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1 Introduction

1.1. The guidelines set outin thisdocument supports the Bishop Monkton Parish Council Data
Protection Policy and assists usin compliance with the Freedom of Information Act 2000, the General
DataProtectionRegulation2018 (GDPR)and otherassociated legislation.

1.2. ltisimportant that Bishop Monkton Parish Council has in place arrangements for the retention and
disposalofdocumentsnecessaryfortheadequate managementofservicesinundertakingits
responsibilities. Thispolicy setsoutthe minimumrequirementsforthe retentionof documentsand sets
outtherequirementsforthe disposal of documents. However, itisimportantto notethatthisis alive
documentandwillbeupdated onaregularbasis.

1.3. Bishop MonktonParish Councilwillensurethatinformationis notkeptforlongerthanis
necessaryandwillretainthe minimumamountofinformationthatitrequirestocarryoutits
functionsandthe provision of services, whilstadheringto any legal or statutory requirements.

2. Aims and Objectives

2.1. ltisrecognisedthatuptodate,reliableand accurateinformationisavitalto supportthe work that
theBishop Monkton Parish Councildoesandthe servicesthatwe providetoourresidents. This
document will help us to:

o Ensure the retention and availability of the minimum amount of relevant information thatis
necessaryforthe Counciltooperateandprovide servicestothe public.

o Complywithlegaland regulatory requirements, includingthe Freedom ofInformation Act 2000, the
Environmentallnformation Regulations 2004 and the GDPR.

° Save employees’time and effort when retrieving information by reducing the amount of
informationthatmaybe held unnecessarily.

o Ensure archivalrecordsthat are of historical value are appropriately retained for the benefit of future
generations.

3. Scope

3.1. Forthe purpose ofthis policy, ‘documents’includes electronic, microfilm, microfiche and paper
records.

3.2. Wherestorageisby meansofpaperrecords, originalsratherthan photocopies should be
retained where possible.

4, Standards of good practice

4.1, Bishop Monkton Parish Councilwill make every effort to ensure thatitmeets the following
standards of good practice:

° Adhereto legalrequirements for the retention of information as specified in the Retention

Schedule at Annex A.
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. Personalinformationwillberetainedinlockedfiling cabinetswithinthe Clerks homeand
accesstothese documentswill only be by authorised personnel.

. Disclosureinformationwillberetainedinalocked cabinet.
° Appropriately dispose of information that is no longer required.
o Appropriate measureswillbetakento ensure that confidential and sensitive informationis

securely destroyed.

o Information about unidentifiable individuals is permitted to be held indefinitely for historical,
statisticalorresearch purposes eg. Equalities data.

o Wherever possible onlyone copy of any personalinformationwillbe retained and thatwillbe held
withinthe locked cabinet.

5. Breach of Policy and Standards

5.1. Anyemployee who knowingly orrecklessly contravenes anyinstruction containedin, or following
from, this Policy may, depending onthe circumstances of the case, have disciplinary action, which could
include dismissal, taken against them.

5.2. Wherethereisabreach ofthe policy, the Councilmay needto consider whetherthereisalsoa
breach of the GDPR.

6. Roles and Responsibilities

6.1. TheBishop MonktonParish Council Clerkhasresponsibilityforimplementation ofthe policy
under delegation of the Parish Council.

6.2. TheBishop MonktonParish Council Clerkisresponsible forthe maintenance and operation of this
policy including ad-hoc checks to ensure compliance.

7. Retention

7.1. Timeframesforretention of documents have been setusing legislative requirements, guidance from
the NationalAssociation of Local Councilsandthe Chartered Institute of Personneland Professional
Development (CIPD).

7.2. Throughoutretentionthe conditionsregarding safe storage and controlled accesswillremainin
place.

71.3. Theattached‘Appendix’showsthe minimumrequirementsfortheretention of documentsas
determined bythe Bishop Monkton Parish Councilforthe managementof specificdocumentation
types. Officersholdingdocuments should exercisejudgementastowhetherthey canbedisposed of at
theend ofthose periods detailed inthe attached‘Appendix’

8. Disposal
8.1. Documents/data no longer required by Bishop Monkton Parish Council for administrative

purposesmustbefinelyshredded/disposed ofthrough specialistwasteremovalcontractorsand
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deletedentirelyand securelyfromthe Bishop Monkton Parish Councilcomputersystem.
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APPENDIX A

Document Retention Timescales

Document Retention Period
Finance
Financial Published Final Accounts Indefinitely
Annual Governance and Accountability Return Indefinitely
FinalAccountworking papers 6years
Recordsof allaccountingtransactionsheldinthe Atleast6years
financialmanagement system
CashBooks(recordsof monies paidoutand 12years
received)
Purchase Orders 6years
Cheque Payment Listings (Invoices received) 6years
PaymentVouchers Capitaland Revenue (copy 12years
invoices)
Goodsreceived notes, advice notes anddelivery 6years
notes
Petty cash vouchers and reimbursement claims 6years
Debtorsandrechargeableworksrecords 6years
Expensesandtravel allowance claims 6years
Asset Registerfor statutory accounting purposes 10years
Adopted annual budget 6years
Financial Plan 6years
Budget Estimates—Detailed Working Papersand 3years
summaries
Bank Statements (electronic) and Instructions to 6years
banks
BankStatements (Hardcopy) 6years
Prime evidence thatmoney has been banked 6years
Referto Drawer (RD) cheques 3years
Cancelled Expenditure cheques 3years
BankReconciliation 6years
Cheques presented/drawn on the Council bank 3years
accounts
Grant/FundingApplications C Claims 3years
Precept Forms Indefinitely
Internal Audit Plans/Reports 6years
Feesand Charges Schedules 6years

Loans and Investment Records; temporary loan
receipts

10years(afterredemption of loan)
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Current and expired insurance contracts and
policiesindefinitelylnsurancerecords and claims

10years(oraslongasitis
possibleforaclaimtobemade
underthen)

VAT records, inputand output

10years

Finalaccountsof contracts executed underhand or

12yearsfrom completion of

seal contract
Redundancy records 6yearsfromthe date of
redundancy

Personnel/employment

Unsuccessful application forms

6 monthsto1year

Unsuccessfulreference requests

1year

Successful applicationforms and CVs

Forduration of employment
+6years

References received

Forduration of employment
+6years

Statutory sickrecords, pay, calculations,
certificatesetc.

