
Note to Marks Tey Parish Council 

 

SUBJECT – General Data Protection Regulations (“GDPR”) 

 

 

Summary  

 

- GDPR places a much greater emphasis on transparency, openness and the 

documents we need to keep in order to show that we are complying with the new 

legislation.  

- Under GDPR, personal data now includes information relating to a living person, who 

can be identified directly or indirectly by such information (e.g. name, ID number, 

location data, an on line identifier, or one or more factors specific to the physical, 

physiological, genetic, mental, economic or social identity of that person).  

- Under GDPR we are required to inform people how we use their data.  

- Consent must be by way of ‘opt in’ and we must be able to evidence this consent. 

- Privacy Notices  

1) One for residents 

2) Another for staff, councilors and other role holders. 

(these are available on the websites) 

- All councilors, managers and other relevant staff MUST HAVE SUITABLE TRAINING 

and awareness as well as additional sources of guidance and support when required 

- There are significant fines in place, if we do not comply with legislation 

- Consent for one type of data processing does not give councils permission to do 

anything else with the personal data. 

- Whilst GDPR removes the requirement for data controllers to register with the 

ICO, councils will need to pay an annual ‘data protection fee’ for us it is £40. 

- Under GDPR parental consent will be required for the processing of personal 

data for children. In the UK this age limit is 13 

- The new accountability principle means that we must be able to show that we 

are complying with the principles of GDPR. We cannot state that we are 

compliant; we have to prove it and provide evidence to this effect. 

- We need to decide how long to retain information, including register of 

councilors’ interests and councilor contact details, Electoral Role, 

correspondence with residents, information about staff, contractors’ details and 

a range of other personal data which is typically held by councils. 

 

Where are we with GDPR requirements? 

 

- Privacy Notices are published and are on website 

- We have approved a Record Retention Policy. (see actions below) 

- Our previous clerk set up an Action Plan to ensure that we are GDPR complaint (see 

below) 

- Training for staff and Councilors – Steve discussed this with Councilors (and 

Councilors were asked to read GDPR toolkit (comprehensive 68 page document and 

confirm). It could be argued that this note constitutes additional training) 

 



What actions are being taken 

 

- We are slowly working to clear out our old records for destruction. There is a 

significant amount of paper that needs to be destroyed. We will need to instruct an 

approved company to undertake the destruction on our behalf. We did start to shred 

the documents ourselves but this was very time consuming and we were making 

little progress. 

- We have nearly completed this exercise and should be in a position within the next 

couple of months to seek a resolution to destroy papers and seek approval for cost 

of destruction. This will clear a large area and provide space to store other items 

(such as summer fete materials) 

 

What actions need to be taken 

 

- Continue to work through Action Plan (MB to meet with Gemma Humphries) 

- Whilst there is no obligation for us to appoint a Data Protection Officer we should 

consider nominating a member of staff who is able to provide central support and 

guidance with data protection legislation. This should not be the Clerk/RFO. 

- New Councilors and staff should receive training and receive a copy of the relevant 

Privacy Notice 

- Review Record Retention Policy (see below) 

- Complete destruction of Old Records 

- Review Consents 

- Review and consider whether we should retain paper booking forms or should we 

rely upon information held in digital format 

- Hygiene our records which are held in Digital Format. 

- Ensure all policies are up to date (to include GDPR requirements) 

 

Resolutions required (and to be considered) 

 

- Who do we designate as our staff member (or Councilor) as named point of contact 

for GDPR 

- Retention of Old records. – Do we need to update? 

I have researched a couple of other parish council’s websites. Some of these councils 

have not even published Privacy Notices or Retention Polices. So we are in a better 

position than most (but we should rest upon our laurels!) but I feel that the policy 

adopted by Coggeshall (attached) is better than ours (also attached) as it lists what 

should be kept in hard copy form and digital format. Should we adopt a similar 

policy? I would support this. 

- Booking forms. We do keep paper copies but these take up a great deal of space. All 

records (which we have to keep for six years) are retained on computer (which is 

backed up).  I would recommend that we only keep paper copies for one year and 

destroy; retaining electronic copies for 6 years. Does the Council support this 

recommendation? 

 

 

 



 

COGGESHALL PARISH COUNCIL 
 

Record Retention Policy 

 

Z:\Policies & Procedures\02 - Policies\2016 - Record Retention Policy.docx 

Introduction 

Coggeshall Parish Council recognises that its records are an important public asset, 

and a key resource for effective operation and accountability. Like any asset, they 

require careful management and this policy sets out the Council’s responsibilities and 

actions in regard to the management of its records. It provides the framework for 

specific guidance and detailed operating procedures. 

 

Scope 

This policy is to help us manage our records effectively in accordance with professional 

principles and the legislation and guidelines specified in appendix 1. It applies to all the 

records of Coggeshall Parish Council. 

