsstriny
MANAGEMENT |Internal Communication
Bocumentation relaling 1o the
Drrector CHTRCES and ranagement of reconds created by |
MANAGEMENT Irternal C: ation | Member Cffices Members and Directors Date of last action |3 years Business reguirement Drzgtrory
Director Offices and Dérectorabe copss of responses to End of curmend |
MAMSGEMENT Iritiernal Ci dcation | Member Cffices Fibe by Mismbser rusme Memberd quistions Councl ysar d yars Burinists recpuirimaent Dissitrery
|Files reflatirsg to the suppert given o
Members by the Demooratic Senaces
Crrection CHTRCES and besden (el i hand Cogry, ki End of Counl
MANAGEMENT Iriernal Communication | Member Cffices i i and sent email) Lerm 1 year | Bursinisis recuirsment Deestroy
Files refabing D0 thie SUpport given o
Direchors by thelr Assitant Directors
and support Sl (Fedd in hard cogry,
Director Offices. and eloctronic including incoming and sent  |End of financlal
MANAGEMENT Inernal Commisnication | Member Offices el e 13 yars | Buisiness recuirement |Destroy
inubes and papers where no corporate
dhecisionrs. ane made and the meeting
minutes will not be required as part of
MAMAGEMENT Irternal Communication | Team meetings i minutis b sudit trad D of moeeting |1 yar | Buursinvisss requirerment Dusstriny
Minutes and papers where no cofporate
dhecisiors. ane made bat where the
meting minutes will be requined as
MANAGEMENT Irternal Cormmimication | Team meetings it minuties part of Bn audt bl D of mbeting |5 years | Buursifiisss reguirermnt Drsstriony
Minutes and papers of meetings held
outiide Coundl where: the member of
Agenda, Minutes, Action  |[stalf attending ks not the principal
MAMAGEMENT Irernal Cormmunication |External mesetings Shipts, Corespandincs record esiper Dt of mesiting  |End of operdtional use | Bursinsiess, recpuiriimaeng Dhzctrery
Sealf | Member Conparabi cmplipee | mismber bulliting
MANAGEMENT Iriernal Comminication communications Bullatirs | presentabions. { preseniations from CED, SMT, HR, ebc |Date publshed 5 years | BrSiness: naquirement Dhstrory
SEAT  Mismber
MANAGEMENT mnmwwrmw Stalt rewsiettors Dérgctorate, senvicn ared newsletters  [Until superseded |11 year Business regurement Deestrory
MAMAGEMENT Partnership and Agency Waorking
Terms of Reference [ Constibution for
Partnership and Agency | Service Level partnirshin and agretmients with Date partnership T Lirntaition (M) Onder
MAMAGEMENT Wiorking AQIERITRTS Partnership file |partriers oreds G years L1585 Dstrary
[Partnership and Agency | Servion Lewel Senvice kevel agreements with partrer | The Limitation (M) Order
MAMSGEMENT Wk ASheaTEris Partnership fe Crganisatces Life of aromamaand |6 yoars 1989 PRONI Apprasal
IHMMEH‘IIHT Performance Management
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S Management, 100
MAMAGEMENT Maragemant Strategic Flanning
Pesrformance Part 12 of The Lacal Permanént reténtian by
MANAGEMENT Hanagement Govermment Act [N 2014 |Councl
Pt ormance Part 12 of The Local Permanant retention by
MAMAGEMENT Harsgernent Govermment Act (NI} 2014 |Council
Performance
MAMMGEMENT Management Strategic Planning
Performance documsritation held by ine manager of
MANAGEMENT Haragement |5taff performance People, Perlorm, Grovw resporsibke Date 5 Bursingss emenk |Destroy
Documentation relating 1o customes
Performnance Custoimsr servioe exodllence (feedback, consulations, customer | |
MANAGEMENT Hansgement Custormer serice planning service excellonis plans Date completed |5 years Business reguiremant Destroy
MAMAGEMENT Praject Management
[Business case and propasal, Frojec
plan, feasibilty studies, plare and
specifications, kessons kxamt repo,
e o6 of mapd, plard, drawings
Progect fike « principal and photographs, assessments, reviews |Completion of
MAMAGEMENT Project managemert | Major Prajects - firal versions and ki drafts project 200 years | Bersirnemss recparement PRONE Appraial
Brsiniess case and propdsal, Project
plan, feasibiity sbudies, plars and
spocifications, kessons leamt report,
masier tef of maps, plars, drawings
Progect fike < primcipal and photographs, assessments, reviews |Completon of
MAMAGEMENT Project management | Standard Projects reCores - finall wersions and key drafts project 10 ypears | Bursiness reguuiremaent Deegtroy
Major | Standard
MAMAGEMENT Project Management | Prajects - Proposaly 5 yars Burtiniss reguirement Drestrery
Major | Szandard
MAMAGEMENT Profect management | Projedts |5 years | Beursinesss recurmaent Deestray
Major | Standand
MARAGEMENT Profect maragement | Frojects |3 years |Busingss nequirement Destroy
MAMAGEMENT Project management | Minor projects 3 years | Bursiness reguiremaent Destrory
MANAGEMENT Project management LAl Projects Se Procunimient
MAMAGEMENT Project management Ll Projects Project file - sub folder inclusion in the main project project 1 year | Business reguirement Destroy
European and caher Fropect documinlation as specifssd by
mtnrnaly funded thir funding body and haid by Compazton of Dependent cn funding St indevadual servioe anea |
MANAGEMENT Project fike respormibie department [oroject |programme | praject type |Individual funding bedy |ﬂa_:t
MANAGEMENT Review of Public Administration
Revienw of Pulblc Tirarsion Commities [ The Local Govermment At |Permanent retention by
MANAGEMENT Admirestiation Transiten management_[toam meetings AgEnda, minutes, action sheets Permanent [E) 2004 Conncil
Decumentation relating Lo the
Review of Pulblic Implementation modemisation and nreform peogramme The Loal Government Act  |Permanent retention by
MANAGEMENT dufrviinistration | management RPA fles b Stakeholders 2009-2015 Parmanant (NI) 2014 Council
Documentation relating to
Review of Pulblic Implementation orjanisationsl nefionm - policies, The Local Govemiment Act  |Pérmanent retention by
MAMAGEMENT rrinestration managEerit RPA files corvergence plans, deckson making Permanent (NI} 2004 Councd
Intemial and external Commurnications
Razview of Pullc Commurications redating Lo crganisational reforn and Th Lotal Government Act
MAMAGEMENT dufiviiniEtration | managererit [RP s e TiESiGN programme Duste of lnst betion |5 ysars (NI} 2014 Dsstriy




