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Dorchester Town Council
Data Retention Policy

Adopted at Policy Committee: 23/03/2026

Review Due: Every three years, or sooner if required by legislation or operational need.

Introduction

Dorchester Town Council (DTC) creates, receives and maintains a wide range of
documents and records in the course of its activities. These records are an essential
asset, supporting effective administration, transparency, accountability and compliance
with legal obligations.

Records may exist in paper or electronic form. For the purposes of this policy, the terms
document, record, and data refer to all information created, received, or maintained by
the Council, regardless of format.

The Council is committed to ensuring that:
e Records are retained for no longer than necessary.
e Records required for legal, financial, administrative, or historical purposes are
preserved appropriately.
e Records are disposed of securely and systematically when no longer required.

This policy sets out the framework for the retention, management and disposal of
Council records.

Scope
This policy applies to all records created, received or held by DTC, including:
e Governance and decision-making records.
e Financial and audit records.
e Personnel and employment records.
e Property, legal and contractual documents.
e Cemetery and allotment records.
e Planning documents.
e Correspondence and administrative records.
e Electronic files, emails and digital media.

It applies to all councillors, employees, contractors and representatives who create or
handle Council records.

Objectives
The objectives of this policy are to:
e Ensure compliance with statutory and regulatory requirements.
e Support efficient administration and decision-making.
e Protecttherights and interests of the Council, its staff and the public.
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e Preserve records of historical or local significance.
e Ensure secure and timely disposal of records that are no longer required.

The Council will retain the minimum amount of information necessary to fulfil its
functions and meet its legal obligations.

Roles and Responsibilities

4.1 The Council

DTC holds overall responsibility for ensuring that records are managed in accordance
with this policy.

4.2 Responsible Finance Officer (RFO) — Data Officer
The Council has appointed the RFO as the Data Officer. The Data Officer is responsible
for:
e The maintenance and operation of this policy.
e Providing advice and guidance to councillors and staff on retention and disposal.
e Conducting ad hoc checks to ensure compliance with the policy.
e Arranging for secure disposal of records at the end of their retention period.

4.3 All Councillors and Employees

All individuals who create or handle Council records are responsible for familiarising
themselves with this policy and managing the records in their possession in accordance
with its provisions.

Document Retention Protocol

5.1 The Council will maintain an adequate system for documenting its activities,
taking into account the legislative and regulatory environment in which it
operates.

5.2 Records of each activity must be complete and accurate enough to:
e Facilitate annual audits and internal reviews.
e Protectthe legal rights of the Council and any other persons by its actions.
o Verifyindividual consent for the processing of their personal data.
e Provide authenticity so that evidence derived from them is credible and
authoritative.

5.3 To facilitate this, records should be arranged in a logical record-keeping system
(both physical and electronic) that enables quick and easy retrieval of
information, for example, to comply with Subject Access Requests under data
protection legislation.

5.4  The Retention Scheme in Appendix A: List of Documents for Retention and
Disposal provides guidance on the recommended minimum retention periods for
specific classes of documents and records. This schedule has been compiled
from recommended best practice from recognised sector bodies, including NALC
and SLCC, and takes into account the Limitation Act 1980.



5.5 Whenever there is a possibility of litigation or a known information request, the
records and information that are likely to be affected should not be altered or
disposed of until the matter has been fully resolved.

6.0 Document Disposal Protocol
6.1 Documents should only be disposed of if after being reviewed in accordance with
the following questions:

Is retention to fulfil statutory or other regulatory requirements?

Is retention required to meet the operational needs of the Council?

Is retention required to evidence events in the case of dispute?

Is retention required because the document is of historic interest or intrinsic
value?

6.2 When documents are scheduled for disposal, the method of disposal must be
appropriate to the nature and sensitivity of the documents concerned.

6.3 Documents can be disposed of by any of the following methods:

Non-confidential records: Place in recycling bins.

Confidential records or records containing personal data: Shredding
(either by council staff or by a reputable, accredited shredding company which
provides a Certificate of Destruction), or permanent and secure deletion of
electronic records.

Records of Historical Interest: Transfer to the appropriate county record
office, in line with s.227 of the Local Government Act 1972, for permanent
preservation.

6.4  The following principles should be followed when disposing of records:

All records containing personal or confidential information must be destroyed
at the end of the retention period. Failure to do so could lead to the Council
being prosecuted under the Data Protection Act 2018.

Where computer records are deleted, steps should be taken to ensure that
data is ‘virtually impossible to retrieve’ as advised by the Information
Commissioner’s Office (ICQO).

Back-up copies of documents should also be destroyed or deleted unless
specific provisions exist for their retention.

7.0 Data Protection Act 2018
7.1 This policy sits alongside the Council’s Data Protection Policy. The Councilis
responsible for ensuring compliance with the data protection principles set outin the
Data Protection Act 2018, particularly the requirement that personal data shall be:

Kept in the form which permits identification of data subjects for no longer
than is necessary for the purpose for which the personal data are processed.
Processed in a manner that ensures appropriate security, including protection
against unauthorised or unlawful processing and against accidental loss,
destruction or damage.



8.0 Electronic Records and Metadata
Electronic documents, email, databases and digital media are subject to the same retention
rules as paper records. NALC states that councils should apply identical retention principles
to electronic and paper-held documents.

