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Introduction 

Before your records can be transferred to the Isle of Man Public Record Office, you need to 

decide whether the public can be given access to them.  

Our aim is to maximise public access to records in line with the principles of openness, 

transparency and accountability, and allow access for legitimate historical research use 

wherever possible.  

If records contain sensitive information or information restricted by statute, they may need 

to be ‘closed’ to the public for a certain length of time. The closure periods that can be 

applied to records at the Record Office are set by legislation, primarily the Public Records 

Act 1999 and the Public Records Order 2015.  

Under the Public Records Act 1999, records in the Record Office are usually made open to 

the public when they are 30 years old. This is known as the ‘30-year rule’. The date of 

opening is 1 January after the 30 years is reached; for files and volumes, the date is taken 

from the last record filed or entered. A document dated 18 February 1984 will therefore be 

open on 1 January 2015 and a file covering 1992-1996, on 1 January 2027. 

The Public Records Order 2015 (schedule 3) provides a number of extended closure periods, 

up to 100 years from the date the record was created, that can be applied to public records 

on transfer to the Record Office. These closure periods apply to certain types of records and 

information.  

What should I do? 

Use the step-by-step guide in this factsheet and the accompanying ‘Access assessment 

questionnaire’ (in Appendix 1) to decide whether your records require a closure period. 

There are 10 questions in total. 

Please return your completed assessment questionnaire to the Record Office. We will ensure 

any identified closure periods are applied to the records when they are transferred to us.  

If you do not notify us of your access decisions by returning the questionnaire, your 

records will automatically become open to the public when they are 30 years old. 

You should also retain a copy of the completed questionnaire. It provides evidence that you 

have carefully considered the relevant legislation, the privacy of data subjects named in the 

records, and any other risks relating to disclosure.  
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The Access Assessment: a step-by-step guide 

Before you start: 

 Consider whether you can assess the records as a complete series, or whether you need 

to assess each individual record type, file or document. This will vary depending on the 

nature of the records.  

 

 Let the Public Record Office team know you are carrying out an access assessment. We 

can provide advice and discuss the most appropriate options with you (693569 or 

public.records@gov.im). 

 

Question 1: Is the record open to the public already? 

If records are already open to the public when you have them, they continue to be open at 

the Record Office (even if they are less than 30 years old). Many records, such as registered 

company files, are open to the public by statute; others may have been made available as a 

matter of practice to assist research or already released under the Freedom of Information 

Act 2015.  

Please notify us on your access assessment questionnaire if the records have already been 

made available to the public. 

 

Question 2: Assessment of Public Records Order 2015 – category A 

Would disclosure of any information in the record harm defence, international relations 

(including relations with the UK), national security or the economic interests of the island? 

Examples of types of records that may be closed for these reasons include: 

 records commenting adversely on other world leaders or foreign states; 

 records concerning unresolved international disputes; 

 plans of key public buildings, such as courts, police headquarters, airports, prisons or 

Government offices, where disclosure may lead to a threat of terrorism or security 

breach. 

If the answer to this question is ‘Yes’, a category A closure period applies: 40 years from 

the date of creation. However, another longer closure period may also apply, so you 

should continue to Question 3.  
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Question 3: Assessment of Public Records Order 2015 – category B1 

Does the record contain information about tax, supplied in confidence, and which if 

disclosed would constitute a breach of good faith? 

If the answer to this question is ‘Yes’, a category B1 closure period applies: 84 years 

from creation (for information relating to adults) or 100 years from creation (for 

information relating to children). However, another closure period may also apply, so 

you should continue to Question 4. 

 

Question 4: Assessment of Public Records Order 2015 - category B2 

Does the record contain personal information about individuals which is subject to a 

statutory restriction on disclosure during their lifetime, and where disclosure would 

constitute a breach of good faith? 

Read the following guidance before making your decision. If the answer to this question 

is ‘Yes’, a category B2 closure period applies: 84 years from creation (for information 

relating to adults) or 100 years from creation (for information relating to children). 

However, another closure period may also apply, so you should continue to Question 5. 