Record Description [ Examples

Wiorking papers, general
oomedpandencs, rieanch data

Retention
Trigger

Retention Period

Retention Authority |
Raticnale

Final Action

Back to Agenda

101

Statutory Returns
Documentation relating to the
praparation of information to be pasoed
Misidting Statutany by ponernimeent as part of Sakutony
MANAGEMENT Statutony Reburs nequinemenis |S@tutony retums requirements Dt fil Chosed 7 years Bisingess naguirement Dhstrory
MANAGEMENT Stral Dﬂ:lﬂnnﬂlkh’
Strabegsc Decision | Serior Fanagement eam End of calersdar |
MAMAGEMENT Haking Business preparaton | mirutes AQEnda, repoets, minutes, action sheets 20 years Business reguiremant FROMI Appraisal
Clrlege Diedmon S mAnhgemEnt
MANAMGEMENT i |E.sn=5prq:urahu'| toam minutes . neports, minubes, action sheets [year & years |B.EI'HSII'H?.I'EITH'E Dty
Strabegic Decision | Ceficer working | networking group End of cabersda |
MANAGEMENT Haking Business preparabion  |Working group file ITHAEEIN DTS year i}m Business reguiremant Destroy
MAMAGEMENT Strategic Planning See Individual Functions for Strategic Plan listings
Do ekapment, Fevatw and Upaatng of
thir mision and goals for Coundil and The Local Govemment Act
MAMSGEMENT Strabecic Planning Corporali mission Comporate Mission ‘mmmmw Unilil supirseded |20 years [MI) 204 PRONI Appraisal
Thi Ceeparale: plannig and reperling Thet: Loscal Govermment At
MANAGEMENT Strabegic Planning i Plans Conporate Flan pcthvitees of the Council Unitil superseded |10 years (NE) 2004 Transfer to PRONI
| which prowide D stralegic
Themats: Plans and conbeset Toe multiphe programirses of Thit Local Gvermment ACt | Permanent pelention by
MARAGEMENT Strategic Flanning Strategic Plans SArategies oo across Council Unitil superseded |20 years: [NI) 2004 Council
Ceficial drafts, inchuding squality
MAMAGEMENT Strategic Planning Strategic Plang Desnslopment documents  |scneening Until supereded |4 years | Baurtinniss, recpuiremaent Dwstrony
Documaentation relating to the
development of coeporate and business
MAMAGEMENT Strabegic Planning Strategi Plans Preparalory docurents  |strategies and plans Date of appeiwal |1 year Bursifisss fepurement Drestrery
The Local Gowemiment Act
MAMSGEMENT Sirategic Flanning | Bursinesss planeing Directorate Business Plans |Annual business plan Usitil superseded (10 wears (NI} 2004 Destroy
MANAGEMENT Strategic Planning |Bi.=1=p‘lrfmg Servicr Flans 3 | service area business plan Unitil |5 years Bursiness reguiremaent Destroy
| Diocurmentation relating to business plan|End of francal |
MARAGEMENT Strategic Flanning Busrss plarnneg Business plan review g year 5 years Business reguiremaent Destroy
ﬁrmhﬁﬁmmﬁe
Council’s structure in whole oF in part,
i, Directorate, Departmend, Senion
MAMAGEMENT Strategic Flanning | Bussirwsss: planning Qrgansational structure |Anea, Team, olc Unnitil 1 yyear | Bursiness reguiremaent Dustroy
| Decuménts w % Tanmma | .
MAMAGEMENT Strabegic Flanning Bursinzss planvireg Membrshio file membership of NILGA and Sclace membsership 3 years Bursiness regairement Deestroy
Documentation relating 1o the
management of trangformational
change induding plans, programmsds, S Management, Project
MAMAGEMENT Strabigsc Planning Transformational changa |Project file PEROITS, MEnUts, COMESpOndEnce Managiment
PLANNING
|PLANNING Davel Ma - _
Dovelopren [Pubic Regiter as per The Flanning A (F1] 2011, |Permanent retention by
PLANMING Manacirnent Risgistor Saction 242 Parmmanent Section 242 ol
Documentation nchiding, but not
exciudive b - outhing | full [ neserved
makters, pre-apphcation discussion, pres
changa, certificate of Lewfiul use o
desnsiapiment, properdal of application
notice, Esbed buiding consent,
Bdvertising consent, dischange of
DT onditien, hasardows sustane
PLANMING Harsgirnent Planning spplcations  |Plancing bpplicalions filk  |oondent, tree priseration onders Dt of st beticn | years | Bursiniisas reduirerment Dusitriny
As i Siaction 16 (regionally sgrifcant
Dereoprren Pl reqgiser a6 por appications) and Section 29 (call-n Thit Planning At (WD) 2001, |Permanent relention by
FLANMING Hanagrment | Register Sections 26 and 19 |applcations) Permanenk |Sections 26 and 39 Council
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Function Activity Transaction Record Description § Examples Retention Period Final Action
Trigger Ratignale
Tr Cortificatos of
Désvelopment. Atirriative civelopment AREmibtive Diveopmint
FLANMING Hanagement valse regulations Application fike Date of last action |6 years Wahuse Regulationrs (NI) 2005 |Destroy
Trai Planning (Emvirenmaental
Imipdct Adsisdmint)
Development Emdronmental impact Regulations (NI} 2017, Part  |Permanent; retention by
FLANMING Hanagement Rgiter apsesament negiter Fermandent 11, Section 44 Council
| PLANNING Enforcement
| [Fegister of endforcamant [Fermanant retention by
FLANMING. Enforcement mﬁ roticeEs Farmanent The Planning Act (N1} 20011 |Councd
ement |
PLANNMING. Enlcecement prosecution of offences  |Enlorcerment ke Date e chosed 1 year Thi Manning Act (N1) 2011  |Destroy
|PLANNING Development Plan
TPermanent preservation By
Thit Planning (Locad FRONI
Local Anea Development Demeedopment Plan) Permanent retention by
PLANMING D wrt Plan Plan Published plan Date superseded |6 years Requiations {MI} 2015 Council
[ESaT= R -rﬁdbl'ﬂ? 5 Bl Spects of
thir peooess, preparakion and publication That Flanning (Local
Local Anea Development of development plans from plan Demeedopment Plan))
PLANNING Deelopment Flan Plan Preparatony fie initiation 1o plan adeption stages Dt plan adopbed |6 years |Regulations [(NL) 2015 Drstroy
[Permanent proservation by
Tha Planning (Local FRONE
Publithed bookets, guides, Dvvedopemaent Plan) Permanent retention by
PLANNMING Deelopment Flan PrubcatioeTs. (g8 Date superseded |6 years |Requlations (N1} 2015 Councl
Docurmentation relating 1o the
prepacalion of publications - T Planning (Local
conservation are dedign booklets, Dwvidapment Plan)
FLANMING Deelopment Fan PublCatioeTs. Preparatony fie RESRG Quiges, . Dt of puibcation |6 years |Regulations (NI} 2015 Darsiroy
PROCUREMENT
| PROCUREMENT Policy and Procedure
Ser Managemont,
PROCUREMENT Policy and Procedure | Policy and Proctedure Palicy and Procedure Corprate Pelicy
Sandaed temglatis. and Documentation used i the
PROCUREMENT Policy and Procedure Podicy and Procedun: dacumets procunement process Unritil superieded |3 ypears | Bersiness reguirement Dazifrony
| PROCUREMENT Contracts and Tendering
Contracts and [Permanent reterzion by
PROCUREMENT Tenderang Proouremaent planseng  |Procurimient Plan fie Dinisctodab | Snion procursment plaes | Until supsrseded | Permanent BLisinss TR Leninid
Documentation relating 1o approved
Contracts and suppliers including vendor form, vendor |Date removed from |
FROCUREMENT Tendering |Suppler management | Approved suppliers file change form datab & years Burginess reguirement Destroy
Contracts and Complited expressions of intenest I
PROCUREMENT Tendéring Suppler managemnent | Expressions of inberest file | declarations Date conbract ends |2 years Bursini=ss néquuiremient Disiriry
Documentation nelating to the process
invobved in the development and (1) Ordinary Contracts - &
spcification of A conlract - tender bpt-a-}
Conkracts and Spocification and confract || spocification, oogy of Councl minite [2) Contracts Undar Seal - | The Limiation (N1} Onder
PROCUREMENT Tendering Tender management _|development fle lagpoving spend ¥ appicable Date contract ends |12 years 1969 |Destroy
Dooumentation relating to the process
imvohved in Dhe issuing and netum of a
Conkracts and Tender ssung and retum  |(bender - openeng noticn and tender
PROCUREMENT Tendering Tender management il ETWEDE Start of contract |1 year | Bursinss reguirement |Destroy
[1) Croinary Contracts - &
bpt-a-d
Contracts and Dooumantation relating to the summarny [2) Contracts Under Szal - |The Limitation (M1} Order
PROCUREMENT Tl':ndq‘.'ri‘ng Tiruder AT Evaluation of lender file bisndlier evahablion critéria Dt conbract énds |12 yeark 15859 Da=sfiriry