The Council will ensure that:

Electronic files retain essential metadata to demonstrate authenticity.

Electronic signatures are accepted where lawful (e.g., typed signatures).

File formats are monitored to prevent loss of access due to software changes.
Systems are regularly backed up in line with IT policy.

Deleted electronic files are securely erased following ICO guidance, ensuring data is
‘virtually impossible to retrieve’.

9.0 Freedom of Information — Section 46 Code of Practice

NALC recommends that local councils follow the Code of Practice on the Management of
Records (Section 46, Freedom of Information Act 2000) as best practice, event though itis
not strictly mandatory for town councils.

Accordingly, the Council will:

Maintain reliable, complete and accessible records.

Review its record management system annually, including both paper and electronic
systems.

Ensure secure storage, controlled access, and timely disposal of records.

Maintain an audit trail for movements, access and destruction of records.

Ensure all retention and disposal decisions are documented and defensible.

This section forms part of the Council’s wider FOl compliance framework.

10.0

Review of this Policy

Itis planned to review, update, and where appropriate, amend this document regularly (at
least every three years) in accordance with advice and recommendations from recognised
sector bodies such as NALC and SLCC, and to reflect any changes in legislation.



Appendix A: List of Documents for Retention and Disposal.

Notes:

e The retention period should be the number of years specified plus the current
financial/operational period (e.g., ‘6 years’ means the current year plus six complete years

after).

e This listis non exhaustive. If you are unsure about any documentation, contact the Data
Officer for clarification.

e ‘Indefinite’ means the record has permanent historical or legal value and must be kept
permanently, either by the Council or a designated archive.

Document Type

Minimum Retention
Period

Disposal Method

Reason / Comments

Governance &
Corporate

Minutes of Council and Indefinite N/A (Permanent Archive; legal record of

Committee Meetings Retention) decisions. Original
signed copies to be kept
securely.

Agendas & Reports for Indefinite N/A (Permanent Archive; to provide

Meetings Retention) context for minutes.

Title Deeds, Leases, Indefinite N/A (Permanent Audit and management.

Agreements, Contracts Retention)

Trust Deeds and Indefinite N/A (Permanent Limitation Act 1980 —no

Schemes Retention) limitation period for
breach of trust.

Members’ Allowances 7 years Confidential Waste Tax and Limitation Act

Register 1980.

Neighbourhood / Town Indefinite N/A (Permanent Historical Purposes.

Plans (final adopted) Retention)

Local Plans/ Retained as long asiin Recycling Reference, superseded

Development Plans

force

versions can be
disposed.

Financial

Income & Expenditure
Accounts

Last completed audit +
6 years

Confidential Waste

HMRC, audit, financial
management.

Annual Return (signed
by External Auditor)

Last completed audit +
6 years

Confidential Waste

Audit.

Bank Statements Last completed audit Confidential Waste Audit / financial
year management.
Bank Paying-in Books Last completed audit + Confidential Waste Audit.

6 years

Paid Invoices 7 years Recycling Bin VAT and Limitation Act
1980.
VAT and HMRC Records | 7 years Confidential Waste Tax, VAT, and Limitation

Act 1980.

Quotations and Tenders

7 years from contract

Confidential Waste

Limitation Act 1980.

(successful) end

Quotations and Tenders | 1year Confidential Waste Management.
(unsuccessful)

Grant Records (received | 7 years from finance Confidential Waste Audit and

or given)

year end

accountability.




Credit Card Records

7 years

Confidential Waste

Audit.

Personnel

Personnel Files /
Employment Contracts

7 years after termination
of employment

Confidential Waste

Legal claims,
references.

Wage / Payroll Records

7 years from finance
year end

Confidential Waste

HMRC /
Superannuation.

Pension Records

N/A - held by Dorset
Council

N/A

Legal purposes.

Timesheets

3 years (or last audit
year)

Confidential Waste

Legal purposes.

Accident / Incident
Reports

25 years

Confidential Waste

Potential personal injury
claims (Limitation Act: 3
years from date of
knowledge, which can
be much later).

Health & Safety

Employers’ Liability
Insurance Certificate

Indefinite (or until no
claim can possibly arise)

Confidential Waste

The 40-year specific
retention rule was
removed in 2008.
However, due to latent
diseases (e.g.,
asbestosis), claims can
arise decades later. Best
practice is to keep
certificates permanently
or for a very long period
(e.g., 60+ years).

Insurance Polices
(General)

While valid + 7 years

Confidential Waste

Management. To cover
the period a claim can
be made.

Insurance Policy
Numbers and Company
Names

Indefinite

N/A Permanent
Retention

Trace Cover.

Health & Safety Risk
Assessments

Ongoing + 6 years after
update

Confidential Waste

Management / Legal.

Play Area Inspection
Reports

21 years

Confidential Waste

Latent Defects.

Property, Assets &
Other

Hall/Asset Hire
Agreements/Invoices

Current + 7 years

Confidential Waste

VAT.

Allotments Register and | Indefinite N/A Permanent Audit / Management.
Plans Retention

Cemetery Records Indefinite N/A Permanent Legal, Local Authorities
(Burial Registers, Deeds Retention Cemeteries Order 1977.

etc,)

Photos / Recordings of
Public Meetings

31 days or as needed

Secure Deletion

Data Protection.




