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· 
	Document/File

	WHY DATA HELD & WHAT USED FOR
	BASIS FOR PROCESSING DATA (E.G. CONSENT, LEGAL OBLIGATION)
	WHO HOLDS THE DATA & WHO CAN ACCESS IT?
	WHAT SECURITY CONTROLS ARE IN PLACE
	Minimum retention period
	COVERED BY PRIVACY NOTICE
	ACTION REQUIRED

	Contractors
	
	
	
	
	

	Timesheets
	As a record
	Audit, Legal
	Parish Clerk
	Reasonable household and PC security
	Last completed audit year
	No
	N/A

	Councillor Information
	
	
	
	
	

	Declaration of Acceptance of Office
	As a record
	Legal
	Parish Clerk (also published in minutes for transparency)
	Reasonable household and PC security

	Term of Office + 1 year
	No
	None

	Declarations of Interest
	
	Legal
	Parish Clerk (also published on South Norfolk District Council website)
	
	Indefinite
	
	None

	Register of Members interests
	
	Legal
	Parish Clerk (also published on South Norfolk District Council website)
	
	Duration of Office + 1 year
	
	None

	Contact details
	
	Management
	Parish Clerk
	
	Duration of Office
	
	Removal of Councillor Atkins information

	Finance and Payroll
	
	
	
	
	

	Annual Accounts
	As a record
	Archives
	Parish Clerk (also published on the website for transparency)
	Reasonable household and PC security

	7 years
	No
	None

	Annual Return (Audit)
	
	Archives
	
	
	7 years
	
	None

	Asset register
	
	Archives
	
	
	7 years
	
	None

	Bank statements
	
	Audit
	Parish Clerk
	
	Last completed audit year
	
	None

	Cheque book stubs
	
	Audit
	
	
	Last completed audit year
	
	None

	Quotation and tenders
	
	Audit, Limitation Act 1980 (as amended)
	
	
	6 years
	
	None

	Paid invoices
	
	Audit, VAT
	
	
	6 years
	
	None

	Sent invoices
	
	Audit, VAT
	
	
	6 years
	
	None

	Bank paying in books
	
	Audit
	
	
	Last completed audit year
	
	None

	Purchase Orders
	
	Audit/VAT
	
	
	6 years
	
	None

	Paid cheques
	
	Limitation Act 1980 (as amended), Audit
	
	
	6 years
	
	None

	Receipt books of all kinds
	
	VAT
	
	
	6 years
	
	None

	Receipt & Payment Accounts (or Income & Expenditure) 
	
	Archives
	Parish Clerk (also published on the website for transparency)
	
	7 years
	
	None

	Payroll, wages books, Tax and NI Records
	
	Audit, HMRC, Superannuation
	Parish Clerk
	
	12 years
	
	None

	Scale of fees and charges
	
	Management
	Parish Clerk (also published on the website for transparency)
	
	6 years 
	
	None

	VAT Records
	
	Audit, VAT
	Parish Clerk
	
	6 years generally but 20 years for VAT on rents
	
	None

	Halls, Centres and Recreation Grounds
	
	
	
	
	

	Application to hire
	As a record
	VAT
	Parish Clerk
	Reasonable household and PC security

	6 years
	Yes
	Create hire agreement for all hall hirers

	Copies of bills to hirers
	
	
	
	
	6 years
	No
	None

	Health and Safety
	
	
	
	
	

	Accident/incident reports
	Health & Safety Act/Insurance
	Potential claims, Legal, Management
	Parish Clerk
	Reasonable household and PC security

	20 years 
	No
	Implement accident report book for play area

	Risk Assessment 
	Insurance claim
	Management
	
	
	3 years from last assessment
	
	None

	Playground Inspections
	
	Legal, insurance
	
	
	21 years
	
	None

	Premises inspection records
	
	Management
	
	
	25 years
	
	Awaiting results of Fire Assessment

	Insurance
	
	
	
	
	

	Certificate for insurance against liability for employees
	Legal
As a record
	The Employers’ Liability (Compulsory Insurance) Regulations 1998 (SI.2753), Management
	Parish Clerk