Statutes which may lead to a closure period include: 

 Rehabilitation of Offenders Act 2001 

 Adoption Act 1984 

 Human Rights Act 2001 – Article 8 (respect for a person’s private or family life) 

 EU General Data Protection Regulations and Law Enforcement Directive as applied to 

the Isle of Man 

Personal data about living individuals is governed by the EU General Data Protection 

Regulations, as applied to the Isle of Man. In most circumstances, Data Protection legislation 

does not give third parties a right of access to personal data. 

Article 89 of the EU General Data Protection Regulations and the Isle of Man GDPR and LED 

Implementing Regulations 2018 (SD 2018/0145) does allow for processing of personal data for 

the purposes of ‘archiving in the public interest’ and scientific, historical and statistical 

research purposes. In order for the data to be used by the public for these research 

purposes, processing must be fair, lawful, transparent and subject to appropriate 

safeguards. 

When deciding whether records containing personal data can be open to the public at the 

Record Office or require a closure period, you need to consider the impact of allowing 

access to the records on the data subject’s rights of privacy. 
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To be lawful: 

 Access to records by the public must not be in breach of any statutory prohibition on 
disclosure, including those listed above. 

 There must not be a duty of confidence attached to the records.  

 The information must not be libellous or obscene.  
 

To be fair, the impact of disclosure should be assessed, including whether it is likely to 

cause substantial damage or substantial distress to the data subject. UK guidancei suggests 

that the following factors should be taken into account: 

 What is the content of the information – is it innocuous or of a sensitive nature?  

 What is the age of the information? Sometimes the sensitivity of information and the 
impact of disclosure decreases with time. 

 Is the information already in the public domain?  

 How accurate, complete and credible is the data? Disclosure of inaccurate, false or 
incomplete data may be misleading.  

 How was the information obtained? Was there a legitimate expectation that the 
information would remain confidential? 

 Has the data subject expressly refused consent to disclosure of the information? 

 Does the information relate to the individual’s private or public life? It is unlikely to 
be fair to disclose information that is about someone’s private life, for example, 
about their home or family life, finances or personal references. Information about 
someone acting in an official or work capacity usually deserves less protection. 
However, if the disclosure of names and work locations is likely to put someone at risk 
of harassment or abuse, it should not be disclosed.   

 Would disclosure increase the risk that the data subjects could be vulnerable to 
identity theft? 

 Would disclosure put the data subjects at risk of personal or physical harm? 

 What is the age and status of the data subjects? Certain data subjects may be more 
vulnerable to distress through disclosure of their data. 

 In photographs, could individuals be identified by those that knew them? What is the 
subject matter? 

 

To be transparent, your Data Protection privacy notice should tell data subjects that 

records containing their personal data may be transferred to the Record Office and the 

terms under which public access is determined. 

The Public Record Office Data Protection privacy notice also tells data subjects about access 

to their personal data at the Record Office and their privacy rights under Data Protection 

legislation. 
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Appropriate safeguards  

Researchers who visit the Public Record Office or access personal data in records held there 

are informed that they become responsible for compliance with Data Protection legislation 

in respect of any personal data in the records they access. They are asked to sign a 

declaration as a condition of access that they will comply with the relevant Data Protection 

legislation and specific safeguards. This declaration includes the following statements: 

 My research will not be used to support measures or decisions with respect to 

particular individuals.  

 My research will not cause, or be likely to cause, substantial damage or substantial 

distress to any person who is the subject of the data while she or he is alive or likely 

to be alive (assuming a life span of 100 years). 

 I will not make the results of my research available in a form that identifies any data 

subject without the consent in writing of the data subject and the Isle of Man Public 

Record Office. 

 I undertake to dispose of this data in an appropriate manner when it is no longer 

required for my research.   

These safeguards allow us to balance the data subject’s privacy rights with allowing access 

to public records for historic and statistical research purposes (as permitted by Article 89 of 

the EU General Data Protection Regulations), particularly where the personal data within the 

records is not sensitive. 

Inspection of hard-copy records or digital access? 

You should also consider whether it might be fair and lawful to allow inspection of hard-copy 

records, but not to allow online access to data or digitised images where these would be 

searchable by name. Online search engines may display data out of context and this should 

be considered. You may decide that paper records could be open to the public for 

inspection, but not made available for online access. If this applies, please indicate your 

decision in the space provided at the end of the access questionnaire. 

