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PORT ST MARY COMMISSIONERS
ORDINARY BOARD MEETING
8" FEBRUARY 2017
AGENDA - OPEN PUBLIC SESSION

Welcome, Apologies and Declarations:

Minutes for Adoption:

2.1 Consideration of the Minute of the Public meeting of 25™ January 2017
Matters Arising:

3.1 Matters arising from the Minute of 25 January 2017

Motion received from Mr Phair:

"That the 2017/18 annual budget will be published and that in future years the report(s)

will be published at the time of the authorities rate announcement so that ratepayers are

fully informed of the authority's intended spending in the coming year."

5.

Finance:
5.1 List of Invoices paid in January- for noting:
5.2 List of Invoices due for payment in February-for approval:

5.3 Management accounting information to 31t January 2017- will be
tabled.

Special Projects:

6.1 Freedom of Information Act- correspondence received from the

Minister at the Department of Infrastructure:

6.2 Implementation Guidance received from the Public Records office-
enclosed:

6.3 Consideration of a Draft Document Retention Policy-enclosed:

6.4 Programme for Government 2016- paper attached:



10.

11.

12.

Public Correspondence:

7.1 Email received from a ratepayer regarding the lane to the rear of

Bayview Road —enclosed:

7.2 Email received from the Head of Waste, Department of Infrastructure-

enclosed:
Consultations — none received

Planning Matters:
9.1 Planning Applications

9.1.1 PA17/00045/B - Melita, 11 Perwick Road, Port St Mary for
alterations to external finishes of property partly to smooth render and
partly cladding in stone, as well as installation of balustrade and bi-fold
doors

9.2 Planning Approvals -

9.2.1 PA16/01263/D - Food Programme Delivery Orchid Group for the
installation of illuminated and non illuminated signage at Co-op Shop, Bay
View Road, Port St Mary. No non standard conditions.

9.2.2 PA16/01362/B - The Penthouse, St Marys Bay Apartments, The
Promenade, Port St Mary for the replacement of fourth floor window with
doors and Juliet balcony, and replacement of fifth floor central window,
both to front elevation. No non standard conditions.

Policy and Resources

10.1 Quotation re electrical works to be carried out at Port St Mary
Rifle Club, Athol Place, Port St Mary additional information

enclosed:
10.2 Quotations to paint Rifle Club staircase and entrance

Invitations:

11.1 Manx National Heritage Marshall Cubbon Lecture ‘The Fight for
Beauty’ on Saturday 11% February 2017 at 2pm to 3.30pm at the
Manx Museum, Douglas.

11.2 Arbory Parish Commissioners Annual Civic Service at Parish Church,
Ballabeg on Sunday 19t February 2017 at 10.30am followed by
light refreshments in the Parish Hall.

Any other business of an urgent nature (by permission of the Chairman)



PORT ST MARY COMMISSIONERS

INVOICES PAID IN JANUARY 2017

Office

Repairs

Xmas trees

Summary Breakdown of Expenditure (excluding VAT)

Stores, Public conveniences &
lighting, Roads, Footpaths,
Vehicles & celebration of Xmas
Town Hall

£481.11
£85.83
£1,777.94

£289.17
£711.09

Refuse

£36,256.69
£39,601.83

Repairs/ Maintenance

Allowance Expenditure to date Allowance Remainin,
£134,269.95 £86,572.99 £47,696.96

