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DYMCHURCH PARISH COUNCIL 

Document Retention Policy and Schedule 

Based on the National Association of Local Councils Legal Topic Note 40 (August 2022) 

 

Adopted: [Date] Review Date: [Date] 

Responsible 
Officer: 

Clerk to the Council Version: 1.0 

 

1.  Introduction 

Dymchurch Parish Council (the Council) is committed to managing its documents and records in an 
open, accountable, and efficient manner. This policy sets out the principles and procedures for the 
retention, storage, and disposal of all documents and records held by the Council, whether in paper 
or electronic form. 

The policy is based on the guidance issued by the National Association of Local Councils (NALC) in 
Legal Topic Note 40 (LTN 40), last updated August 2022, and has regard to the practice adopted by 
parish and town councils across England. It reflects the Council's obligations under the Local 
Government Act 1972, the Limitation Act 1980, the Freedom of Information Act 2000, and the UK 
General Data Protection Regulation (UK GDPR) as retained in domestic law. 

The policy applies to all Councillors, the Clerk, and any other person acting on behalf of the Council. 

2.  Purpose 

The purpose of this policy is to: 

• ensure that documents are retained for as long as they are legally required or operationally 
necessary; 

• ensure that documents are stored securely and are accessible when required; 

• ensure that documents are disposed of appropriately and securely once the minimum retention 
period has been met; 

• support the Council in meeting its legal obligations regarding audit, tax, employment law, data 
protection, and freedom of information; 

• protect the Council in any legal proceedings by ensuring that relevant records are retained for 
the appropriate limitation period; 

• preserve documents of local or historical importance for the benefit of the community. 

3.  Scope 

This policy applies to all documents and records held by the Council in any format, including: 

• paper documents — minutes, correspondence, invoices, contracts, and other physical records; 

• electronic documents — emails, word-processed files, spreadsheets, and scanned documents; 

• electronic or digital records held on council computers, shared drives, or cloud-based systems. 

The same retention periods apply regardless of whether a document is held in paper or electronic 
form. Electronically signed documents are treated in the same way as their paper equivalents 
provided any specific requirements (such as witnesses to a deed) have been met. 
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4.  Legal Framework 

The principal legislation and guidance governing this policy includes: 

• Local Government Act 1972, section 227 — provides for the deposit of parish council 
documents with the relevant principal authority when requested; 

• Local Government (Records) Act 1962 — allows parish councils to acquire and hold records of 
local interest; 

• Limitation Act 1980 (as amended) — sets out the limitation periods within which legal claims 
may be brought and thereby determines minimum document retention periods for legal 
purposes; 

• Freedom of Information Act 2000 and the Section 46 Code of Practice — although local 
councils are not subject to the Public Records Act 1958, NALC advises that councils should 
have regard to this Code when formulating their records management systems; 

• UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018 — 
requires that personal data is not retained for longer than is necessary for the purpose for 
which it was collected; 

• Legal Deposit Libraries Act 2003 and Legal Deposit Libraries (Non-Print Works) Regulations 
2013 — requires that publications produced by the Council are deposited with the British 
Library; 

• NALC Legal Topic Note 40 (August 2022) — Local Council Documents and Records, which 
provides the specific retention schedule adopted in this policy. 

For legal proceedings, the key limitation periods under the Limitation Act 1980 are: 

Category of Claim Limitation Period 

Negligence (and other torts, except personal injury) 6 years 

Personal injury 3 years 

Defamation 1 year 

Contract 6 years 

Leases 12 years 

Sums recoverable by statute 6 years 

To recover land 12 years 

Rent 6 years 

Breach of trust No limitation period 

 

Where the limitation period for a legal claim is longer than the minimum retention period specified 
elsewhere in this policy, the document must be kept for the longer period. 