	Reasonable household and PC security

	40 years
	No
	None

	Insurance policies/schedules
	
	Management
	Parish Clerk
Copy on the hall noticeboard
	
	While valid
	
	None

	Insurance company names and policy numbers
	
	Management
	Parish Clerk
	
	Indefinite
	
	None

	Insurance Claim Records
	
	Legal, Management
	
	
	7 years after closure (allowing for claimant to reach age of 25)
	
	None

	Legal
	
	
	
	
	

	Deeds, conveyances, leases, agreements and contracts
	As a record
	Audit, Management, Limitation Act 1980 (as amended)
	Parish Clerk
	
	Indefinite
	No
	None

	Documents for legal purposes
· Breach of Trust
· Contract
· Defamation
· Leases
· Negligence
· Personal injury
· Rent
· Sums recoverable by statute
· To recover land
	
	Legal
	
	Reasonable household and PC security

	Category Limitation period
· None
· 6 years
· 1 year
· 12 years
· 6 years
· 3 years
· 6 years
· 6 years
12 years
	
	None

	Trust documents
	
	Audit, VAT
	
	
	Indefinite
	
	None

	Minutes and Correspondence
	
	
	
	
	

	Minute Books
	Legislation
	Archives
	Parish Clerk
	Reasonable household and PC security

	Indefinite
	Yes
	None (but continue to omit names of public contributing to meetings)

	Notes of minutes taken at meetings
	As a record

	Management
	
	
	Until minutes are approved
	Yes
	None (but continue to omit names of public contributing to meetings)

	Agendas
	
	Management
	
	
	5 years
	No
	None

	Emails/general correspondence and information (those not covered within the retention policy)
	
	Management
	Parish Clerk
Councillors
	
	6 months or for as long as relevant/useful
	Yes
	Parish Clerk and Councillors; tidy e-mails at regular intervals (e.g. 6 months); if relevant, keep e-mail on record for reasonable period, requesting consent if required; delete e-mail addresses at reasonable intervals (every 6 months)

	Other Information
	
	
	
	
	

	Complaints
	As a record
	Management
	Parish Clerk
	Reasonable household and PC security

	2 years after conclusion
	Yes
	None

	FOI requests
	
	Management
	
	
	2 years after conclusion
	
	None

	Documents, plans, maps or articles having local or historic interest
	
	Archives
	
	
	For as long as relevant/useful
	
	None

	Magazines, journals, advertising material published by or on behalf of the Parish Council
	
	Management
	
	
	For as long as relevant/useful
	
	None

	Reports and Newsletters
	
	Management
	
	
	For as long as relevant/useful
	
	None

	Press Releases
	
	Management
	
	
	6 years
	
	None

	Public Consultation: surveys/questionnaires
	
	Management
	
	
	5 years
	
	None

	Personnel
	
	
	
	
	

	Application Forms (unsuccessful)
	As a record
	Management, Discrimination Acts
	Parish Clerk
	Reasonable household and PC security

	6 months
	No
	None

	Application Forms (successful)
	
	Management, Discrimination Acts
	
	
	6 years after ceasing employment
	
	None

	Personnel Records, Contracts
	
	Management
	
	
	6 years after ceasing employment
	
	None

	Training Records
	
	Management
	
	
	Term of Office or period of employment plus 6 months
	
	None

	Staff appraisals
	
	Management
	
	
	6 years after ceasing employment
	
	None

	Pension investment policies
	
	Management, Legal
	
	
	12 years after benefit ends
	
	None

	Records of ex-pensioners
	
	Management, Legal
	
	
	6 years after benefit ends
	
	None

	Timesheets
	
	Audit
	
	
	Last completed audit year
	
	None

	Planning
	
	
	
	
	

	Planning application correspondence received from residents
	As a record
	Management
	Parish Clerk
	Reasonable household and PC security

	1 year
	No
	Any paper copy applications to be disposed of by Clerk/Chair after meeting; any info with personal data shredded; Clerk to keep copy of comments on PC file, to be tidied at regular intervals; contentious applications to be kept on file for reasonable period

	Planning applications
	All planning applications and relevant documents and decision notices are retained by and available from (depending on application authority) either South Norfolk Council or Broads Authority
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