Ashleworth Parish Council: Data Retention Policy
1. Purpose & Scope
The Council recognizes that the efficient management of its records is necessary to comply with legal and regulatory obligations, particularly the UK GDPR and Data Protection Act 2018.
This policy applies to all records held by the Council, whether digital (emails, cloud storage) or physical (paper files, minutes books). It ensures the Council does not keep personal data for longer than is necessary, while safely preserving historical and legal records.
2. Retention Principles
The Council will manage records against two primary rules:
1. Minimization: Data containing personal information will be securely destroyed once its legal or operational purpose has ended.
2. Archiving: Records of historical value to the community (such as signed Minutes Books) will be preserved permanently.
3. Disposal and Destruction
· Paper Records: Any paper documents containing personal, confidential, or financial data must be shredded or disposed of via a secure confidential waste service. Never dispose of personal data in standard recycling or waste bins.
· Digital Records: Digital files, emails, and backups scheduled for deletion must be permanently deleted from hard drives, cloud storage, and "trash" folders.
4. Retention Schedule
The following schedule dictates the minimum retention periods for specific types of Council records.
	Record Type
	Minimum Retention Period
	Reason / Statutory Authority
	Operational Action

	Signed Minutes Books
	Permanently
	Historical Archive
	Archive securely / Pass to County Archives

	Agendas & Draft Minutes
	Until signed minutes are approved
	Operational
	Destroy/Delete safely

	Annual Accounts & Audits
	Permanently
	Statutory Requirement
	Archive securely

	Financial Ledgers / Invoices
	6 Years + current financial year
	HMRC / Taxes Management Act
	Shred paper / Delete digital files

	Bank Statements & Payroll
	6 Years + current financial year
	HMRC Regulations
	Shred paper / Delete digital files

	Insurance Policies
	Permanently
	Legal Protection
	Archive securely

	Employers Liability Certificates
	40 Years
	Statutory Requirement
	Archive securely

	Planning Applications
	Until development is complete
	Operational (Decisions are held by the Local Planning Authority)
	Destroy unless of local historical importance

	Allotment / Tenancy Agreements
	6 Years after tenancy ends
	Limitation Act 1980 (Breach of contract)
	Shred paper / Delete digital files

	Staff Personnel Files
	6 Years after employment ends
	Limitation Act 1980
	Shred paper / Delete digital files

	Application Forms (Unsuccessful)
	6 Months
	UK GDPR (Defending discrimination claims)
	Shred paper / Delete digital files

	Public Complaints / Correspondence
	2 Years after resolution
	Operational / Management
	Review and delete if no longer required

	General Routine Emails
	1 to 2 Years
	Good Practice / Inbox Management
	Clear down old email folders annually


5. Freedom of Information (FOI) & Legal Holds
If a Freedom of Information request, Environmental Information Regulation (EIR) request, or legal dispute is active, no relevant records may be destroyed, even if they have reached the end of their retention period in the schedule above. Destruction must be paused until the request or legal action is fully resolved.
6. Policy Review
This policy was adopted by Ashleworth Parish Council on July 2026 It will be reviewed annually.

