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How do I use the Isle of Man Public Record 
Office’s generic retention schedules? 
 
Overview 
 
Retention scheduling is at the heart of effective records management. It is a set of processes by 
which you determine how long you need to keep a given record – the ‘retention period’ - and 

what happens to it at the end of that period. The decisions you make and actions you identify are 

drawn together into a key document - the retention schedule - which you can then use to manage 
your records going forward.  

 
1 What are the benefits of retention scheduling?  
 
Retention scheduling will help you to:  
 

 ensure legislative compliance (with legislation and regulations relating to your own 

business area, the Public Records Act and the Data Protection Act)  

 enhance business effectiveness, by increasing your control over your records, saving 

valuable staff time and records storage costs  

 
IOMPRO Factsheet 6 (‘What is retention scheduling?’) provides further information. It is important 

that you read this factsheet before using the Generic Retention Schedules. IOMPRO can also 

provide a retention schedule template.  

 
2 What are the IOMPRO generic retention schedules? 
 
The IOMPRO generic retention schedules are a starting point for creating retention schedules. 

They suggest retention periods for record types that are common to a number of public bodies. 
They are based on business requirements and UK guidance.1 They also aim to take into account 

legislation common to all government.  

 
It should be emphasised the generic retention schedules offer general guidance and are not 

legal advice. The length of time records are required may vary across different areas and no 
tool will fit all circumstances. Public bodies are responsible for their own records retention 

decisions, which should take into account their own business and legal requirements. 

 

3 How to I use the IOMPRO generic retention schedules? 
 
In order to use the IOMPRO generic retention schedules you need to: 

 

 transfer the information in the schedule into your own organisation’s retention schedule 

 check that the schedule is appropriate for your records, taking into consideration your 

organisation’s business and legal requirements 

 ask senior management to approve and sign the retention schedule  

 ask IOMPRO to approve and sign the retention schedule 

 implement the decisions recorded in the schedule 

 keep a log of which records are destroyed or transferred to IOMPRO 

                                                 
1
 This includes advice from the UK’s National Archives (https://www.nationalarchives.gov.uk/) and 

the Scottish Council on Archives (http://www.scottisharchives.org.uk/scarrs).   

https://www.nationalarchives.gov.uk/
http://www.scottisharchives.org.uk/scarrs
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4 What about records not covered by the schedules? 
 
Most of the records produced by public bodies are specific to their own area business area and 
are not listed in the generic retention schedules. It is very important that retention schedules are 

also produced for these records. All schedules should include a column listing which records are 
selected for permanent preservation for historic or research purposes. This column must be 

agreed with the IOMPRO. It is important that selection is carried out before you dispose of any 

records - this is a legal obligation under the Public Records Act. Please contact IOMPRO when 
writing or updating a schedule on 693569 or email public.records@gov.im.  

 
5 How can I get further IOMPRO guidance? 
 
If you wish to talk to someone about any information given in this document, or any issues raised 
by it, please contact the 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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