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Condicote Parish Council
[bookmark: _GoBack] RETENTION OF DOCUMENTS AND DATA PROTECTION POLICY 
Introduction 
 
Condicote Parish Council creates a range of records to fulfil its duties.  Records created and maintained by the Council are an important asset and as such, measures need to be undertaken to safeguard this information.  
Some of these records are of long-term historical interest and should be preserved permanently after their administrative usefulness has been served.  Many, however, should be disposed of after an appropriate time. 
The guidelines included in this policy will help the Parish Council to manage their records.  

There are some records that do not need to be kept at all or that are routinely destroyed in the course of business. This usually applies to information that is duplicated, unimportant or only of a short-term value. Unimportant records of information include: 
• ‘With compliments’ slips. 
• Catalogues and trade journals. 
• Non-acceptance of invitations. 
• Trivial electronic mail messages that are not related to Council business. 
• Requests for information such as maps, plans or advertising material. 
• Out of date distribution lists. 
Duplicated and superseded material such as stationery, manuals, drafts, forms, address books and reference copies of annual reports may be destroyed. Records should not be destroyed if the information can be used as evidence to prove that something has happened. If destroyed, the disposal needs to be disposed of under the General Data Protection Regulations (GDPR).

Documents may be retained in either ‘hard’ paper form or in ‘soft’ electronic forms. For the purpose of this policy, ‘document’ and ‘record’ refers to both hard copy and soft copy (electronic) records. It is imperative that documents are retained for an adequate period of time but not longer than is necessary; timely disposal should be undertaken to ensure compliance with the General Data Protection Regulations, so that personal information is not retained longer than necessary. This will also ensure the most efficient use of limited storage space.

Scanning of Documents 
In general, once a document has been scanned onto a document image system, the original becomes redundant. There is no specific legislation covering the format for which local government records are retained following electronic storage, except for those prescribed by HM Revenue and Customs. As a general rule, hard copies of scanned documents should be retained for three months after scanning. Original documents required for VAT and tax purposes should be retained for six years unless a shorter period has been agreed with HM Revenue and Customs.


Data Protection Act 1998 – Obligation to Dispose of Certain Data 
The Data Protection Act 1998 requires that personal information must not be retained longer than is necessary for the purpose for which it was originally obtained. Section 1 of the Data Protection Act defines personal information as: Data that relates to a living individual who can be identified: a) from the data, or b) from those data and other information which is in the possession of, or is likely to come into the possession of, the data controller. It includes any expression of opinion about the individual and any indication of the intentions of the Parish Council or other person in respect of the individual. 

The Data Protection Act provides an exemption for information about identifiable living individuals that is held for research, statistical or historical purposes to be held indefinitely, provided that the specific requirements are met. 

Condicote Parish Council is responsible for ensuring that it complies with the principles of the General Data Protection Regulations namely: 
• Personal data is processed fairly and lawfully and, in particular, shall not be processed unless specific conditions are met. 
• Personal data shall only be obtained for specific purposes and processed in a compatible manner.
 • Personal data shall be adequate, relevant, but not excessive. 
• Personal data shall be accurate and up to date. 
• Personal data shall not be kept for longer than is necessary. 
• Personal data shall be processed in accordance with the rights of the data subject. 
• Personal data shall be kept secure. External storage providers or archivists that are holding Parish Council documents must also comply with the above principles of the General Data Protection Regulations.

Disposal of Records
When documents are scheduled for disposal, the method of disposal should be appropriate to the nature and sensitivity of the documents concerned. A record of the disposal will be kept to comply with the General Data Protection Regulations. 
Documents can be disposed of by any of the following methods: 
• Non-confidential records: place in waste paper bin for disposal. 
• Confidential records or records giving personal information: shred documents. 
• Deletion of computer records. 
• Transmission of records to an external body such as the District Council Records Office. 

The following principles should be followed when disposing of records: 
• All records containing personal or confidential information should be destroyed at the end of the retention period. 
•  Where computer records are deleted, steps should be taken to ensure that data is ‘virtually impossible to retrieve’ as advised by the Information Commissioner. 
• Where documents are of historical interest it may be appropriate that they are transmitted to the District Council Records office. 
• Back-up copies of documents should also be destroyed (including electronic or photographed documents unless specific provisions exist for their disposal). 

Records should be maintained of appropriate disposals. These records should contain the following information: 
• The name of the document destroyed. 
• The date the document was destroyed. 
• The method of disposal.





Explanation of Actions as they relate to Records created by the Parish Council 
 
Preserve - Records to be preserved permanently 
Records in this category, when no longer regularly consulted in the parish, should be stored safely with a view to depositing in the Cotswolds District Records Office. 
 
Review – Records to be reviewed by the Cotswolds District Records Office for possible permanent preservation 
Records in this category should be passed to the Cotswolds District Records Office for review, either when the prescribed minimum retention period is over, or when they are no longer required in the parish for administrative purposes. 
 
Destroy – Records that may be destroyed by the Council 
Many Parish Council records, mainly financial, may be safely disposed of by the Parish Clerk, usually after the minimum retention period prescribed for audit or other statutory purposes.  Where no minimum period is given records in this category may be destroyed when they are no longer required in the parish council administrative purposes.  These files will be reviewed every five years or when an office holder retires.  All documents will be treated as confidential waste and shredded. 
  	 

 
	Records 
	Action 
	Minimum 
Retention Period 
	Notes 

	Administration
	
	
	

	Minutes of 
Council/meeting 
(signed series) 
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office as soon as there is no longer an administrative requirement. 
	 
