[image: ]
BARLING MAGNA PARISH COUNCIL 
Retention and disposal of documents policy 
Written by: The Clerk 
Date adopted: 
Review date: 












This Policy applies to all records created, received or maintained by Barling magna Parish Council (the Council) in the course of carrying out its functions. Records are defined as those documents which facilitate the business carried out by the Council and which are thereafter retained (for a set period) to provide evidence of its transactions or activities. These records may be created, received or maintained in hard copy or electronically.
A small percentage of the Council’s records will be selected for permanent preservation as part of the Council’s archives and for historical purposes and these will be eld offsite as Essex County Records Office and details of which documents have been forwarded to them are retained on council files for future reference. 
The person with overall responsibility for thus policy is the Clerk of the Council. 
The Clerk must ensure that records for which they are responsible are accurate, maintained and disposed of in accordance with the Council’s record management guidelines (see below) and that they take account of the Council’s Freedom of Information Publication Scheme. 
The Clerk will give guidance for good records management practice and will promote compliance with this policy. 
There are no firm guidelines for the retention of general correspondence in any format. However, a regular review of all documentation should be carried out by the Clerk at least quarterly but can be more often, with ephemeral items marked for destruction and the remainder being considered for archiving as detailed above. This will be carried out at the discretion of the Clerk in accordance with the current Standing orders. 
The following list is based on the minimum guidance issued by the National Association of Local Councils (NALC). 











	Document
	Retention Period
	Action

	Minutes 
	Indefinite
	Retain in office and archive after 2 years 

	Scales of Fees and Charges 
	6 Years 
	Destroy after 6 years 

	Receipts and Payments Books 
	6 Years 
	Destroy after 6 years 

	Receipt books of all kinds 
	6 Years 
	Destroy after 6 years 

	Bank Statements 
	6 Years  
	Destroy after 6 years 

	Bank Paying in books 
	6 Years 
	Destroy after 6 years 

	Cheque book stubs 
	6 Years 
	Destroy after 6 years 

	Quotations and tenders 
	6 Years 
	Destroy after 6 years

	Paid invoices
	6 Years 
	Destroy after 6 years

	Paid cheques 
	6 Years 
	Destroy after 6 years

	VAT records 
	6 Years 
	Destroy after 6 years

	Petty cash, postage and telephone books 
	6 Years 
	Destroy after 6 years

	Electronic financial information 
	Indefinite
	Finance system now used that keeps permanent records. The system is password protected

	Emails 
	6 Years 
	Destroy after 6 years

	Timesheets 
	3 Years 
	Destroy after 3 years

	Pension Information 
	12 Years 
	Destroy after 12 years

	Salary files 
	6 Years 
	Destroy after 6 years

	Employers Liability Insurance Certificate 
	Indefinite 
	Retain in office 

	Insurance Policies 
	While Valid 
	Review after 1 year and destroy 

	Investments 
	Indefinite 
	Retain in long term storage 

	Title deeds, lease agreements, contracts 
	Indefinite 
	Deposit at bank and/or retain in archive 

	Members allowance register 
	6 Years 
	Destroy after 6 years

	Village hall
	
	

	Application to hire 
	6 Years 
	Destroy after 6 years

	Letting Diaries 
	6 Years 
	Destroy after 6 years

	Copies of bills to hirers 
	6 Years 
	Destroy after 6 years

	Record of any tickets issued 
	6 Years 
	Destroy after 6 years

	Electronic applications and invoices 
	Indefinite 
	Retain in office 



Any records not selected for permanent preservation, and which have reached the end of their administrative life must be destroyed in a secure manner. 
This policy is deemed to cover all documents, whether in hard copy (e.g. letters etc), electronic format (e.g. emails etc) or any other recording medium. 
If a record due to destruction is known to be subject of a request for information, destruction should be delayed until disclosure has taken place or, if the Council has decided not to disclose the information, until the complaint and appeal provisions of the Freedom of Information Act have been exhausted. 
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