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1. Introduction and background 

There are inconsistencies in the current practices on individual boroughs in respect of the length of time for which volunteer (and potential volunteers) records are held. In addition to the inconsistencies, there are a number of practical difficulties:

- available space to retain records is limited, with storage space at a premium
- in the absence of a corporate approach, there are risks that data protection principles are not being followed
- in the absence of a corporate approach, there is no effective mechanism for checking that procedures are being followed.

2. Methodology
In addressing the issue of retention of records, I have referred to a number of sources to gain guidance on appropriate retention periods, including the Department of Information (DOI), Met Police Authority (MPA), Volunteering England and the Information Commissioner’s Office. The proposal, detailed below, takes into account the legal obligations as stated by the Information Commissioner’s Office, and addresses the key questions:

1) Do we really need the information, and know what we are going to use it for?

2) Do the people whose information we hold know that we’ve got it and are they likely to understand what it is being used for?

3) If asked to pass on personal information, would the people about whom we hold information expect us to do this?

4) Are we satisfied the information is being held securely, whether it is on paper or on computer?

5) Is access to personal information limited to those with a strict need to know?

6) Are we sure the personal information is accurate and up to date?

7) Do we delete or destroy personal information as soon as we have no more need for it?

8) Have we trained our staff in their duties and responsibilities under the Data Protection Act, and are they putting them into practice?

3. Proposal

The following approach is proposed, with recommended timeframes for records to be maintained, the rationale for each decision, and details of proposed monitoring to ensure these procedures are followed:



	Paper Record type
	Recommended Retention Period
	Rationale

	CURRENT VOLUNTEERS

	Application Form (and accompanying documentation)
	- whilst volunteer has a volunteer pass, and for 12 months following their leaving/de-registration
	- retained for one year after de-registration, to support effective audit of records. *

	References
	- for 12 months after their date of joining
	- retained for one year as evidence for audit purposes. Thereafter, cannot be deemed to be “relevant” and should be destroyed. 

	Equal Opportunities Monitoring Form
	- for 12 months after their date of joining
	- retained for one year, to support effective audit of records. Thereafter, cannot be deemed to be “relevant” and should be destroyed. *

	Medical Questionnaire (For OH Process under development), held in a sealed envelope and maintained on files.
	- whilst the volunteer has a volunteer pass, then destroyed on their leaving / de-registration
	- not relevant from the time the volunteer leaves, and therefore destroyed immediately.

	NON-RECRUITED VOLUNTEERS

	Application Form (and accompanying documentation)
	- for 6 months after the initial application received
	- retained for a short period of time in case volunteer re-engages. After this time, new application form/ references / monitoring form would be requested.

	References
	- destroyed 6 months after decision taken not to progress.
	- retained for a short period of time, in case successful vetting appeal or circumstances change. After this time, new application form/ references / monitoring form would be requested.

	Equal Opportunities Monitoring Form
	- destroyed  6 months after  decision taken to not progress
	- retained for a short period of time in case successful vetting appeal or circumstances change. After this time, new application form/ references / monitoring form would be requested.


* Supplemented by retention of computer based records for period of time beyond retention of paper records.

3.1 Monitoring of records
As well as introducing guidelines for the retention of records, it will be important for the volunteer records to be monitored, to ensure adherence to the procedures, and to minimise risk to the MPS/boroughs.

It is recommended that some sampling of records is undertaken on at least an annual basis, and more likely six –monthly as follows:

1) At the annual supportive visit, a selection of volunteer files be examined to ensure:
  - they contain all relevant paperwork
  - the paperwork is appropriately completed 
  - the paperwork corresponds with the data held electronically on the borough’s volunteer database
  - all unrequired paperwork has been removed and destroyed

2) Requests be made by the Performance Manager for copy samples of the relevant paperwork, in line with visits to the borough sites. This data will be selected from analysis of the borough’s volunteer database, to ensure that information is sampled from this angle.

Where anomalies are located, details will be provided to line management to ensure appropriate actions taken.

3.2 Regular data refresh
 
As the volunteer databases have now been in place for one year, there is a necessity to ensure that records are removed, where volunteers have left or the volunteer application is no longer expected to progress further.

It is anticipated that the clean-up will include:

- removal of “not progressed” volunteers, and maintenance centrally of “anonymised” statistics for each borough in terms of stages at which volunteer progression halted, reasons for not progressing, sources of volunteers.
- removal of de-registered volunteers, and maintenance centrally of “anonymised” statistics in relation to reasons for leaving, numbers of leavers, original source of leavers, mix of leavers.

4. Action required

Please review the attached and confirm endorsement to proposal, and highlight any issues / concerns, by 17th October. 
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