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Function Activity Transaction Record Description [ Examples Triggar Retention Perdod Astionade Final Action
(1) Ordinary Contracts « 6 Responsible departmaent 103
|yiars o sdvite Procurement
Contracts and Sarccissful terdir Documantation reating to sucoessil (2) Contracts Under Seal - |The Limtation (M) Qrcer | angolng retention ks
PROCUREMENT Tendiring Tender management dacument fike bisndiers - tender dacuments, quotations |Date conbract ends |12 years 1589 mequined
Contracts and Ursuccessful bender Documentation relating to unsucoessiul
PROCUREMEMNT Tendiring Tender management | documint file bendiers - tender oCuiments, quotations |Start of contract |1 year |Business requiremaent Dustroy
Decumentalion relaling Lo non-Lendened| T
Conkracts and contracts « Value for Money statements, |End of financial
PROCUREMENT Tendering Tender management Requisiton file purchase crders wear & years | Burginess reguiremaent Destroy
Decumsentaton rnelaling 1o 1P proces
in negotiation of a contract following
selection of a prefermed tender «
Contracts and clarification of contract, post tender
PROCUREMENT Tendering Terder Mmanagoemant Pt Dersder negotiation Mile (megotiation minutes Date conbract ends |1 year Brrsinss redpuirpmient Drstroy
Al dotumintation reating to the
canitraet - Signed contract, internal and
external comespondence (e.g. advisory (1) Ordinary Contracts - &
‘Contracts and ﬂmmm [2) Contracts Under 5eal - |The Limitation (M) Order
PROCUREMENT Tendiring Contract avwand Fowvaed of conbract ik |t ESpinid ) Date conbract énds |12 years 1989 Damslriry
PROCUREMENT Contract
[Regeter of all cortracts swarded by
Council = Any Valkse and Qedirary and Permanant pelention by
PROCUREMENT Contract Managiment | Regiter Contract nigEter file Liruder Sisal PrTianenl Bursifn=ss T el
Dwstrony
Documentation relating to contradt Rosponsible departmaent
menikonng and operation - sendce kevel to advise Procurement
Contract operation and agroements, complance reports, if omgoing retention ks
PROCUREMENT Contract Manasgement | monitioring Conbract file performance raports Diatie contract ends: |2 yeart | Bursinnisgs. respuiriment required
Documentation nelating to the
management and amendment of
coniract - minubes and papers. of mn-m-ri:muam-ﬁ
chargs bt requiremients,
Managemaent and variation formss, extersion of contradt, [Elmmm Theii Linndavtion (D) ey
PROCUEEMENT [Contract Management  |amendment of contract | Contract file complaints, deputes on payment Diate conbract ends |12 wears 1585 Dazifrony
REGISTRATION SERVICES
REGISTRATION SERVICES |Registration of Births, Deaths and Marriages
Rugistration of Births, End of month
REGISTRATION SERNICES Deathe and Marriages | Certification White cophes fike Certificabe counterfols Following onéation |1 manth
Registration of Births, End of month
REGISTRATION SERVICES Deaths and Marmages | Certification Form of particulars e folicwing oreaticn |1 maonth
Registration of Births, Form confirming amendment for End of month
REGISTRATION SERVICES iDeaths and Marriages  [Amendments Amendments to ife events | processing by GRO fplicwing creation |1 month
REGISTRATION SERVICES |Marrlage Services
Docurmentation relating Lo the
Marriage | chvil arrangements. for, and the conduct of,
REGISTRATION SERNICES Marriace Sbrvices Hotice civil marriage [ parnership conemonies |Date created 3 years
|Mh1-i.bge}r:i\-il
REGISTRATION SERNICES Harridge Serdoes partrerships Miciice of cancellakion Motice confirming cancellation Date of Issue 3 years
Application 10 CONVEN Mamiage ba il
Marriage | chil Application form for partrarship or oivil partnership to
REGISTRATION SERNICES Marriage Sindices parirr i iR e Dt of comvirdann |1 years
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Marriage notice form oo General Handbook of
Wﬂudmm m-au.:‘:ummmmw Mgmummmsm
REGISTRATION SERNICES Harridge Serdoes Legal capacity to marry oo maery Datie created 3 years Northern [reland {Section 8) |Destroy
eneral Handbook of
Marriage [ civil partnership End of month Registration Officers in
REGISTRATION SERNICES Hrrisge Service Cerimanies Schiddube Schedulé for GRO nisconds Fislionwing onesalion | None Northérn Indland (Section 8) [Send o GRO
Documentation nelating to premises Date licence
REGISTRATION SERVICES Marriage Sordices Ceremonies Approwed premises File approwed o camy oot chil coremonies  |expines 1 year | Business requirement Destroy
General Handbook of
Form confirming immigration status and Risgistration Officers in
REGISTRATION SERNICES Harriage Sendices Immagration conkrol Imemigrakion foem right bo marry in NI Date creaked 3 years Northern [reland {Section 8) |Destroy
SUSTAINABILITY
| |SUSTAINABILITY  |Blodiversity
Al coturmeniaton relatesy [0 project  |End of francial
management - funding applcation yisar fellawing A3 per Funding Bady lethes
fourns, betters of offer, record of spend, |submession of final of offer « standard 3 years
SUSTAINABILITY Biodmersity Project managemient Project management file  |dlaims data, copies of imvoices claim 3 years but subject to amendment | Destroy
|Permanent retergion by
SUSTAINABILITY Biosdhirsity Project msnsgement  |Projet managemerd fle  |Sibe photographs Dt nids |6 Bursinn=ss il el
Drikne applcations, evidence of work
Lacal carried outt inchuding photographs and  |Date of final daim
SUSTAINABILITY Bicdreersity Enhargement Furd Funding appdcation file ik, Clm nedonds Al parTrend b years Brrsinss negpuirament Drsirgy
Marieting mafenials, booking forms,
Prulslc events evaluation sheets, phitographs, press | End of chlenda
SUSTAINABILITY Biodmeriity proqramime | Ewents file cultings 3 years | Bursiness requirement Dwstrory
End of cakeradae | Fermanant retertion by
SUSTAINABILITY Blodhersity Project management Events file Photographs of habitats and species e | yzars Business requirement Coruncil
Educational project (e e | Mamseting manenals, Booker) (s,
Educational woricshops  |worishops, ments, photographs, register of competition | Date workshop Local Baodeversity Action Plan
SUSTAINABILITY Biodiversity in schocls competiions enkrs, prie Pegisher eruts 4 years 12005-2023 \Cekrrg
lmnlﬂu]].:l‘l"l‘ Environmental Conservation and Education
Al docurnentation relating to the
m - i g, !mﬂm‘l‘
Peoect plan, specilicabons, plans,
reports, comespondence, consultations, |End of financial
Emvronmental Peasdbility studies, orginals of financial, |year following
(Cioredsrvation and procunsmient and MR neguired reowds, (submissson of final
SLISTAINABILITY Education Tre: CANN Projedt Propict managemsnt file  |event management clwim |6 tyEars Fumding baody Letter of Offer |Dectroy
Envronmental Educational praject file for
(Conservation and Ervwironmental education |workshops, events, Completion of
SUSTAINABILITY Education | sustainabsdity competitions Conbasct details for sohoots and communil actvity 1 yyear | Bursiness reguiremaent Duestroy
Emaronmental
Ciorderwation and Tender and procurement data for
SUSTAINABILITY Education Energy management  |Tender fike energy management schame San Procurement
Environmental
Conservalion and nwmmgmeh- Rouline monitering of energy usage  |End of calendar Ersirgy Perfarmance
SUSTAINASILITY Education |Energy management  |lecation Figruines and Consumption year |5 yars Coetdficate Reguilatons |Destroy
IE.HTAHIAI]].IT‘I' Strategy and Policy
Ciounail Local Biodiversity
Action Flan (LBAF) ard LEAP lpunched in 2018 in hard copry
Bisdrreriity Imghementation famat dnd BIP decument produced
Flans (BIPs « Inbermal) - hoctroracally in 2004 « Annual reviews Local Baodversiy Action Plan |Permanent; retention by
SLUSTAINABILITY Strabecy and Policy Stakholder engaoement|final wersions and 25 LUnitil 20 2018-2022 Corunil
[ relating o ingait and
setions from Intér-Cound Working
iGroup, NI Beodiversty | Energy [
Sustainability Officers Forum, Extemal
SLISTAINABILITY Strategy and Policy | Stakeholder engagumaent| Wirking groug file Agencies moetings Datn of maeting |3 years | Bursingss reguiremaent Dstroy
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TOURISM AND CULTURE