A record is any recorded information on paper, microfilm, electronic, audio-visual and 

record copies of publications, which is created, collected, processed, used, 

stored or disposed of by CPC employees, as well as those acting as its agents in the 

course of a Council activity. It applies to all employees of Coggeshall Parish 

Council. [Not all documentary materials we use are records. For example, library and 

reference material, stocks of publications and documents retained for distribution, extra 

copies made for convenience of reference and personal papers are all not records in 

the terms of this policy.] 

Policy Statement 

The aim of the policy is to define a framework for managing records and ensure that 

the Council: 

 Creates and captures authentic and reliable records to demonstrate evidence, 

accountability and information about its decisions and activities 

 Facilitates auditing and protects our legal and other rights 

 Maintains records securely and preserves access to them 

 Disposes appropriately of records that are no longer required 

 Protects vital records, which it needs in order to function effectively 

 Maintains records to meet the authority’s business needs 

 Addresses the needs of the authority’s stakeholders, including the public, 

employees and the Record Office 

 Conforms to any legal and statutory requirements relating to record-keeping 

 Complies with government directives. 

 

  

Identification of roles and responsibilities 

Coggeshall Parish Council is responsible for approving a framework for managing and 

overseeing its duties in relation to records management as set out in this policy. 

The Clerk will advise on the retention and management of their records, and where 

appropriate will organise custody of those records deemed worthy of permanent 

preservation. 



All Coggeshall Parish Council employees will be responsible for creating and maintaining 

records in relation to their work that are authentic and reliable. Staff with specific 

responsibilities for records management will have these clearly defined in their job 

descriptions. All employees will be responsible for receiving Freedom of Information 

Act requests, and passing them on to the Clerk. All Staff and Members will be responsible 

for receiving Environmental Information Regulations requests and passing them on to the 

Clerk. 

Training and Awareness 

Since all employees are involved in creating, maintaining and using records, it is 

vital that everyone understands their record management responsibilities as set out in 

this policy. Appropriate training will be given to ensure that all staff are aware of their 

obligations around Data Protection, Freedom of Information and Records Management. 

 

Records Creation and Record Keeping 

The Council maintains a record keeping system that documents its activities and 

provides for quick and easy retrieval of information. The system exists for paper and 

electronic records and ensures that the records are arranged and indexed in such a 

way that they can be retrieved quickly and efficiently.  

Record Maintenance 

The record keeping system will be maintained so that the records are properly stored 

and protected, and can easily be located and retrieved.  

Record Retention and Disposal 

 

With increasing public access to the records, it is important that disposal happens as 

part of a managed process and is adequately documented. Therefore, the Council 

will define the arrangements for the appraisal and selection of records for disposal. The 

system will ensure that records subject to a Freedom of Information request are 

not destroyed. 

Access 

Coggeshall Parish Council will ensure that decisions regarding access to the records 

are documented so that they are consistent, and can be explained and referred to. 

 

 

  



Type of record 
Format 

Hard 

Format 

Digital 

Minimum 

retention period 
Reason 

Rec by 

PC Clerk 

Agenda – Council Meetings   2 years   

Agenda – Non Council Meetings   3 years   

Agenda – Non Council Meetings   1 year   

Allotment Agreement   Indefinite   

Allotment – Register of Plans   Indefinite  Audit  

Asset Register   Indefinite   

Attendance Register (members)   4 years   

Bank Statements (inc deposit a/c)   6 years Audit  

Bank Paying in Books   6 years Audit 

Burial administration   Indefinite  

Cheque Book Stubs   6 years Audit 

Cheques paid   6 years Statute 

Customer/Resident Surveys   3 years*   

Customer Resident Surveys   1 year   

Gifts received register   Indefinite    

Grant applications made by CPC   6 years   

Grant applications made to CPC   6 years   

Investments   Indefinite Audit  

Invoices raised   6 years VAT 

Invoices paid   6 years VAT  

Insurance Certificates   40 Years Limitation 

period 



Insurance Policies   6 years Statute   

Insurance Policies (contractors etc)   While valid   

Letters, general correspondence   5 years  

Letters, general correspondence   2 years   

Members’ Allowance Register   6 years Tax, 

Statute 

 

Members’ Declaration of 

Acceptance of Office 

  Indefinite Archive  

Members’ Declarations of Interest 

Register 

  Indefinite   

Minutes & Minutes Books – Council 

Meetings 

  Indefinite (hard 

copies to ECC 

Records office) 

  

Minutes– Non-Council meetings   3 years   

Minutes – Non Council meetings   1 year   

Minutes – Hand written notes by 

members and clerk 

  Until the minutes 

have been 

agreed 

 

Planning Application and 

permissions 

  6 years  

Personnel Records   6 years  

Petty Cash   6 years Tax, VAT 

Quotations & Tenders (successful)   12 

years/indefinite 

Statute  

Quotations & Tenders 

(unsuccessful) 

  1 year after 

completion  

  

Receipt and payment books   Indefinite  Archive   

Receipt books of all kinds   6 years VAT  

Risk Assessments   25 years Public  



Liability 

Scales of Fees and Charges   5 years M’ment  

Standing orders      

Timesheets   2 years Audit  

Title deeds, leases, agreements & 

contracts 

  Indefinite   

VAT records   6 years VAT 

Wages books   12 years   

 

*Do not retain the supporting documentation once the survey results have been 

compiled. 



