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RECORDS  MANAGEMENT  POLICY
Draft-1
RETENTION OF DOCUMENTS REQUIRED FOR THE AUDIT OF PARISH COUNCILS

A.
RETENTION OF "OFFICIAL" DOCUMENTS
[Based on NALC advice July 2008]

  1.
Minute Books  -  Period of retention: indefinite  -  Reason: archive. 

  2.
Scales of fees and charges  -  Period of retention: five years  -  Reason: management.
  3.
Receipt and Payments Accounts  -  Period of retention: indefinite  -  Reason: archive.

  4.
Receipt Books of all kinds  -  Period of retention: six years  -  Reason: VAT 

  5.
Bank Statements for all accounts  -  Period of retention: last completed audit year  - Reason: audit. 

  6.
Bank Paying-in Books  -  Period of Retention: last completed audit year  -  Reason: audit. 

  7.
Cheque Book Stubs  -  Period of Retention: last completed audit year  -  Reason: audit. 

  8.
Quotations and Tenders  -  Period of Retention: twelve years/indefinite  -  Reason: statute of limitations. 

  9.
Paid Invoices  -  Period of Retention: six years  -  Reason: VAT. 

10.
Paid Cheques  -  Period of Retention: six years  -  Reason: statute of limitations. 

11.
VAT Records  -  Period of Retention: six years  -  Reason: VAT. 

12.
Petty Cash, Postage, Phone Calls Books -  Period of Retention: six years  -  Reasons: tax and VAT. 

13.
Timesheets  -  Period of Retention: last completed audit year  -  Reason: audit. 

14.
Wages Books  -  Period of Retention: twelve years  -  Reason: pension or superannuation. 

15.
Insurance Polices  -  Period of Retention: while valid  -  Reason: management. 

16.
Certificates for Insurance against liability for employees  -  


Period of Retention: forty years from date on which insurance commenced or was renewed  -  


Reasons: Employers Liability (Compulsory Insurance) Regulations 1998 SI.2753)   Plus: management. 

17.
Investments  -  Period of Retention: Indefinite  -  Reasons: audit and management. 

18.
Title Deeds, Leases, Contracts  -  Period of Retention: Indefinite  -  Reasons: audit and management. 

19.
Members allowances register  -  Period of Retention: six years  -  Reasons: tax and statute of limitations. 

20.
Burial Ground Registers  -  Period of Retention: indefinite  -  Reasons: archive, Cemeteries Order 1977. 


WFPC Burial Ground Documents include the following:  register of fees collected, register of burials, register of purchased graves, register and plan of grave spaces, register of memorials, applications for interment, applications for right to erect memorials, disposal certificates, copy certificate of grant of exclusive right of burial. All such burial ground documents are securely archived in the Parish Office. 

NOTE:   Many of the above historic documents are held in Shropshire Archives and NOT at the Parish Office. 
B.
DISCARDING OF OTHER "UNOFFICIAL" PAPERS
[Usually at the discretion of the Clerk]

  1.
All other papers other than those listed above will normally be discarded as soon as possible by the Clerk, normally after they have been presented to all Councillors at the Parish Council Meetings unless the Parish Council or the Clerk may have some temporary use for them:  OR it may be decided to put some ON FILE.  

  2.
Such "unofficial" papers may include: rough notes, draft papers, personal memos and emails, old agendas and draft minutes, Clerk's notes from meetings, routine correspondence, adverts and other circulars, notices of meetings, events and courses, any other "unofficial" papers which are not required for audit or archiving. 

  3.
If anyone requests copies of such papers they MUST be provided unless they have already been discarded. Discarding or withholding any "non-exempt" papers AFTER any request for copies has been received is a criminal offence under the Freedom of Information Act which will usually result in a criminal conviction. 

  C.
"Exempt" papers that may be withheld are those protected by the Data Protection Act  eg: staff records regarding pay or disciplinary action and commercially sensitive documents such as sealed bids and tenders. 
N.B:
All other WFPC papers including "unofficial" items are in the public domain and subject to FoI regulations. 
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