 

Question 5: Assessment of Public Records Order 2015 - category B3 

Is the record a Census record created under the Census Act 1929? 

If the answer to this question is ‘Yes’, a category B3 closure period applies: 100 years 

from the date of creation. However, another closure period may also apply, so you 

should continue to Question 6. 
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Question 6: Assessment of Public Records Order 2015 - category B4 

Does the record contain information supplied in confidence where disclosure would be a 

breach of good faith (other than information identified in questions 3, 4 and 5 above)? 

For information to be confidential, there must have been an understanding or agreement 

between the public body and the person or organisation supplying the information that it 

was supplied in confidence. Information marked by a supplier as ‘in confidence’ does not 

necessarily fall into this category if the information was not requested by the public body. 

If the answer to this question is ‘Yes’, a category B4 closure period applies: 40 years 

from the date of creation. However, another closure period may also apply, so you 

should continue to Question 7. 

 

Question 7: Assessment of Public Records Order 2015 - category C1 

Does the record contain information from which it is likely that an individual could be 

identified as a rape victim? 

If the answer to this question is ‘Yes’, a category C1 closure period applies: 100 years 

from the date of creation. However, another closure period may also apply, so you 

should continue to Question 8. 

 

Question 8: Assessment of Public Records Order 2015 - category C2 

 
Does the record contain information about individuals? If so, would disclosure of the 
information cause either 
- substantial damage, or 
- danger from another person,  
 
to persons affected by disclosure or their descendants? 
 
This is a separate assessment (although similar) to the considerations for Data Protection 

under question 4. For this question you need to consider not only any data subjects’ privacy 

rights, but also whether allowing records to be open to the public would cause substantial 

damage or danger to anyone else affected by the disclosure, for example, their descendants. 

This special closure period is designed to protect sensitive personal information about 

individuals. To be closed under category C2, the record must contain information that causes 

substantial distress, not just embarrassment or discomfort. For example, medical records 

including information about serious mental health conditions, socially stigmatised illnesses 

or unusual sexual behaviour would be closed on this basis.  
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Records that contain negative comments upon a person’s character, morality or competency 

need to be assessed on a case by case basis. If records are to be closed, the comments must 

be serious enough to cause substantial distress. In the UK, records that contain negative 

comments about someone acting in an official or work capacity are less likely to be closed 

than those commenting on someone’s private life.   

Whether information is already in the public domain also needs to be considered. For 

example, records concerning treacherous conduct in the Channel Islands during the Second 

World War have been released because the information was already widely known in the 

local community. Whether the information is genuine or speculation should also be 

considered.  

Only a small number of records are likely to fall under the criterion of closure due to danger 

from another person. In the UK, records that identify informants during the Irish Troubles 

may be subject to an extended closure to protect the informant and their descendants.  

 

If the answer to this question is ‘Yes’, a category C2 closure period applies: 84 years 

from creation (for information relating to adults) or 100 years from creation (for 

information relating to children). But – another closure period may also apply, so you 

should continue to Question 9. 

Question 9: Are the records covered by any other statutory restriction on disclosure? 

 
If records are closed by statute, they will remain closed once they reach the Record Office. 

You should record any other statutory restrictions on your access assessment questionnaire. 

 

Question 10: Are the records fragile? 

 

If using records is likely to damage them, they will not be available to the public until 

conservation has taken place; where possible, copies will be provided instead. The Public 

Record Office team will assess the records on transfer to see if they require an access 

restriction to protect the records from damage through handling. 
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Recording your decisions 

 

Once you have worked through the 10 questions, review your answers and list all the closure 

periods that apply to the records in the space provided on the questionnaire.  

The final closure period is the longest of all the applicable closure periods. 

You should also record on the questionnaire whether the closure period should be applied to 

the whole or only part of the record/record series. Sometimes only a single sheet, file or 

volume in a record series will contain sensitive information. We try to maximise access 

wherever possible, so in such cases it would be appropriate to close only the specific item 

that contains the sensitive information. 

