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Tockwith with Wilstrop Parish Council
North Yorkshire

www.tockwith.gov.uk

Clerk email: parish.clerk@tockwith.gov.uk

Data Retention &
Records Management

Policy
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1 Introduction

1.1. The guidelines set out in this document supports the Tockwith with Wilstrop Data Protection Policy
and assists us in compliance with the Freedom of Information Act 2000, the General Data Protection
Regulation 2018 (GDPR) and other associated legislation.

1.2. It is important that Tockwith with Wilstrop has in place arrangements for the retention and disposal
of documents necessary for the adequate management of services in undertaking its responsibilities.
This policy sets out the minimum requirements for the retention of documents and sets out the
requirements for the disposal of documents. However, it is important to note that this is a live
document and will be updated on a regular basis. This policies covers both hard copy and digital data.

1.3.Tockwith with Wilstrop will ensure that information is not kept for longer than is necessary and will
retain the minimum amount of information that it requires to carry out its functions and the provision of
services, whilst adhering to any legal or statutory requirements.

2. Aims and Objectives

2.1. It is recognised that up to date, reliable and accurate information is a vital to support the work that
Tockwith with Wilstrop Parish Council does and the services that we provide to our residents. This
document will help us to:

* Ensure the retention and availability of the minimum amount of relevant information that is necessary
for the Council to operate and provide services to the public.

e Comply with legal and regulatory requirements, including the Freedom of Information Act 2000, the
Environmental Information Regulations 2004 and the GDPR.

¢ Save employees’ time and effort when retrieving information by reducing the amount of information
that may be held unnecessarily.

¢ Ensure archival records that are of historical value are appropriately retained for the benefit of future
generations.

3. Scope

3.1. For the purpose of this policy, ‘documents’ includes electronic, microfilm, microfiche and paper
records.

3.2. Where storage is by means of paper records, originals rather than photocopies should be retained
where possible.



4. Standards of good practice

4.1. Tockwith with Wilstrop Parish Council will make every effort to ensure that it meets the following
standards of good practice:

¢ Adhere to legal requirements for the retention of information as specified in the Retention Schedule at
Annex A.

¢ Personal information will be retained in locked filing cabinets within Tockwith Village Hall. Access to
these documents will only be by authorised personnel.

¢ Disclosure information will be retained in a locked cabinet in the same location.
¢ Appropriately dispose of information that is no longer required.

* Appropriate measures will be taken to ensure that confidential and sensitive information is securely
destroyed.

¢ Information about unidentifiable individuals is permitted to be held indefinitely for historical,
statistical or research purposes eg. Equalities data.

* Wherever possible only one copy of any personal information will be retained and that will be held
within the locked filing cabinet.

5. Breach of Policy and Standards

5.1. Any employee who knowingly or recklessly contravenes any instruction contained in, or following
from, this Policy may, depending on the circumstances of the case, have disciplinary action, which could
include dismissal, taken against them.

5.2. Where there is a breach of the policy, the Council may need to consider whether there is also a
breach of the GDPR.

6. Roles and Responsibilities

6.1. The Tockwith with Wilstrop Parish Clerk has responsibility for implementation of the policy under
delegation of Tockwith Parish Council.

6.2. The Tockwith with Wilstrop Parish Clerk is responsible for the maintenance and operation of this
policy including ad-hoc checks to ensure compliance.

7. Retention

7.1. Timeframes for retention of documents have been set using legislative requirements, guidance from
the National Association of Local Councils and the Chartered Institute of Personnel and Professional
Development (CIPD).



7.2. Throughout retention the conditions regarding safe storage and controlled access will remain in
place.

7.3. The attached ‘Appendix’ shows the minimum requirements for the retention of documents as
determined by Tockwith with Wilstrop Parish Council for the management of specific documentation
types. Officers holding documents should exercise judgement as to whether they can be disposed of at
the end of those periods detailed in the attached ‘Appendix’

7.4. All digitally stored data must be backed up in the cloud.
8. Disposal 8.1.

Documents/data no longer required by Tockwith Parish Council for administrative purposes must be
finely shredded/disposed of through specialist waste removal contractors and deleted entirely and
securely from the Tockwith with Wilstrop computer systems.

