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INTRODUCTION

The Department of Justice (DOJ) came into existence on 12 April 2010 and
was established by the Department of Justice Act (Northern Ireland) 2010. it
has a range of devolved policing and justice functions set out in the Northern
Ireland Act 1998 (Devolution of Policing and Justice Functions) Order 2010.

In addition to its statutory functions, the Department provides resources and a
legislative framework for its Executive Agencies, non-departmental public
bodies and arm’s length bodies (which constitute most of the justice system in
Northern lIreland). Together with these organisations the Department is
responsible for ensuring that the justice system provides and is reshaped to
build a fair, just and safer community in Northern Ireland (NI) and for increasing
public confidence in that system.

The Department of Justice has the following Executive Agencies:

Forensic Science Agency (FSNI): is responsible for the provision of effective
scientific advice and support to enhance the delivery of justice.

Legal Services Agency Northern Ireland (LSANI): is responsible for the
provision of legal aid. it was previously the Northern Ireland Legal Services
Commission and became an Agency of the Department on 1 April 2015.
Northern Ireland Courts and Tribunals Service (NICTS): is responsible for
administrative support to the Northern Irelénd Courts and Tribunals and to the
Judiciary; enforces civil court judgments through the Enforcement of Judgments
Office and manages funds in court on behalf of patients and minors.

Northern Ireland Prison Service (NIPS): is responsible for providing prison
services in Northern Ireland. By working with prisoners and stakeholder

organisations it also aims to reduce levels of re-offending.

Youth Justice Agency (YJA): is responsibie for preventing offending by children
and young people through delivery of a range of community based, court
ordered and diversionary interventions, youth conferencing and the provision of
custody where necessary.
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RETENTION AND DISPOSAL - POLICY

This Retention and Disposal Schedule identifies Department of Justice' records
and information which will be managed, stored, retained, destroyed or
transferred, if appropriate, for 'permanent preservation to the Public Record
Office of Northern Ireland (PRONI). The Schedule specifies the minimum
requirements for the retention and disposal of Departmental records and
information?, held in all formats (electronic or physical) under the Public
Records Act (Northern Ireland) 1923 (NI ¢.20), the Disposal of Documents
Order (S.R.&0. 1925 No 167) and the Imperial Records Order (S.R.&0. 1925
No 170).3

The definition of Retention and Disposal is the range of processes associated
with implementing the records retention, appraisal, destruction or transfer
decisions which are documented in this schedule. Retention and disposal
decisions in line with Public Record Office of Northern Ireland’s guidance cover
all of the following:

e Destruction of records and information

e Records and information to be appraised

» Records and information transferred for permanent preservation at PRONI|
e Transfer of the ownership of records and information

e Separation from or disturbance to contextual information/metadata,
software/hardware or other equipment on which records and information
depend

The final action applied in this schedule will be one of four options and will be
approved by the relevant Information Asset Owner (IAO), as well as the
Departmental Information Manager/or deputy and documented in Retention and
Disposal Logs:

' All references to the Department of Justice - covers records and information held by the Core Directorates as well
as all Executive Agencies.

* Departmental records and information in this Schedule should be taken to mean Northern Ireland public and court
records, as defined in the Public Records Act of Northern Ireland (1923) as well as NI imperial records.

* Primary and Subordinate legislation from Valentine database, ‘General Law of Northern Ireland, NI Acts 1921-59’
and ‘Northem Ireland Statutory Rules and Orders 1922-1986’ (both published November 2012).

DOJ Retention & Disposal Schedule — Version 3 (2015) 4
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e Destroy — destruction will be implemented at business area and in
compliance with the requirements in this Policy and Schedule;

* Appraisal — will involve a business area assessment for continuing business
need or legislative requirements* undertaken no later than the time of
records and information closure;

* Permanent Preservation — records and information will transfer as specified
in the schedule tables and when they have, at a minimum, reached the legal
definition of ‘historical records’® to PRONI for archival preservation, storage
and future access as Northern Ireland public/court records or Northern
Ireland imperial records in line with PRONI's legislation;

» Permanent Living Record — will be applied where the Department of Justice
has an indefinite business need or legal requirement to retain long term
access and continuity to these classes of records and information.

Retention and Disposal principles outlined in this policy involve managing
records and information, throughout the records lifecycle to ensure
authorisation, implementation and accountability actions are applied. Al
records and information must be created, used to support and document
evidence of business decisions, and managed to meet ongoing business or
legislative requirements. When records and information held by the Department
of Justice have satisfied all business or legislative requirements and do not
need to be retained indefinitely, they will be destroyed, appraised or transferred
for permanent preservation to PRONI in accordance with the principles outlined
in this policy.