Inv. #l Date I Supplier I Description I House | Category | Total Net I VAT I Total Cost
Housing Expenses
1 03/01/2017 |Heattech Limited £94_00I £18.80 £112.80
2 17/11/2016 |Heattech Limited £348.00 £69.60 £417.60
3 10/11/2016|Heattech Limited Oil tank & radiator £138.00 £27.60 £165.60
4 18/11/2016|Heattech Limited Boiler repair £35.59 £7.12 £42.71
5 25/11/2016 |Heattech Limited £24.50 £4‘ﬂl £29.40
6 29/11/2016 |Heattech Limited £71.00 £14.20 £85.20
£711.09 £142.22 £853.31
Rate Born Expenses
7 20/07/2016|Argon Office Systems Ltd Konica Minolta C220 17/6-17/7 Office - photocopy £106.55 £21.31 £127.86
8 22/12/2016|Argon Office Systems Ltd Konica Minolta C220 17/11-22/12 Office - photocopy £175.17] £35.03 £210.20
S Shredder Office - stationery £447.35 £89.47 £536.82
10 27/12/2016|Bridson & Horrox Envelopes Office - stationery. £63.29 £12.66 £75.95
11 31/12/2016|Calvert Newsagents Ltd Stamps Office - expenses £117.52 £0.68 £118.20
12 07/12/2016|Colas Overalls Sundry - store £214.51 £42.90 £257.41
13 19/12/2016|Colas Overalls Sundz - store £114.00 £22.80 £136.80
14 26/11/2016|Cooil Bros Milk Office - expenses £7.20 £7.20
15 22/12/2016|1sland IT Computer call out Office - computer expens £137.50 £27.50 £165.00
16 14/12/2016|Department of Infrastructure Tipping charge at EFW Plant Refuse £32,154.50 £6,430.90 £38,585.40
17 14/12/2016|Department of Infrastructure  Tipping charge at EFW Plant Refuse Expenses £4,102.19 £820.44] £4,922.63
18 Expressions of interest Office - advertising £30.16 £180.94
19 Christmas trees Christmas trees £300.00
20 01/12/2016|Manx Telecom December Office-telephone £150.41
21 28/11/2016|Quine & Cubbon Posters Celebration of Xmas £183.12
22 14/12/2016|Quine & Cubbon Business cards Office - stationery £45.72
23 21/12/2016|Quine & Cubbon Roadside collection leaflets Office - stationery £295.80 £295.80
24 14/12/2016|Robinsons Food Office - expenses £113.34] £113.34
25 22/11/2016]Trade Point Hooks Christmas trees £19.17 £3.83 £23.00
26 26/11/2016|Trade Point Lights Christmas trees £20.00 £4.00 £24.00
27 29/11/2016|Trade Point Lights Town Hall £53.33 £10.67 £64.00
28 30/11/2016|Trade Point Lights Town Hall £32.50 £6.50 £39.00
Sub Totals - Rate Born £38,890.74| £7,672.06| £46,562.80
TOTALS £39,601.83| £7,814.28| £47,416.11




PORT ST MARY COMMISSIONERS

INVOICES PAID IN JANUARY 2017

Inv, tl Date l Supplier I l Honul Category l Total Net l VAT Total Cost
Housin
1 30/12/2016|Heattech Limited upgrade
3 09/01/2017 |Heattech Limited Loose tiles
3 Services
Rate Born Expenses
3 10/01/2017 [Agrimark Coffee
4 31/12/2016Cooil Bros Milk Office expenses
5 31/12/2016|Cooil Bros Milk Office expenses
6 04/01/2017|Colas Overalls |§undrv store
7 09/01/201 of Infrastructure Mariners memorial Memorials
8 16/01/2017|Department of Infrastructure Tipping charge at EFW Plant Refuse Expenses
9 31/12/2016JC Fargher Townhall lift repair  Townhall expenses
10 11/01/2017 {Horizon i Townhall clock Tovnhall expenses
11 08/01/2017|Island IT Email hosting Computer expenses
12 08/12/2016}J Q Lights
13 08/12/2016[] Q |Security
14 15/12/2016|] Q1 \Wood
15 22/12/2016/3 Q Overalls £18.75 £3.75) £22.50
16 11/01/2017|Magnet Trade Worktop. £41.42 £8.28 £49.70
17 31/12/2016{Mannin Retail Petrol £259.20, £51.83 £311.03
18 01/01/2017|Manx Telecom January £111.15) £22.23 £133.38
19 01/01/2017|Manx Telecom January £25.50 £5.10] £30.60.
20 12/01/2017|Manx Utilities Public lighting - Oct - Dec Public lighting £1,853.80 £370.76 £2,224.56
21 30/12/2016|Manx Utilities Electricity Office expenses £5.85 £0.29 £6.14)
22 01/01/2017|ORB Limited Wages |Salaries £108.0 £21.60 £129.60
23 04/01/2017 | PE C iSSik Recharges Financ £3,106.13 £621.23 £3,727.36
24 06/01/2017|Sean Beattie Hoist hire Christmas tree £320.00 £64.00 £384.00
25 31/12/2016 EFW Refuse Expenses £51,57 £10.31 £61.88
26 Quarterly Refuse Expenses £9,372.41 £0.00 £9,372.41
27 31/12/2016|Station Garage IPetml Sundry fuel costs £304.67. £60.93 £365.60
Sub Totals - Rate Born £21,627.25| £2,439.70| £24,066.95
 TOTALS £26,220.25| £3,358.30| £29,578.55