APPENDIX A

Document Retention Timescales



Dhocumeenl

Hetention Period

Finance

Financlal Pubisned Final Accounis Imdefiniiely
Annual Govemance and Accounianliify Refum Indediniiely
Final Account working pagers £ y2ars

Records of ail aczpunting iransachons hald in the
fnancial management system

A1 236l & yEars

Cash Books {records of monles paid out and 12 years
received)

Furchiase Ordems £ y2ars
Chegue Payment Listings [invpicas racalved) £ years
Payment Vowchers Capial and Revenue |copy 12 years
InvCaE]

Goods recelvad nodes, advice notes and dellvery 3 y2ars
noles

Petty cash vouchens and reimoursement cialms £ y=ars
Diebiors and recharpeabie works records £ y=ars
Expenses and ravel aliowance claims £ Y2ars
Asset Reglster for statubory accounting puposes 10 years
Adopied annual budget £ y2ars
Financlal Fian £ y=ars
Budgsat Eslimates — Detalled Working Papers and 3 y=ars
EUMIMaTies

Bank Statsments {eacTonic) and nstructions to £ y2ars
banks

Bark Statzments (Hardcopy) E y2ars
Erime evidence tat monay has been banksd £ y2ars
Befer to Drawes [AD) chegues 3 y=ars
Cancalled Expenditure cheguss 3 years
Bank Reconcliabion 3 yE2ars
Cheques preseniedidraam on the Council bank 3 y2ars
accolnts

Zrani/Funding Applications & Clalms 3 y2ars
Pracep] Forms Indefiniiely
intarnal Audit Plans'Reports 3 years
Fess and Charges Scheduies £ y2ars

Loans and Invesiment Records; lemporarny loan
rECElpis

10 years (afer redempbon of

loan

Cument ard expired iINsUEARCE cOniracis and
poilcies Ingsfinitely Insurance reconds and claims

10 years (or 3s flong as fils
posslbie for a claim o b=

made undes than)

VAT recorss, Input and output

10 yaars

Final acpunds of contracts execuied under hand
ar 523l

12 years from compiation of

conTacs




Redundancy records

& years som ihe dale of
regundancy

Personnel empioyment

Urisuccessful appdcation foms

& muonths 0o 1 year

Unsuccessfl referanie requesis

1 vear

Swccesshul application fmme and Cvs

For guration of employmant
+ B years

References recefved

Far duration of empioyment
+ f years

Slatutory sick recoids, pay, CaclEatons,
cerificales git.

For duration of empioymens
+ 6 years

Annual leave recons

For durafion of amploymeni
+ € yEars

Unpald leaveispecia leave

For duration of empioyment
+ G years

Annuz appralsal'assessment records

CUTent year and previous
2 years

Time Conirgd Recoris

2 YEdrs

Dlscinsure and Eaming checks

& manths

Empioyes Personnel files, Taining reconds,
discipine and grievance reconds and wosking
£NS reconts

6 y=ars after employment
C23EEE

Hsciplinary or grievance Investigations -
UTNOVEN

Destroy Immediately after
Investigation of appeal

Statutory Maternity/Paternity racords,

3 years after the tax year in

calcuiations, cenificates et which the matemity period
ended

Time shesls and ovenime cialms 5 yaars

Sahnory end of year relumns o iniand Revenue Indefinif=hy

and Penslons records

Income Tax and Matonal Insurance Records

Mot l2es than 3 years afier tha
end af the financial year i
which they relats

Wapes/ salary reconds, overtms, Donusss,
EYpEAses abc

6 years

Accldent books, records and reports

3 years from date of [ast entry
(i a child or young adud Is
Inwodwed, then untll the parsan
reaches the age of 21

Redundancy reconds & years from the date of
regundancy
Corporate

Councliors Regéslers of Interests

When counciior £ no longer 3
pugiic ofice holder

Counciiors Declaraton of Azcepiance of
Qfmce fomms

When councilion s no longes 3
puilic ofice older

Chaimman’s Declaration of Accepiance of
Omce

When the temm of office comes
i an end

All [TownParish Counciieating] minutes
Incluging mirutes of commiitees, sub-
commities meetings and any working group
Minutes