Principle 1: Retention and Disposal authorisation

The retention and disposal of records and information is authorised in line with
the Public Records Act (N1) 1923 as well as the relevant 1925 Orders and by
the development and maintenance of this schedule, which will be laid at the
Northern Ireland Assembly to take legal effect. All retention and disposal
decisions will be approved by IAO’s and the signatories in Annex A to this

1 Including liaising with PRONI via the Departmental Information Manager/or deputy to appraise records and information of
archival value for permanent preservation where required

3 ‘Historical records’ as defined in — The Freedom_of Information (Definition of Historical Records) (Transitional and Saving
Provisions) Order 2012

DOJ Retention & Disposal Schedule — Version 3 (2015) 5
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Schedule for functions and classes of records and information covered in this
schedule®. Final actions will be taken from date closed” of the relevant records
and information unless otherwise stated in the schedule tables. Where possible
specific details relating to when records and information are closed will be fully
documented in the schedule tables. All retention and disposal decisions have
been determined to ensure compliance with relevant legislative, regulatory,
fiscal and business requirements. Where necessary, a retention ‘hold’ will be
placed on any records and information subject to investigations, ongoing
FOI/DPA requests/appeals for information, litigation or Inquiries to ensure
continued access and in all cases this process will be fully documented and
time-limited.

Principle 2: Implementation

Retention and Disposal actions will be implemented in business areas with IAO
approval at recurring intervals appropriate to Departmental requirements,
involving appraising records and information, and documenting destruction or
transfer actions. Operational procedures/forms are available to ensure efficient
and effective implementation of retention and disposal decisions relating to all
Departmental records and information and are published on DoJ intranet.

Records and information identified for transfer to PRONI for permanent
preservation will be planned to ensure appropriate protection and continuity of

~ access to these records is maintained. This will involve appropriate access

arrangements, metadata requirements relating to the authenticity, integrity,
accessibility and usability of the record, classification, storage, package
requirements for transfer and assessing information risks.

PRONI formally requests the transfer of Departmental records and information
from the Departmental Information Manager/or deputy for permanent
preservation as agreed in the relevant tables in this Schedule by issue of a

® The Lord Chief Justice of Northern Ireland in line with the Disposal of Documents (1925) Order, (section 9}, will be a signatory
for the schedules (Number 12 and 13) relating specifically to Northern Ireland court records.

7 Where a Retention Period includes: “after closure” this will be taken to mean closure one year after the date of the last

record and where “historical record” is noted it will mean that the records and information must have reached the definition

of a historical record which will continue to change until 2023.

DOJ Retention & Disposal Schedule — Version 3 (2015) 6
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‘warrant’® for Northern Ireland public or court records. When PRONI warrants
are received by the Department of Justice, these will be issued to the relevant
IAO for compliance and approvals. Where records and information are ‘Imperial
records’® PRONI will request deposit in writing'® by letter to either the Lord
Chief Justice of Northern Ireland or if necessary the Secretary of State for
Northern Ireland for histher agreement and will copy the DoJ Departmental
Information Manager/deputy for their information.

All records and information to be transferred by warrant or imperial letter to
PRONI will be approved by the relevant IAOs and the Departmental Information
Manager/or deputy, including being assessed for de-classification requirements
and all relevant access recommendations in line with the Freedom of
Information Act (2000) or Data Protection Act (1998) and will be documented in
line with Retention and Disposal Logs prior to transfer.

Records and information will only be transferred or destroyed in a manner
which is secure and which is appropriate to their protective marking and
content. It is important for IAO’s to ensure appropriate access arrangements
have been decided and their staff are fully aware of handling requirements
stated in the relevant Departmental policies. Approved destruction of records
and information will comply with Departmental information security and records
management policies and guidelines and must be complete and irreversible for
all media formats.

Principle 3: Accountability

All retention and disposal actions must be fully documented to ensure
compliance with this policy and schedules. Retention and Disposal logs provide
an overview of all actions undertaken in line with this Schedule and will be
permanently retained by the Departmental Information Manager/deputy as
evidence of compliance with this policy. More detailed Retention and Disposal
logs will also be retained by all Executive Agency records managers and at

& “Warrant’ issued in line with the Public Records Act (NI) 1923, section 3.

® ‘Imperial records’ are as stated in line with the Public Records Act {1923) of Northern Ireland, section 12(1) and the Imperial

Records Order (S.R.&0. 1925 No 170).
1° ‘Request in writing’ for imperial records issued in line with the Imperial Records Order (1925), section 2(b).

DOJ Retention & Disposal Schedule — Version 3 (2015) 7
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business area level in the Core Department as permanent living record of
compliance with this policy.

