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Records Retention Policy 

1. Introduction 

Hartlip Parish Council recognises that the efficient management of its records is necessary to comply with 

legal and regulatory obligations and to contribute to effective governance. 

This policy applies to all records created, received or maintained by the Council in the course of carrying out 

its functions. 

2. Retention Periods 

Record Type Minimum Retention Period Reason 

Minutes (Full Council & Committees) Permanent Statutory record 

Agendas 6 years Audit requirement 

Financial records (invoices, receipts, VAT) 6 years HMRC requirement 

Payroll records 6 years after employment ends HMRC requirement 

Staff personnel files 6 years after employment ends Employment law 

Complaints records 6 years Limitation Act 

Allotment tenancy agreements (if applicable) Tenancy + 6 years Contract 

Planning representations 6 years Legal record 

Insurance documents 6 years after expiry Legal protection 

Burial records (if applicable) Permanent Statutory requirement 
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3. Storage & Security 

• Electronic records are password protected 

• Paper records are stored in locked cabinets 

• Access is limited to authorised personnel 

 

4. Disposal 

Records will be: 

• Shredded (paper) 

• Permanently deleted (electronic) 

Disposal will be carried out securely and confidentially. 

 

5. Review 

This policy will be reviewed annually. 

 

 

 


