
Retention and Disposal of Paper Records

Introduction
Separate procedures apply for the retention and destruction of electronic and
paper documents. Please ensure that the appropriate policy is always used. The
procedures are owned and will be updated by the Information Governance Team.
These procedures are to be used alongside the Paper Records Retention
Schedule for the retention and disposal of all paper records in the London
Borough of Merton.

How to Use
These procedures apply to paper records held by the council only. The
accompanying retention schedule also only applies to paper records, as records
types have been defined according to current storage of paper.

Electronic records should not be destroyed using these procedures or the Paper
Records Retention Schedule. Retention periods for electronic records are being
reviewed and implemented as part of the rollout of Smart (Merton’s electronic
document and record management system). For guidance on deletion of
electronic records contact the Information Governance Team.

These procedures and the retention schedule apply to records. Records are a
final statement about a business process or transaction and should remain
unaltered across time.

The procedures and schedule do not apply to transitory documents. These
documents should be regularly weeded from paper records as part of everyday
work. Transitory documents include phone messages, invitations to meetings,
meeting arrangements, written notes, work in progress and drafts. Transitory
documents have a short-term value only. Notes for meeting minutes, for example,
should only be kept until the minutes have been written up or at most for one
month after the meeting date.

For further information or guidance on using these procedures or the retention
schedule please contact the Information Governance Team.

Retention Schedule
The paper records retention schedule lists all of the paper records that the council
holds and creates. It uses the corporate file-plan as agreed at CMT, and record
types according to how paper is currently saved in the council. The schedule also
takes into account locally agreed policies on retention.

The schedule has been agreed with Legal and Audit and sent out to a number of
teams for consultation on the retention periods suggested. The retention periods
are based on, where possible, the retention practice that occurs in Merton and the
statutory, legislative and regulatory requirements of keeping records.

If electronic records need to be destroyed please contact the Records Manager
for guidance before deletion. Teams in Children’s Social Care should continue to
use locally agreed retention policies for the destruction of all of their records.



Responsibilities
The retention schedule will be reviewed, updated and communicated by the
Records Manager, with the latest version appearing on the intranet. All managers
and members of staff are responsible for raising awareness in their areas about
the retention schedule and its location. All members of staff are responsible for
checking the corporate paper retention schedule and contacting the Records
Manager with any amendments (new paper records or legislative and regulatory
changes to retention periods).

Procedures for the Disposal of Paper Records
BS ISO 15489 requires demonstration that the disposal of paper records has
been carried out according to an agreed procedure, rather than on an ad-hoc
basis.

The disposal of paper records should become part of a routine housekeeping. The
frequency of this housekeeping needs to be agreed by teams and timetabled. This
should be at least every six months, but ideally more frequently.

Using the paper retention schedule, all folders, boxes and other paper storage
items should be clearly marked with the destruction date for the records.

During a routine housekeeping session, all paper records that have reached their
destruction date need to be disposed of. If there is a small amount of records due
for destruction, these can be disposed of in the team’s confidential waste bin and
the recycling waste bins as appropriate. If there is a large amount of records for
destruction, Facilities need to be contacted to arrange for the records to be
collected and sent for shredding.

The paper records destroyed need to be recorded on the Paper Records
Destruction form, with the name of the records destroyed, the dates of the record,
the amount of paper that was destroyed, the method of destruction and the date
this occurred. A form does not need to be completed for each individual record
that is destroyed, records can be grouped together and a form filled out for each
group e.g. all invoices for the team for 2000, all tenders for the photocopying
contract, housing case file for Mr A Smith etc. The completed forms need to be
sent to the Records Manager, who will keep a log of all paper records that have
been destroyed.

During routine housekeeping any duplicate copies of records can be destroyed
once they are no longer being used, though this destruction should occur either at
or prior to the date that the original copy of the record is being destroyed.
Duplicate copies should be clearly marked as a duplicate copy, so there is no
confusion as to the original copy.

If a complete electronic record exists and the paper record is a copy that has been
printed for ease of use; the paper record can be destroyed once it is no longer
being used. Paper copies of an electronic record should be clearly marked as a
copy, so there is no confusion as to the original record.



Where a team holds a paper record that another team owns, the team should
contact the other team to see if they still hold a master copy. If a master copy is
held elsewhere in the council, the duplicate copy can either be destroyed, or if
currently being used it should be marked as a duplicate copy so it can be
destroyed as soon as finished with, again this should be on or before the date that
the original would be destroyed. Examples of these are team copies of Finance or
HR records that are kept for ease of use and to avoid continually asking Finance
or HR for access to the original records.

Disposal of duplicates and copies of electronic or another team’s records do not
need to be recorded on the Paper Records Destruction form.

Responsibility
The destruction of paper records is the responsibility of all teams and their
managers. The Records Manager is responsible for keeping a log of all paper
records that have been destroyed in Merton.

Sending Records to Garth Road
If a team needs to send paper records to Garth Road, this needs to be agreed
with the Records Manager. Once agreed, the records need to be placed in archive
boxes. On the front of the archive box, a Garth Road Storage form needs to be
completed and attached. The form lists the record types in the box and a
destruction date for them. Records need to be grouped together by destruction
date where possible, so the whole box can be destroyed at one time, if this is not
possible the latest destruction date for the records should be written on the form.

A copy of every Garth Road Storage Form needs to be sent to the Records
Manager, in order for a log of all records in Garth Road to be maintained.

The Postal Services Manager needs to be contacted to arrange a time for the
archive boxes to be taken to Garth Road. The archive boxes will be taken to Garth
Road and stored there.

If a record needs to be taken out of an archive box in Garth Road, the person
removing the record needs to record on the Garth Road Storage Form what has
been removed from the box, along with their name and the date. The Records
Manager needs to be contacted about what has been removed from storage in
order to make a note of the removal on the log of records in Garth Road.

Once a record is returned to Garth Road, the Garth Road Storage Form needs to
be updated to show the record has been put back in the correct archive box. The
Records Manager also needs to be contacted in order to update the log of records
in Garth Road.

If a whole archive box needs to be taken out of storage, the owning team are
responsible for organising this. The Records Manager needs to be contacted, so
the box of records can be deleted from the log of records. If the archive box ever
needs to return to Garth Road, the procedures should be followed as if this was a
new storage box being sent to Garth Road.



The team manager is responsible for ensuring that all paper records sent to Garth
Road follow the correct procedures. The Records Manager is responsible for
ensuring that an up to date log is kept of all records held in Garth Road.