This schedule will be reviewed every three years from the published date of the
latest version (or earlier if required) to consider possible changes to legislative
or regulatory requirements, ongoing business needs, legal action and
administrative changes affecting the Department's functions or business
activities. Staff undertaking and implementing retention and disposal actions
must have appropriate knowledge of the functions and business activities and
have their IAO approval for all final decisions.

All IAO’s are accountable for retention and disposal decisions undertaken in
this policy and schedule. As such, this document is approved internally by the
Core Department's Directors and by Agency Chief Executives. In addition, court
records'! are specifically approved by the Lord Chief Justice of Northern
Ireland in line with the Public Records Act (1923) Northern Ireland, section
12(1) and the Imperial Records Order (S.R.&0. 1925 No 170).

Annexes

Annex A - provides a list of all signatories to this policy and schedule which will
be laid with the Northern ireland Assembly to take legal effect and operation.
Annex B - provides a list of all abbreviations and definitions applied in this
schedule.

Annex C - provides a copy of the relevant Public Records legislation and
statutory orders

"' Northern Ireland court records are outlined in Schedule Numbers 12 and 13 in this document.

DOJ Retention & Disposal Schedule — Version 3 (201 5) 8
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OFFICIAL

ANNEX A: SIGNATORIES

The Department of Justice, Retention and Disposal Schedule — prepared as required by the
Public Records Act (Northern Ireland), 1923 and in accordance with the Rules made pursuant

thereto, approved by Orders in Council dated 14 January 1924 and dated 20 January 1925%.

Ms Mag_bie Smith Dr Tom Clyde
Director and Ibeputy Keeper of the Records, DOJ Departmental Information Manager,

N

Public Record Office of Northern Ireland Department of Justice, Northern Ireland
— ———--—-‘_\j’ ;
,,.\,/f'/"b M W/\ N
-—
Dr Denis McMahon Dr Nick Perry
Permanent Secretary, Permanent Secretary,
Department of Culture, Arts and Leisure Department of Justice, Northern Ireland
Daid Huddleston D e
Mr David Huddleston Sir Declan Morgan

Schedules 12 and 13 — appertaining to
Northern Ireland Court Records

Lord Chief Justice of Northern Ireland,
Royal Courts of Justice Belfast

Head of Records Management,
Cataloguing and Access Section,
Public Record Office of Northern Ireland

This schedule has been approved by DOJ Directors and Executive Agency Chief Executives

% Orders in Council in Belfast Gazette - Disposal of Documents Order and Imperial Records Order

DOJ Retention & Disposal Schedule — Version 3 (2015) 41
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OFFICIAL

ANNEX B: ABBREVIATIONS AND DEFINITIONS

Arms enth Bodies ]

ALB

DoJ Department of Justice

DPA Data Protection Act

ECS Extended Custodial Sentence

FOI Freedom of Information

FSNI Forensic Science Agency of Northern Ireland
GANI Government Accounting Northern Ireland
H&S Health & Safety

ICS Indeterminate Custodial Sentence

ICT Information Communication Technology

1ISO International Organization of Standardization
LSANI Legal Services Agency Northern Ireland
MASRAM Multi Agency Sex Offender Risk Assessment and Management
NI Northern Ireland

NICTS Northern Ireland Courts and Tribunals Service
NIPS Northern Ireland Prison Service

UAL Unlawfully at large

PACE Police and Criminal Evidence

PRONI Public Record Office of Northern Ireland
SOSP Secretary of State's Pleasure

YJA Youth Justice Aienci
A Appraisal

D Destroy

LDR Latest Date of Release

MD Month and Destroy

PLR Permanent Living Record

Y old Years old

Y close Years (either financial or calendar as appropriate) and close

After closure

One year after the date of the last record

Historical record

Files with date of last record being, become historical:

1987/88 — 31 December 2015
1989/90 — 31 December 2016
1991/92 — 31 December 2017
1993/94 — 31 December 2018
1995/96 — 31 December 2019
1997/98 — 31 December 2020
1999/2000 — 31 December 2021
2001/2002 - 31 December 2022
2003 onwards - plus 20 years

DOJ Retention & Disposal Schedule — Version 3 (2015)

42




| — ] | A— ]

a

OFFICIAL

ANNEX C: LEGISLATION®!

The Public Records Act (Northern Ireland) 1923 (NI ¢c.20)
(NI, 13 & 14 Geo. 5 Chapter 20)

An Act to establish a Public Record Office of Northern
Ireland for the reception and preservation of certain
public records appertaining to Northern Ireland, and for
purposes connected therewith.