Summary Breakdown of Expenditure (excluding VAT)
Stores, Public conveniences &

lighting, Roads, Footpaths,

Vehicles & celebration of Xmas £2,650.14]
Town Hall £755.00
Office £3,474.41
Xmas trees £320.00
Repairs £4,593.00
Refuse £14,427.70

Total £26,220.25

Repairs/ Maintenance

Allowance Expenditure to date Allowance
£134,269.95 £91,165.99 £43,103.96




PORT ST MARY COMMISSIONERS

INVOICES TO BE PAID IN FEBRUARY 2017

Inv sl Date I Supplier | Description l House I Category Total Net l VAT l Total Cost |
1 12/12/2016]IBA |ﬁtchen tender various _|Repairs £484.00
2 19/01/2017|Manx Glass & Glazing Internal door LA £198.23
3 19/01/2017|MC Locksmith Replace gearbox various |Repairs £94.05 N
4 18/01/2017|Raven Kitchen light 11A SMA|Repairs £71.44 £14.29 £85.73
5 18/01/2017|Raven EICR 11B SMA|Repairs £224.51 £44.90 £269.41
(3 18/01/2017|Raven ight switch 155A  |Repairs £24.75 £4.95 £29.70
7 19/01/2017|Raven Kitchen light 225A _|Repairs £71.02 £14.20 £85.22
8 18/01/2017|Ken Quine 22/7/16 - 18/1/17 various |Repairs £139.34 £27.87 £167.21
£1,307.34 £261.47 £1,568.81
Rate Born
9 20/01/2017|Argon Office Systems Ltd Konica Minolta €220 22/12-18/1 Office - £101.12] £20.22 £121.34
10 25/01/2017|Bridson & Horrox Paper Office - stationery £13.78 £82.68
11 16/01/2017|Colas }gln bags Sundry - store £35.94 £215.64/
12 23/01/2017|Colas First aid kits Sundry - store £10.77 £64.62
13 24/01/2017|Douglas Borough Council [ Refuse - £315.10 £1,890.58
15 20/01/2017/10M Ig of interest Office £35.52 £213.12
16 17/01/2017|Manx Gas 15/11- 14/1 Office - £49.09 £1,030.74
17 19/01/2017|Manx Utilities 18/10 - 16/1 Office - £676.11 | £811.33]
18 10/01/2017|MC Locksmith lLlﬂe club Sundry £6.63 £1.33 £7.96
19 18/01/2017|Raven Lighting Town Hall hownhall £22.50 £4.50 £27.00
20 19/01/2017 |Raven Power failure Rifle Club Sundry
21 19/01/2017 |Raven Etnres xmas lights Christmas trees
22 19/01/2017|Reliance Security Fire alarm test Sundry - store
23 20/01/2017|Reliance Security Fire alarm test Townhall £122.50
24 10/01/2017|Trade Point | Townhall store room Townhall £192.21
Sub Totals - Rate Born £4,631.92 £779.14
TOTALS £5,939.26| £1,040.61
Summ: Breakdown of Expenditure (excluding VAT)
Stores, Public conveniences &
lighting, Roads, Footpaths,
Vehicles & celebration of Xmas £631.43
Town Hall £337.21
Office £2,005.38
Xmas trees £82.42
Repairs £1,307.34
Femse £1,575.48
Total £5,939.26
Repairs/ Maintenance
Allowance Expenditure to date Allowance Remaining
£134,269.95 £92,473.33 £41,796.62
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Sy iy Sy g DOUGLAS
isleofMan  Ojk Coonceil ny Shirveishee Isle of Man
Govermment IM1 3PN
Tel: (01624) 685705
Fax: (01624) 685710
Email: chris.thomas@gov.im

To: All Local Authorities

24 January 2016

Dear Chair and Members
Freedom of Information Act 2015

1 am writing to highlight that there are, potentially, less than 12 months remaining now until the
Island’s Local Authorities come under the provisions of the Freedom of Information Act 2015 (‘the
Act).

