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Introduction
Records are any information held by the Council and relate to any topic, area of work, decision reached, action taken or individual regardless of the medium in which it is held, paper or electronic.
Aim
The Parish Council aims to be effective in its Records Management systems.
Objectives

· To meet the requirements of the General Data Protection Regulations (GDPR) that come into force from May 2018. Also, to meet other relevant legislation i.e. Local Government Act 1972, Data Protection Act 1998 (DPA), Freedom of Information Act 2000 (FoI), the Limitation Acts and Codes of Practice, to comply with audit requirements and good practice on transparency of information.
· To ensure records are accurate, stored safely, securely and efficiently, capable of being produced if necessary, disposed of appropriately and promptly when no longer required.

· To support the Council’s effectiveness.

Responsibilities
The Clerk, as the Proper Officer of the Council, is responsible for managing the Council’s records effectively. The Council as a whole has responsibility for assessing relevant risks and for ensuring appropriate measures are in place. 
5. Schedule of documents for retention
	Document
	Medium
	Minimum Retention period
	Reason

	Management

	Minutes – signed
	Hard copy, bound periodically
	Indefinite. Passed to the County Archivist periodically.
	Archive, LGA 1972

	Copy minutes
	Electronic- on council’s back up device. 2 years minutes available on the website.  
	Indefinite
	Management


	Declaration of Pecuniary & Other Interests
	Hard copy or Electronically
	Greater of 6 years or period of office
	Audit

	Declarations of Acceptance of Office
	Electronically or hard copy
	Greater of 6 years or period of office 
	Audit, Management 

	Policies & Procedures 
	Electronically
	Whilst in force
	Management 

	Agreements, contracts 
	Hard copy or Electronic
	6 years from end of contract term.
	Management 

	Registered land title correspondence
	Hard copy &/or electronic
	Indefinite. Archive if disposed of.
	Audit, Management, Archive

	Leases
	n/a
	Indefinite. Archive
	

	Electoral roll
	Electronic (from District council)
	When replaced
	Statutory

	Financial

	Chair’s/Members’ allowances
	Electronic register or Payroll records
	6 years
	Tax

	Scales of fees and charges
	electronic
	6 years from expiry
	Management

	Audited Accounts/Annual Audit Return 
	Hard copy 

Electronic
	Indefinite
Clerk’s discretion


	Archive
Management

	Bank statements with cashbook reconciliation
	Hard copy
	Last completed audit year
	Audit

	Bank paying in books
	Original
	Last completed audit year
	Audit

	Cheque book stubs
	Original
	Last completed audit year
	Audit

	Quotations & tenders
	Electronic
	6 years 
	Limitation Act 1980 as amended


	Paid invoices
	Original hard copy or printed copy of invoice received electronically
	6 years (original or printed copy and email with invoice attached) 
	VAT


	VAT records (currently reclaim only)
	Hard copy or electronically
	6 years
	VAT

	Expenses claims (Clerk & Councillors)
	As per “paid invoices” above.
	6 years
	Tax, VAT

	Employee

	Salary & allowance calculations
	Electronically via payroll/tax system (PAYE RTI)
Electronic 
	Death of employee + 2 years, if pension is payable.
If no pension paid, 6 years
	Tax, Pension, NI

	Employee information e.g. performance reviews
	Electronically
	6 years from date of leaving Council’s employment
	Management, Statute of Limitations.

	Insurance & Risk

	Public Liability Insurance policies, certificates  & receipts
	Electronic
	6 years
	Management

	Certificates of Employers Liability
	Electronic record of provider & cover. Certificate not required, but retained at Clerk’s discretion
	Current
	Management of potential claims

	Other insurance e.g. assets, claims history, fidelity, indemnity, personal accident
	Electronic
	3 years after the policy lapses/is cancelled or if continuous, 3 years following annual renewal. Claims history -3 years from next renewal date. 
	Management


	Inspection Logs, professional reports 
	Electronically
	12 years
	Statute of Limitations

	Risk assessments
	Electronically
	12 years 
	Statute of Limitations

	Publications & correspondence

	Council Newsletter 
	Hard copy & electronically. Sent to records department
	Indefinitely
	Management, Archive

	Maps
	Hard copy
	Until superseded
	Management

	Catalogues & Magazines (from 3rd party)
	Hard copy
	until no longer of use or value, review annually – Clerk’s discretion
	Management

	General correspondence (routine)
	Hard copy or electronic
	until no longer of use or value, review min. annually – Clerk’s discretion
	Management 

	General correspondence (historic importance)
	Hard copy or Electronic
	Hard copy may be offered to 1) the County Archivist or 2) Local History Society (subject to DPA) after 1 year  if no longer of use or value
	Archive

	Website information
	Electronic
	 Display statutory documents (minutes, accounts) and the Council’s newsletters for 2 years. All other items whilst current. 
	Transparency, Public Accessibility

	Clerk’s contacts inc. mailing lists
	Electronic & phone
	For private individuals- annual review, see DPA policy
	Management

	                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              Planning
	
	
	

	Planning Register
	Electronically
	6 years
	Management 

	Planning applications
	Hard copy
	At the Clerk’s discretion as available from TDC.
	Management, historical interest

	Planning applications comments
	Electronically
	3 years 
	Management

	Miscellaneous

	No specific guidance
	Hard copy or electronically
	Clerk’s discretion
	Management


Review
This policy will be reviewed for effectiveness and current practice every 4 years following Council elections or following the implementation of significant legislation, and approved by the Council
Page 2