Establishment of Public Record Office of Northern
Ireland. 1.- (1) There shall be established a Public Record
Office of Northern Ireland for the reception and
preservation of public records to which this Act applies.
(2) This Act shall apply to the following public records:- (a)
Northern Ireland records, that is to say, all records of any
court, Government department, authority or office in
Northern Ireland with respect to which the Parliament of
Northern Ireland had power to make laws, and (b)
Imperial records, that is to say, public records
appertaining to Northern Ireland to which this Act may be
applied by any order made by the [Secretary of State]
under the provisions of this Act, and not being Northern
Ireland Records. (3) For the purposes of this Act the
expression “records” means rolls, records, writs, books,
proceedings, decrees, bills, warrants, accounts, maps,
papers and documents of a public nature.

Charge and superintendence of records, and
appointment of Deputy Keeper and staff. 2.- (1) The
Northern Ireland records shall be under the charge and
superintendence of the [Department of Culture, Arts and
Leisure] for Northern Ireland for the time being (in this Act
referred to as “the [Department of Culture, Arts and
Leisure]”) and shall be removed to the Public Record
Office of Northern Ireland in manner hereinafter in this
Act provided: Provided that, until such removal, the
persons having the care of any such records shall continue
to have the charge of them subject to such orders as the
[Department of Culture, Arts and Leisure] is by this Act
empowered to give concerning the same. (2) The
[Department of Culture, Arts and Leisure] shall appoint a
fit person duly qualified by his knowledge of records to be
Deputy Keeper of the Records of Northern Ireland, and
such Deputy Keeper shall act as chief Record Keeper
under the [Department of Culture, Arts and Leisure}, and
shall superintend all persons employed in the Public
Record Office of Northern Ireland in keeping the records
in the custody of the [Department of Culture, Arts and
Leisure], and shall discharge all such other duties as may
be required of him under this Act and subject to such
directions as he may receive from the [Department of
Culture, Arts and Leisure]. (3) The [Department of Culture,
Arts and Leisure, with approval of the Department of
Finance] shall appoint all such officers, clerks and servants
as shall be necessary for the purposes of this Act, and the
persons so appointed shall assist in executing this Act
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under the superintendence of the Deputy Keeper of the
Records of Northern lreland in such manner as the
[Department of Culture, Arts and Leisure] may direct. (4)
The said Deputy Keeper of the Records and officers, clerks
and servants shall be removable by the [Department of
Culture, Arts and Leisure]. (5) There shall be paid out of
moneys provided by Parliament to the said Deputy Keeper
of the Records and to the officers, clerks and servants
appointed in pursuance of this section, such annual
salaries or remuneration as the [Department of Culture,
Arts and Leisure, with approval of the Department of
Finance] may determine.

Removal of accumulating records to Record Office. 3. The
[Department of Culture, Arts and Leisure] shall by warrant
under his hand from time to time appoint a fit person to
attend all courts, Government departments or offices in
Northern Ireland and in his name to receive and take
charge of all Northern Ireland records of which the charge
and superintendence are by this Act vested in the
[Department of Culture, Arts and Leisure], and the judge
of the court or principal officer of the department or
office to which any Northern Ireland records belong, upon
sight of the warrant of the person thereby appointed to
take charge of the Northern Ireland records to be
delivered from that court, department or office into the
custody of the [Department of Culture, Arts and Leisure],
shall give the necessary orders to the proper officer of his
court, department or office for the delivery thereof. As
soon as such Northern Ireland records have been so
delivered to the person appointed to receive them in
pursuance of such warrant, such Northern Ireland records
shall be deemed to be in the custody of the [Department
of Culture, Arts and Leisure] and shall forthwith be
removed to and deposited in the Public Record Office of
Northern Ireland, and shall be subject to the rules made
under this Act; and the person receiving any such
Northern ireland records shall thereupon deliver the
schedule thereof and receipt for the same under his hand
to the judge or officer from whom he receives them, and
shall deliver a copy of such schedule to the [Department
of Culture, Arts and Leisure] or to the officer appointed by
the [Department of Culture, Arts and Leisure] to receive
the same into the said Public Record Office:

Provided that (a) in the case of Northern Ireland records
forming part of the records of any court of justice, no such
warrant shall be issued by the [Department of Culture,
Arts and Leisure] without the approval and
countersignature of the Lord Chief Justice of Northern
Ireland; (b) every such warrant shall specify and describe
the Northern Ireland records intended to be delivered to
the person thereby authorised to receive them; (c) the
[Department of Culture, Arts and Leisure] shall not issue
any such warrant for the removal of any Northern Ireland
records unless or until the records described in such
warrant are of the age of twenty years from the making
thereof, or, if the records are under that age, unless the
removal thereof has been requested by the judge of the