The Act is an important step forward for openness and transparency in the Isle of Man. The Act
gives Isle of Man residents a legal right to access information held by public authorities. However,
the Act also acknowledges that public authorities need to balance this right of access with
protecting the privacy of individuals and organisations and providing an effective government and
value for the taxpayer. To this end, the Act includes a number of practical refusal reasons and
exemptions from the statutory right of access.

As you will recall from previous correspondence it has always been intended to extend the Act to
cover all public authorities on a phased basis and when the Act passed through the Branches of
Tynwald the following timetable was given:-

Date Public authority

February 2016 Cabinet Office

Pilot phase Department of Environment, Food and Agriculture

January 2017 All remaining Government Departments
Tynwald and its Branches

June 2017 Statutory Boards and Offices
Publicly owned companies

January 2018 Local Authorities and private companies to the extent that they
perform functions or exercise powers conferred on a public authority
under an enactment

When the former Minister for Policy and Reform wrote to you in December 2014, to alert you to the
fact that Freedom of Information (FOI) was on its way, he suggested Local Authorities should start
making plans for coming under FOI from January 2018. The assistance of the Cabinet Office in
making preparations was offered and Minister Robertshaw made the following comment:

"Implementation of the Act presents an opportunity for local authorities to explore further ways
in which they can work together to share good practice and to help manage the potential
impact of the Act. Local authorities will have more in common with each other when complying
with the Act than they will have with central Government so I would strongly encourage, where
possible, a joined up regional approach.”



I understand that Government gave a presentation to Local Authority Clerks on the Act and its
operation at the Local Authority Clerks’ Forum in June 2016 and that Clerks were advised to make
contact should they have any queries regarding preparation or how the Act will work in practice.
FOI was also a topic covered at the recent training event organised by the Municipal Association,
which I believe is open to all Local Authorities.

Later this year, the Cabinet Office FOI team could arrange specific FOI training for Local Authority
staff on the provisions of the Act and the application of exemptions. The training would be in line
with that previously provided to Government Departments and shortly be being provided to the
Statutory Boards and Offices.

For your reference please find attached a copy of the Act and the Code of Practice issued by Council
of Ministers under the Act. Local Authorities may find the Code of Practice an especially useful
document, providing detailed guidance to public authorities on how to fulfil their functions under the
Act.

There will be opportunity for your authority to formally submit its views on the extension of FOL
There will be statutory consultation with all Local Authorities as required by the Act. It is anticipated
that this consultation will happen around March 2017.

In the meantime should your Authority or its staff have any queries about FOI then please do not

hesitate to contact the FOI team in the Cabinet Office who would be mare than happy to offer
guidance and assistance (tel 687168 or email foi@gov.im).

Yours faithfully

o

Hon Chris Thomas MHK
Minister for Policy and Reform

c.c. Hon R Harmer MHK, Minister for Infrastructure
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Why Records Management?

U Cost savings — records storage and staff time

CIHelp you do your day-job efficiently and
effectively

%

Public Records Act 1999

Your legal obligations:
[ Safe-keeping of your records

DWork with the Public Record Office to select
which records should be kept permanently

U To transfer selected records to PRO at the
agreed time m

ot M
C——

Item 6.2

12/01/2017

y Records Management?

