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Summary 
This report seeks gain approval for the implementation of a retention policy on 
building control applications. 
 
 
 
1. Budget and Policy Framework 
 
1.1 This report looks to set up a protocol for the retention of archived 

documentation and the handling of scanned files. 
 
2. Background 

 
2.1 The Partnership recognises that its records are an important public 

asset, and are a key resource to effective operation and to 
accountability.  Like any asset, they require careful management to 
ensure the Partnership’s responsibilities and activities are met in regard 
to the management/retention of its records. 

 
2.2 In the course of carrying out its various functions and activities, the 

Partnership collects information from individuals and external 
organisations and generates a wide range of data/information which is 
recorded.  These records can take many different forms eg. 
plans/drawings, calculations, site notes, photographs etc. 

 
2.3 Modern day records management philosophy emphasises the 

importance of organisations having in place systems for the timely and 
secure disposal of documents/records that are no longer required for 
business purposes.  Additionally, the Freedom of Information Act 
makes it important that the Partnership has clearly defined policies and 
procedures. 

 



 

 
3 Head of Administration’s comments 
 
3.1 It has always been the practice within building control to retain all 

records which has resulted in sizeable space being taken up by hard 
copy files, microfiche and data disks of varying software programs. 

 
3.2 This much needed space in the working office comes at a premium.  

The Partnership currently pays £13 per square feet, however, with the 
lease on the Compass Centre expiring by March 2015 the Partnership 
will need to relocate. Currently office rentals within the area can be as 
high as £26 per square foot or more, this is an expense that can no 
longer be afforded. 

 
3.3 There are currently 3.5 cabinets housing an estimated 107,759 

microfiche and covering 16.15 square feet of floor space.  These 
records range from 1974 to 2000 with varying degrees of quality 
images. 

 
3.4 Pre-STG application files are estimated around 5,460 (245,700 

documents) which cover approximately 104.95 square foot of floor 
space. 

 
3.5 The Partnership’s completed files awaiting final scanning are around 

2,520 (113,400 documents) which cover approximately 48.44 sq ft of 
floor space with our main filing system of `live’ files estimated around 
7,420 (333,900 documents) and covers approximately 142.62 sq ft.  

 
3.6 Archived records which over the years at the three partner authorities 

have been scanned on to disks and are held on 214 disks requiring 
four programs to access the information.  These programs are no 
longer supported. 

 
3.7 During 2012/13 568 property history searches were received providing 

an income of £7,952 with 567 in 2011/12 earning £7,938 and 484 in 
2010/11 earning £6,776.  On average the time required to carry out this 
research is between 30 to 50 minutes which would equate to £7,442 of 
officer time.   

 
3.8 There are four options available to handle the increasing number of 

files and documentation which are shown in Appendix 1. 
 
 
4 Financial Implications 
 
4.1 These have been detailed against the four options provided in 

Appendix 1. 
 
 
 



 

5 Legal Implications 
 
5.1 The DCLG’s Building Control Performance Standards considers 15 

years an appropriate length of time to retain records. 
 
5.2 Consultation with STG’s legal advisor at Gravesham confirmed that 

there was nothing that placed a specific legal duty on us as a Local 
Authority insofar as building control records are concerned. 
Considering the potential liability that could be argued on an action 
taken by the regulatory and enforcement arm representing building 
control which rests mainly in tort, we would need to preserve records 
for at least 6 years from when the course of action first appeared.  

 
5.3 The period for keeping records under actions founded on contract is 

also 6 years but the period for instigating proceedings on contracts 
made as a deed is 12 years. Building Control does not make contracts 
as deeds so this provision may be disregarded.  

 
5.4 The recommendation coming from the Department for Communities 

and Local Government is that records should be kept for a minimum of 
15 years.  Though a new set of guidelines is up for publication in due 
course which may well make other provisions but until then the 
recommendation is at least 15 years and the Partnership should follow 
that. 

 
5.5 Medway Archives earlier in the year intimated, following an enquiry of 

data held, that they would be willing to review and acquire building 
control data no longer wanted to their archives.  This may also be the 
case with KCC’s archives.  Any enquires relating to these records can 
be forwarded to the archivists. 