TOURISM AND CULTURE

Touriem Development

TOURISM AND OULTURE

Tourism Detvopment

Towresm Strategy file

Tourisen sirategy, Torest charging
report, faclity masterplans

S Management,
Stratngic Planning

Desvelopment file by

Tourism inftiatives inchading funded
wchemes for e.g. Tourism Ml and
DAERA funced schomes -

firancial information including invoices,
bark statements, BACE information,

Date of fired claim

s per funder's Letter of

TOURISM AND CULTURE

Tourtsm Development

Fundied toaurism schemes)

schaeme J funder

evidence of payment of woages

Offer

Funiding body Letter of Offer

TOURISM AND OULTURE

Touriem Deselopment

| Surveys and
corsultations

Analysis neports on usage of faclities [
e o1 Initiatt

S ManagEmnl,
Corrsultabions and
Ergagesmint

TOURISM AND CULTURE

| Stahrhoider engagement

Industry database

Contact detasts for busiresses induding
accommadation, acthities, product

The Teurism (NI} Order
1552, Acticle 30(3)

TOURIEM AND CULTURE

TOURISM AND CULTURE

[Tourism Developrsent

TOURISM AND CULTURE

Tourism Development

| Event management

Rt Louwist sigr
Sttetite enpagementappicion e

o
Bppcations for Drown tourism signs
incluadng applkcaticns forms,
ot Espanenoe wilth Busingss and
Tourisrn Kl

Al docurmintation relating b propecs
diediwered on councl cwned or keased

Projct fle by locaion___reports

Events file

|Date of approval {3 years

The Tioaaisem [Ny Order
1992, Article 30(3)

|5en Councll Proparty,
Cagstal Projects

Son Managemiont, Events

TOURISM AND CULTURE

Tourlsm Fachlithes

TOURISM AND CULTURE

Tourism Faciities

Stakehalder engagement

Liddes, lioences, sérvice
ke BYIEaTEns

g GaMEnEatRn With el

Son Legal Servioes

TOURISM AND CULTURE

Tourtem Faciitics

| Busidings

facility « Health & Safety bocklet, Health
& Safety certificates, suppler contr

S Councll Propérty,
Property Mainbenanoe and
Froperty Management

TOURISM AND CULTURE

Tourism Faclities

Acereditations

Applcations for grean and bas flag
whrdts, quality grading

Dt of e

3 years

Tret Towrism [NE) Order
1592, Artiche 30{3)

!

TOURISM AND CULTURE

Tourism Faclities

Application and condent il

Documentation nchiding apphcation
formms: and consents: for permits,
NS, Sexson tickets, moorings,
Esich Euapenint

End of calensdar

1 year

Trer Towrism [NE) Qrder
1592, Artiche 30{3)

!

TOURISM AND DULTURE

Event m\izﬂ'ﬁ'lt

Third party events fe

Al documentation refating to a thind
party ewent, including room | outdoor
space [ equipment Booking § hine form,
risk BidesAment, indursno detail,