Indefinitaly ang archlved after
bws years




Poilcles and piocedures

Unf wpdated or reviewsd

AB5El manajement racords Ingefnitely

Internal aud frawd mvestigation T yaars fmom date of final
ouicome of Investigation

Risk reqlster Ingefinitey

Flsk FEEESEMENE (any £ yEars

Buxial reszords-and associated documeniation Indstinitehy

Orivers |og backs and mbeage E years

Venicle mainienance and regisiration records
(afl necessary carificates, MOT cerfficaies, s
records and vehlcle reglsiration gocuments elc)

I years afier venlce disposed of

AFatment appication Toms

Length Of Tenancy + 2 years

Alobment agreements

Lengih of Tenancy + & yEars

Pre-tendar qualification document, summany fist
of expression of Interest recelved, a summary of
any financial or technlcal evakiation swpplied
with the sxpressions of intarest inital

apgplication

1 year

Successtul tender deumeniation Life of
COnirad

£ years from oate of final
payment

Unsuccessiul tender docwmentation

Untl finai payment of contract
let iE made

Desds of |and and propsry Ingstinieh

Land and property rantal agreements & years afes explry of the
agresment

Propeny evaluation isis Ingefinitely

Lease agreements, varation and vakation
qUETIEE

12 years afier the exgiry of the
agreemen

Documeniation refering 1o externally fundad & years
DM¥ecis

Eooking dErkes 3 YEAE
Fremisss License appicabions Indsfinitiehy

Health & Sately

Health and Safety Acciden? books and reconds

3 y2ars aner me daie of e |35l
aniry juniess an accident
InVDiVING chemicals oF 3sDestnE
Is contalined within then 440
vears). If the accldent concems a
child of young dult retain untll
the persan reaches the age of 21

Medical records contalning astalls of empioyee
exposed i 3s5Desios or 35 specified oy the
Coatrol of Subsiances Hazardous in Healih
Requiations 1939

40 years from the date af the iast
Eniry

Medical examination ceqificales

4 yaars fiom daie of ssue

Asbeshos reconts for premises/progeny
nciuding survey and remowval records

A0 years

equipment caliiation eic)

Parks and piay area nspeciion repods & years
Al Inspeciion cemficales f Y23rs
REDairs Job shesls 2 y=ars
Pericdic machinery iInspeciion 18515 (PAT. 2 y2ars




Documents relaling 1o the process of coliecing, 3 y2ars
fransporiing and Esposal of general wasts

Documents relating io the process of coflecting, 10 years
fransporiing and disposal of hazardous wasie

Plant and equipmeni tesing 2 ysars
Unusual Incidant Foms 3 years
Manual Handing Assessment Foms 3 years

Oiher

Hard copy routine comespondence

SugQgesled: Fli2 management — ratain
Lt makier dealt with; maximum period
& moaths. ¥Wheme e MownPansh
CounciiMeeting] beleves that 1t s
necessary to kesp comespondencs for
an increasad length of tme, i wil
redact personal data from tha
COTEspondence.

Efecironic rmuing comespondence

ed: Fliz management — retain
umit matier deat with; maximum perod
& months. Where the [TownParsh
Counciiidesting] neleves that It s
NECcesEary o Ke2p COMasponOencs for
an Increasad length of time, 1t wil
redact personal data from tha
CIMTEEpONOENce.

Requests under the Freedom of infmnation
ACt 2000

Suggested: Flie management — ratain
wntll matier deakt with plus & months.
Wnere the [TownParsh
Counciiiesting] belaves that it is
necessary to kesp comaspondence for
an nereased length of e, 1wl
redact personal data from the
COMMESQONOENCE.

Panning Appications

suQgested: Recommendations N
connection with relevant pianning
appiications are recaordad In the
minutes which are retained Infefinfely.
Comespandance (both hard copy and
glechmnic) rscalved In connaciion with
pianning appdcations will be retained In
accondance with the routing
gocumentsicormespondance pokcy
noted abave.

Whnere an appication s refused oy the
local planning authartty, the appilication
wii be re@ned uniE the period within

which an appeal can be mals N3t
ExpHred.




