Germansweek Parish Council 
GDPR Data Retention & Disposal Policy

1. Purpose of this Policy
This policy explains how the Parish Council manages the retention, storage, and disposal of personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. It ensures that personal data is kept only for as long as necessary, is accurate, and is securely destroyed when no longer required.

2. Principles of Data Retention
The Council follows the UK GDPR principles of:
Lawfulness, fairness, transparency
Purpose limitation
Data minimisation
Accuracy
Storage limitation
Integrity and confidentiality
Accountability
Personal data must not be kept longer than needed for the purpose for which it was collected

3. Roles and Responsibilities
The Clerk is responsible for maintaining retention schedules, ensuring secure storage, and arranging disposal.
Councillors and staff must follow this policy when handling personal data.
The Council is the Data Controller.

4. Retention Schedule
Retention periods follow guidance from NALC, SLCC, and The National Archives. Where statutory requirements apply, these take precedence.

A. Governance & Administration
Minutes (signed) — Permanent archive
Draft minutes — Until approved
Agendas — 5 years
Councillor declarations of acceptance of office — Term of office + 1 year
Register of Members’ Interests — As long as the member holds office
Policies & procedures — Current version + 3 years

B. Financial Records
Annual accounts & audit papers — 7 years
Bank statements, paying‑in books, cheque books — 7 years
Invoices, receipts, order books — 7 years
VAT records — 6 years
Grant applications (successful) — 7 years
Grant applications (unsuccessful) — 1 year

C. Staff & Employment
Employee records — 6 years after employment ends
Payroll, tax, NI records — 6 years
Recruitment records (unsuccessful applicants) — 6 months
Training records — 3 years

D. Property & Asset Management
Title deeds, leases, agreements — Permanent
Insurance policies — 7 years
Inspection records (e.g., playgrounds) — 6 years

E. Planning
Planning applications (Council copies) — 1 year
Planning responses submitted to the planning authority — 3 years

F. Communications & Engagement
Correspondence (general) — 2 years
Complaints (resolved) — 3 years
Complaints (serious or ongoing) — 6 years
Mailing lists — Until the individual withdraws consent

5. Secure Storage
The Council ensures:
Electronic data is stored on password‑protected devices with appropriate access controls.
Paper records are kept in locked cabinets or secure storage.
Backups are maintained securely and encrypted where possible.



6. Secure Disposal
When data reaches the end of its retention period:
Paper records are shredded or securely destroyed.
Electronic records are permanently deleted from all systems and backups where feasible.
Disposal actions are recorded in a Data Disposal Log.

7. Data Subject Rights
Individuals may request:
Access to their data
Correction or deletion
Restriction of processing
Objection to processing
Requests are handled in accordance with the Council’s Data Protection Policy and statutory timeframes.
8. Review of this Policy
This policy is reviewed every two years or sooner if legislation changes. The Clerk is responsible for initiating the review.
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