5 years 
 
	Parish Council Minutes will also be published on the village website, which will be maintained according to this policy and the website’s management policy.

	Reports and other documents 
circulated with agendas 
	Review 
 
Destroy if copies are included with 
the signed minutes 
 
Store safely with a view to depositing with the Cotswolds District Records Office as soon as there is no longer an administrative requirement. 
 
	 
5 years 
 
	

	Agendas 
	Preserve with copies of the 
minutes 
 
Store safely with a view to depositing with the Cotswolds District Records Office as soon as there is no longer an administrative requirement. 
 
	 
5 years 
 
	Parish Council Agendas will also be published on the village website, which will be maintained according to this policy and the website’s management policy.

	Councillors’ declarations of office 
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office as soon as there is no longer an administrative requirement. 

	 
Term of office + 7 years 
 
	Forward copies to the Monitoring Officer 

	Register of Interests 
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office as soon as there is no longer an administrative requirement. 
 
	 
Until cease to be a 
Councillor 
	Forward copies to the Monitoring Officer. 

	Byelaws and orders 
	Preserve one copy of each 
 
Store safely with a view to depositing with the Cotswolds District Records Office as soon as there is no longer an administrative requirement. 
 
	
	

	Policy documents 
	Review 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement or the policy has been superseded. 
	Policy documents to be updated on regular basis as specified in each document.

	Title deeds 
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	

	Property registers (where any such exist)
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office as soon as there is no longer an administrative requirement. 
 
	 
As soon as there is no longer an administrative requirement. 
	

	Records
	
	
	

	Maps, plans and surveys of property owned by the council or meeting 
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	

	Village/parish appraisals and  plans 
	Review with a view 
to preserving 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	

	Correspondence and papers on important local issues or activities 
	Review 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	Consider the future social historic importance of documents. 

	Planning applications and related paperwork; and also planning 
appeal decisions 
 
	Review with the 
view to Destroying 
 
 
	As soon as there is no longer an administrative requirement. 
 
	All planning applications are held online by Cotswold District Council and will not be retained separately by the Parish Council.

	Leases, agreements, contracts and wayleaves (where they exist in the Parish) 
	Preserve/Review 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	

	Quotations and 
tenders (successful) 
 
	Destroy 
	7 years 
	

	Quotations and tenders (unsuccessful) 
 
	Destroy 
	2 years 
	

	Routine 
correspondence and papers 
	Review with the 
view to Destroy 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
 
	

	Scale of fees and charges 
	Destroy 
	Once replaced by 
new charges 
 
	

	Insurance policies and Risk assessments 
	Destroy 
	7 years after expired – unless asbestos involved then minimum 40 years. 
 
	

	Staff files 
	Destroy 
*unless ill health retirement may be Asbestos related.  Then keep until the person is 100 years of age. 
 
	6 years after left employ unless through ill-health or industrial tribunal case (keep until person is 65). 
	

	Finance 
	
	
	

	Receipt and payment books 
	Preserve or Review 
	6 years for VAT purposes 
	

	Vouchers before 
1950 
 
	Destroy  
	6 years 
	VAT 

	Financial returns to district auditors 
	Destroy, but Preserve if the receipt and payment books have not survived. 
 
Store safely with a view to depositing with the Cotswolds District  
Records Office 
 
	As soon as there is no longer an administrative requirement. 
 
	

	Cash and petty cash books and recent books 
	Destroy, but Preserve if the receipt and payments books have not survived. 
 
	As soon as there is no longer an administrative requirement. 
 
	

	Receipt books of all kinds 
 
	Destroy 
	6 years 
	VAT 

	Postage 
	Destroy 
	6 years 
	Tax, VAT, Statute 
of Limitation 
 

	Bank statements including deposit/saving 
accounts 
 
	Destroy 
	7 years 
	Audit 

	Bank paying-in books 
	Destroy 
	Last completed Audit year. 
 
	Audit 

	Cheque book stubs 
	Destroy 
	Last completed 
Audit year 
 
	Audit 

	Paid invoices 
 
	Destroy 
	6 years 
	VAT 

	Paid cheques 
	Destroy 
	6 years 
	Statute of 
Limitations 
 

	VAT records 
 
	Destroy 
	6 years 
	VAT 

	Members’ 
allowances register 
 
	Destroy 
	6 years 
	Tax, Statute of Limitations 

	Precept books and 
contribution orders 
 
	Destroy 
	6 years 
	VAT 

	Maps created under the provision of the 
Rights of Way Act 
1932 
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	

	Miscellaneous
	
	
	

	Community magazines newsletter 
	Preserve one copy 
of each issue 
 Store safely with a view to depositing with the Cotswolds District Records Office
	 
5 years 
 
	The village Hallmark magazine is stored on the village website and maintained according to the website’s policy.

	Press cuttings  
	Review 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	 
 
5 years 
 
	Web pages are not a permanent record 

	Photographs 
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	

	Any records dating from before 1894 not held by the council (e.g. poor law records, surveyors of highways accounts, 
enclosure awards) 
 
	Preserve 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	

	Any records of the parish council 
dating to before 
1920 
	Review 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
 
	

	Reports, guides, handbooks etc, received by the council from other outside bodies 
	Review/Destroy 
 
Store safely with a view to depositing with the Cotswolds District Records Office 
	As soon as there is no longer an administrative requirement. 
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