Eormespondance

1520 Management, Events

Fage 47 of BF



Agenda 7.0/

Function

Activity

Transaction

raft Retention Disposal Schedule Rules V1.2 (SPR).pdf

Record Description [ Examples

Retention
Trigger

Retention Period

Retenthon Authority f

Raticnals

Final Action

Back to Agenda

106

Al documentation relating o incom
and expendituee « Box Office, art, event
Irsoismia 2 expenditune (ke oket, rooen hine and Cabiring sales,
TOURISM AND CULTURE Tourism Faclities Finane ey lcation bnders, VFM documants, FOS, invoices |Sen Finance
- B WViskor Infomnation Centre - | Thoe Toursm (N Order
TOURISM AND CULTUIRE Tiourism Faclities | Stock opnbrol stockiake file by location | Assessment and recond of stock beld  [Until superseded |6 years 1992, Articke 30(3) Dhstrory
TOURISM AND CULTURE | Tourism Marketing and PR
Mariketing matenal, adverts, videos, G Management,
Tourism Marketing and |Marketing | promotions|Marketing | promotion | [booldets, wobsite material, e-zine, social Coeporate Commurscations
TOURISM &lD OULTURE R | campaigns campalgn file and Marketing
TOURISM AND CULTURE _ |Arts and Cultural Services
Turts and Cubural Son Management,
TCRARISM AND CULTURE S Prolicy and Procedurs Palicy and Procédune Corparabe Policy
Arts and Cldtural Arts Centre production Dﬂemlrﬂﬂi
TOURISM AND CULTURE Sorvices | management Astist | performer database | dutabase Hone Busingss reguirement Dustroy
Al dofumentation relabing to a
production, induding Management
plan, room [ catering hiee, risk
assessment, budget information,
promational material,
Arts. and Cidtural Asts Cenlre production oot EsEandencd, altendance data,
TOAURISM AND CULTURE Services management Procuction file by date evabaation Dt of last action |6 years |Business requirement |Destroy
Al documeniation reatrg to
Arts and Cultural Croative and outurad weiishops, classes, exhibitions, S Management, Project
TCRAARISM AND CULTUIRE Siriiies Programimed Prrcsgamend | ewent file Safmimer sthadl Management
rts ang Cuftural Trvenbones, DogJtsEtons, dEposls, |Fermanent, retention by
TOURISM AND OULTURE Siruns irt mansgermient At catnbade loans and tranther of tthes Parmanent | Buurtirsist, récpuirermasnt Cauncil
Arts and Cultural
TOURISM AND CULTURE Senvices At salis S RrBISACTON e Ats sabss (i, payment fecand Diste of sl 16 years BuiSifiiess resiraiment Dustrcy
Marioeting material, advers, videos, S Management,
Arts and Cldtural Eeocichits, website material, e-zing, socis Corporaly Commurscations
TOURISM AND CULTURE CEries Marketing | promotions  |Marketing J/ promotion file (media material and Marketing
rts and Cultural |Stared contracts, e.g. with artists for
TCRURIEM AND CULTURE S Contract mansgimient  |Contracts | sgriements e S Ligal Seryvices
Al documentation relating o income
and expendituee - Box Office, art, event
Arts and Cultural Irsoima A expenditune (ke oket, oo hine and cabiring sale,
TOURISM AND CULTURE SRS Finanoe by Ioscartion enders, VPM documants, POS, inviices |5 Finance
Al docurmentation refating to the
management and maintenance of each Ser Council Property,
Arts and Cttural Builcing managemdnt file  |(faclity - Hoalth & Safiety bookiet, Hoath Proparty Maintenanon and
TOURISM AND CULTURE e | Buildings management  |Bry location B Salety certificales, suppler contracts Property Mansgement
Arts and Cuitural Customer database by Contact detalls, event preferenoes, Date remorved from
TOURISM AND CULTURE Sirvitieg Custernir engagement  |ocation contsct priderenes, nseanch roquets | daabase o | Buursifiisss reguireimant Dusstriony
TOURISM AND CULTURE Fris
- R [EEghter of colection By | DoCUments relaling 10 deposibar The: Museuss (1) CNGer | |PRrmanent reLertion by
TOURISM AND OULTURE HMuscums Collection management  |iocation agreements, loars to thind parties Date of document |20 years: 15981 Council
Thisd party kans fike by The: Museusns (NI) Deder
TOARRISM AND CULTURE Huseums Collection managemient _|lecation Record of loan End of lsan period |5 years L9EL _ PROMI Appraisal
The Musiisms (NT) Oeder Permanent; retention by
TOURISM AND CULTURE HMuscums Collection management | Catalogue by location Fermanent 15981 E:n.nd
Th Museusns (H1) Ceer Permanant retention by
TOARRISM AND CULTURE Huseums Collection management | Accreditation by location | Not¥fication Permanant LY _ Conncil
Working papers, drafts, meeting The Museusms (NT) Deder
TOURISM &lD OULTURE Meums Collection management  |Accreditation by location PapETE, CONTESpOncEnoe Until superseded |3 years ] Destroy
Anefat corsenabon by Th Musiusns (H]] Ceger Permanant retention by
TOARRISM AND CULTURE Huseums Collection management _{location Permanant LEEL Corncil
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Ermdronmental moniboring ||TEMP § BH readings, requined for End of cabérdsr Tt Museams (M1) Ordier Permanént rebention by
TOURISM AND DULTURE Hiuseums Collection management By location accrediation s 5 years 1951 Councl
Ernvironmental monitoning  |Report on environmental conditions, Tt Musisuses (H1) Ordier Mmmh
TCARRISM AND CULTURE LIS Collection managemant _Ery location requingd for aocreditation Unitil supseded |10 years: 1981 Corincl
TOURISM AND DULTURE Hiuseums Collection management |senvice file by kocation Reoord of knan End of loan peviod |3 years | Buursiness neguirement Dstroy
Al documentation relating to
devilopment projects including plars, |5ee Management, Praject
TOURISM AND CULTURE M Mudéirm devisloniment ﬁnﬁmﬂeh lacalion eimEpandinnGd, frecadts Managpenment
Legal doouments with exfemnal funders [Date of final claim [As per funder’s Letter of
TOURISM &lD OULTURE MiEeums Museum development  [Funding file and moniboring reports and payment Offer Funding body Letter of Offer |Destroy
Curshiwrer datbbads by Contact dotails, evenl prefirenoe, Dt risriaved Eram
TOURISM AND DULTURE Hiseumss Customer engagement _ |location contact preferences, research requests |database {mone | Buursiness neguirement Dhestroy
Al documentation relatieg 00 an event,
room || cabering hing, risk assessmant,
budget information, procunsment,
proftional maberial, cofrespondencs,
TOURISM AND OULTURE Hiseums | Event managemint Evants fil attendance data, evaluation Seg Managemient, Events
Al documentation relating to the
ranagiment and maintenande of each Sz Cpuncll Propeety,
Buliding managerment file  |facility - Heath & Safety booklet, Moath Property Mainbenance and
TOURISM AND CULTURE s |mn‘nﬂ$w Ery ez alion B Salety cortificates, suppler ooniradds Property Management
Documentation relating to procurement
O of e-phacuremaent orders and
imvokces retained for budget
TOURISM AND CULTURE s Fanande Procuresnent fibe I'I:'hi'lﬂéfhﬁ'lt Sus ProaUinisienl
WASTE MANAGEMENT
WASTE MANAGEMENT Waste Strategy _
TPartrship Gans and Alea Waste
Partnership plans and Arca (Flans, Waste Management Business Se Management,
WASTE MANAGEMENT Waste Strategy Strateqy and planning  |Waste Plans Flan Strategic Planning
Endproomeent Imgioerment Plan, LEber S Managemont,
WASTE MANAGEMENT Wasti Strategy Policy and Procedise _ |Policy and Procedure =53] [ Corpedabi Policy
rehams and reports on
recyding activities, waste data Mow,
classifications, targets, performance to
Besdies including MIEA, NI Landfill S Managemnt,
WIASTE MANAGEMENT Wit Strategy Statutory neporting Stabutory retumes Alowance Scheme Statutony Returns
Minubes - PRONI Appraisal
WASTE MANAGEMENT Waste Strategy Stakeholier ergagoment]Mestngs. fle Agenda, repts, minubes, action sheels |Date of meeting |20 years | Bursinisss, reuirimant Other retonds - Destroy
WASTE MANAGEMENT Environmaental Protection _ _
ﬂﬂuﬂlmrﬂﬁlgmm
Emvronmental Councl landfill sites. [ Erwironmental Permanent; retention by
WASTE MANAGEMENT Protection Closed landfill sites LancHfll site file by location [Health hold G15 location reconds) Permanent Bursiness reguiremaent Council
Decurmsentaton relabing 1o the
Emvironmernital thmlﬂ'ltfﬂhr mmﬂt,uw-ﬂ'ld Permanent ritention by
WASTE MANAGEMENT Profeciion Closed landfill sites ocation mainbenance of ndfll site Parmanent | Bursingss naguirement Councl
WASTE MANAGEMENT Refuse and Cleansing
(1) The Lister (M) Onder
L9
[2) The: Chean
Public comenienon Cheansing and monitoring schedubes and| End of calendar Neighbouwrhood and
WASTE MANAGEMENT Rifuse ard Coansing | Public convenientes chearsing file by bocation |widk necords wear 16 yars Erreircniment &ct (NI) 2001 |Chsstrery
AppECations Tor natinmwsss public
iR BOteSE iy ey o
Radar keys for disabled request to eligible members of the End of calersiar
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(1) Thar LEtar (M) Qo
1554
(2] The Clean
Cheareiry and monitoding schadubiss B |End of calersdas Medghboushassd and
WASTE MANAGEMENT Refuse and Cleansing | Street cheansing Charsing fil by location  |wori records for district locations i |6 years Ervirgnment Act (NE) 2001 |Destroy
[ !
overfiowing bin, damaged, replacenent
bing, removal of graffiti, fly posters, fiy
tipping, dog fouling, iitter - Customer |5en Managemant,
WASTE MANAGEMENT Refuse and Ceandging  [Cushomes endgagenent  |Senion roquest e riquest and nisponde Custamer Fesdback
Documentation nelating to a complaing -
imvestigation, internal | S Management,
WASTE MANAGEMENT Refuse amd Cieansing | Cusiomnes engagement  |Complaints Mle exiernal onsultation and response Customer Fepdback
WASTE MANAGEMENT Waste Collection
eSS, Pl Bnd
oolections of bulloy waste
Budky collectiors. & bin  |Bulky collections & bin Fecords of reguests, payments and End of financial
WASTE MANAGEMENT Waste Coliection dedrreries defivery database confirmed deliveries of bing yEar 2 yEars |Business requirement Destroy
DCriraiitic: waistis
collections - special Customer application forms, proof of | Date added bo the
WIRETE MANAGEMENT Wadte Collection n pal pter Application file e, addreds, ebe cdAntabade |6 manihs | Bursinss redpuiremaent Dstrony
CPeesstic washe Contact detaits of specisl croumstances
eolliction - Special Spedinl reurEanieg cushifmers - hisslth inhemation ol Dt s frafn
WASTE MANAGEMENT Waste Collection droumstances customer list inchaded dutabase 1 year Business |Destroy
Trage waste collpciions - Dafte removed from|
WASTE MANAGEMENT Wiaste Coliection customer gemert | Customer database Trade waste cusbomer contact details  |database 1 year Business reguiremient Drzgtrory
Domestic [ Trade washe |Schedule of oplection Schedule [ recond | report on coliection |End of financial
WASTE MANAGEMENT Wadte Collsction paints by Anes peoink by Anes ar 1 ysar Burtiniss recpuirimaent Dissitrory
Wasti traesler notes Documentation relating to Coundls own)
Controlied waste Controlled waste removal | hazardous waste, trade waste and End of financial
WASTE MANAGEMENT Waste Collation calbection eratifications |ilagally durmngsd high risk waste wlar 4 years BurSini=ss nijpuirment Dtriny
WASTE MANAGEMENT Waste Reduction
I [Fecuseheld Recyong Documentation re goods i, goods oul,
Centres - Washe transfer  |HAS, mantenance & inspaction repart  |End of fnancial
WASTE MANAGEMENT iaste Reduction Recycling otes . year 5 years Business requirament Destroy
WASTE MANAGEMENT Licensing and Agreements
Documaentation relating to the boensed
desporsal of washi for household The: Warshis Management
Licerding and Waste management Waste management oence (recyding centnes, landfill sites, "bring Licienging Regulations (M)
WASTE MANAGEMENT Agreements lioenses ¥ pernit by location baris” Date of last action |21 years 2003 Dhestrory
Documentation relating to collechons
e Bl B CuStEMEnr’s niquist - recond
of bype and welght of materials,
Licersing and Tracde washe agreemsents,  |oolaction frequency, inoices, credit
WASTE MANAGEMENT Agreements Custerner agreements |file by Customes rofes, correspondente End of Francial yeal 1 year | Bursiness revpuirament sty
WASTE MANAGEMENT Enforcement / Prosecution of Offences
(1) Thar Ltar (M) Qo
Docurmentation relating Lo the 1554
oomplaint « irvestigation report, inbermal (2) The Clean
Enfoecernent | { exbinrmal consultalion and respordse Iuﬁgmmm
WASTE MANAGEMENT Prosecution of Offences | Py tipping managemant |Case fle 55 Dot of last action |6 years Errirgnmant Act (NE) 2001 |Destroy
Al Socumeniaton neatneg b0 the B [1]1'E|.mnﬁ|&#3§
of @ FPM « dietails of offender, recond of 1954
offence and ooy of rotioe - My tipping, [2) T Chan
Enfoecomant | |Essuing Foxed Penalty trace waste, btier, dog fouling fiy End of financial Netghbourhood and
WASTE MANAGEMENT Prosecution of Difences | Nolices (FPN) FPH cade ke by name porsting and domestic washe war |6 years |Erveircniment At (NI) 2001 |Dedtrey
Enforcement | nelabed Emails, cormespondence, departmental
WASTE MANAGEMENT Pregecution of Offences | prosecutions Case file evidence, fik nobes, officers’ statements |Sen Legal Servioes
Enforcement | MNobebooks wsed in the progess of End of financial The Polioe and Criminal
WASTE MAKNAGEMENT Proseastion of Offences | PACE Evidence PACE Mobebooks collecting evidence in fly Bpping cases  |year |6 ymars |Evidence (W) Order 1989 Destroy
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List of Acronyms used in the Schedule

