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What is selection for permanent preservation?  
 
Overview  
This is an introduction to the selection of records which should be kept under the Public Records 

Act 1999 (PRA) including your role in this and what happens after selection.   It explains the 

background only and as the process requires work by IOMPRO you will need to contact us - 
contact details are given at the end. 

 
1 What is selection for permanent preservation? 
You are required to make arrangements for determining which of your records should be 

permanently preserved in the Public Record Office.  The selected records will be all that remains 
from the official record about what happened, or did not happen, and why.  The decision to select 

or destroy records may affect people’s lives and the future development of the Island. 

 
2 Which records does this apply to? 
The process has to be completed for all public records before you can dispose of them.  See 

Factsheet 1: ‘What is records management?’ for more on defining public records but start by 
assuming that all the records you create and use are public records.  As this is a statutory 

requirement, selection for permanent preservation must take place before any destruction under 
the Data Protection Act.  

 
3 Who makes the selection? 
This is done in conjunction with the Public Record Office. Your knowledge of your business 

functions (your areas of work), your processes and the resulting records provide the background 
to our assessment of their long-term value.  It is likely to require some time and effort from both 

sides but will assist with compliance and enable you to get rid of unwanted records.  

 

4 Which records will be selected? 
We aim to identify the key records with evidential or informational value.   

 
Records with evidential value show what was decided and why, what was - or was not - done and 

how it was done.  For example, which records would you need to write a history of your 
organisation, or to research the impact of a particular policy change on the economy?  Most of 

these records will be important to you though some, those about abandoned initiatives, for 
instance, may not be. 

 

Records with informational value show aspects of life here through detail about people, places, 
businesses, events and so on.  Some of these records may be of very short term interest to you 

despite their wider value.  
 

Context is crucial for understanding records.  The analysis starts with a function or activity and 

looks at all the records which result from it, rather than taking one record series in isolation or 
making decisions based on particular types of record.  For instance, not all minutes need to be 

kept even though many (and their associated papers) are extremely important, while the value of 
letters or memos depends entirely on their content and context.  However, where the same 

function is found across bodies the selection decisions may have general application, examples 
include finance and human resources. 

 

Record series are usually selected in their entirety but for some, particularly case papers 
containing similar information on many individuals or bodies, just a sample might be kept. 
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5 How is the selection made? 
There are two approaches: ideally we start with your current records, to get the system in place, 

and then work backwards, but some older records have to be dealt with more urgently.  The 

records may need surveying before the assessment begins. 
 

5.1 Current records 
If you don’t already have a retention schedule you need to identify all the records belonging to a 

particular function and decide how long you need to keep them and why.  Then, with the 

assistance of this and other information from you, we will consider whether they should be kept 
permanently or not.  This decision is added to your schedule. (See factsheet 6 (‘What is retention 

scheduling?’) for more information on this process.) 
 

5.2 Older records 
Many older records still await selection and these need attention.  Again we need to consider all 

the records of a particular function together if possible. 

 
Some older records may be clearly related to your current records.  Your retention schedules, if 

available, will provide a good framework for these although changes in legislation and the format 
or quantity of information can mean different decisions are made - sampling may be appropriate 

for recent case files but not for the far fewer past cases recorded in volumes, for instance.   

 
If the functions, processes or procedures have changed considerably and/or the records are 

disorganised we will need to do more detective work.  Even if it is clear that the records are 
valuable we will still need to try to discover who created them, why, when and what other records 

related to them.  To determine this we will need help from you and any other body then or now 
responsible for the relevant function.  

 

6 What happens after selection? 
The final stage of retention scheduling, before sign off of the selection decisions by IOMPRO for 

the Chief Registrar and overall sign off by the department, is the identification of action dates. 

Dates for destruction or transfer to IOMPRO should be included on the form.   
 

Selected records should normally transfer to IOMPRO when they are 25 years old at the latest.  
Before transfer any records or information meeting the criteria for closure beyond 30 years have 

to be identified (for further information on access see Factsheet 9 (‘What about access to records 
in the Isle of Man Public Record Office?’)).  When records are fully transferred control over them, 

including control of access, is also transferred though they can be returned to you temporarily, if 

necessary. 

 
7 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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