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	#1.
	Disclosure and Recruitment
	
	
	
	

	
	
	
	
	
	

	
	All the staff in Trading Standards had previously been disclosed but this has now lapsed.  The only employee currently disclosed is the xxx.  The xxx in Staffing who deals with disclosure matters has now sent out forms to the individual employees and has informed the Service Manager.

The xxx started work on xx but disclosure was only received on xx.  This is contrary to the Council’s Recruitment & Selection Policy. 
	1.
In any future recruitment exercises, employees must not be started in post until Disclosure Scotland checks have been completed.

2.
An exercise should be undertaken to ensure that all employees have their disclosures renewed in accordance with Council policy.
	Trading Standards Manager
	1.
In any future recruitment exercises, employees will not be started in post until Disclosure Scotland checks have been completed.

2.
All staff whose disclosures require renewal have received the appropriate forms and are in the process of completing and submitting them.  A reminder process has been set up to ensure that all employees have their disclosures renewed in accordance with Council policy.


	Immediate

Immediate

	
	
	
	
	
	

	# 2.
	Retention and Destruction
	
	
	
	

	
	
	
	
	
	

	
	According to the Retention and Destruction Schedule, some of the documentation generated by Trading Standards, eg petroleum licence records and the process involved in licensing sites for the holding and use of petroleum, should be held permanently and the Service Manager confirmed that this is happening.  Other areas of work, eg complaints and instrument calibration records should be kept for the current year plus the previous six. but the Service works to slightly different retention timescales from those detailed in the Schedule.

The Service Manager stated that much of their work is recorded on their end-user system and they do not routinely print from this.  There is a facility to attach scanned documents, eg letters and emails, to each case and this facility is widely used with the original documents being kept for a while and then destroyed.  It was ascertained that Destruction Log Sheets have not been completed for these items.  

The computer system holds information from 1994 onwards, relating to their entire service area, and the Service Manager stated that they liked to hold this because it gives them an indication of trends over time. Personal information held would relate to names and addresses of individuals making complaints together with details of complaints and also information required for licensing purposes.  

The Service Manager thinks that there is an archiving facility on the system, which would allow them to retain some of the basic data while getting rid of the detail.

	1. The Service Manager should liaise with the Administration Services Manager regarding the timescales for retention of documentation and, if required, the Schedule should be adjusted to reflect current practice and legislative requirements.

2. Advice should be sought from the Administration Services Manager on whether the electronic records may be kept for longer than the timescales in the Schedule.  Thereafter, if required, the Service Manager should investigate if the system’s archiving facility would resolve this issue.

3.
Destruction Log Sheets should be completed for all documentation destroyed.
	Trading Standards Manager
	1. The Service Manager will liaise with the Administration Services Manager regarding the timescales for retention of documentation and, if required, the Schedule will be adjusted to reflect current practice and legislative requirements.

2. Advice will be sought from the Administration Services Manager on whether the electronic records may be kept for longer than the timescales in the Schedule.  Thereafter, if required, the Service Manager will investigate if the system’s archiving facility would resolve this issue.

3. Destruction Log Sheets will be completed for all documentation destroyed in the future.


	Immediate

Immediate

Immediate
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