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Crigglestone Parish Council
Document (paper and electronic) Retention and Destruction Disposal Policy
Introduction
Crigglestone Parish Council is aware of the need to retain documentation for audit purposes, staff management, tax liabilities and the eventuality of legal disputes and legal proceedings. Subject to these, or other relevant considerations contained in Appendix A, documents that are no longer used or relevant should be destroyed securely.
Documents may be created, received or maintained in hard copy or electronically.
The Parish Council minutes and other selected documentation will be lodged with the West Yorkshire Archives, Wakefield, for preservation in perpetuity as part of the Council’s archives and for historical interest. 
The Council is responsible for ensuring the retention, storage and destruction of documents in compliance with this policy.
If the personal data is not needed but the subject matter is important, edit the document/email to remove the personal data.
Retention Timescales
Appendix A details the minimum time limits on the retention of council documents required for the purposes of audit and other reasons. Documents outside this schedule are as follows:
Planning documents: All planning applications and relevant decision notices are available from Wakefield District Council Planning Portal and archive service. Parish Council recommendations in connection with these applications are recorded in the Council minutes and are retained indefinitely. Therefore, planning applications in both paper copy and electronically can be disposed of, after the council meeting they have been presented at, with the exception of the following;
Contentious planning application documents: Where permission is granted documents should be retained until the development is complete so that the Council can satisfy itself that development has proceeded according to the terms and conditions of the permission.
Where planning permission is refused the documentation should be retained until the period in which an appeal can be made has expired.
If an appeal is made and dismissed any appeal documentation should be kept for use in evidence against any application on the same site.
Insurance policies: All insurance policies should be kept for as long as it is possible for a claim to be made under them. The Council will keep a permanent record of insurance company names and policy numbers for all insured risks.  Article 4 of the Employers’ Liability (Compulsory Insurance) Regulations 1998 requires local councils, as employers, to retain certificates of insurance against liability for injury or disease to their employees arising out of their employment for a period of 40 days from when the insurance commenced or was renewed.  
Documents relating to staff: Data relating to staff is kept securely and in accordance with the General Data Protection Regulations of 25th May 2018. Ensure former employees information payment of tax, national insurance contributions and pensions, and in respect of any legal claims made against the council is only retained for the legislative maximum amount of time. 
Correspondence: 
1. Relating to audit matters will be kept for the appropriate period (refer to Appendix A).  
2. Planning matters correspondence sent to and from the parish council is retained until the development is complete. 
3. Historical/local interest documents: The Parish Council might acquire records of local interest, gifts or records of general and local interest. These documents will either be retained by the Clerk or deposited with West Yorkshire Archives.
4. General correspondence presented at council meetings – disposed of once the council’s decision is minuted and the content of the correspondence concluded satisfactorily. Any ongoing issues to be kept for reference and any further investigations required by Parish Council or external agencies. Once concluded, to be destroyed.
[bookmark: _Hlk512595663]Arrangements for the deposit, storage and management of documents
In accordance with s.227 of the Local Government Act 1972, Provision of depositories for parish and community documents.E+W
(1)In the case of a parish or community having a separate parish or community council that council or, if they so request, the council of the district in which the parish F1. . . is situated [F2or the council of the principal area in which the community is situated], shall provide proper depositories for all the specified papers belonging to the parish or community for which no provision is otherwise made.
(2)In the case of a parish or community not having a separate parish or community council, the council of the district in which the parish F1. . . is situated [F2or the council of the principal area in which the community is situated] shall provide proper depositories for all the specified papers under the control of the parish meeting or belonging to the community but in England only with the consent of the parish meeting of the parish. 