If a record is only subject to a closure period because of a few words or sentences, it may be 

possible to redact the sensitive information. Redaction involves blanking out the sensitive 

information on a photocopy of the document, which is then recopied. The redacted copy can 

be open to the public for research, whilst the original record remains closed for the 

extended closure period. 

Please also indicate on this part of the questionnaire whether any identified closure period 

should be applied to all forms of public access (hard copy and online access) or just online 

access (allowing hard-copy records to be open for public inspection at the Record Office). 

See the guidance under question 4 for further explanation on this point. 

Providing access to closed records 

Placing a closure period on records means that they are not generally open for public 

inspection. However in certain circumstances, it is possible to allow access to information in 

closed records.  

This includes: 

 Where a data subject requests access to their own personal data through a Data 

Protection Subject Access Request. 

 Where information from closed records is extracted and released in response to a 

request under the Freedom of Information Act 2015.  

 Under section 3(8) of the Public Records Act 1999, where special permission may be 

granted for a specific person to access otherwise closed records. This may be 

appropriate if access is for research purposes which will be in the substantial public 

interest (for example, the advancement of medical science), or where allowing access 

is lawful and appropriate for that specific individual (but not the wider public). 

Where you have notified us of a closure period on records and an individual makes a request 

for access, we will refer this request to the record-creating/depositing body (or its 

successor, or in the event that the body has ceased to exist, the Chief Secretary). 
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What about Freedom of Information legislation? 

The guidance in this factsheet applies to records created before October 2011. The Freedom 

of Information Act 2015 applies to information in public records created from October 2011 

onwards. The Public Record Office is currently reviewing its legislation to provide for access 

to records covered by Freedom of Information legislation on transfer to the Record Office.  

 

Withdrawal of access to records 

In some circumstances it may be necessary to withdraw public access to records which were 

previously open to the public. This may occur if circumstances change, for example: 

 where the Record Office has not been notified of a closure period at the time of 

transfer, but it later becomes clear that a closure period is required; or, 

 where legislation changes, placing additional restrictions on information contained 

within the records. 

In these instances, consideration will also be given to: how long the information has been in 

the public domain; if the information is already available to the public elsewhere; and the 

public interest in continuing to provide access to the records. 

 

How can I get further IOMPRO guidance? 

If you wish to discuss any information given in this document or any issues raised by it, 

please contact IOMPRO on 693569 or email us at public.records@gov.im. 

These factsheets, together with other IOMPRO information, are available at 

http://www.gov.im/pro; if you have access to the IOM Government intranet, you can also 

find them under Public Records on the Government page.  
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Appendix 1: Access Assessment Questionnaire 

Unit 40A Spring Valley, Braddan, Isle of Man, IM 2 2QS 
T: +44 (0) 1624 693569  • E: public.records@gov.im • W: www.gov.im/pro 

 

Data Protection Privacy Notice 
 
The Isle of Man Public Record Office is part of the Isle of Man Government Department for 
Enterprise. The Public Record Office Privacy Notice describes how we protect your personal 
information and outlines your rights as a data subject.  
 
The full privacy notice can be viewed online at: https://www.gov.im/about-the-
government/departments/enterprise/central-registry/public-record-office/public-record-
office-privacy-notice/ 
  
Alternatively, our privacy notice can be provided in hard-copy format by a member of our 
team. 
 

How to use this questionnaire 
 

This questionnaire is designed to be used by Isle of Man public bodies who are transferring 

records to the Isle of Man Public Record Office. 

Use this questionnaire, alongside the guidance in Factsheet 9 (What about access to records 

at the PRO?) to assess and record whether your records require a closure period on transfer 

to the Public Record Office. 

There are 10 questions to complete. Before you start: 

 Consider whether you can assess the records as a complete series, or whether you need 

to assess each individual record type, file or document. This will vary depending on the 

nature of the records.  

 Let the Public Record Office team know you are carrying out an access assessment. We 

can provide advice and discuss the most appropriate options with you (693569 or 

public.records@gov.im). 

Please return a copy of the questionnaire to the Public Record Office. We will ensure any 

identified closure periods are included on the transfer paperwork and applied to the records 

when they are transferred to us.  

If you do not notify us of your access decisions by returning the form, the records will 

automatically become open to the public at age 30 years. 

