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INTRODUCTION

Fair Oak & Horton Heath Parish Council accumulates a significant volume of information
and data through its daily operations. This includes both internally generated data and
information received from individuals and external organisations. These records may
exist in either physical or electronic form. For the purposes of this policy, the terms
'‘document' and 'record' refer to both formats.

Records are vital assets that provide authentic and reliable evidence of the Council’s
activities. Proper management of these records ensures accountability, supports
operational efficiency, and protects the legal and reputational interests of the Council.

It is essential to retain documents for appropriate periods. Premature destruction may
expose the Council and its staff to legal risk and hinder operational effectiveness.
Conversely, retaining documents longer than necessary may breach the UK General
Data Protection Regulation (UK GDPR) and the Data Protection Act 2018, and may
result in inefficient use of storage resources.

SCOPE AND OBJECTIVES OF THE POLICY

This policy provides a framework for determining which documents should be retained
and for how long and outlines appropriate methods for disposal. Some records, such as
duplicates or documents of short-term value, do not require retention. Examples include
compliments slips, trade catalogues, non-accepted invitations, trivial emails unrelated to
Council business, outdated distribution lists, and superseded drafts or manuals.

Records that may serve as evidence of decisions or actions must not be destroyed
prematurely. All disposals must be conducted in accordance with the UK GDPR and
documented appropriately.

ROLES AND RESPONSIBILITIES FOR DOCUMENT RETENTION AND DISPOSAL

The Council is responsible for determining the retention and disposal of documents. An
annual review of records should be conducted to ensure that unnecessary documents
are securely disposed of in compliance with the UK GDPR. All staff must be familiar with
and adhere to the retention and disposal schedule.

DOCUMENT RETENTION PROTOCOL

The Council must maintain a comprehensive and accurate record-keeping system that
reflects its legal and regulatory obligations. Records should be complete and accessible
to support audits, protect legal rights, verify consent, and ensure the authenticity of
information.



Key principles include: maintaining records in a structured system for efficient retrieval;
transferring non-current but necessary records to secure storage; and adhering to the
retention schedules informed by best practices from The National Archives, the Society
of Local Council Clerks (SLCC), and relevant legislation.

In the event of potential litigation, relevant records must not be altered or destroyed until
the risk of legal action has passed.

DOCUMENT DISPOSAL PROTOCOL

Records should only be disposed of following a documented review that considers
whether retention is required for legal, operational, evidential, or historical purposes.
Disposal methods must be appropriate to the sensitivity of the records.

Acceptable disposal methods include: placing non-confidential paper in recycling bins;
shredding confidential or personal data; secure deletion of electronic files; and
transferring historically significant records to The National Archives or the County
Records Office.

All personal or confidential records must be securely destroyed at the end of their
retention period to comply with the UK GDPR. Electronic records must be deleted in a
manner consistent with Information Commissioner’s Office (ICO) guidance to ensure
data is irretrievable.

A disposal log must be maintained, recording the document title, date of disposal, and
method used. These logs should be retained for a minimum of three years.

UK GDPR - STORAGE LIMITATION PRINCIPLE

Under the UK GDPR, personal data must not be retained for longer than necessary for
the purposes for which it was collected. The Council must define and document retention
periods for all categories of personal data, ensuring regular review and secure disposal
when data is no longer required.

An exemption exists for personal data retained for archiving in the public interest,
scientific or historical research, or statistical purposes, provided appropriate safeguards
are in place.

SCANNING OF DOCUMENTS

Once a document has been scanned into an electronic document management system,
the original paper copy may be destroyed, unless specific legal requirements dictate
otherwise. HMRC permits the retention of digital copies for tax and VAT purposes,
provided they are accurate, complete, and readable.



As a general rule, original hard copies should be retained for three months after
scanning. For documents required for tax purposes, originals should be retained for six
years unless HMRC has agreed to a shorter period.

SUBJECT ACCESS REQUESTS (SAR) — RETENTION OF SAR-RELATED RECORDS

All information processed as part of a Subject Access Request (SAR) is classified as
highly confidential personal data. SAR-related material must be stored securely and
separately from operational records, with access strictly limited to the Council’s
Information Governance Lead(s) and any authorised officers directly involved in fulfilling
the request.

