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JERSEY
HERITAGE
States of Jersey Prison Service
Retention Schedule
Records In Series Retention Action by Prison Action Notes
at Prison by
Jersey
Archive

Overview Records — All Sections

Copies of Pro- Transfer copy of Archive

Formas, Policies, each to Jersey

Procedures and Archive

Statistics for all

sections

Handbooks and Transfer copy of Archive | Once at

Induction material each to Jersey Archive

Archive additional

closure
periods will
apply

Minutes of Meetings 10 years Transfer Formal

minutes of high
level/policy/decision
making meetings to
Jersey Archive

Destroy low level

meeting
minutes/action
points
Annual Reports and Transfer copy to
Business Plans Jersey Archive
Freedom of 10 years Destroy
Information Requests
Subject Access 10 years Destroy
Requests

Prisoners




3 |

JERSEY
HERITAGE
Prisoners 20years Transfer to Jersey | Archive | Once at
Registers/Ledgers — Archive Archive
admission details additional
closure
periods will
apply.
Currently
100 years
Prisoners Medical 20 years Destroy
Records including after no
Mental Health further
treatment
necessary
or 8 years
after
patient’s
death
Prisoners Core Files 10 years High Public Archive | High public
after Interest Prisoners interest
discharge to be Transferred would
to Jersey Archive include
cases of
Destroy other files serious
crimes,
high profile
prisoners.
Prisoner’s Property 10 years Destroy
Sheets (move to core | after
record on discharge) | discharge
Prisoners Formal 10 years Transfer to Jersey | Archive
Complaints Archive
Courts
Committal papers 10 years Destroy
copy of arrival and after
sentence kept in core | discharge
record
Article 14 2 years Destroy
Detention/Deportation | 10 years Destroy
Orders —in core after
record discharge
Catering
Menus 6 months Transfer sample to | Archive

Jersey Archive
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Statistics

Archive

JERSEY
HERITAGE
Daily Journals, incl. 2 years Destroy
kitchen cleaning
Education
Prospectus of Until Transfer to Jersey | Archive
courses offered to superseded | Archive
Prisoners
Correspondence 1 year Destroy
relating to course
administration,
attendance,
assessments etc.
Student Until Give to student on
coursework/portfolios | release release
PE Department 1 year from | Destroy
PARQ discharge
Health and Safety — see general States guidelines for retention of H&S
records
Health and Safety 6 years Destroy
Training records
Health and Safety Until Transfer to Jersey | Archive
Policy Documents superseded | Archive
Health and Safety 6 years Transfer to Jersey | Archive

Human Resources — see general St

ates guidelines for retention of

HR records

Sentence Planning team

Psychology 20 years Destroy
1:1 intervention after
discharge
Induction Booklets Until Transfer copy to Archive
Superseded | Archive
Safer Custody — Risk | 10 years Destroy
Control Assessment after
/IACCT documents discharge
Adjudication Records | 10 years
Behaviour Records 10 years Destroy
after
discharge
Programmes — TSP | 10 years Destroy
after

discharge
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Records

discharge

JERSEY
HERITAGE
Children Protection — | 10 years Destroy
Prisoner Records after
relating to Child discharge
Protection
Chaplain’s Journals 10 years Transfer to Jersey | Archive | Once at
Archive Archive
additional
closure
periods
may apply
Chaplaincy — Change | 10 years Destroy
of religion records after
discharge
Chaplaincy — 2 years Destroy
Volunteer
correspondence
Substance Misuse 10 years Destroy
Counsellor —Prisoner
Information
Admin —Conditional 10 years Destroy
Early Release after
Scheme, panel data, discharge
minutes, and decision
in core record
Admin — Policies, Until Transfer copy to Archive
Processes and superseded | Jersey Archive
Procedures
Sentence Planning 10 years Destroy
Dept. — Electronic after
Contributions, discharge
Personal Files,
Queries, General
Information
Sentence Planning Until Transfer to Jersey | Archive
Dept. — Templates, superseded | Archive
Statistical Data
Security Department
Control room and 10 years Transfer to Jersey | Archive
gate lodge Archive
occurrence books
Blank form examples | Until Transfer to Jersey | Archive
superseded | Archive
Prisoner Escort Until Destroy
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JERSEY
HERITAGE
Prisoner Property 10 years Destroy
Receipt Books
IEP warning forms 10 years Destroy Keep with
after Safer
discharge Custody for
1 year,
transfer to
core record
Prisoner Escort 10 years Destroy
Receipt Books
Prisoner Oral Drug 10 years Destroy
Swab Certificates of after
Analysis discharge
Prisoner Visitor Destroy Information
Orders remains on
PIMMs
Prisoner Risk 10 years Destroy
Assessments after
discharge
Wing/Prisoners
Induction Logs 10 years Destroy
after
discharge
IEP formal warnings | 10 years Destroy
after
discharge
IEP Reviews 10 years Destroy
after
discharge
Wing Daily Statistics | 2 years Destroy
Camera Recordings Kept for 30 | Destroy
days
Prisoner Wages/Work | 10 years Destroy
Allocation after
discharge
Rule 67 Removal of 10 years Destroy
Assoc. after
discharge
Discipline Reports 10 years Destroy
after
discharge
Incident Reports 10 years Destroy — Major

incident reports to
be transferred to
Jersey Archive
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JERSEY
HERITAGE
Discrimination 10 years Destroy
Incident Report after
Forms discharge
Use of Force Reports | 10 years Destroy
TRI Applications 10 years Destroy
after
discharge
Cell Share Risk 10 years Destroy
Assessments after
discharge
Microsoft Teams
Teams Chat 21 days Deleted

Accounts — see general States guidelines for retention of accounti

ng records

Annual Accounts

Transfer copy to
Jersey Archive

Archive

records

Property/Building Records — see general guidelines for retention of project

Plans of Buildings

20 years

Review - significant
projects/changes to
Jersey Archive

Archive

Once at
Archive
additional
closure
periods will

apply

Photographs of
Buildings

20 years

Review

Archive

Once at
Archive
additional
closure
periods will

apply
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