DRAFT

MEVAGISSEY PARISH COUNCIL

DOCUMENT RETENTION POLICY

OBJECTIVES
	To meet requirements under the Data (Use and Access) Act (2025), UK GDPR (2021) legislation, Data Protection Act (2018), Freedom of Information Act (2000) and Human Rights Act (1998);
· To adhere to guidance contained within Archives and Cornish Studies Service (ACSS) Town and Parish Council retention schedule 2025, which supersedes the Cornwall Association of Local Councils (CALC) guidance from 2022 (version 5);
· To ensure personal data processed by the council must not be retained for longer than is necessary for its lawful purpose;
	To prevent premature destruction of records that need to be retained for a specified period to satisfy legal, financial and other requirements;
	To provide consistency in the destruction of records.
DESTRUCTION
	Whenever there is a possibility of litigation, a litihation hold, also known as legal hold or preservation order will apply, which is an instruction to preserve relevant documents,  which means the records and information should not be amended or disposed of until the threat of litigation has been removed;
	Paper documents should be treated as confidential waste and shredded (shredding ensures paper documents are destroyed permanently and securely, per Information Commisioner’s Office (ICO) guidance);
· Electronic documents and records must be deleted permentently (CALC have confirmed this is a legal requirement for Parish Councils). Destroying digital documents stored on electronic storage media should adhere to the ‘Practical methods for destroying documents that are no longer needed’ ICO guidance by using Secure deletion software; 
	Records which are duplicated, unimportant or only of a short-term value should be destroyed in the normal course of business.

RETENTION
	Records for permanent retention should be transferred to Kresen Kernow (KK).
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KEY TO  SCHEDULE (Actions)
	P = PRESERVE.   Records should be transferred to Kresen Kernow (KK) for permanent preservation. They will need weeding first to remove duplicate copies or insignificant documents. 
	R = REVIEW.    Records to be passed to the Kresen Kernow (KK) for review, either when the prescribed minimum retention period is over, or when they are no longer required in the Parish for administrative purposes. Records to be reviewed and weeded prior to transfer. 
	D = DESTROY.   Records to be destroyed by the Parish Clerk when the prescribed minimum retention period is over. Where no minimum retention period is given, things may be destroyed when no longer required for administrative purposes. 
To arrange transfers (for Preserve or Review) contact 
kresenkernow@cornwall.gov.uk, tel. 01872 32433


	SCHEDULE

	Type of record
	Keep in parish (years)
	Final decision


	ADMINISTRATION  
	
	

	Agenda and signed minutes of council and committees (paper)
	6
	Preserve

	Electronic copies of agenda and minutes of council and committees
	Indefinitely
	Preserve

	Reports and other documents circulated with agenda
	6
	Destroy

	Councillors’ declarations of office 
	Term of office + 7
	Preserve

	Register of Interests 
	Term of office (most recent version)
	Destroy

	Byelaws and orders 
	While in force
	Preserve

	Policy documents 
	While in force
	Destroy

	Title deeds 
	Until there is no administrative need
	Preserve

	Property registers and terriers including registers of allotments
	Until there is no administrative need
	
Preserve

	Maps, plans and surveys of property owned by the council or meeting 
	Until there is no administrative need
	Preserve

	Correspondence and papers on important local issues or activities 
	Until there is no administrative need
	Seek advice from KK

	Village/parish appraisals, plans and millennium projects 
	Until there is no administrative need
	Seek advice from KK

	Record of planning applications, responses to consultations, planning decisions including appeals
	Indefinitely (electronic record)
	-

	Leases, agreements, contracts and wayleaves 
	Until there is no administrative need
	Preserve

	Quotations and tenders (successful) 
	12
	Destroy

	Quotations and tenders (unsuccessful) 
	2
	Destroy

	Routine 
correspondence and papers 
	6
	Destroy

	Scale of fees and charges 
	While in force
	Destroy

	Insurance policies 




	2 or whilst current
(7 years in respect of employers’
liability)
	Destroy

	Type of record
	Keep in parish (years)
	Final decision


	Staff files 
	2 after cessation of employment
	Destroy

	FINANCE 
 
	
	

	Loan sanctions 
	6 after end of loan
	Destroy

	Receipt and payment books, cash records
	6
	Preserve

	Annual audited accounts and audit reports
	6
	Preserve

	Bank statements, paying-on books, cheque book stubs
	6
	Destroy

	Paid invoices 
	6
	Destroy

	VAT records 
	6
	Destroy

	Records relating to parish halls, centres and recreation grounds, applications to hire, letting diaries, copies of bills to hirers  and records of tickets issued
	6
	Destroy

	Precept books and contribution orders 
	6
	Destroy

	MISCELLANEOUS 
 
	
	

	Reports, guides, handbooks etc, received by  council from other outside bodies 
	Until there is no administrative need
	Destroy


 
 





Electronic, digital, computer and audio-visual records 
Most common digital records are safe to transfer these days, such as Word documents, pdfs and digital images (e.g. jpegs). If you have records in unusual file formats, or that have been created with older hardware or software, please seek advice from the ACSS on which formats are acceptable. All video or sound recordings should be weeded, sampled and digitised before transfer.


 Digital and audio-visual records 
· If any of the material on the schedule is in a digital format (other than Word, Excel, pdf, mp3 or mp4), please speak to the team at Kresen Kernow about their preservation. 
· Any video or sound recordings should be weeded, sampled and digitised before transfer 

Storage and care of records 
· Keep records in a cool, clean and dry environment and out of direct sunlight and non-UV-filtered artificial light as much as possible. 
· Keep records away from outside walls which may be damp, windows and pipes that might leak, and off the floor where flood water might reach them. 
· Keep records away from sources of heat, such as radiators, which will dry them out. Good ventilation is also important. 
· Records held in unsuitable conditions can be quickly and badly damaged by mould and pest infestations that thrive in warm, damp conditions and by accelerated chemical reactions. 

· Check your storage areas regularly to make sure they are well maintained and regularly cleaned. 
· Use acid free wrapping paper and folders, if possible, but not brown paper, newspaper or other poor quality wrappings. Although they are practical in the short term, avoid using plastic wallets for long term storage. 
· Avoid using paper clips, bulldog clips, sticky tape, adhesive labels, 'Blu-Tak' or rubber bands as they will rust or cause staining. Tie bundles and books with unbleached cotton tape instead. 
· Protect photographs with inert polyester sleeves or other archival photograph envelopes or paper. 
· Watch out for silverfish and other paper, parchment and leather-eating insects and beware of rodents. 

Sources of information and schedule guidelines 
Archives and Cornish Studies Service (ACSS) Town and Parish Council retention schedule 2025, which itself includes: 
National Association of Local Councils Policy 
Authorities Cemeteries Order 1977, No. 204, Section 12 
Section 11 of the Local Government Act 1972 
Cornwall Association of Local Councils (CALC) guidance from 2022 (version 5)
ICO.org.uk (https://ico.org.uk/for-organisations/advice-for-small-organisations/information-security/data-storage-advice/practical-methods-for-destroying-documents-that-are-no-longer-needed/ )
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