APSE Association of Public Service Excellence
BID Business Inprowsment District

The CANN
Priopecdt The Collaborativie Action Natura Metwork Project

CHED Codmaman Health Entry Dooument

Col Certificate of Inspection

COSSH | Control of Substances Hazardous 1o Health
CRC Certificate of Professional Competence

DiEA Custrict Ebectoral Areas

DEARA Departmment for Agriculture and Rural Affairs
CiF1 Departmment for Infrastructune

Difh Data Protéction Adt 2018

oiF Daka Probection - nefenence b & request for information made undier the DPA
G Ceeputy Returning Officer

ECN] Equality Commission Northemn [reland

EHC Expart Health Cortificate

EIR Ensironmental Information Regulations 2004
EQH] Electoral Office for Morthern Ineland

EFC Energy Pesformanoe Certificabe

EP1G Emergency Prepasedness Implementation Group
EQA Employes Qualiication Assistance

FM Facilities Management Agreerments
FOTA Freseddom of Information Act 2000
FOI Freedom of Information - reference to a request for information made under the FOLA

GIS Geographé: [nformartion System

GPS Global Positioning Sysbem

GRO General Registry Cifice

HSENT Health and Safety Exegutive Northemn Ireland
1c0 Infarmaticn Commissioners Office

ITT Irrtation to Tender

JESIP Joint Emergency Servces Intercperability Programme
LAFPC Local Air Pollution Prewention and Contngl
LAQM Local Air Quality Managenment