LYou know what information you hold and why
OYou can find information quickly easily

OYou can demonstrate accountability,
transparency and legal compliance

Public Records Act 1999

U Local authority records are ‘public records'

PRO preserves public records that are of
historical and cultural significance

DO Local authorities have legal obligations under
the Public Records Act 1999

i

RMi key elements

O Records Management policy

JFile plan or classification scheme

JJRecords retention and disposal schedule
JFile naming conventions and version controls

CJEmail management &

ol ot My

I



Refention Schedtle

OlLists records/information you create or hold
QOrganised by function/activities

QStates how long you need to keep the records
for legal and business use

Qincludes PRO selection decisions
Qidentifies actions

QOMust be reviewed regularly

O Signed off by your organisation and PRO

Classification scheme

[

LA shared, agreed structure into which records
and information are stored

I Modifications to structure are controlled

{Organised by function

T Mirror the functions and records identified your
retention schedule

L Can be used on an EDRM, SharePoint, shared
drive, paper filing system...

Other considerations

| I Ei‘

JRecords disposal logs

() Digital sustainability — planning and actions as
needed to ensure records and information
remain accessible, readable and intact for as
long as they are needed

| £

12/01/2017

Retention schedule

Functions — some examples:

U Corporate management

OFinance

O Human resources

U Risk management

L Health and Safety

D Activities specific to your organisation — housing,
street lighting, library provision...

o of b
o w5 T e T e e e e |
File naming conventions

U Agreed format for naming files that everyone
uses

Ulncludes:
- Date
— Subject
—Version

(U Enables you to identify documents and
information more easily

Resources

JJPRO website: www.gov.im/pro - Advice for
Public Bodies
— Factsheets
- Generic retention schedules

JRecords Management checklist

T PRO contacts: public records@gov.im; 693569

e
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PORT ST MARY COMMISSIONERS

DRAFT DOCUMENT RETENTION POLICY

Town Hall
The Promenade,
Port St Mary,
Isle of Man
IM99 1AD
Tel: 01624 832101

www.portstmary.gov.im



DOCUMENT RETENTION POLICY

CONTENTS

Introduction

Scope and Purpose

Retention / Disposal Policy

Roles and Responsibilities

Disposal

Documenting Disposal

Data Protection Act 2002

Appendix 1

Key Disposal / Retention Considerations
1. Has the Document been Appraised?
2. Is Retention Required for Evidence?

3. Is Retention Required to Meet the Operational Needs of the
Service?

4, Is the Document or Record of Historic Interest or Intrinsic Value?
Appendix 2

Retention Periods



1. INTRODUCTION

In the course of carrying out its various functions and activities the Board collects from
individuals and external organisations and generates a wide range of data/information which
is recorded in documents. Many of these documents are subsequently retained in one form or
another e.g., as ‘hard’ paper records or on computer in digital form. For the avoidance of
doubt the terms ‘document’ and ‘records’ should be taken to include documents/records which
are in digital format.

Retention of specific documents may be necessary for one or more of the
following reasons:

To fulfill statutory or other regulatory requirements

To evidence events/agreements in the case of dispute(s)

To meet operational needs

To ensure the preservation of documents of historic or other value.

However, the permanent retention of all documents is undesirable and to be discouraged.
Disposal, where appropriate, is to be encouraged for the following reasons:

There is a shortage of storage space

Retention of personal data which is no longer necessary may be unlawful

Reduction of fire risk (in the case of paper records)

De-cluttering of office accommodation

Reduction of burden of Document Management as required by Freedom of Information
Act 2015.

2. SCOPE AND PURPOSE

The purpose of this Policy is to provide a corporate policy framework to govern decisions on
whether, in any given case, a particular document (or set of documents) should be retained,
and if so in what format, and for what period.

3. RETENTION/DISPOSAL POLICY

Any decision whether to retain or dispose of a document should be taken in accordance with
the retention/disposal Policy. This Policy consists of:

e The key disposal/retention considerations criteria checklist set out in Appendix
1 — essentially, no document should be disposed of unless all these have been
considered in relation to the document.

¢ The Retention Schedules contained in Appendix 2. These provide
guidance on recommended and mandatory minimum retention periods for specific
classes of documents/records where special rules/considerations apply



Where a retention period has expired in relation to a particular document a review should
always be carried out before a final decision is made to dispose of that document. Such
reviews need not necessarily be detailed or time consuming. In the event that a decision is
taken to dispose of a particular document or set of documents regard should be had to the
method of disposal; and the disposal should be documented.