SAR files must be held in access-restricted locations (secure network folders or locked
physical storage), with audit trails enabled where possible. No SAR-related information
may be shared outside the Council unless legally required or explicitly authorised by the
data subject.

Identity verification documents must be deleted immediately after verification is
complete, unless required for fraud-prevention purposes. Where a SAR becomes part of
a complaint, appeal, insurance claim, or legal proceedings, retention may be extended
until the matter is fully resolved.

Retention Requirements for SAR-Related Records

The Council must retain SAR-related material only for as long as necessary to
demonstrate compliance with UK GDPR Articles 12—15, respond to follow-up queries,
and defend the Council in the event of an ICO complaint or legal challenge. In line with
ICO accountability expectations and local-government best practice, SAR files are
retained for three years after the SAR is closed, unless a longer period is justified by
ongoing legal action. Identity verification documents are an exception and must be
deleted immediately after verification.

REVIEW OF DOCUMENT RETENTION

This policy will be reviewed at least every three years, or more frequently if required, to
ensure compliance with current legislation and best practice. The review will consider
guidance from The National Archives, the Society of Local Council Clerks (SLCC), and
the Code of Practice on the Management of Records issued under Section 46 of the
Freedom of Information Act 2000 by the Secretary of State for Digital, Culture, Media &
Sport.
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INFORMATION AND RETENTION SCHEDULE

Governance & Council Administration

Document Minimum Retention | Reason Disposal
Minutes (signed Indefinite Archive; historical Permanent archive
originals) record
Agendas 5 years Management Shred
Council & committee | 5 years Management Shred
papers
General As long as useful FOIA s46 Code Shred
correspondence
Complaints (not H&S | 3 years after closure | FOIA s46 Code Shred
or legal)
Policies & procedures | Current + 1 previous | Governance Shred
version
Accessibility Current + 1 previous | Public Sector Bodies | Shred
statements Accessibility Regs
Information Rights (ICO Requirements)
Document Minimum Retention | Reason Disposal
Freedom of 3 years FOIA s46 Code Shred
Information requests
Environmental 3 years FOIA s46 Code Shred
Information
Regulations requests
Subject Access 3 years ICO accountability Shred
Requests
Data breach records | 6 years ICO accountability Shred
CCTV & Body-Worn Video (ICO-Approved)
Document Minimum Retention | Reason Disposal
CCTV footage 31 days unless ICO data Secure deletion

required for
investigation

minimisation

Body-Worn Video
footage

31 days unless
required for
investigation

ICO data
minimisation

Secure deletion

CCTV incident logs 6 years Limitation Act Shred
Finance & Accounting

Document Minimum Retention | Reason Disposal

Receipt & payment Indefinite Archive N/A

accounts




e.

f.

g.

years

Receipt books 6 years VAT Shred
Bank statements Last completed audit | Audit Shred
year
Paying-in books Last completed audit | Audit Shred
year
Cheque stubs Last completed audit | Audit Shred
year
Paid invoices 6 years VAT Shred
Paid cheques 6 years Limitation Act Shred
VAT records 6 years (20 years for | VAT Act Shred
VAT on rents)
Quotations & tenders | 6 years Limitation Act Shred
Investments Indefinite Audit N/A
Asset register Indefinite Audit N/A
Employment & HR
Document Minimum Retention | Reason Disposal
Staff correspondence | 3 years after ACAS Confidential waste
departure
Timesheets Last completed audit | Audit Shred
year
Payroll & wages 12 years Superannuation Shred
records
Tax & Nl records 12 years HMRC Shred
Recruitment records | 6 months Equality Act defence | Shred
(applications,
interview notes)
Training records 6 years Limitation Act Shred
Disciplinary records 2 years ACAS Shred
Health & Safety
Document Minimum Retention | Reason Disposal
Accident/incident 20 years Long-tail claims Confidential waste
reports
Risk assessments 3 years H&S Regulations Shred
Fire safety records 6 years Fire Safety Order Shred
Park/playground 21 years Public liability Shred
inspection reports
Insurance
Document Minimum Retention | Reason Disposal
Insurance policies Policy duration + 6 Claims Shred




h.

j-

k.