5.  Responsibilities 

The Clerk to the Council is responsible for: 

• implementing and maintaining this policy in day-to-day practice; 

• maintaining a document register recording the receipt, retention, and disposal of documents; 

• ensuring documents are stored securely and that access is properly controlled; 

• bringing this policy and any amendments to the attention of the Council; 

• carrying out an annual review of the document register and the effectiveness of this policy, 
reporting to the Council; 
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• ensuring that disposal of documents is carried out appropriately and, where personal data is 
involved, securely. 

The Council is responsible for: 

• adopting and reviewing this policy at appropriate intervals (at least every two years, or sooner if 
legislation or guidance changes); 

• ensuring adequate resources are made available for the secure storage of documents; 

• approving the transfer of documents of local or historical significance to the local archive 
service. 

6.  Storage and Security 

All documents and records must be stored securely and protected against loss, damage, or 
unauthorised access. The Council will take appropriate steps to ensure: 

• paper documents are stored in a safe, dry environment with access restricted to authorised 
persons; 

• electronic documents are stored on secure systems with appropriate backup and password 
protection; 

• personal data is processed and stored in accordance with the Council's Data Protection Policy 
and UK GDPR; 

• electronic records are maintained in a format that remains accessible for the duration of the 
retention period — the Council should take account of software changes and ensure that 
electronic records do not become unreadable over time. 

Documents of local or historical importance that are no longer needed for administrative purposes 
should be offered to the Kent History and Library Centre (the county record office for Kent) before 
any other disposal. The county archivist will advise on which records should be permanently 
preserved. 

7.  Disposal of Documents 

Once the minimum retention period has been met and there is no ongoing administrative, legal, or 
operational reason to retain a document, it should be disposed of appropriately. The following 
methods of disposal apply: 

• Paper documents — shredding or confidential waste disposal for documents containing 
personal data; recycling for non-sensitive documents; 

• Electronic documents — secure deletion from computer systems and any backup media; 

• Permanent retention or transfer — documents identified for permanent retention should be 
deposited with the local archive service (Kent History and Library Centre) once no longer 
needed locally, except where they must remain with the Council. 

A record of disposal, including the date, method, and brief description of the documents disposed 
of, must be recorded in the document register by the Clerk. 

8.  Insurance Policies 

All insurance policies must be kept for as long as it is possible for a claim to be made under them, 
regardless of how long ago the policy expired. The Council must maintain a permanent record of all 
insurance company names and policy numbers for all insured risks. The certificate of employers' 
liability insurance must be either displayed prominently throughout the period of cover or made 
available electronically to all employees in accordance with the Employers' Liability (Compulsory 
Insurance) Regulations 1998. 

9.  Planning Documents 
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Where planning permission is granted, the planning application, plans, and decision letter must 
normally be retained until the development has been completed. Where permission is granted on 
appeal, a copy of the appeal decision should also be retained. Copies of local plans and similar 
documents should be retained for as long as they are in force. Correspondence relating to planning 
matters should be retained for the same period as the related planning papers. Councils are 
encouraged to use electronic copies of planning documents accessible via the Planning Portal or 
the local planning authority's website. 

10.  Data Protection and Freedom of Information 

Personal data held by the Council must not be retained for longer than is necessary for the purpose 
for which it was collected, as required by UK GDPR. When disposing of documents containing 
personal data, the Council must ensure that the data is destroyed securely. The Council's Data 
Protection Policy (NALC LTN 38) and Freedom of Information Policy (NALC LTN 37) should be read 
alongside this policy. 

The Council's publications (such as newsletters and council magazines) are subject to the Legal 
Deposit Libraries Act 2003. The Clerk should ensure that copies of publications are deposited with 
the British Library as required. 

11.  Review 

This policy will be reviewed annually by the Clerk and reported to the Full Council. A formal review 
by the Council will take place at least every two years, or sooner following any significant change in 
legislation or NALC guidance. The date of adoption and the date of the next review are recorded in 
the document control table on the cover page of this document. 

 

ANNEX A — Document Retention Schedule 

Based on NALC Legal Topic Note 40 (August 2022) 

 

Action Key 

RETAIN Records for permanent retention. Deposit with the Kent History and Library Centre 
once no longer needed locally. 