4. ROLES AND RESPONSIBILITIES

Responsibility for determining (in accordance with the Retention/Disposal policy mentioned
above) whether to retain or dispose of specific documents rests with the Officers in respect
of those documents that properly fall within the remit, but they may wish to appoint someone
else to carry out this task. They should ensure, however, that any such officer is fully
conversant with this Policy and is also familiar with the operational requirements of the Service
so that they are able to assess the significance of documents.

Assistant Chief Officers are expected to be proactive in carrying out or instigating audits of
existing documentation that may be suitable for disposal.

The Chief Executive / Assistant Town Clerk can advise on whether minimum retention periods
are prescribed by law, and whether retention is necessary to protect the Board’s position
where the likelihood of a claim has been identified. The Clerk cannot be expected to possess
the operational or background knowledge required to assess whether, for example, a
particular document may be required for operational needs arising in the future. Again, it is
the Officer or his/her designated officer(s) who are best placed to make such assessment.

5. DISPOSAL
Disposal can be achieved by a range of processes:

Binning

Recycling

Treatment as Confidential Waste

Physical destruction on site (paper records)

Deletion — where computer files are concerned

Transfer of document to external body (e.g. Manx National Heritage).

In the selection of the method of disposal regard should be had to the considerations
discussed below. Under no circumstances should paper documents containing personal data
or confidential information be simply binned or sent for recycling without being shredded. To
do so could result in the unauthorised disclosure of such information to third parties, and
render the Board liable to prosecution or other enforcement action under the Data Protection
Act 2002 and also to serious embarrassment.

Transfer of documents to a third party is unlikely to be an option in most cases where there
is personal data having regard to the Data Protection Act 2002. However, this method of
disposal will be relevant where documents or records are of historic interest and/or have
intrinsic value. The third party here could be the National Archives or a local Museum.



6. DOCUMENTING DISPOSAL

Disposal should be documented — that is to say, a record should be kept detailing the
document disposed of, the date, and the officer who authorised disposal. In particular, the
record should be able to demonstrate that the disposal was in accordance with this policy or
set out the (very exceptional) reasons for departing from it.

7. DATA PROTECTION ACT 2002

Under the Data Protection Act 2002 “personal data” processed for any purpose or purposes
must not be kept for longer than is necessary for that purpose or those purposes.



APPENDIX 1

KEY DISPOSAL/RETENTION CONSIDERATIONS

1. HAS THE DOCUMENT BEEN APPRAISED?

Once a document has been initially highlighted for disposal it should be appraised to ensure
it is suitable for disposal. In most cases this should only take a few minutes or even less, but
it is a skilled task depending on the documents involved. It should therefore only be
undertaken by officers who have sufficient operational knowledge to be able to identify the
document and its requirements for continued need within the service.

2. IS RETENTION REQUIRED FOR EVIDENCE?

Any document which may be required for legal proceedings should be kept until the threat of
proceedings has passed. The Limitation Act 1984 specifies time limits for commencing
litigation and therefore the starting point should be whether that period has now expired. The
main time limits that are directly relevant to local government are as follows:

e Claims founded on simple contract or tort (other than personal injury claims) cannot
be brought after the expiration of 6 years from the date on which the cause of action
occurred. This areas includes such matters as debt recovery actions, and compensation
claims in respect of sub-standard work, negligent advice, and damage to property

e Compensation claims for personal injury are barred on expiry of 3 years from the date
on which the cause of action occurred (this will usually be the date when the incident
causing the injury occurred; or

¢ the date when the injured person first had knowledge of the injury

¢ Claims that are based on provisions contained in documents that are ‘under seal’ are
barred after the expiration of 12 years from the date
on which the cause of the action occurred.

3. IS RETENTION REQUIRED TO MEET THE OPERATIONAL NEEDS OF THE
SERVICE?

In some cases retention may be desirable (whether permanent or otherwise)

even though no minimum retention period applies, or has expired. Documents or records
might be useful for future reference purposes (e.g. training), as precedents, or for
performance management (performance indicators, benchmarking and comparison
exercises). A professional judgment needs to be made as to the usefulness of a particular
document. This decision should be made by the Officer or his/her designated officer.

