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WEST HORNDON PARISH COUNCIL 

RECORD KEEPING AND ARCHIVING POLICY 

This policy was approved by West Horndon Parish Council at the Parish Council 

meeting held on 27th February 2014 

Records are an essential part of the Council's business and we are required by law to keep 
certain records, as well as comply with the Data Protection Act 1998 and the Freedom of 
Information Act 2000. Records need to be cared for so they can be accessed as needed and 
do not deteriorate with time. 
  
A small proportion of the records merit permanent preservation as archives because of the 

unique evidence they contain about the community. This policy has been produced to offer 

advice on what to keep, for how long and finally what to do when they are no longer needed 

for business purposes. 

In general records, both paper and electronic, should be kept for as long as they are 

useful and relevant (subject to legal minimum retention periods).  There is a clear 

need to retain documentation for audit purposes, staff management, tax liabilities and 

in the eventuality of legal disputes and legal proceedings. 

For the purpose of this policy records are defined as: 

‘Information created, received and maintained as evidence and information by an 

organisation or person in pursuance of legal obligations or in the transaction of 

business.’ 

The policy covers the following: 

 What records should be kept 

 Who is responsible for storing the records (this is presumed to be the Clerk unless 

stated) 

 The retention period for records 

 Where and how they are stored 

 

 

 

 

This policy has been produced with reference to the following documents/publications: 

 Local Council Administration, Arnold-Baker, 9th edition 

 NALC LTN 40 – Local Councils’ Documents and Records, 2010 

 NALC LTN 37 – Freedom of Information, 2009 

 Lord Chancellor’s Code of Practice on the Management of Records Issued under 

Section 46 of the Freedom of Information Act 2000.  
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Planning papers 

Where planning permission is granted, the planning application, any plans and the decision 

letter should be retained until the development has been completed so that the council may 

check for compliance with the plans submitted.  If permission is granted on appeal, the 

appeal decision must be retained indefinitely. 

If planning permission is refused, the papers should be retained until the period within which 

an appeal can be made has expired. 

[Clerk & planning lead in metal cabinet] 

 

Structure plans, local plans etc. 

Should be retained as long as they are in force. 

[Clerk in metal cabinet] 

 

Insurance Policies  

Insurance policies should be kept for as long as it is possible for a claim to be made under 

them.  

Please note:  Article 4 of the Employers’ Liability Regulations 1998 requires local councils to 

retain certificates of insurance against liability for injury or disease to their employees arising 

out of their employment for a period of 40 years. 

[Clerk in metal cabinet] 

 

Park Equipment Inspection Reports 

Equipment inspection reports should be kept for a period of 21 years 

[Currently kept by Brentwood Borough Council] 

 

Information from other bodies (circulars etc) 

Should be retained for as long as is useful or relevant. 

[Clerk] 

 

Magazines and Journals 

Copies of West Horndon News to be kept indefinitely 

Journals published by others to be kept for as long as they are useful and relevant. 

[Clerk] 

 

Personnel documentation 

Documentation relating to staff should be kept securely and in accordance with data 

protection principles (Data Protection Act 1998) and should not be kept for longer than is 

necessary for the purpose it was held. 

However, a council may need to keep records of former staff for giving references, tax or in 

the event of legal claims being made.  Recommend this period be for 3 years. 

[Clerk in secure metal cabinet] 

 

 

 

 



3 

 

Minutes of meetings 

Original, signed, paper copies of Parish Council minutes of meetings must be kept 

indefinitely in safe storage.  After a period of 5 years these must be archived with Essex 

Records Office to ensure they are kept in the correct environment. 

[Clerk in metal cabinet] 

 

Trusts 

Trust deeds must be kept indefinitely. 

[Clerk in metal cabinet] 
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Retention of Documents for Legal Purposes 

Most legal proceedings are governed by the Limitation Act (1980).  This Act specifies the 

time limit beyond which claims can be made. 

 

Category Limitation Period 

Negligence 6 years 

Defamation 1 year 

Contract 6 years 

Leases 12 years 

Sums recoverable by statute 6 years 

Personal injury 3 years 

To recover land 12 years 

Rent 6 years 

Breach of trust None 
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Retention of Documents for Audit Purposes 

DOCUMENT MINIMUM RETENTION 

PERIOD 

REASON 

 Minute books Indefinite Archive 

 Scales of fees and 

charges 

6 years Management 

 Receipt and payment 

account(s) 

Indefinite Archive 

 Receipt books of all 

kinds 

6 years VAT 

 Bank statements, 

including 

deposit/savings 

accounts 

Last completed audit year Audit 

 Bank paying-in books Last completed audit year Audit 

 Cheque book stubs Last completed audit year Audit 

 Quotations and tenders  6 years Limitation Act 1980 (as 

amended) 

 Paid invoices 6 years VAT 

 Paid cheques 6 years Limitation Act 1980 (as 

amended) 

 VAT records 6 years VAT 

 Petty cash, postage 

and telephone books 

6 years Tax, VAT, Limitation Act 

1980 (as amended) 

 Timesheets Last completed audit year Audit 

 Wages books 12 years Superannuation 

 Insurance policies While valid Management 

 Certificates for 

Insurance against 

liability for employees 

40 years from date on 

which insurance 

commenced or was 

renewed  

The Employers’ Liability  

(Compulsory Insurance) 

Regulations 1998 (SI. 

2753), Management. 

 Investments Indefinite Audit, Management 

 Title deeds, leases, 

agreements, contracts 

Indefinite Audit, Management 

 Members allowances 

register 

6 years Tax, Limitation Act 1980 

(as amended) 
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General Correspondence 

Unless the correspondence relates to specific categories outlined in the policy, 

correspondence, both paper and electronic, should be kept for as long as is necessary or 

relevant. 

Records should be kept for as long as they are needed for reference or accountability 

purposes, to comply with regulatory requirements or to protect legal and other rights and 

interests. 

Record-keeping 

To ensure records are easily accessible it is necessary to comply with the following: 

 A list of files stored in cabinets will be kept 

 Electronic files will be saved using relevant file names 

 The electronic files will be backed-up periodically on 2 data sticks kept independently 

 

Destruction 

Documentation no longer required will be disposed of, ensuring any confidential documents 

are destroyed by shredding or incineration. 
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FREEDOM OF INFORMATION 

The Freedom of Information Act 2000 gives a general right of access to all types of recorded 

information held by public authorities.  It also sets out exemptions from that right and places 

a number of obligations on public authorities. 

Public Authorities have two main responsibilities under the Act: 

1.  To produce a publication scheme (approved by the Information 

Commissioner) – a guide to the information they hold which is publically 

available.  

2. To deal with individual requests for information. 

 

 Applications for information must be made in writing (e-mails are acceptable) 

 Applicants are not entitled to information to which any of the exemptions in the Act 

applies (unless it is in the public interest to do so) 

 A response will be made to the applicant no later than 20 working days following 

receipt. 

 Information is exempt from the Act if it is accessible to the applicant by other means.  

Where information is already accessible because it is covered by West Horndon 

Parish Council’s publication scheme, we will not then be required to provide the 

information in response to an individual request. 

 Applicants may ask to inspect the record in person. 

 Charges will apply – see Publication Scheme. 

 

 

Lynne Farquhar 

January 2014 

 

 

 

 