Employers’ Liability 40 years Statutory Shred
Insurance Certificates requirement
Public Liability 40 years Long-tail claims Shred
insurance certificates
Insurance company Indefinite Reference N/A
details & policy
numbers

Contracts & Legal Documents
Document Minimum Retention | Reason Disposal
Contracts (not under | 6 years Limitation Act Shred
seal)
Contracts (under 12 years Limitation Act Shred
seal)
Leases 12 years after expiry | Limitation Act Shred
Legal papers Indefinite Audit N/A
Negligence claims 6 years Limitation Act Shred
Defamation 1 year Limitation Act Shred
Personal injury 3 years Limitation Act Shred
To recover land 12 years Limitation Act Shred
Trust deeds Indefinite Trust law N/A

Elections
Document Minimum Retention | Reason Disposal
Nomination papers 1 year Electoral Commission | Shred
Marked registers 1 year Electoral Commission | Shred
Ballot papers (parish | 6 months Electoral law Shred
polls)

Planning
Document Minimum Retention | Reason Disposal
Planning applications | Until development Reference Shred
(approved) completed
Planning applications | Until appeal period Reference Shred
(refused) ends

Allotments
Document Minimum Retention | Reason Disposal
Register & plans Indefinite Audit N/A
Legal papers Indefinite Audit N/A




n.

Centres, Halls & Recreation Grounds

Document Minimum Retention | Reason Disposal
Applications to hire 6 years VAT Shred
Invoices 6 years VAT Shred
Ticket records 6 years VAT Shred
Lettings diaries Linked to accounts VAT N/A
Terms & conditions 6 years Management Shred
Event monitoring 6 years Claims Shred
forms

m. Burial Grounds (Statutory — Must Be Permanent)
Document Minimum Retention | Reason Disposal
Register of burials Indefinite Statutory Archive
Register of Indefinite Statutory Archive
purchased graves
Register & plan of Indefinite Statutory Archive
grave spaces
Register of Indefinite Statutory Archive
memorials
Applications for Indefinite Statutory Archive
interments
Applications to erect | Indefinite Statutory Archive
memorials
Disposal certificates Indefinite Statutory Archive
Certificates of Indefinite Statutory Archive
exclusive right of
burial

Photographs & Digital Images

Document Minimum Retention | Reason Disposal

0.

Photographs/digital

prints (non-CCTV)

31 days unless
required

Data protection

Secure deletion

Subject Access Request Documents

SAR Record Type

Minimum Retention

Legal Basis / Reason

Disposal Method

SAR request (original
submission)

3 years after closure

Demonstrate
compliance with UK
GDPR Arts. 12-15;
ICO accountability

Secure deletion /
shred

Identity verification

documents

Delete immediately
after verification

UK GDPR data
minimisation

Secure deletion /
shred




Internal
correspondence
about SAR (emails,
notes, instructions)

3 years after closure

Evidence of
compliance; defend
against complaints

Secure deletion /
shred

Copies of documents
disclosed to the

3 years after closure

Demonstrate what
was disclosed;

Secure deletion /
shred

requester defend decisions

Emails disclosed 3 years after closure | Evidence of Secure deletion /
under SAR compliance shred

Images disclosed 3 years after closure | Evidence of Secure deletion /
under SAR (photos, compliance shred

scanned images)

CCTV footage

3 years after closure

ICO CCTV guidance;

Secure deletion

disclosed under SAR (original CCTV still evidence of

follows 31-day disclosure

retention)
Body-worn video 3 years after closure | Evidence of Secure deletion
disclosed under SAR compliance

Redaction files
(working copies,
redacted versions,
redaction logs)

3 years after closure

Demonstrate lawful
redaction decisions

Secure deletion

SAR decision log

3 years after closure

ICO accountability;

Secure deletion

(what was defend decisions

included/excluded

and why)

SAR refusal notices 3 years after closure | Evidence for ICO Secure deletion
(manifestly challenge

unfounded/excessive)

SAR extension notices
(where 3-month
extension applied)

3 years after closure

Demonstrate lawful
extension

Secure deletion

Complaint
correspondence
relating to SAR

3 years after closure

ICO/tribunal defense

Secure deletion
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