 

Adopted at Full Council 9 April 2018 minute ref 2018/088 

Confirmed at full Council 8 October 2018 Minute Ref 2018/228 

 
 

 

Marks Tey Parish Council  

 
 

Retention, Storage and Destruction of Documents Policy  

The Parish Council recognises that the efficient management of its records is necessary 

to comply with its legal and regulatory obligations and to contribute to the effective 

overall management of the Parish Council.   

The correct retention and storage of town and parish council documents is important 

as they are the legal and financial records of town and parish councils. Legal actions 

may be bought by and against town and parish councils. Failure to have kept key 

documents may mean the difference between success and failure in any such 

eventualities. It is the responsibility of the council to ensure that a thorough and 

documented storage and retrieval process is in place  

This document provides the policy framework through which this effective 

management can be achieved and audited.  It covers:   

• Scope 

• Responsibilities  

• Retention  

• Schedule  

• Scope of the policy  

• Destruction of documents  

 

This policy applies to all records created, received or maintained by the Parish Council 

in the course of carrying out its functions.  Records are defined as all those documents 

which facilitate the business carried out by the Parish 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 Parish Council’s records will be selected for permanent 

preservation as part of the Council’s archives and for historical research.  

 Responsibilities  

The Parish Council has a corporate responsibility to maintain its records and record 

management systems in accordance with the regulatory environment.  The person with 

overall responsibility for the implementation of this policy is the Clerk to the Parish 

Council, and she is required to manage the Council’s records in such a way as to 

promote compliance with this policy so that information will be retrieved easily, 

appropriately and in a timely manner.  



 

Adopted at Full Council 9 April 2018 minute ref 2018/088 

Confirmed at full Council 8 October 2018 Minute Ref 2018/228 

 
 

  

Retention Schedule  

Under the Freedom of Information Act 2000, the Parish Council is required to maintain a 

retention schedule listing the record series which it creates in the course of its business. 

The retention schedule lays down the length of time which the record needs to be 

retained and the action which should be taken when it is of no further administrative 

use.  

The Clerk is expected to manage the current record keeping systems using the 

retention schedule and to take account of the different retention periods when 

creating new record keeping systems.  This retention schedule refers to record series 

regardless of the media in which they are stored.  

  

Retention of Documents  

Document       Minimum Retention      Reason     

Minute Books      Indefinite        Archive   

Annual Accounts     Indefinite        Archive  

Annual Return    Indefinite     Archive 

Receipt and payments     Indefinite    Archive    

Scale of fees and charges  6 years    Management  

Bank statements      Last completed audit year  Audit 

Cheque book stubs    Last completed audit year  Audit     

Paying in books      Last completed audit year  Audit   

Quotations and Tenders   6 years        Audit 

Paid invoices      6 years        Audit/VAT  

VAT records       current year + 6 years      Audit/VAT 

Salary records       current year + 6 years      Audit  

Tax & NI records     current year + 6 years     Audit 

Insurance policies      While valid    Management  

Cert of Employers Liability   40 years        Audit/legal  

Cert of public liability     40 years        Audit/legal  

Assets register    Indefinite    Audit  

Deeds, leases   Indefinite    Audit /  

Management 

Hall Hire invoices & diaries  6 years    VAT  

Declarations of Acceptance  

of Office     Indefinite        Management  

Members register of interests’  Term of office + 1 year   Management    

Complaints       10 years       Management    

General Information   1 year     Management   

Routine correspondence  

& e-mails      1 year     Management 

 

The Clerk shall retain all original records, in as far as possible electronic format- which 

shall be backed up at least monthly, and paper records, as far as possible in locked 

metal filing cabinets. 



 

Adopted at Full Council 9 April 2018 minute ref 2018/088 

Confirmed at full Council 8 October 2018 Minute Ref 2018/228 

 
 

 

 

If any Councillors hold the original of any documentation the Clerk should be aware 

and hold a copy. 

Planning Applications  

All planning applications and relevant decision notices are available at CBC.  There is 

no requirement to retain duplicates locally.  

All Parish Council recommendations in connection with these applications are 

recorded in the Council minutes and are retained indefinitely.  Correspondence 

received in connection with applications will be retained as stated above for Routine 

Correspondence & Emails.  

 

Disposal procedures 

All documents that are no longer required for administrative reasons should be 

removed and disposed of safely and securely, whether held electronically or via hard 

copies. 

 

 

 


