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[bookmark: records-retention-and-disposal-policy]Records Retention and Disposal Policy

[bookmark: purpose]1. Purpose
The purpose of this Policy is to ensure that Eye Town Council manages its records appropriately, lawfully and consistently.
The Council recognises that effective records management supports:
· transparency and accountability;
· legal and regulatory compliance;
· operational efficiency;
· protection of personal information;
· historical preservation; and
· effective information governance.
The Council will retain records only for as long as necessary and will dispose of records securely when they are no longer required.

[bookmark: scope]2. Scope
This Policy applies to:
· paper records;
· electronic records;
· emails;
· scanned documents;
· photographs and recordings;
· cloud-based records; and
· records held by councillors, employees or contractors on behalf of the Council.

[bookmark: legal-framework]3. Legal Framework
This Policy supports compliance with:
· UK General Data Protection Regulation (UK GDPR);
· Data Protection Act 2018;
· Freedom of Information Act 2000;
· Environmental Information Regulations 2004;
· Limitation Act 1980;
· Local Government legislation; and
· relevant Information Commissioner’s Office guidance.

[bookmark: responsibilities]4. Responsibilities
[bookmark: the-council]The Council
The Council is responsible for approving and reviewing this Policy.
[bookmark: town-clerk]Town Clerk
The Town Clerk is responsible for:
· overseeing records management arrangements;
· ensuring records are retained appropriately;
· coordinating secure disposal arrangements; and
· ensuring records are accessible where required.
[bookmark: councillors-employees-and-others]Councillors, Employees and Others
All persons handling Council records are expected to:
· maintain records appropriately;
· comply with retention requirements;
· avoid unnecessary duplication;
· protect confidential information; and
· dispose of records securely.

[bookmark: retention-principles]5. Retention Principles
The Council will:
· retain records only for as long as operationally or legally necessary;
· securely dispose of records when no longer required;
· preserve records of permanent historical value;
· review records periodically; and
· ensure confidential information is protected appropriately.
Records subject to:
· legal proceedings;
· complaints;
· insurance claims;
· Freedom of Information requests;
· investigations; or
· audits
may be retained longer where appropriate.

[bookmark: secure-disposal]6. Secure Disposal
Records containing confidential or personal information shall be disposed of securely.
Secure disposal methods may include:
· confidential shredding;
· secure recycling;
· deletion of electronic records;
· secure destruction of storage devices; or
· approved disposal contractors.
Electronic records should be deleted securely where appropriate.

[bookmark: archive-arrangements]7. Archive Arrangements
Records identified as having historical or permanent value should be retained appropriately.
Where appropriate, archival records may be transferred to a recognised archive service or retained securely by the Council.

[bookmark: records-retention-schedule]8. Records Retention Schedule
	Record Type
	Minimum Retention Period
	Reason

	MINUTES AND GOVERNANCE
	
	

	Approved Council and Committee Minutes
	Indefinite
	Historical archive

	Draft or rough notes of minutes
	Until minutes approved
	Administrative use

	Agendas and supporting reports
	6 years
	Governance and reference

	Standing Orders and governance policies
	Superseded + 6 years
	Governance record

	FINANCIAL RECORDS
	
	

	Receipt and Payment Accounts
	Indefinite
	Historical archive

	Annual Governance and Accountability Returns (AGAR)
	Indefinite
	Audit and archive

	Paid invoices
	6 years
	VAT and audit

	VAT records
	6 years
	HMRC requirements

	Bank statements
	6 years
	Audit and financial control

	Paying-in records
	6 years
	Audit and financial control

	Payment schedules and electronic banking records
	6 years
	Audit and financial control

	Payroll records
	6 years
	Tax and employment law

	Pension records
	12 years
	Pension obligations

	Members’ allowances register
	6 years
	Tax and statutory requirements

	Scales of fees and charges
	6 years
	Management and audit

	PLANNING
	
	

	Planning consultation responses
	6 years
	Reference and compliance

	Planning appeal records
	Indefinite
	Historical precedent

	Major development records
	Indefinite
	Long-term reference

	Planning refusals
	6 years
	Reference

	INSURANCE
	
	

	Insurance policies
	6 years
	Limitation and claims

	Employers’ Liability Insurance certificates
	40 years
	Statutory requirement

	Insurance claims records
	6 years after closure
	Claims management

	PROPERTY, ASSETS AND CONTRACTS
	
	

	Title deeds, leases and property agreements
	Indefinite
	Legal ownership

	Asset Register
	Permanent review record
	Audit and management

	Contracts and agreements
	Contract term + 6 years
	Legal and audit

	Successful tender records
	Contract term + 6 years
	Procurement and audit

	Unsuccessful tenders and quotations
	2 years
	Procurement review

	CEMETERY AND ALLOTMENTS
	
	

	Burial records
	Indefinite
	Legal and historical record

	Allotment tenancy records
	Tenancy period + 6 years
	Management and legal reference

	STAFFING AND EMPLOYMENT
	
	

	Recruitment records (unsuccessful applicants)
	6 months
	Employment law

	Staff personnel records
	Employment period + 6 years
	Employment law

	Health and safety records
	6 years minimum
	Health and safety compliance

	Accident book records
	3 years minimum
	Health and safety requirements

	GENERAL RECORDS
	
	

	Routine correspondence and emails
	Retain only as long as operationally necessary
	Operational use

	Complaints records
	6 years after closure
	Governance and legal protection

	Data breach records
	6 years
	UK GDPR accountability

	Risk assessments and risk registers
	Current + 6 years
	Governance and compliance

	Website and social media records
	As operationally required
	Governance and transparency



[bookmark: electronic-records]9. Electronic Records
Electronic records should be:
· securely stored;
· appropriately backed up where necessary;
· accessible for operational purposes;
· protected from unauthorised access; and
· securely deleted when no longer required.
The Council recognises that emails and electronic records may constitute official Council records.

[bookmark: review-arrangements]10. Review Arrangements
This Policy shall be reviewed periodically and updated where necessary due to:
· legislative changes;
· operational changes;
· audit recommendations; or
· updated guidance.
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