LEAF Local Biodiversity Action Plan

LCAC Lisburn Commence Against Crime

LENE Local Consultation and Megatiation Forum
LGCS Liseal Govemment Commissiones for Standands
LGTS Liscal Govemement Trasning Grows

LOLER Lifting Opérations and Lifting Equipment Regulations
Land and Praperty Services
Morthern Irefand Audit Office

g |7
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MIEA Morthern [refand Erndrenment Agency 110
NILGA Morthern Ireland Local Govermment Association
KIFS0 Morthern [rsland Public Sendce Ombudsman
KLHE Mational Lottery Heritage Fund

PCH Penalty Charge Notice
PHA Public Health Agency

PR Puibdic Reations

FROMN] Public Retord Office Nosthern Treland

FUWER Prawvigion and Use of Waork Equipment Requlations
ROF Rural Development Programme

]m Request For Quotation

RIDDOR  |Reporting of Injuries, Diseases and Dangerous Occirrences Requlations 2013
lrapa Requlation of Investigatory Powers Act

IROQ  |Request to Quakfy and Quote

SANDSA | Sports Association Newry, Down and South Armagh

|saR Subjiect Access Request

JS!II‘* Strateghc Comminity Planning Partnership
SEUPE  |Special European Union Praject Board

SIF Social Irrsestment Fund
5LA Servioe Level Agreements
19501'-’ Safie System of Work

STH Single Tender Adtion

i Walue far Money
WA Widie Area Network
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Report to: Strategy, Policy and Resources Committee

Date of Meeting: 16 December 2021

Subject: Belfast Region City Deal — Complementary Fund
Reporting Officer Conor Mallon

(Including Job Title): Director Enterprise Regeneration Tourism
Contact Officer Conor Mallon

(Including Job Title): Director Enterprise Regeneration Tourism

Confirm how this Report should be treated by placing an x in either:-

For decision For noting X
only

1.0 Purpose and Background

1.1 Purpose

To update members on the outcome of the expressions of interested submitted to
the BRCD Complementary Fund

Background

In May 2020 the Finance Minister announced £100m complementary fund towards
City / Growth Deals where there are projects that are complementary to their deal.
In July 2021 DoF invited councils to submit bids. As the Complementary Fund was
designed to cover the same frame as city / Growth Deals it is envisaged that the
total funding agreed for projects as part of this round will equate to no more than
50% of the £100m Complementary fund

2.0 Key issues

2.1 On the 14" October members were advised of the 4 bids submitted by NMDDC to
the Complementary Fund in September 2021, under the BRCD

On the 10" December 2021 the DoF advised Council that our bid has been
successful, and the Executive have now awarded £16.225m for the 15 Acre Albert
Basin Park, Newry as part of the complimentary fund application through the
Belfast Region City Deal.

Council officers continue to work on the OBC for this project through our appointed
consultants.

Based on the profile provided, the funding will span four years with the first three
years being included in the Executive's Budget 2022-25.
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All projects will be subject to the usual expenditure approval process and should any
project fail to demonstrate value for money then the funding must be returned for
reallocation.

As a council we look forward to continuing to lead on the delivery of this exciting
project for Newry City and we will be engaging with our partners in both DoF and
DfC in the coming weeks to confirm funding arrangements, governance and next
steps.

Newry Mourne and Down are also a partner in the £6m Digital Transformation
Fund as part of all City and Growth Deals. This project also obtained approval from
the executive on Friday.

When further information becomes available we will update members though the
NCCR Programme Board and respective committees.

3.0 Recommendations

3.1 To note the contents of the report

4.0 Resource implications

4.1 N/A

5.0 Due regard to equality of opportunity and regard to good relations
(complete the relevant sections)

5.1 General proposal with no clearly defined impact upon, or connection to,
specific equality and good relations outcomes

It is not anticipated the proposal will have an adverse impact upon equality O
of opportunity or good relations

B2 Proposal relates to the introduction of a strategy, policy initiative or
practice and / or sensitive or contentious decision

Yes X No O
If yes, please complete the following:

The policy (strategy, policy initiative or practice and / or decision) has been [
equality screened

The policy (strategy, policy initiative or practice and / or decision) will be B
subject to equality screening prior to implementation
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5.3 Proposal initiating consultation
Consultation will seek the views of those directly affected by the proposal, O
address barriers for particular Section 75 equality categories to participate
and allow adequate time for groups to consult amongst themselves
Consultation period will be 12 weeks =
Consultation period will be less than 12 weeks (rationale to be provided) =
Rationale:
6.0 Due regard to Rural Needs (please tick all that apply)
6.1 Proposal relates to developing, adopting, implementing or revising a policy /
strategy / plan / designing and/or delivering a public service
Yes No @
If yes, please complete the following:
Rural Needs Impact Assessment completed (]
7.0 Appendices
None
8.0 Background Documents
NfA
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Report to: Strategic Policy Resource

Date of Meeting: Thursday 16" December 2021

Subject: Belfast Region City Deal — Signing of the Deal Document
Reporting Officer Conor Mallon

(Including Job Title): Director Enterprise, Regeneration and Tourism
Contact Officer Conor Mallon

(Including Job Title): Director Enterprise, Regeneration and Tourism

Confirm how this Report should be treated by placing an x in either: -

| For decision | | For noting only | x |

1.0 Purpose and Background

1.1 Purpose
To note that the signing of the Belfast Region City Deal, deal document, that signifies the

joint commitment to fully implement and deliver all aspects of the City Deal proposals

Background
The BRCD partners comprise the six local authorities; Antrim and Newtownabbey

Borough Council, Ards and North Down Borough Council, Belfast City Council, Lisburn
and Castlereagh City Council, Mid and East Antrim Borough Council and Newry, Mourne
and Down District Council, the region’s two universities; Queen’s University Belfast and
Ulster University, and four of the region’s further education colleges; Belfast Metropolitan
College, Northern Regional College, Southern Regional College and the South Eastern
Regional College.

The BRCD partners have worked together since 2017, and how now secured significant
investment which will support the delivery of a shared ambition to accelerate inclusive
economic growth for the region.

BRCD partners have committed to a vision of “inclusive economic growth that delivers
more and better jobs, a positive impact on the most deprived communities and a
balanced spread of benefits across the region.”