4. IS THE DOCUMENT OR RECORD OF HISTORIC INTEREST OR INTRINSIC VALUE?

In most cases this consideration will not be applicable. However, some documents currently
in storage may be of historic interest and/or even have some monetary value. Even if the



document is of historical or monetary value disposal, rather than retention by the Board, may
well be the appropriate option but in the form of transfer to, say, the Archives or Museum; or
even sale to an external body.



APPENDIX 2

RETENTION PERIODS

Where no period for retention is specified the document can be destroyed three years after
its use has concluded.

All retention periods commence from the date on which the use of the document was
concluded, unless otherwise stated.

Document Retention Period
Corporate

Corporate Plan Permanent

Public Consultations 6 years

Business discussions, debates, resolutions, etc, (e.g. 6 years

Management Team minutes)

Complaints 3 years
Press Releases 3 years
Details / arrangement for ceremonial events 6 years

Reports of major incidents in the community, whether or | 10 years

not emergency plan was activated

Reports of minor incidents in the community 6 years

Business Continuity Plans and Emergency Plans 6 months from revision

Customer Services

Email Archiving 3 years

Electronic Back Up Tapes 12 months




Electronic Files

3 years from date last

used

Legal

Litigation (inc. prosecutions)

7 years after last action

Agreements (not contractual agreements)

6 years after expiry or

termination

Conveyancing

12 years after closure

Enforcement Notices

3 years after last action

Tenancy Agreements

6 years after expiry or

termination or 12 years

if under seal

Leases 15 years after the expiry
of the lease

Contracts:

Expressions of interest

2 years after contract let

or not proceeded with

Progress of developing the specification

6 years after expiry or
termination or 12 years

if under seal

Process of issuing tenders

1 year after start of

contract

Evaluation of tenders

6 years after expiry or
termination or 12 years

if under seal




Successful tender documents

6 years after expiry or
termination or 12 years

if under seal

Unsuccessful tender documents

1 year after start of

contract

Post tender negotiations

1 year after contract

terms have expired

Process of awarding contract

6 years after expiry or
termination or 12 years

if under seal

under seal

Simply — 6 years after expiry or termination if signed or 12 years if

Mortgages

12 years from date of

last payment

Democratic

Committee and Board minutes and agendas

Permanent

Draft minutes

Destroy when minutes

confirmed

Elections

Electoral Register

Permanent

Ballot papers (local elections)

6 months from close of

poll

Declaration of results (local elections)

6 months from

announcement of result

Human Resources




Personnel records

6 years after date of

termination of

employment
Major Employment / Industrial Actions Permanent
Minor Employment / Industrial Actions 2 years

Disciplinary records

Oral warning - 6 months
Written warning - 1 year

Final warning - 18

months

Discipline / grievance documents where unfounded

Immediate

Recruitment e.g. adverts, unsuccessful applications,

1 year after recruitment

interview notes etc finalised
Performance reports / Staff Development Scheme 6 years
Records

Leave and absence monitoring e.g. sick records, flexi 2 years
time records

Financial rewards 6 years

Termination documents

6 years after termination

Staff training records 6 years
Appointment of statutory officers Permanent
Selection details for statutory officers 2 years
Finance

Annual reports, financial statements Permanent
Annual Budget Permanent




Draft budgets

2 years after final

budget adopted

Audit investigations

7 years from end of
financial year to which it

relates

Arrangements for the provision of goods and services

7 years from end of
financial year to which it

relates

Receipts, invoices, credit card statements, bank

statements, cheque counterfoils etc

6 years from end of
financial year to which it

relates

Loans

7 years after repaid

Taxation documents

6 years from end of
financial year to which it
relates

Employee pay and tax records

7 years from end of

financial year to which it

relates
Insurance registers Permanent
Insurance policies and renewals 6 years after expiry

Insurance claims

6 years (but allow the
Claimant to reach the
age of 25)

Asset Register

Permanent

Revenues & Benefits




Valuation Lists: Permanent
e Business Rates

e General Rates

Court Lists 7 years
Liability Orders 7 years
Correspondence with rate payers in relation to 7 years
valuations, rates, charges, liability, submissions, appeals

etc

Correspondence with debtors in relation to invoices, 7 years
liability, outstanding debt, etc.