43



=

_—1

- e ]

e 3 -3

OFFICIAL

court or principal officer of the department or office to
which they belong, and, in the case of records of a court,
with the approval also of the Lord Chief Justice of
Northern Ireland; (d) if it appears to the judge of any
court, with the approval of the Lord Chief Justice of
Northern lIreland, or to the principal officer of any
Government department or office, that it will be
conducive to the ends of justice or to the due
performance of the business of such court, department or
office that any records belonging thereto should not be
delivered into the custody of the [Department of Culture,
Arts and Leisure] at the end of twenty years from the
making thereof, it shall be lawful for such judge or
principal officer to certify in writing accordingly to the
[Department of Culture, Arts and Leisure], and the
[Department of Culture, Arts and Leisure] upon receiving
such certificate may from year to year, but not for any
time longer than a year without a new certificate,
withhold the issue of any warrant for the removal into his
custody of the records mentioned in such certificate.
Validity of records after removal. 4. The removal of any
Northern Ireland record to the Public Record Office of
Northern ireland by and in accordance with this Act shall
not in any manner affect the legal authenticity of that
record, but any such record deposited in that Public
Record Office and there kept under the authority of this
Act, shall be taken to be in its legal place of deposit, and
every such record so removed shall be of the same legal
validity in all courts and proceedings as if such record had
not been removed.

Deposit of documents in Record Office by trustees or
other persons. 5. It shall be lawful for any trustee or other
person having the custody of any deeds or documents,
which in the opinion of the [Department of Culture, Arts
and Leisure] are fit to be deposited in the Public Record
Office of Northern Ireland, so to deposit the same with
the permission of the [Department of Culture, Arts and
Leisure], and subject to any rules to be made under this
Act, in a repository which may be provided for that
purpose in the said Public Record Office, and any deeds or
documents so deposited shall be deemed to be Northern
Ireland records in the custody of the [Department of
Culture, Arts and Leisure].

Access to public records [added 30 Nov 2005] 5A. It shall
be the duty of the Deputy Keeper of the Records of
Northern Ireland to arrange that reasonable facilities are
available to the public for inspecting and obtaining copies
of those public records in the Public Record Office of
Northern Ireland which fall to be disclosed in accordance
with the Freedom of information Act 2000.

Seal of Record Office, certified copies of records, and
effect of same. 6.- (1) The [Department of Culture, Arts
and Leisure] shall cause to be made a seal of the Public
Record Office of Northern iIreland, and shall cause to be
sealed or stamped therewith all certified copies, made as
hereinafter in this section provided, of any Northern
Ireland records in his custody. (2) The [Department of
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Culture, Arts and Leisure] or Deputy Keeper of the
Records of Northern Ireland may allow copies to be made
of any Northern Ireland record in the custody of that
[(Head of) a Department], at the request and cost of any
person desiring to procure the same, and any copy so
made shall be examined and certified as a true and
authentic copy by the said Deputy Keeper of the Records,
or by such officer of the Public Record Office of Northern
Ireland as the [Department of Culture, Arts and Leisure]
may appoint for that purpose, and shall be sealed or
stamped with the seal of the said Public Record Office
without any proof of the seal or stamp or of the signature,
or official character of the person purporting to have
signed the same, and shall be delivered to the person for
whose use the copy was made. (3) Every copy of a
Northern Ireland record in the custody of the
[Department of Culture, Arts and Leisure], certified under
this section and purporting to be sealed or stamped with
the seal of the Public Record Office of Northern Ireland,
shall be received as evidence in any court of justice and
before any legal tribunal in Northern ireland, and before
either House of the Parliament of Northern Ireland [or NI
Assembly] or any committee of either or both of those
Houses, without any further or other proof thereof, in
every case in which the original record could have been
received there as evidence.

Printing, publication, sale and distribution of records,
calendars, etc. 7.- (1) It shall be lawful for the Minister of
Culture, Arts and Leisure to cause to be printed from time
to time such calendars, catalogues and indexes of
Northern Ireland records, and also such Northern Ireland
records in the custody of the [Department of Culture, Arts
and Leisure], as that [Department] may recommend as fit
to be printed. (2) All Northern Ireland records, calendars,
catalogues and indexes of records which are printed in
accordance with the provisions of this section shall be
published and sold for such reasonable sums as may be
approved by the [Department of Culture, Arts and
Leisure], and the proceeds of all such sales shall be placed
to the credit of the [Consolidated Fund] of Northern
Ireland, and carried to the account of the Consolidated
Fund thereof: Provided that, so many printed copies of
any such records, calendars, catalogues and indexes as the
[Department of Culture, Arts and Leisure] may direct may
be presented gratuitously to departments of the
Government, institutions and libraries in NI.

