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1. Purpose and Scope 
This policy defines how Weston-super-Mare Town Council retains, reviews, and 

disposes of its records. It aligns with the National Association of Local Councils 

(NALC) 2022 Retention Guidance, Arnold-Baker on Local Council Administration 

(Ch. 11), and relevant UK legislation. 

2. Legal and Regulatory Framework 
This policy complies with: 

- Limitation Act 1980 (as amended) 

- Local Government (Records) Act 1962 

- Freedom of Information Act 2000 – Section 46 Code of Practice 

- Data Protection Act 2018 / UK GDPR 

- Employers’ Liability (Compulsory Insurance) Regulations 1998 

- Legal Deposit Libraries Act 2003 and Non-Print Works Regulations 2013 

- NALC Model Financial Regulations (England and Wales) 

3. Key Principles 
Records are retained for as long as necessary to: 

- Meet legal and audit obligations 

- Support transparency and accountability 

- Protect the Council’s legal and financial interests 

- Preserve items of historical or community significance 

 

All records—paper or electronic—must be managed under the same retention and 

disposal rules. Electronic records may include typed signatures unless witnessing is 

legally required. 

4. Retention Periods and Actions 
The following table consolidates Council retention requirements, now fully aligned 

with NALC Annex 1 (2022) and including all health and safety and HR retention 

requirements 

Record Type Minimum 

Retention 

Action Reason / Legal 

Basis 

Minute Books Indefinite Preserve Archive – NALC 

Annex 1 

Receipt & 

Payment 

Accounts 

Indefinite Preserve Audit / 

Management 

Receipt Books 6 years Destroy VAT / NALC 

update 
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Paid Invoices & 

Cheques 

6 years (20 for 

VAT on rents) 

Destroy VAT Act 1994 

Bank Statements 

/ Paying-in Books 

/ Cheque Stubs 

Last completed 

audit year 

Destroy Audit requirement 

Timesheets 3 years (or last 

audit year) 

Destroy Audit / Personal 

injury best 

practice 

Wages Books 12 years Preserve Superannuation / 

NALC Annex 1 

Insurance 

Policies 

As long as claims 

may arise 

Review then 

destroy 

Risk management 

/ legal 

proceedings 

Employer’s 

Liability 

Certificates 

Indefinite Preserve Future claims / 

Reg. 5 (1998 SI 

2753) 

Quotations & 

Tenders 

(successful or 

unsuccessful) 

6 years Destroy Limitation Act 

1980 

Planning 

Applications and 

Appeals 

Until completion 

or appeal expiry 

(indefinite if 

precedent) 

Review / 

Preserve 

NALC guidance 

2022 

Insurance 

Company Details 

(summary) 

Permanent Preserve NALC 

recommendation 

Trust Deeds / 

Schemes 

Never destroy Preserve No limitation 

period applies 
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Statutory retention periods for HR records 
The table below summarises the main legislation regulating statutory retention 
periods. If in doubt, it is a good idea to keep records for at least 6 years (5 in 
Scotland), to cover the time limit for bringing any civil legal action 
 

Recommended (non-statutory) Retention Periods 
For many types of personnel records, there is no definitive retention period: it is up to 
the employer to decide how long to keep these records. The list below is based on 
the time limits for potential tribunal or civil claims;  

Where the recommended retention period given is six years, this is based on the 
six-year time limit within which legal proceedings must be commenced as laid down 
under the Limitation Act of 1980. Thus, where documents may be relevant to a 
contractual claim, it is recommended that these be retained for at least the 
corresponding six-year limitation period. 

 

https://www.legislation.gov.uk/ukpga/1980/58


Page 8 of 9 
 

 

 

 

 

 



Page 9 of 9 
 

5. Electronic Records and Confidential Destruction 
Digital files must undergo a two-step secure deletion: (1) deletion of contents and (2) 

full media wipe or equivalent certified software erasure. Paper records containing 

confidential or personal data must be cross-shredded or pulped. Commercial 

confidential destruction services must provide certificates of disposal. 

6. Deposit and Archiving 
Records of long-term or historical value should be deposited with Somerset County 

Archive under section 227 of the Local Government Act 1972. Examples include 

Council minutes and byelaws, historical maps, deeds, and terriers, and town 

newsletters and publications (retain one archival copy). 

7. Annual Review and Oversight 
The Council’s internal auditor and Responsible Financial Officer (RFO) shall ensure 

an annual review of all record categories, verification that retention and disposal 

actions are followed, and periodic checks on storage systems for security and 

accessibility. 

8. Data Protection & FOI Alignment 
Personal data must not be retained longer than necessary (UK GDPR Art. 5(1)(e)). 

Staff files may be retained post-employment for tax, NI, pension, or legal reference. 

The Freedom of Information Act 2000 Section 46 Code of Practice encourages 

councils to maintain an auditable retention schedule and publish it publicly. 

9. Key Legal References (Appendix A) 
• Limitation Act 1980 (as amended) 

• Local Government (Records) Act 1962 

• Freedom of Information Act 2000 – Section 46 Code of Practice 

• Data Protection Act 2018 / UK GDPR 

• Employers’ Liability (Compulsory Insurance) Regulations 1998 

• Legal Deposit Libraries Act 2003 and 2013 Regulations 

• Local Authorities Cemeteries Order 1977 (SI 204) 

• NALC Model Financial Regulations (England & Wales) 2022 

10. Review Cycle 
This policy shall be reviewed annually or sooner following new statutory or NALC 

guidance. 

 

 