Government Returns (e.g., to Treasury) 7 years
Fraud files, correspondence, tapes, prosecution 7 years

information, etc.

Housing

Tenancy Agreements

6 years after expiry or

termination

Notice to Quit

6 years after last action

Property
Maintenance of assets 7 years
Maintenance of plant and equipment 7 years

Management of disposals documents

6 years if under £50,000
12 years if over £50,000




Management of acquisitions

12 years

Management of leased properties

15 years

Environmental and Regeneration

Acquisition and disposal of vehicles

7 years after disposal

Vehicle maintenance

7 years after disposal

Records of vehicle usage

3 years

Application process for licences

2 years after registration

Statutory Enforcement Notices 6 Years
Planning policy consultations - objections, public 15 years
inquiries etc

Tree Preservation Orders Permanent
Enforcement files 6 years
Enforcement notices Permanent
Building control files 15 years




Item 6.4

Subject: Programme for Government

Decisions None- for noting

sought :

Background: | In January the Programme for Government was issued by the

new administration. It is attached as a separate document or is
available at https://www.gov.im/media/1354840/programme-
for-government.pdf . It commits to laying before Tynwald
legislation affecting Local Authorities in six months time. While
no consultation on this has been commenced staff assure us
that this is legislation to address inconsistencies in Members
Allowances, Conflicts of Interest and similar issues.

We are advised that there is provision for more wholesale
review of Local Authorities in later years. No further detail is
available at this stage.



https://www.gov.im/media/1354840/programme-for-government.pdf
https://www.gov.im/media/1354840/programme-for-government.pdf

Email received from a Ratepayer: Item 7.1

Dear all.

Please can you try and address and issue. Two years ago | went through great expense
leveling and slabing my rear garden due to the sometimes difficult parking by my home (12
Victoria Road port st Mary) only to come into continus Haslemere from the chap that parks
his cars in out across Lane. Not only do i have to contend with this | also have to put up with
the very large commercial bins in the lane. It's just got out of control. Please can someone
look into having this issue/issues addressed as soon as possible not only for my access but
for others as well. It is also a health and safety issue. Surly the emergency services need
access to these premises should God forbid the worked ever happens? Oh! And just to add
insult to injury there has been a builder in the lane since November that has built a barrier
outside one of the old store rooms as well. Please see attached image. | know this is an
unadopted Lane but common sense should preval and do what's right for all concerned.
Thank you for taking the time to read this.

Regards




Item 7.2
Dear Clerks,

Re: Bring Bank Recycling Scheme

At the last Officer Waste Working Group meeting Local Authority officers were advised that
the tender process for the Bring Bank Recycling Scheme (the Scheme) had been completed
and the tenders were being reviewed. I write to advise that the DOI has decided to suspend
the tender process to allow time to undertake a strategic review of the need for, and
provision of, this Scheme. *

The need for a review has been triggered by an increasing awareness of the more
commercial approach being taken by some Local Authorities and Civic Amenity sites to the
provision of recycling facilities. This commercial approach, which includes for example
seeking rental for bring bank bins and income from materials collected, changes both the
nature and the finances of the Scheme. To date the Scheme, and the commitment for its
use, has been operated between the LAs and DOI on a ‘good will’ basis, assisting
householders to remove materials from their waste stream for recycling.

The Scheme will be operated under the terms of the current contract until October 2017.
During this time the Department will engage with stakeholders to review the options for
provision of this Service. I hope to discuss such options at the next meeting of the Officer
Waste Working Group on the 1st March 2017.

If you have any queries please do not hesitate to contact me o NS "
by phone 01624 686429

Yours faithfully
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10.

11.

12

PORT ST MARY COMMISSIONERS
ORDINARY BOARD MEETING
8" FEBRUARY 2017
AGENDA - PRIVATE SESSION

Minutes for adoption

1.1 Consideration of the minute of the Private Meeting of 25™ January
2017

Matters Arising

Motions: none received

Housing

Policy and Resources

Private Correspondence

Staffing

Representative Confidential Reports

Health, Safety and Environmental Performance

Any other business of an urgent nature (by permission of the Chairman)

Date of Next Meeting: 224 February 2017



