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ECCLESIASTICAL APPOINTMENTS OFFICE

RECORD RETENTION AND DISPOSITION SCHEDULE
Government Departments, Agencies, and all other public sector bodies, are instructed to retain any and all documents; correspondence; notes; e-mails and all other information – however held – which contain or may contain content pertaining directly or indirectly to the sexual abuse of children or to child protection and care. For the purposes of this instruction, the word “children” relates to any person under the age of 18.
	NO
	DESCRIPTION
	NA CLASS
	ACTION



	1.
	Personal files of clergymen who have registered to be considered for vacancies in Livings where the Lord Chancellor is Patron.  [NB:  For files where the Prime Minister has recommended to The Queen the names of candidate for higher preferment see NA Class PREM 5].
	
	Destroy after applicant is appointed if not in a Lord Chancellor’s Living.  If in a Living retain until retirement or death, whichever is earlier.

	2.
	Documents relating to presentation to benefices in the gift of the Lord Chancellor in full right, or in which the Lord Chancellor shares the patronage.
	
	One file per year to be selected for permanent preservation and transfer to The National Archive. All other files to be destroyed, save for those core documents which are scanned and thereafter permanently held electronically.  

	3.
	Documents relating to reorganisation schemes, unions and pluralities.
	
	Documents are scanned and thereafter held electronically and the paper copies are destroyed following the scanning process. 

	4.
	Exchange of Patronage.
	
	Documents are scanned and the paper copies are destroyed following the scanning process. The original legal documents are retained by the Church Commissioners.  

	5.
	Documents where Lord Chancellor acts as patron of the benefice by lapse or vacancy of the See.
	
	Documents are scanned and the paper copies are destroyed following the scanning process.

	6.
	Documents where Lord Chancellor acts as patron of the benefice owing to the patron proper being of unsound mind.
	
	Documents are scanned and the paper copies are destroyed following the scanning process.

	7.
	Documents for Parsonage houses.  Correspondence relating to sales, purchasing, alterations, repairs etc.
	LCO 55
	Documents are scanned and the paper copies are destroyed following the scanning process.

	8
	Lord Chancellor's Canonries
	
	Retain for 5 years or one presentation, whichever is the longer, and then destroy.


The MOJ Departmental Record Officer has drawn up this schedule in consultation with the ECCLESIASTICAL APPOINTMENTS OFFICE 
Please retain for future reference. 

Departmental Records Officer 
Departmental Library and Records Management Services
1st Floor, 

102 Petty France

London SWIH 9AJ
Amended: JULY 2015
