



STAVERTON PARISH COUNCIL                                                                                  [image: SPC LR 05]
DATA PROTECTION ACT and FREEDOM OF INFORMATION ACT – Reviewed 2026
Retention of PAPER Documents/Records and LOCATION
· Red indicates that there is some type of Personal Information in this file and it may be vulnerable depending on its location and security.
	DOCUMENT
	LOCATION- AT CLERK’S HOME IN LOCKED FILING CABINET
	LOCATION - AT VILLAGE HALL IN LOCKED CABINETS
	WHEN DESTROYED
	Responsibility and Security Risk

	MINUTES:
	
	
	
	Clerk’s Responsibility

	Approved Minutes of Parish Council Meetings, Executive Committee of the Playing Fields, (Sports Ground Cttee and Village Hall Cttee no longer meet)
	Up to 3 years
	Held after 3 years
	Archived
Notes from meeting destroyed when minutes approved
	Information in public domain – low risk – make sure names only used if absolutely necessary

	FINANCE:
	
	
	
	Clerk’s Responsibility

	Receipts and payments full accounts
	Up to 3 years
	After 3 years
	Archived
	

	Paid Invoices 
	Up to 3 years
	After 3 years
	Destroyed after 6 years
	Names & Addresses on invoices – Kept locked at Clerk’s home and in locked cabinets at Village Hall – Low security risk - 

	VAT Records
	Up to 3 years
	After 3 years
	Destroyed after 6 years
	

	Bank Statements
	Last completed audit year
	
	Destroyed after 1 year
	

	Paying in Books
	Last completed audit year
	
	Destroyed after 1 year
	

	Cheque Stubs
	Last completed audit year
	
	Destroyed after 1 year
	

	Scales of Fees and charges
	Up to 5 years
	
	Destroy when updated
	

	Members Allowance Register (Not applicable – no allowance given)
	
	
	
	

	
	
	
	
	

	PLANNING:  New applications are now accessed online
	
	
	
	Clerk’s Responsibility

	Permissions 
	Up to 3 years
	After 3 years
	Destroyed after 6 years
	Names & addresses on applications – Kept Locked at Clerk’s home and in locked cabinets at village hall – low security risk

	Permissions on Appeal
	Up to 3 years
	After 3 years
	Archived
	

	Permissions – commercial or development
	Up to 3 years
	After 3 years
	Archived
	

	Liability Insurance 
	Up to 3 years
	After 3 Years 
	Destroyed after 10 years
	

	Refusals
	Up to 2 years
	
	Destroyed after 2 years
	

	Staverton Parish Council applications for building work/other
	Up to 3 years
	After 3 Years
	Archived
	

	
	
	
	
	

	INSURANCE:
	
	
	
	

	Insurance Policies 
	Up to 2 years
	
	
	No personal details:  Kept 

	Insurance Claims by Parish Council 
	Indefinitely
	
	
	Locked at Clerk’s home

	Certificates of Employers’ Liability Insurance 
	Up to 3 years
	After 3 years
	Destroy after 10 years
	

	
	
	
	
	

	
	
	
	
	

	CONTRACTS:
	
	
	
	

	Wiltshire Council/Hills Waste Disposal for sports ground & dog bins
	Up to 6 years
	
	Destroy after 6 years
	No personal details:  Kept 

	Contracts for grass cutting in Staverton
	Up to 6 years
	
	Destroy after 6 years
	Locked at Clerk’s home

	Contracts for Cleaning village hall
	Up to 6 years
	
	Destroy after 6 years
	Personal Name & Address

	
	
	
	
	But kept at Clerk’s home

	QUOTATIONS & TENDERS:
	
	
	
	

	Building work, grass cutting and other
	Up to 12 years
	
	Destroy after 12 years
	Names & Address of Contractors

	
	
	
	
	Kept at Clerk’s home

	ANNUAL H & S CHECKS:
	
	
	
	

	Annual PAT TESTING of electrical equipment – Village Hall - Contractor
	Up to 3 years
	