(3) The [Department of Culture, Arts and Leisure] shall
have power to purchase, for the use of the Public Record
Office of Northern Ireland, such private calendars,
catalogues and indexes to the Northern Ireland records as
the [Department of Culture, Arts and Leisure] may think
fit, and every calendar, catalogue and index to any
Northern Ireland records in the custody of the
[Department of Culture, Arts and Leisure] which may be
compiled, continued or copied after the passing of this Act
by any officer of, or person employed in, the said Public
Record Office, except such printed copies as may be sold
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or presented gratuitously under this section, shall belong
to the Minister of Culture, Arts and Leisure for the use of
the said Public Record Office.

Power to make rules as to disposal of valueless
documents. 8.- (1) The [Department of Culture, Arts and
Leisure], with such approval as is hereinafter in this
section mentioned, may, if he thinks fit, make rules
respecting the disposal by destruction or otherwise of
documents which are deposited in or can under this Act
be removed to the Public Record Office of Northern
Ireland as Northern ireland records, and which are not of
sufficient public value to justify their preservation in the
said Public Record Office. Such rules shall- (a) so far as
they relate to documents of any court, be made with the
approval of the Lord Chief Justice of Northern Ireland; and
(b) so far as they relate to documents removed or about
to be removed to the said Public Record Office from any
Government department or public office in Northern
Ireland, be made with the approval of the head of such
department or the principal officer of such office. (2)
Before the power of disposal given by this section is
exercised as to any documents, the [Department of
Culture, Arts and Leisure] shall cause a schedule to be
prepared of the documents proposed to be disposed of,
showing a list of these documents and such particulars as
to their character and contents as may be calculated to
enable the Houses of Parliament [or NI Assembly] to judge
of the expediency of disposing of such documents in the
proposed manner. Where there are several documents of
the same class or description, it shall be sufficient to
classify them, as far as practicable, according to their
nature and contents, instead of specifying each document
separately. Such schedule shall be laid before both Houses
of Parliament[or NI Assembly], and if, [during the period
defined by 1954 ¢.33 (NI) s.41(2)], a resolution is passed
by either House requiring the preservation of any
scheduled record, such record shall not be disposed of. (3)
No rule made in pursuance of this section shall provide for
the disposal of any documents of older date than the year
eighteen hundred. (4) Every rule made in pursuance of
this section shall be laid before [the NI Assembly] [during
the period defined by 1954 (NI ¢.33) 5.41(2)] after the rule
has been subject to negative resolution.

Rules for management of Record Office. 9. The
[Department of Culture, Arts and Leisure] shall (without
prejudice to the provisions of this Act with respect to the
disposal of valueless documents) have power to make
rules for carrying this Act into execution, and, in
particular, with respect to all or any of the following
matters: (1) The management of the Public Record Office
of Northern Ireland; (2) The admission of persons to the
use of the Northern ireland records, calendars, catalogues
and indexes, in his custody; (3) The amounts of the fees
which he shall think proper to be paid in connection with
the use of the Northern Ireland records under his charge
and superintendence, and the cases in which the payment
of fees may be dispensed with; (4) Any other matter with
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respect to which rules may be made under this Act. Every
such rule shall be laid before both Houses of Parliament
[or NI Assembly] within twenty-one days after it is made,
if Parliament be then sitting, or, if not sitting, within
twenty-one days after the then next meeting of
Parliament. All fees payable in accordance with any such
rule shall be paid to the credit of the [Consolidated Fund].
[Public Use of the Records (Management and Fees) Rules
SR (Ni) 2009/69 (replacing SR (NI) 1996/38)]

Annual Report. 10. The Deputy Keeper of the Records of
Northern ireland, under the direction of the [Department
of Culture, Arts and Leisure], shall once in every year
furnish a report to the the First Minister and the deputy
First Minister of the proceedings taken under this Act and
that report shall be laid before the Assembly.
Modification of 1875 c.59 and 1876 c.58. 11. The Public
Records (Ireland) Act, 1867, Amendment Act, 1875, and
the Parochial Records Act, 1876, shall, so far as they relate
to Northern Ireland records belonging to parishes situate
in Northern Ireland, have effect with the following
modifications:- (a) Records belonging to such parishes
shall, subject to the provisions of the said Acts, be under
the charge and control of the [Department of Culture, Arts
and Leisure] and the [Department of Culture, Arts and
Leisure] shall be substituted in the said Acts for the
Master of the Rolls; (b) References to the Public Record
Office of Ireland shall be construed as references to the
Public Record Office of Northern Ireland; (c) References to
the Deputy Keeper of the Records shall be construed as
references to the Deputy Keeper of the Records of
Northern Ireland; and references to the Assistant Deputy
Keeper of the Records shall be construed as references to
such officer as may be appointed by the [Department of
Culture, Arts and Leisure] under this Act for the purpose
of certifying copies of Northern Ireland records; (f)
References to the Public Records (ireland) Act, 1867, shall
be construed as references to this Act.