Forduration of employment
+6years

Annualleaverecords

Forduration of employment
+6years

Unpaid leave/special leave

Forduration of employment

+6years

Annual appraisal/assessment records Currentyear and previous
2years

Time Control Records 2years

Disclosure and Barring checks 6 months

Employee Personnelfiles, trainingrecords,
discipline and grievance records and workingtime
records

6years afteremployment ceases

Disciplinary orgrievance investigations - unproven

Destroy immediately after
investigation orappeal

Statutory Maternity/Paternity records, calculations,
certificates etc

3yearsafterthetaxyearin which
the maternity period

ended
Time sheets and overtime claims 6years
Statutory end of year returns to Inland Revenue Indefinitely

and Pensions records

IncomeTaxand Nationallnsurance Records

Notlessthan 3years afterthe
endofthefinancialyearto which
they relate

Wages/salary records, overtime, bonuses,
expenses etc

6years

Accidentbooks, recordsandreports

3yearsfromdate oflastentry
(Ifachild oryoung adultis
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involved, then until the person

reachesthe age of 21
Redundancy records 6yearsfromthedate of

redundancy
Corporate

All Bishop Monkton Parish Council minutes
including minutes of committees, sub-committee
meetings and any working group minutes

Indefinitelyand archived after
twoyears

Policiesand procedures

Untilupdated orreviewed

Asset managementrecords

Indefinitely

Internal audit records

6years

Internal audit fraud investigation

7yearsfrom date of final
outcome of investigation

Riskregister Indefinitely
Risk assessments (any) 6years
Burialrecords and associated documentation Indefinitely
Driverslogbooks and mileage 6years

Vehicle maintenance and registrationrecords (all
necessarycertificates, MOT certificates, test
recordsandvehicleregistrationdocumentsetc)

2yearsaftervehicle disposed

Allotment application forms

Length of Tenancy + 2 years

Allotment agreements

Length of Tenancy + 6years

Pre-tenderqualificationdocument, summary list of
expression ofinterestreceived, asummary ofany financial
ortechnicalevaluation supplied withthe

expressions of interest Initial application

1year

Successfultender documentation Life of contract

6yearsfrom date of final
payment

Unsuccessful tender documentation

Untilfinalpayment of contract
letismade

Deeds of land and property

Indefinitely

Land and property rental agreements

6 years after expiry of the
agreement

Property evaluation lists

Indefinitely

Lease agreements, variation and valuation queries

12 years after the expiry of the

agreement
Documentation referringto externally funded 6years
projects
Bookingdiaries 3years
PremisesLicenseapplications Indefinitely
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Health s Safety

Healthand Safety Accidentbooksandrecords 6years afterthe date ofthe last
entry (unlessanaccidentinvolving
chemicals or asbestos is
contained withinthen40years). If
the accident concerns a child or
youngadultretainuntilthe person
reaches the age of 21.

Medicalrecordscontaining details of employee 40yearsfromthe date ofthelast
exposed to asbestos or as specified by the entry

Control of Substances Hazardous to Health

Regulations 1999

Medical examination certificates 4yearsfromdate ofissue
Asbestos records for premises/property including 40years

survey and removalrecords

Parksandplayareainspectionreports 6years

Allinspection certificates 6years

Repairsjob sheets 2years

Periodic machineryinspection tests (PAT, 2years

equipment calibration etc)

Documentsrelatingtothe process of collecting, 3years

transporting and disposal of generalwaste

Documentsrelatingtothe process of collecting, 10years
transportingand disposal of hazardouswaste

Plantand equipmenttesting 2years
UnusuallncidentForms 3years
ManualHandling Assessment Forms 3years

Other

Hard copyroutine correspondence Suggested: File management - retain

untilmatter dealt with; maximum period 6
months. Where the Bishop Monkton
Parish Councilbelieves that itis
necessary to keep correspondence for
anincreased length oftime, itwillredact
personaldatafromthe correspondence.

Electronic routine correspondence Suggested: File management - retain
untilmatterdealtwith; maximumperiod 6
months. Where the Bishop Monkton
Parish Councilbelieves that itis

necessaryto keep correspondence for
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anincreased length oftime, itwillredact
personaldatafromthe correspondence.

Requestsunderthe Freedom ofInformation Suggested: File management-retain
Act2000 untilmatterdealtwith plus 6 months.
Where the Bishop Monkton Parish
Councilbelievesthatitisnecessaryto
keep correspondenceforanincreased
lengthoftime, itwillredact personal

datafromthe correspondence.
Planning Applications Suggested: Recommendationsin

connection with relevant planning
applications arerecorded inthe minutes
whichareretainedindefinitely.
Correspondence (both hard copy and
electronic)receivedin connectionwith
planning applicationswillberetainedin
accordance with the routine
documents/correspondence policy
noted above.

Where an application isrefused by the
localplanningauthority,theapplication
will beretained untilthe period within
which an appeal can be made has

expired.

AdoptedbyBishop MonktonParish Councilon August2019
Date of review: 15" May 2025
Reviewdate: May 2026
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