You should also retain a copy of the completed questionnaire. It provides evidence that you 

have carefully considered the relevant legislation, the privacy of data subjects named in the 

records and any other risks relating to disclosure. 

 

 

https://clicktime.symantec.com/a/1/4Q_55X7xWxczNkiklFWhR-IIAjQjtOdB1esk0slsddw=?d=XaAjxPTjMzLpK9RCYO14F7G-YKA_UuwIgQBjeje7TzFtUTYO9VFLuxPYp9fiM2ysezxkFcYPOmjHqmLU73NcAmzE1aoE0lQ7A2TQ3gKbrZD5S_nLjT4rYeofdOWGT_-QsV2l4PKwQApnfXG_sriMVEsExM-ca2E5W_t93rW7rxfnAE-NQ9U4zx24Yzu1fDbknxhHyofyAXv6Plwxh5Tc4hq_AEAxq7bdWFInTKArfs2hoteKMpLG1YHCPIy6y3Cm5QmgOThTDsaCssvvRjAx5hMpbaoGl5AXDeRJuFoTt-qZe7qEmurV_V6A1dSc4p5EJKj8h3FRmRNS0XkBzC9yyIXHGyc3XUCie_igTqSmf0aMmghzckDbdWenBfoP8MwuWx8CI4scL1fmk7glMJWyJGW3-VMNCfao_BDLDSCdBNDysZe_rVc6jsqXfzSatowOhDaPtQ%3D%3D&u=http%3A%2F%2Fwww.gov.im%2Fpro
https://www.gov.im/about-the-government/departments/enterprise/central-registry/public-record-office/public-record-office-privacy-notice/
https://www.gov.im/about-the-government/departments/enterprise/central-registry/public-record-office/public-record-office-privacy-notice/
https://www.gov.im/about-the-government/departments/enterprise/central-registry/public-record-office/public-record-office-privacy-notice/
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Access Assessment Questionnaire 
 

Public body (records 
creator/holder) 

 
 

Division  
 

Section/Unit  
 

Contact name of person carrying 
out this assessment  

 
 

Date of access assessment 
 

 

 

Record details 

Title of record series/item (the 
records being assessed) 
 

 
 

Brief description of record 
series/item, including any lists, 
indexes or other finding aids 
relevant to the record 

 

Reference codes (if any) 
 
 

 

Format of records 
 
 

 

Is an entire series/set of records 
being considered for access, or 
individual items only (please 
provide details)? 

 

Date range of records 
 

 

Were records (full series or sample 
items) examined as part of making 
the access decision?  

Yes/No. If yes, provide further details of records 
examined: 
 
 
 
 

 

 

 



 

  

13 

 

 

Question 2 – Assessment of Public 
Records Order 2015 - category A 

Answer 
(please 
circle) 

Action  

Would disclosure of any information 
in the record harm:  

  

Defence? Yes 40 year closure period applies. 
 
However, a longer closure period may 
also apply. Continue to Question 3. 

International relations (including 
relations with the UK?) 

Yes 

National security? 
 

Yes 

The economic interests of the Island? Yes 

If you answered ‘Yes’ to any of the 
above, please identify the location 
of the information within the record 
and a brief description: 

 
 
 
 
 
 

None of the above Yes Continue to Question 3. 

 

 

 

 

 

 

 

 

Question 1 Answer 
(please 
circle) 

Action  

Is the record open to the public 
already? 

Yes Records can be open to the public on 
transfer to IOMPRO. Continue to 
Question 10. 

No Public Records Act 1999: 30-year 
standard closure period for public 
records applies. 
 
However, a longer closure period may 
also apply. Continue to Question 2. 
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Question 3 – Assessment of Public 
Records Order 2015 - category B1 

Answer 
(please 
circle) 

Action  

Does the record contain information 
about tax, supplied in confidence, 
and which if disclosed would 
constitute a breach of good faith? 

Yes 84 year closure period (for information 
relating to adults) or 100 year closure 
period (for information relating to 
children) applies. 
 
However, another closure period may 
also apply. Continue to Question 4. 

If you answered ‘Yes’ to this 
question, please identify the 
location of the information within 
the record and a brief description: 

 

 No Continue to Question 4. 
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Question 5 – Assessment of Public 
Records Order 2015 category B3 

Answer 
(please 
circle) 

Action  

Is the record a Census records 
created under the Census Act 1929? 