	Destroy after 3 years or keep if claim made
	Names and addresses of contractors

	Annual Health and Safety & Fire Report - Village Hall - Contractor
	Up to 3 years
	
	Destroy after 3 years or keep if claim made
	All kept at Clerk’s home

	Annual Boiler service and check – Village Hall - Contractor
	Up to 3 years
	
	Destroy after 3 years or keep if claim made
	

	Annual Health and Safety Report on Play Area Equipment – Contractor
	Up to 3 years
	
	Destroy after 3 years or keep if claim made
	

	LEGAL AGREEMENTS:
	
	
	
	Clerk’s Responsibility

	All Management Agreements to maintain playing field
	Indefinitely
	
	
	Names of signatories who have left the parish council

	S106 Agreements with Persimmon Homes
	Indefinitely
	
	
	

	Permissive Footpath Agreement
	Indefinitely
	
	
	

	Land Ownership Agreements and Leases
	Indefinitely
	
	
	

	Dispute correspondence with Contractor who built the Village Hall using solicitor
	Indefinitely
	
	
	Names & addresses and personal information – Kept at Clerk’s home in locked cabinet – low security risk.

	Dispute correspondence with future contractors using solicitor 
	Indefinitely
	
	
	As above

	
	
	
	
	

	OTHER:
	
	
	
	Clerk’s Responsibility

	Routine correspondence, paperwork and emails
	Retail as long as useful
	
	Destroy if held electronically
	Names & addresses and personal information – Kept Locked at Clerk’s home and in locked cabinets at village hall – low security risk

	Large reference documents
	Keep until out of date
	
	Destroy if held electronically
	

	Accident Book
	Indefinitely
	
	
	Names & addresses and personal information – Kept at Clerk’s home in locked cabinet – low security risk.

	STAFF EMPLOYMENT:
	
	
	
	Clerk’s responsibility

	EMPLOYMENT CONTRACT and CHANGES
	Keep until employee resigns
	
	
	Names & addresses and personal information –all  kept at Clerk’s home in locked cabinet – low risk

	Testimonials
	Keep until employee resigns
	
	
	

	Time Sheets
	Keep for audit
	
	Destroy 1 year after audit
	

	Month end pay summaries for Employer 
	Keep for audit
	
	Destroy 1 year after audit
	

	P60
	Keep indefinitely
	
	
	

	Data Protection Consent to use information
	Keep until employee resigns
	
	
	

	
	
	
	
	

	DATA PROTECTION:
	
	
	
	Clerk’s responsibility

	All risk assessments/guidelines and privacy statements - Signed
	Keep for compliance
	
	Destroy if updated
	No personal details

	All Consent forms  - signed
	Keep for compliance
	
	Destroy when no longer required or resigned
	Names and addresses – kept at Clerk’s home – low risk

	Breach – Complaints Procedure 
	Keep for compliance
	
	Destroy if updated
	Names & addresses and possibly personal information – Kept at Clerk’s home in locked cabinet – low risk

	Records of Breaches and correspondence
	Indefinitely
	
	
	As above

	Data Protection - Contract with ICPAC
	Indefinitely
	
	
	Kept at Clerk’s home

	Data Protection – ICO Registration Certificate
	Indefinitely
	
	Must be updated annually.
	As above

	Controllers Guidelines – signed by Councillors individually
	Keep for compliance
	
	Destroy when updated or when the Councillor resigns
	All Councillors given a folder with guidelines, privacy statement and consent forms – Everyone must sign – Low risk

	Processors Guidelines – signed by Parish Clerk/Bookings Clerk/Volunteer administrators and Editor of newsletter 
	Keep for compliance
	
	Destroy when updated or when the Processor resigns.
	All administrators given a folder with guidelines, privacy statement and consent forms – everyone must sign – Volunteers, low/medium risk, Clerk low risk

	Parish Council Privacy Statement
	Posted on Website and circulated to hirers and where necessary
	