Currently all electronic documents are kept on the Clerk’s computer, which is the property of the Clerk. Back-ups of documents are made on a daily basis onto a secure cloud system arranged through the Council’s current IT provider.
The computer is password protected. A copy of all computer passwords is lodged in the safe at the Village Institute in a sealed envelope. If required, the envelope will be opened in the presence of 2 Councillors, at which point the passwords will be changed as soon as access to the computer files is gained. 
Arrangements for the disposal of documents (electronic and paper)
Documents are to be disposed of securely and permanently.  The Clerk burns general paper waste documentation at home, all documentation is shredded by a reputable shredding service. 
Retention of documents for legal purposes
Most legal documents are governed by the Limitations Act 1980, which prevents legal claims arising after a certain period. However, limitation periods can be extended so, when making a decision at the end of a storage period the Council will weigh the risk of lengthy storage against the risk of a claim being made. Insurance policy wording will be checked to ensure retention requirements under a policy are complied with. Limitations generally are as follows:
	CATEGORY
	LIMITATION PERIOD

	Negligence
	6 years

	Defamation
	1 year

	Contract
	6 years

	Leases
	12 years

	Sums recoverable by statute
	6 years

	Personal Injury
	3 years

	To Recover Land
	12 years

	Rent
	6 years

	Breach of Trust
	Never to be destroyed


For more detailed information on other limitations please refer to NALC LTN40.
As there is no limitation period in the respect of Trusts Crigglestone Parish Council are advised to never destroy trust deeds and schemes and other similar documentation.
Data Protection and Freedom of Information considerations
Although local councils are not subject to the Public Records Act 1958 (the 1958 Act) they should familiarise themselves with the contents of the code of practice found on the ICO website so they can formalise their own system of records management. 




RETENTION OF DOCUMENTS REQUIRED FOR THE AUDIT OF PARISH COUNCILS
APPENDIX A (Annex to NALC LTN 40)
	
	DOCUMENT
	MINIMUM RETENTION PERIOD
	REASON

	1
	Minute books
	Indefinite
	Archive

	2
	Scales of fees and charges
	6 yrs
	Management

	3
	Receipt and payment accounts
	Indefinite
	Archive

	4
	Receipt books of all kinds
	6 yrs
	VAT

	5
	Bank statements, including deposit/savings accounts
	Last completed audit year
	Audit

	6
	Bank paying-in books
	Last completed audit year
	Audit

	7
	Cheque book stubs
	Last completed audit year
	Audit

	8
	Quotations and tenders
	6yrs
	Limitation Act 1980 (as amended)

	9
	Paid invoices
	6yrs
	VAT

	10
	Paid cheques
	6yrs
	Limitation Act 1980 (as amended)

	11
	VAT records
	6yrs generally but 20 yrs for VAT on rents
	VAT

	12
	Petty cash, postage and telephone books
	6yrs
	Tax, VAT, Limitation Act 1980 (as amended)

	13
	Timesheets
	Last completed audit year 3 yrs
	Audit (requirement)
Personal injury (best practice)

	14
	Wages books
	12 yrs
	Superannuation

	15
	Insurance policies
	While valid
	Superannuation

	16
	Certificates for insurance against liability for employees
	40yrs from date on which insurance commenced or was renewed
	The Employers’ liability (compulsory Insurance) regulations 1989 (Sl. 2753), 
Management

	17
	Investments
	Indefinite
	Audit, Management

	18
	Title Deeds, leases, agreements, contracts
	Indefinite
	Audit, Management

	19
	Members allowances register
	6yrs
	Tax, Limitation Act 1980 (as amended)

	For Halls, Centres, Recreation Grounds

	20
	Application to hire
Lettings diaries
Copies of bills to hires
Record of tickets issued
	6yrs
	VAT

	For Allotments

	21
	Register and Plans
	Indefinite
	Audit, Management

	For Burial Grounds

	
	Register of fees collected
Register of burials
Register of purchased Graves
Register/plan of grave spaces
Register of memorials
Applications for interment
Applications for right to erect memorials
Disposal certificates
Copy certificates of grant of exclusive right of burial

	Indefinite
	Archives, Local authorities Cemeteries Order 1977 (Sl.204)




Signed………………………………………………………
Chairman………………………………………………….
Adopted and Approved at the Meeting of the Parish Council on ……………………..