Application of Act to Imperial records. 12.- (1) If provision
is made by or in pursuance of any Act of the Parliament of
the United Kingdom, or by any authority of the
Government thereof, for the removal to, and the
reception and preservation in, the Public Record Office of
Northern Ireland of any Imperial Records within the
meaning of this Act, the [Secretary of State may by Order]
apply the provisions of this Act, with such modifications as
may be specified in the Order in Council, to the purposes
of such removal, reception and preservation. (2) Without
prejudice to the foregoing provisions of this section, the
provisions of this Act shall have effect in relation to copies
of calendars prepared as mentioned in section 27(5) of
the Administration of Justice Act 1969 which have been
removed to the Public Record Office in Northern ireland,
either before the commencement of that Act or in
pursuance of a direction given under section 27 of that
Act, as they have effect in relation to Northern Ireland
records.
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Short title. 13. This Act may be cited as the Public Records
Act (Northern Ireland), 1923.

Public Records (Disposal of Documents) Rules 1925, SR
(NI) 1925/167 (p.277)

I, the Right Honourable Hugh MacDowell Pollock, Minister
of Finance for Northern ireland , hereinafter referred to as
“the .Minister of Finance” in exercise of the power
conferred upon me by section eight of the Public Records
Act (Northern Ireland), 1923 (NI c.20) (hereinafter
referred to as “the Act “) do hereby make - the rules
following:-

1. The documents mentioned in sub-section (2) of section
one of the Act shall be inspected by officers specially
appointed by - the Minister of Finance, and holding their
appointments to retain such office during his pleasure.

2. The Inspecting Officers shall be not less than three in
number. One shall be the Secretary or an Assistant
Secretary or the Principal Establishment Officer of the
Ministry of Finance for Northern Ireland, another the
Deputy Keeper of the Record of Northern Ireland, and the
third an officer of the Public Record ,Office of Northern
Ireland.

3. The Inspecting Officers shall keep minutes of their
proceedings for the information, if necessary, of the
Minister of Finance, and shall mention therein every
document or class of document which they examine.

4, The Inspecting Officers shall, as occasion demands,
prepare schedules of the documents proposed to be
disposed of; showing a list of these documents and such
particulars as to their character and contents as may be
calculated to enable the Houses of Parliament to judge of
the expediency of disposing of such documents in the
proposed manner.

5. When the documents of any court, deposited in the
Public Record Office of Northern Ireland, are to be taken
into consideration, the Lord Chief Justice of Northern
Ireland shall appoint some officer especially conversant
with such documents to act with the Inspecting Officers;
similarly when the documents of any department of the
Government or of any public office of Northern Ireland,
deposited in the Public Record Office of Northern Ireland,
are to be taken into consideration, the head of that
department or the principal officer of such office shall
appoint an officer specially conversant with such
documents to act with the Inspecting Officers.

6. When documents which can be removed to the Public
Record Office of Northern Ireland existing or, in ordinary
course, about to exist in any court or in any department of
the Government or in any public office in Northern
Ireland, are to be taken into consideration, the Lord Chief
Justice of Northern Ireland, head of that department or
chief official of that office, as the case may be, shall
appoint some officer specially conversant with such
documents to prepare a schedule of the documents
proposed to be disposed of, showing a list and particulars
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as aforesaid, and such officer shall submit the same to the
Inspecting Officers.

7. The Officer or Officers charged with the preparation of
any schedule shall be guided by the following principles:-
{a) They shall take care to preserve the essential parts of
the records of every stage of judicial and legal
proceedings, act of registration, series of accounts, file of
correspondence or other set of documents in such a
manner that upon the removal of the existing personnel
of a court, department or office, their successors would
be enabled, where necessary, to carry on the suit or other
business or continue the correspondence. (b) They shall
take into account the difficulty of forecasting what, case
may become precedent and the danger of leaving the
decision to the persons actually handling it at the
moment. (c) They shall be careful not to include in any
Schedule any documents which give important
information not to be found elsewhere, (d) On the other
hand the following classes of documents may without
hesitation be disposed of (i) (duplicates of documents, the
originals of which are preserved. (ii) Unimportant legal
documents: such as affidavits of service of writs and
appearances, of which, a note is kept. (iii) Minor
correspondents and papers, such as covering letters,
acknowledgments, letters making or confirming
appointments, requests for literature or forms.