TRANSFER Transfer to the local archive service after the minimum retention period or once 
inactive. 

DESTROY Destroy securely once the minimum retention period has elapsed and there is no 
ongoing need. 

 

Document / Record 
Minimum 
Retention Period 

Reason / Authority Action 

Financial Records 

Minute books Indefinite Archive RETAIN 

Receipt and payment account(s) Indefinite Archive RETAIN 

Receipt books (all kinds) 6 years VAT DESTROY 

Bank statements (current, deposit 
and savings accounts) 

Until last completed 
audit year 

Audit DESTROY 
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Document / Record 
Minimum 
Retention Period 

Reason / Authority Action 

Bank paying-in books 
Until last completed 
audit year 

Audit DESTROY 

Cheque book stubs 
Until last completed 
audit year 

Audit DESTROY 

Paid invoices 6 years VAT DESTROY 

Paid cheques 6 years Limitation Act 1980 DESTROY 

Quotations and tenders 6 years Limitation Act 1980 DESTROY 

VAT records (general) 6 years VAT legislation DESTROY 

VAT records (relating to rents) 20 years VAT legislation DESTROY 

Petty cash, postage and telephone 
books 

6 years 
Tax, VAT and 
Limitation Act 1980 

DESTROY 

Scales of fees and charges 6 years Management DESTROY 

Members allowances register 6 years 
Tax and Limitation 
Act 1980 

DESTROY 

Investments Indefinite 
Audit and 
management 

RETAIN 

Governance and Administration 

Minutes of council and committee 
meetings 

Indefinite Archive RETAIN 

Agendas 

Until next audit — 
retain indefinitely if 
minutes not 
complete 

Management RETAIN 

Standing orders and financial 
regulations 

Indefinite (while in 
force and until 
superseded) 

Management RETAIN 

Correspondence — audit matters 
As specified for 
relevant financial 
record 

Audit 
DESTROY / 
RETAIN 

Correspondence — planning 
matters 

Duration of relevant 
planning paper — 
see below 

Management DESTROY 

Correspondence — other (not staff-
related) 

No fixed period — 
retain while 
relevant 

Management 

DESTROY 
when no 
longer 
relevant 

Circulars and guidance from NALC, 
KALC and principal authorities 

Retain while useful 
and relevant 

Management 

DESTROY 
when no 
longer 
relevant 

Council publications and 
newsletters 

Indefinite (one copy 
for archive) 

Archive / Legal 
Deposit Libraries Act 
2003 

RETAIN one 
copy 
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Document / Record 
Minimum 
Retention Period 

Reason / Authority Action 

Journals and magazines published 
by others 

While useful and 
relevant 

Management 

DESTROY 
when no 
longer 
relevant 

Legal, Land, and Assets 

Title deeds, leases, agreements 
and contracts 

Indefinite 
Audit and 
management 

RETAIN 

Insurance policies 
As long as a claim 
may be made 
under the policy 

Management and 
legal proceedings 

RETAIN 

Certificates of insurance 
(employers' liability) 

Indefinite (potential 
future claims) 

Employers' Liability 
(Compulsory 
Insurance) Regs 
1998 

RETAIN 

Trust deeds and schemes 
Indefinite (no 
limitation period for 
breach of trust) 

Limitation Act 1980 
— no limitation 
period for trusts 

RETAIN 

Staff and Employment 

Timesheets 

Last completed 
audit year 
(minimum); 3 years 
(best practice for 
personal injury 
claims) 

Audit and personal 
injury limitation 

DESTROY 
after 3 years 

Wages / salary books 12 years 
Superannuation / 
pension obligations 

DESTROY 

Job applicant records 
(unsuccessful candidates) 

6 months — 1 year 
(best practice) 

Employment tribunal 
limitation period; UK 
GDPR 

DESTROY 

Staff personal files (current 
employees) 

