CUERDEN Parish Council 							Ref GDPR 05
Document Retention and Disposal Policy table. 
1. Introduction
The council must retain Council records securely to meet statutory requirements, conduct annual audits, support Freedom of Information requests, and ensure data compliance. This policy applies to both physical and digital documents.
2. Retention Schedule
The legal retention period for key documents varies by type and statutory requirement.
	Document Type
	Minimum Retention Period
	Statutory Reason

	COUNCIL BUSINESS
	
	

	Minutes/Minute Books
	Indefinite
	Archival / Historical record

	Draft Minutes
	Destroy once minutes confirmed
	Management

	Agendas, documents circulated with Agendas
	End of administrative use
	If minutes do not survive, preserve.

	Councillors declarations of acceptance of office
	2 years from end of term of office
	If minutes do not survive, preserve.

	Register of Electors
	One year or on receipt of a new one
	Management

	FINANCE
	
	

	Annual Accounts 
	Indefinite 
	Archival/Historical

	Annual Returns/AGAR
	Indefinite
	Archive

	Bank Statements / Cheque Stubs
	6 years from end of financial year to which they relate
	Audit requirement

	Paid Invoices, receipts, VAT records
	6 years as above
	VAT / Tax Act

	Donations for charitable projects
	6 years as above
	Audit requirement

	LAND AND PROPERTY
	
	

	Asset Register
	Indefinite
	Archive

	Insurance Policies
	Claim period (plus permanent record of insurers)
	Legal proceedings

	Tenders and quotations
	6 years after the term of the contract has expired
	Limitation act 1980

	PERSONNEL
	
	

	Employee Insurance (Employers' Liability) when applicable
	40 years
	Employment Law 1998

	Personnel Files
	6 years post-employment
	Tax, Superannuation, Limitation Act

	Wages records
	6 years from the end of the tax year they relate to. 
	Tax, National Minimum wage Act 1998

	Accident records
	3 years from the date of the incident or until 21 if involving a child
	The Social Security Regs 1979/RIDDOR 2013

	MISCELLANEOUS
	
	

	General correspondence/emails
	As long as useful/until end of administrative use
	Management

	Planning Applications
	Six months unless of local significance
	Originals held by LPA’s therefore no need to retain copies

	Press cuttings/photographs
	Indefinite
	Archive and date (does not imply the parish has a duty to compile these)



3. Data Protection (UK GDPR)
Under the Data Protection Act 2018, personal information should not be retained longer than necessary.
· Consent Forms: Retain only for as long as the consent is active or being relied upon.
· Councillor Declarations of Interest: Kept throughout the individual's term of office.
· Subject Access Requests (SARs): 2 years after closure of the request (to allow for any complaints/appeals).
· 
4. Secure Disposal
Documents reaching the end of their retention period must be securely and permanently destroyed to prevent data breaches.
· Paper records should be shredded before disposing of. 
· Electronic files (emails, spreadsheets, and databases) must be permanently deleted from all council storage systems, backups, and cloud drives.
· 
5. Archiving and Public Access
Some documents of historical significance (e.g., historical minutes, maps, or village appraisals) should not be destroyed. The Clerk will coordinate with the relevant county Record Office for the permanent deposit of these documents.
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