8. Every schedule prepared as aforesaid shall, when
settled, be signed by the Inspecting Officers and the
Officer appointed to act with them in the matter.

9. Every Schedule signed as aforesaid shall be submitted
for the approval of the Minister of Finance, and in
addition, in the case of the documents of a court, for that
of the Lord Chief Justice of Northern Ireland, and in the
case of those of a Department of Government or of a
public office, for that of the head of such department or
the principal officer of such office.

10. Every schedule approved by the Minister of Finance
and the Lord Chief Justice of Northern Ireland, or by the
Minister of Finance and the head of a Department of
Government or principal officer of a public office shall be
laid before both Houses of Parliament, as provided in the
Act.

11. When a schedule of documents existing in the Public
Record Office of Northern Ireland, prepared and approved
as aforesaid, shall have lain before each House of
Parliament for a period of not less than ten days on which
such House has sat, the Inspecting Officer shall (except in
the case of the passing of such a resolution as is
mentioned in sub-section (2) of section eight of the Act)

-take measures for the disposal of the documents

mentioned therein in the proposed manner.

12. When a schedule of documents existing or in ordinary
course about to exist in any court or in any department of
the Government or public office, prepared and approved
as aforesaid, shall have lain before each House of
Parliament for a period of not less than ten days, on
which. such House has sat, the Chief Official of that Court
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or the Head oil such Department of Government or Chief
Official of such public office shall (except in the case of the
passing of such a resolution as is mentioned in sub-section
(2 of section eight of the Act) take measures for the
disposal of the documents mentioned therein in the
proposed manner.

13. The mode of disposal shall be by destruction, unless
the Minister of Finance shall direct the disposal thereof by
transfer to the governors of any library, association, or
other body in 'Northern Ireland or elsewhere.. The
proposed mode of disposal of the documents included in
each schedule shall be specifically mentioned in the
schedule. When the documents are to be destroyed, such
destruction shall be effected under the direction of the
Controller of His Majesty's Stationery Office.

14. The first Inspecting Officers appointed under Rule 2
shall be [updated]

Public Records (Imperial Records) Order 1925, SR (NI)
1925/170 (p.275)

[made under s.12 of the Public Records Act (NI) 1923 (NI
€.20)s.12]

And Whereas the Secretary of State is satisfied that
certain Imperial records, being records of the Supreme
Court of Judicature of Northern Ireland or of other
excepted or reserved services, may, as and when they
have ceased to be required for the due administration of
the court or service, properly be transferred -to the Public
Record Office of Northern Ireland, and has authorised
provision to be made for the removal of the same to the
Public Record Office of Northern Ireland under the Act as
applied thereto by this Order, subject to certain
conditions which are hereinafter expressed by way of
modification of the Act Now 1, James Albert Edward, Duke
of Abercorn, Governor of Northern Ireland, by and with
the advice of the Privy Council of Northern Ireland, do
hereby order as follows

1. (1) Subject as hereinafter provided, the Act shall apply
to such Imperial records as may from time to time be
certified to be no longer required for the due
administration of the court or other excepted or reserved
service to which they belong and to be suitable for
removal to and preservation in the Public Record Office of
Northern Ireland (in this Order -referred to as “certified
Imperial records

(2) The certificate for 'the purpose of this Order shall in
the case of a record of the Supreme Court of Judicature of
Northern Ireland or of any office administering the
business of that court be a certificate under the hand of
the Lord Chief Justice of Northern Ireland, and in the case
of a record of any other excepted or reserved service, be
by certificate under the hand of the Secretary of State or
such officer as may be designated by him for the purpose.
2. The Act in its application to certified Imperial records
shall have effect with the following modifications:- (a)
references to Northern Ireland records, other than the
references in sections one and eleven, shall be construed
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as including references to certified Imperial records ; and
references to Government departments or offices shall be
construed as including references to departments or
offices of the Government of the United Kingdom; (b) the
provisions of section three as to the delivery of records
pursuant to a warrant of the Minister of Finance shall not
apply as respects certified Imperial records, but any such
records may at the request in writing of the Minister of
Finance be delivered by the officer having charge thereof
to the officer appointed by the Minister to receive the
same in the Public Record Office of Northern Ireland, and
the provisions of the Act shall apply to the records so
delivered in like manner as if they had been delivered in
pursuance of a warrant of the Minister of Finance; (c)
section eight shall apply to such certified imperial records
only as have been deposited in the Public Record Office of
Northern Ireland; (d) the power of making rules under
section nine shall not be exercised so as to affect any
certified Imperial records which have not been deposited
in the Public Record Office of Northern Ireland.
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