Duration of 
employment plus 6 
years 

Limitation Act 1980 / 
UK GDPR 

DESTROY 
after period 

Disciplinary and grievance records 
6 years after 
resolution 

Limitation Act 1980 DESTROY 

Training records 
Duration of 
employment plus 6 
years 

Management and 
potential claims 

DESTROY 
after period 

Payroll records (PAYE / NI) 
3 years after end of 
tax year to which 
they relate 

HMRC requirement DESTROY 

Planning Papers 

Planning application, plans and 
decision letter (permission granted) 

Until development 
completed 

Management — 
NALC LTN 60 

DESTROY 

Appeal decision (permission 
granted on appeal) 

Indefinite if sets a 
precedent; 
otherwise until 

Management 
RETAIN / 
DESTROY 
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Document / Record 
Minimum 
Retention Period 

Reason / Authority Action 

development 
completed 

Papers where planning permission 
refused 

Until appeal period 
expired; if appealed 
and dismissed, until 
no further use 

Management DESTROY 

Local plans and similar documents While in force Management 
DESTROY 
when 
superseded 

Halls, Recreation Grounds and Letting 

Applications to hire 6 years VAT DESTROY 

Lettings diaries 6 years VAT DESTROY 

Copies of bills to hirers 6 years VAT DESTROY 

Records of tickets issued 6 years VAT DESTROY 

Allotments 

Register and plans of allotments Indefinite 
Audit and 
management 

RETAIN 

Allotment tenancy agreements 
Indefinite (while in 
force) then 12 
years 

Limitation Act 1980 
— leases 

RETAIN / 
TRANSFER 

Burial Grounds and Cemeteries 

Register of fees collected Indefinite 

Local Authorities 
Cemeteries Order 
1977 (SI 204); 
Archive 

RETAIN 

Register of burials Indefinite 
Local Authorities 
Cemeteries Order 
1977; Archive 

RETAIN 

Register of purchased graves Indefinite 
Local Authorities 
Cemeteries Order 
1977; Archive 

RETAIN 

Register / plan of grave spaces Indefinite 
Local Authorities 
Cemeteries Order 
1977; Archive 

RETAIN 

Register of memorials Indefinite 
Local Authorities 
Cemeteries Order 
1977; Archive 

RETAIN 

Applications for interment Indefinite 
Local Authorities 
Cemeteries Order 
1977; Archive 

RETAIN 

Applications for right to erect 
memorials 

Indefinite 
Local Authorities 
Cemeteries Order 
1977; Archive 

RETAIN 
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Document / Record 
Minimum 
Retention Period 

Reason / Authority Action 

Disposal certificates Indefinite 
Local Authorities 
Cemeteries Order 
1977; Archive 

RETAIN 

Copy certificates of grant of 
exclusive right of burial 

Indefinite 
Local Authorities 
Cemeteries Order 
1977; Archive 

RETAIN 

Data Protection and Freedom of Information 

Subject access requests and 
responses 

3 years 
UK GDPR / Data 
Protection Act 2018 

DESTROY 

Freedom of information requests 
and responses 

3 years 
Freedom of 
Information Act 2000 
— best practice 

DESTROY 

Data protection impact 
assessments (DPIAs) 

Life of the 
processing activity 
plus 3 years 

UK GDPR 
DESTROY 
after period 

Records of data breaches 3 years minimum 
UK GDPR Article 33 
— must document 
breaches 

DESTROY 
after period 

 

Notes 

1.   Where the minimum retention period arising from a legal limitation period is longer than that 
specified above for another reason, the longer period takes precedence. 

2.   Documents of local or historical significance should be offered to the Kent History and Library 
Centre before any disposal. Contact details: Kent History and Library Centre, James Whatman Way, 
Maidstone, Kent ME14 1LQ. 

3.   This schedule should be read alongside the Council's Data Protection Policy and Freedom of 
Information Publication Scheme. 

4.   This schedule will be reviewed annually by the Clerk and formally by the Council at least every 
two years, or following any change in relevant legislation or NALC guidance. 

5.   Further guidance is available from the Kent Association of Local Councils (KALC) and from 
NALC Legal Topic Note 40, freely available on the NALC website. 
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