2.0 Key issues

2.1 Investment

The NI Executive and the UK Government have each committed up to £350 million to the
BRCD and the BRCD partners will contribute a further £150 million. By leveraging
additional private sector investment, the BRCD partners will deliver a programme with an
overall value well in excess of the £1 billion objective

The BRCD Investment is structured across 4 Fillars of Investment
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1. Innovation and Digital - achieving world leading competitive advantage in key
sectors - building our innovation and digital capability - facilitating invention,
commercialisation and widespread adoption as a driver of economic prosperity
and increased well-being;

2. Tourism and Regeneration - boosting tourism and regenerating our region -
creating world class visitor attractions and investing in towns and cities to provide
a year-round destination that will stand out in international markets;

3. Infrastructure - connecting our region - connecting people to opportunity and
services through enhanced and sustainable infrastructure; and

4. Employability and Skills - putting in place arrangements to enable a constant
pipeline of talent to support the growth created by the BRCD investments and
ensure that the right skills are available within the region to support the emerging
job opportunities

Impact of the BRCD investment across the region
« Support the creation of up to 20,000 jobs as part of the high growth ambitions
for the region

« Connect local people to the new and better jobs that are being created
» Place the region at the top table of digital innovation
+ Deliver £400million in GVA directly on-site and within the Belfast region
+ (reate compelling world class visitor attractions that will attract visitors from
across the globe help to regenerate major towns and cities across the region
Council proposals

Signing of the BRCD deal document has secured commitment for the progression of a
number of key strategic proposals, aligned to Council’'s corporate priorities.
« Mourne Mountain Gateway Project
« Newry City Centre Regeneration
« Newry Southern Relief Road
« It will open up opportunities for further investments under the Digital and
Innovation Pillar
o It will deliver more inclusive job opportunities by aligning skills and employability
interventions to new and additional jobs created as a direct result of the capital
investments

Engagement
A public relations campaign will follow the Deal Signing which took place on 15"

December 2021. Council will be building on the regional communications campaign in
the New Year to promote and communicate the delivery and impact of BRCD for our
Council area. Detail on the deal signing is available at
hittps://vwww.newrymoumedown.org/belfast-region-city-deal

3.0 Recommendations

31 To note that the signing of the Belfast Region City Deal, deal document, that signifies the
joint commitment to fully implement and deliver all aspects of the City Deal proposals

4.0 Resource implications

4.1

N/A
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5.0 Due regard to equality of opportunity and regard to good relations (complete
the relevant sections)

5.1 General proposal with no clearly defined impact upon, or connection to,
specific equality and good relations outcomes
It is not anticipated the proposal will have an adverse impact upon equality of [X
opportunity or good relations

5.2 Proposal relates to the introduction of a strategy, policy initiative or practice
and / or sensitive or contentious decision

YesO No X

If yes, please complete the following:
The policy (strategy, policy initiative or practice and / or decision) has been 0
equality screened
The policy (strategy, policy initiative or practice and / or decision) will be O
subject to equality screening prior to implementation

53 Proposal initiating consultation
Consultation will seek the views of those directly affected by the proposal, O
address barriers for particular Section 75 equality categories to participate
and allow adequate time for groups to consult amongst themselves
Consultation period will be 12 weeks O
Consultation period will be less than 12 weeks (rationale to be provided) O
Rationale:

6.0 Due regard to Rural Needs (please tick all that apply)

6.1 Proposal relates to developing, adopting, implementing or revising a policy /

strategy / plan / designing and/or delivering a public service

Yes O Mo &

If yes, please complete the following:

Rural Needs Impact Assessment completed O
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7.0

Appendices

8.0

Background Documents

https:fiwww.newrymournedown.org/belfast-region-city-deal
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Dfl Roads Department for
Southern Division & Infrasmlcmre
An Roinn
Bonneagair
Alison Robb www.infrastructure-nigov.uk
ﬁsei:rstagtﬂ?cléecmr Corporate Services (Administration) MeriborougH House
' 4 Central Way
O’'Hagan House Craigavon
Monaghan Row BT64 1AD
Newry Tele : 0300 200 Y899
BT35 8DJ E-mail
dfiroads.southern@infrastructure-
Alison.Robb@nmandd.org ni.gov.uk
Your Ref: GR/SB/0D22782
Our Ref: MT 128756-21
Date: 10 November 2021
Dear Ms Robb

PRIVATE LANES AND ROADS WITHIN NEWRY, MOURNE AND DOWN
DISTRICT COUNCIL

Thank you for your letter dated 11 October 2021 regarding the adoption of private
lanes and roads as discussed at a meeting of your Council's Strategy, Policy &
Resources Committee on 17 July 2021.

The Department uses its policy RSPPG S009 to assess the adoption of a street
becnmmg a pubii{: road. A link to this pﬂlir:y document is prmrided for information;
https:./lwww.infrastructure-ni.gov.uk/publications/private-streets-northern-ireland-
order-1980-and-private-streets-amendment-order-1992

In general, the Department is not responsible for maintaining roads which are not
within its ownership and will generally only adopt roads that have been brought up to
standard either by developers through the Private Streets Determination process or
by the owners and/or frontagers in accordance with Article 9 of the Private Streets

(NI) Order 1980.

In order for private lanes and roads to be considered for adoption by the Department,
works would be required to bring them up to a standard suitable for adoption. The
design of the works would have to be carried out privately and formally submitted to
the Department for approval. A Planning Application would also be required for the
works needed to bring the lane or road up to adoption standard and the costs
involved in bringing this lane or road up to adoption standard would have to be borne
by the frontagers and/or other private funding. In addition, the adoption of a private
lane or road by the Department must be considered in terms of its benefit to the
public in general and the majority of frontagers would have to be in agreement to
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have the lane or road brought into the public road network. The land required would
have to be made available free of charge, and each portion would have to show clear
title.

The Department would not be in a position to adopt and repair other damaged roads
that are currently unadopted; responsibility for their repair would remain with the
frontagers or landowners and even if land ownership is unknown, the Department
would not be able to take such responsibility. While | understand there would be a
desire from frontagers on private roads and lanes to have improvement works carried
out by the Department, this is simply not feasible due to the current budget position
and the many other competing pressures facing the Department.

I trust that this information clarifies the Department's position in relation to the criteria
required for the adoption of private lanes and roads.

Yours sincerely

Muoal

Mark McPeak
Divisional Roads Manager
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Marie Ward
Chief Executive

Combhairle Ceantair
an Idir, Mhuri
agus an Duin

Newry, Mourne

and Down
District Council

11 October 2021

Mark McPeak

Divisional Roads Manager
Department for Infrastructure
DfI Roads Southern Division
Marlborough House

Central Way

Craigavon

BT64 1AD

Diear Mr McPeak

Private Lanes and Roads within Newry, Mourne and Down District Council Area
Your Ref: MT 121468-21

Thank you for your letter dated 9 June 2021 provided in response to my letter on behalf of Council
dated 12 May 2021, which was considered at a meeting of Council's Strategy, Policy & Resources
Committee on 17 July 2021.

Following consideration of your correspondence I have been asked to seek clarification on what is
meant by:

"The Department is of the opinion that the street should become a public road” ie how is this
determined, what criteria is used, who makes the decision etc?

I have also been asked to confirm whether this is the only option open to Dfl ie. to require residents
to undertake the extensive work required to bring the lanes or roads to the standard required for
adoption?

In terms of constraints on the Department in this regard is it due to current legislation/policy ie what
is holding the Department back in taking a more proactive approach in relation to the private lanes
and roads which have fallen into a poor state of repair and impact not only on local residents but
service providers, tourists, visitors etc?

Any further clarification you can provide would be much appreciated and thank you for your time.

Yours sincerely

AE b

Alison Robb
Assistant Director Corporate Services (Administration)

Qifig an Iair Oifig Dhiin Padraig 0330 137 4000 {Coundil) Ag freastal aran Dan
MNewry Office Downpatrick Office council@nmandd.org agus Ard Mhacha Theas
(*Hagan House Dewmshire Civic Cenltre . ewrymournedown.ong Serving Down

Monaghan Row Downshire Estate, Ardglass Road and South Armagh

Mewry BT35 80] Downpatrick BT30 66Q
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