	Paper copies handed out when required.  Destroy if updated
	No personal details

	
	
	
	
	

	AUDIT DOCUMENTS:  Signed copies
	
	
	
	Clerk’s responsibility

	Assets Register
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	None of these contain personal details

	Julian Hodge Bank Investments
	Indefinitely

	
	Destroy 6 years after end of investment
	Financial Security Risk – not personal – Keep at Clerk’s home – low risk

	Precept/Budget Correspondence and meeting notes
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	All these documents are kept at Clerk’s home until destroyed – low risk

	Code of Conduct
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Complaints Procedure
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Council Equity Policy
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Corporate governance questionnaire
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Council Training Plan
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Internal Audit Review
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Internal Audit Programme
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Internal Audit Report – Auditing Solutions Ltd
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Finance Regulations
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Model Standing Orders
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Risk Assessment – Village and sports ground
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Risk Assessment – Play Area
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Risk Assessment – Fire Health and Safety
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	Risk Assessment - Financial
	Keep for audit
	
	Destroy 1 year after audit/keep copies online
	

	PARISH COUNCILLORS:
	
	
	
	Clerk’s Responsibility

	Application forms for new Parish Councillor appointments
	Keep until scanned 
	
	Destroy after scanned for electronic records.  Destroy all records after Councillor resigns
	Names & addresses and possibly personal information – Kept at Clerk’s home in locked cabinet – low risk

	Register of Interests – signed copies
	Keep until scanned
	
	Electronic copies downloaded onto Website – remove if updated or Councillor resigns
	Information is made public so low risk.  Remove immediately from public view when resigns

	Declaration of Acceptance of Office Forms
	Keep indefinitely
	
	
	Kept at Clerk’s home – Old book kept in locked cabinet at Village Hall

	Lists of Councillors, Wiltshire Councillor, Local Vicar and other contacts
	Post copies on noticeboards, website and in newsletter
	
	Destroy copies after updated 
	

	
	
	
	
	

	VILLAGE HALL AND FIELD HIRES:
	
	
	
	Clerk & Bookings Clerk’s Responsibility

	Terms and Conditions
	Emailed to hirer – Destroyed when updated
	
	Returned paper copies attached to invoice and filed.  Keep indefinitely
	Names & Address kept at Clerk’s Home and on email – Make sure that Bookings

	Booking form
	Emailed to hirer – Destroyed when updated
	
	Returned paper copies attached to invoice and filed.  Keep indefinitely
	Clerk has signed guidelines and has been asked to keep information secure and not

	Consent form
	Emailed to hirer – Destroyed when updated
	
	Returned paper copies attached to invoice and filed.  Keep indefinitely
	disclose this information to anyone outside of the parish council

	Parish Council Privacy Statement
	Emailed to hirer 
	
	Kept electronically and updated
	No personal details on this

	Invoices
	
	
	
	Names and addresses kept at Clerk’s home and on email.

	NEWSLETTER:
	
	
	
	Clerk & Editor’s  Responsibility

	Magazines
	Keep for 3 years for spares
	
	Destroy but have electronic copies
	

	Consent Forms – signed by contributors of articles
	Keep for compliance
	
	Destroy if no longer required
	Kept by Editor – Destroy if no longer required – Low risk – Check kept securely and compliant 

	
	
	
	
	

	WEBSITE:
	
	
	
	Clerk, Chair of Parish Council & Booking Clerk’s  Responsibility

	Agendas and Minutes

Assets Register

Policies

Bookings Diary (Booking Clerk Responsible)
	Keep on site for 2 years

Update Annually

Update when reviewed

Update regularly 
	
	
	





Make sure that Clerk does not identify hirers




RISK ASSESSMENT CARRIED OUT BY:				June Jones, Parish Clerk

DATED:       10 JULY 2018
1


5  Assertion 10 – Data Protection – Retention of Docs & Records – reviewed 2026

image1.jpeg
COUN(

WILTSHIRE