 
 
6 Risk Management 
 
6.1 Managing the expectations of customers needs to include their 

expectation of how long they can expect their building work to have 
been completed and for the Local Authority to be take responsibility. 

 
6.2 With all documentation held electronically it will be easily recovered in 

the event of a disaster within the premises while other medium may 
result in partial or total loss of the information held. 

 
 
7 Recommendations 
 
7.1 The Joint Committee is asked to agree Option D for the implementation 

of a retention policy with the recommendation for the Partnership to 
approach either/both Medway Archives and KCC’s archives to house 
the records from 1974 to 1998. 

 



 

 
8 Suggested Reasons for Decisions 
 
8.1 The Joint Committee has a role in appraising the affairs of the 

Partnership by means of receipt of reports from officer of the 
Partnership. 

 
 
Lead officer contact 
 
Janine Boughton, Head of Administration & Business Development, South 
Thames Gateway Building Control Partnership, Compass Centre, Chatham 
Maritime, Kent, ME4 4YH 
Tel:  01634 331600 
E-mail: janine.boughton@stgbc.org.uk   
 
Background papers 
None 
 
 



 
 

Appendix 1 
 

OPTION A B C D 
 Retain all records at Head 

Office 
Retain all records but records 
prior to 2007 stored off site 

Destroy all files prior to 1985 Destroy all files prior to 1998 

Characteristic approx 121.10 sqft storage 
space required 

off site storage facility destruction of files back to 
regularization date of 1985  

destruction of files in line with 
Building Control Standard 
recommendation 

Benefits all data held can be reviewed 
if required 

no additional floor space 
required to store files at Head 
Office 

microfiche deteriorating, disks 
becoming corrupted 

microfiche deteriorating, disks 
becoming corrupted 

   excessive time spent searching 
old files 
 

excessive time spent searching 
old files 

   files obtainable possibly through 
external archivist 
 

files obtainable possibly through 
external archivist 

   progressively scan files key 
records (eg, decision notice) 
from1985 to 2007 to be fully 
electronic 
 

date in line with all three 
council’s systems going 
electronic 

   fully electronic for self-serve in 
the future once files scanned 
 

progressively scan files key 
records (eg, decision notice) 
from1998 to 2007 to be fully 
electronic 
 

   effective use of officer time on 
chargeable work 
 

fully electronic for self-serve in 
the future once files scanned 
 

   works can still be regularised as 
electronic registers will be 
created to verify whether 
application submitted 

works can still be regularised as 
electronic registers will be 
created to verify whether 
application submitted 



 
OPTION A B C D 
 Retain all records at Head 

Office 
Retain all records but records 
prior to 2007 stored off site 

Destroy all files prior to 1985 Destroy all files prior to 1998 

Risk microfiche deteriorating, disks 
becoming corrupted 

microfiche deteriorating, disks 
becoming corrupted 
 

no site records to defend any 
claims (though older records 
hold no site notes) or provide to 
customer 

no site records to defend any 
claims (though older records 
hold no site notes) or provide to 
customer 

 excessive time spent 
searching old files 

excessive time spent searching 
old files 
 

  

 records lost over time or 
irretrievable cause 
embarrassment to partnership 
and upset to customer 

records lost over time or 
irretrievable cause 
embarrassment to partnership 
and upset to customer 
 

  

  staff member availability to 
recovery documentation on a 
weekly basis 
 

  

Financial 
Implications 

currently £1,574 annually 
approx £3,633 following office 
move for storage only 
 

approx £3,100 plus VAT 
annually plus transportation,  
staff time, mileage and 
insurance costs 
 

storage costs from £1,574 to 
approx £3,633 and officer time 
over the next years to scan the 
key paperwork 

storage costs from £1,574 to 
approx £3,633 and officer time 
over the next years to scan the 
key paperwork 

 EIR & FOI enquiries 
increasing and only copy cost 
chargeable 
 

Initial removal costs eg, van, 
labour 

  

 vast amounts of time spent 
search 20 year plus records to 
defend claims, £14 search 
charge payable for this 
 

   

 