Yes 100 year closure period applies. 
 
However, another closure period may 
also apply. Continue to Question 6 

If you answered ‘Yes’ to this 
question, please identify the 
location of the information within 
the record and a brief description: 

 

 No Continue to Question 6. 

 

 

 

  

Question 4 – Assessment of Public 
Records Order 2015 - category B2 

Answer 
(please 
circle) 

Action  

Does the record contain personal 
information about individuals which 
is subject to a statutory restriction 
on disclosure during their lifetime, 
and where disclosure would 
constitute a breach of good faith? 

Yes 84 year closure period (for information 
relating to adults) or 100 year closure 
period (for information relating to 
children) applies. 
 
However, another closure period may 
also apply. Continue to Question 5. 

If you answered ‘Yes’ to this 
question, please identify the 
location of the information within 
the record and a brief description: 

 
 
 
 
 

 No Continue to Question 5. 
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Question 6 – Assessment of Public 
Records Order 2015 - category B4 

Answer 
(please 
circle) 

Action 

Does the record contain information 
supplied in confidence where 
disclosure would be a breach of good 
faith (other than information 
identified in questions 3, 4 and 5 
above)? 

Yes 40 year closure period applies.  
 
However, another closure period may 
also apply, Continue to Question 7. 

If you answered ‘Yes’ to this 
question, please identify the 
location of the information within 
the record and a brief description: 

 

 No Continue to Question 7. 

 

Question 7 – Assessment of Public 
Records Order 2015 - category C1 

Answer 
(please 
circle) 

Action (circle those that apply) 

Does the record contain information 
from which it is likely that an 
individual could be identified as a 
rape victim? 

Yes 100 year closure period applies. 
 
However, another closure period may 
also apply. Continue to Question 8. 

 No Continue to Question 8. 
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Question 9 – other statutory 
restrictions 

Answer 
(please 
circle) 

Action 

Are the records subject to any other 
statutory restrictions on disclosure? 

Yes Please provide details in the box 
below, then continue to Question10. 

 No Continue to Question 10. 

If you answered ‘Yes’ to this 
question, please identify the 
relevant legislation including clause 
numbers, the type of information 
and location of the information 
within the record: 

 

 

 

 

 

 

 

Question 8 – Assessment of Public 
Records Order 2015 - category C2 

Answer 
(please 
circle) 

Action 

Does the record contain information 
about individuals? 

Yes  

 No Continue to Question 9. 

Would disclosure of the information 
cause either 
- substantial damage, or 

- danger from another person,  
 
to persons affected by disclosure or 
their descendants? 

Yes 84 year closure period (for information 
relating to adults) or 100 year closure 
period (for information relating to 
children) applies. 
 
Continue to Question 9. 

If you answered ‘Yes’ to this 
question, please identify the 
location of the information within 
the record and a  brief description: 

 

 No Continue to Question 9. 
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Question 10  Answer 
(please 
circle) 

Action 

Are the records fragile? Yes IOMPRO team to assess the records for 
conservation treatment on transfer. 
Records may require an access 
restriction until conserved.  

 No  

If you answered ‘Yes’ to this 
question, please give further 
details of the fragile item: 

 

 

Record of final access decision: 

Review your answers to questions 1-10 above and list all closure periods that apply below. 

The final closure period is the longest of all the applicable closure periods you have 

identified. 

Question number Length of closure period 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

Final closure period (longest of those 
identified above): 

 

Should the closure period be applied to the 
whole or part of record? 
If part, please provide details of part to be 
closed/restricted access. 

 

Could public access be fulfilled through a 
redacted, serving copy? 

 
 

Should the closure period be applied to hard-
copy records, just digital data/online images, 
or both? 
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i The National Archives, Guide to archiving personal data, August 2018: 
http://www.nationalarchives.gov.uk/documents/information-management/guide-to-archiving-personal-
data.pdf 
 

                                         

Assessment completed by (representative 
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Assessment reviewed by (Public Record 
Office team member): 
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Job title  

Signature  
 
 

Signature  
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Date  
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