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1. General principles 
 

a) Interpretation: 

In this Policy: 

“BMO” means the Councillor appointed by the Council for business management oversight 

“Clerk” means the Clerk of the Council 

“Council” means the Parish Council for Civil Parish of Neasham in the Borough of Darlington 

“DBC” means the Borough Council of Darlington 

“Destruction” means the physical destruction of hard copy documentation, or the permanent deletion 

of all copies of a document stored on electronic media and “destroy” shall be construed accordingly. 

“Documentation” means any image created by or received by the Council whether in hard copy or 

electronic medium in connection with the proper functions of the Council as a parish council and 

“document” shall be construed accordingly. A document may be converted from one medium to 

another, but where converted to an electronic medium (or an alternative electronic medium) reasonable 

steps shall be taken to ensure the durability of that electronic medium 

“dormant” in relation to a document means a document or file which ceases to have any regular use or 

to contain current information 

“file” means a suitably-named collection of documents on a single topic or theme.  

“Neasham” and “Village” means the area traditionally regarded as the village of Neasham. 

“Parish” means the Civil Parish of Neasham, and includes the village of Neasham, the village of Low 

Dinsdale, and the rural settlements of Brasscastle and Sockburn 

“Retention period” is the period during which a document or file would ordinarily be classified as 

current or archival on the basis that the classification will be reviewed before destruction having regard 

to any continuing purpose which such document may then have. 

“storage” shall include both physical storage and electronic storage facilities whether under the control 

of a Council official or procured from a reputable provider under contract, and as far as practicable shall 

be physically secure, and secure from unauthorised access. 

 

b) Classification: 

Documentation may be classified as: 

“temporary”, meaning a document whose content is transitory without lasting relevance or purpose 

“current”, meaning a document which is in current use and is foreseen to have either relevance or 

purpose for a limited time, or for a long term or in perpetuity 

“redundant”, meaning a document whose current use has come to an end, and is no longer foreseen to 

have longer term relevance or purpose 

“archival”, meaning a current document whose current use has come to an end, and as regards which it 

is considered to have long-term or perpetual importance or significance  

  

c) The Clerk, in consultation with the BMO, is responsible for the retention, storage, archiving and 

destruction of documents in compliance with this Policy.  Councillors will be expected to review 

documentation held on their personal computers or hand-held devices at least quarterly and destroy 

redundant documentation. Subject to that, the Clerk is responsible for the periodic review of current 

documentation and necessary action as regards redundant or archival documentation, including any 

review of Classification. Pending destruction, or transmission to a storage provider, the Clerk must 

ensure that all documentation is maintained in orderly fashion, but is readily accessible to those with 
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appropriate authority. Archival documentation will be lodged with Durham County Record Office 

(presently at County Hall, Durham City DH1 5UL). 

 

d) Documentation created in or transferred into electronic medium is automatically backed up to electronic 

storage. The storage and documentation within it remain the property of the Council, and access to it is 

restricted to those who are properly authorised by the Council. Any documentation held on the Clerk’s 

or a Councillor’s computer must not be copied or distributed to any other person without proper 

authority, unless already in the public domain. If a Councillor ceases to be such, or the Clerk leaves the 

Council’s employment, all hard copy documentation must be surrendered to the Council and 

documentation held in electronic medium on a person’s own computer must be destroyed.   

 
e) Documentation is confidential to the Council, and should not be disclosed save in furtherance of the 

Council’s functions. Information which is subject to the provisions of the General Data Protection 

Regulations (2018)may only be disclosed in accordance with the Council’s Data Protection Policy 

 

2. Retention periods 

 
a) Temporary documentation does not have an applicable Retention period, and therefore, subject to 

reclassification, should be reviewed and destroyed at the expiration of three months’ existence. It is 

recommended that “housekeeping” is done on a monthly rolling basis. At that stage any documentation 

which may have ongoing current relevance or importance can be transferred to or copied to an 

appropriate current file. 

 

b) Whilst it is a matter of individual discretion as to when a document or file becomes redundant (having 

regard to the Guidance Notes in section 3), in the interests of uniformity and simplicity it is 

recommended that this is for “shorter” or “longer” period (subject always to review at any time where 

circumstances change) after the document or file becomes dormant. A shorter period would be two 

clear years, and a “longer” period would be six clear years.1 In the course of periodic file reviews it would 

be helpful to “tag” dormant files with an expected date when they would become redundant. If a file is 

able to be classified as “archival” once dormant, there would be no requirement to continue to hold it as 

current, and it could be transferred to storage at County Record Office at that time. 

 
c) Subject as above, and to the Guidance Notes below, current files would normally be held after becoming 

dormant as follows:- 

“Longer period” 

 Financial records (including investments, budgets, precepts, banking records, and internally 

audited financial statements) 

 Financial files (including files relating to investments, budgets, precepts, banking) 

 Taxation papers (including VAT/tax returns, records, registrations and correspondence) 

 Annual returns (including external audit) 

 Annual risk management reports, and related quarterly reports. 

 Risk management system inspection and reporting records 

 Insurance files and policies 

                                                 
1 Because an increasing number of files will be held electronically, and there will be few paper files of any size, it is expected that 
holding dormant files as “current” in this way will reduce the need for file management without creating physical storage problems. 
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 Personnel files and salary records (which are “personal data” subject to data protection 

requirements – see the Council’s Data Protection Policy - and the recommendation to destroy all 

unsuccessful job application files within 6 months) – see further in paragraph 3(f) below. 

 External contracts (quotations, tenders, contract documents and certifications and related 

correspondence) 

 Councillors’ declarations of interest, and observance of codes of practice 

 Short-term expired leases or property agreements 

“shorter period” 

 Files on matters not mentioned above 

 Routine correspondence files and e-mails not classified as “temporary” 

 Contentious planning applications 

Documents or files classified as “archival” would typically include the following, which should ordinarily 

be preserved in perpetuity:  

 Minute books 

 Property deeds and documents 

 Long leases 

 Registration documents 

 Records of local interest, gifts of records of general and local interest.  

 

3. Guidance Notes 

 
The following notes are designed to give guidance on specific matters: 

 

a) Certain documents may need to be held continually as “current files”, for ongoing reference purposes. 

Examples of this would be the Village Green Registration documents and schedules; or information 

relating to public footpaths or bridle ways in the Parish. 

 
a) It is often convenient to divide current files and “running records” into “years”. Financial files is a good 

example, as are the Planning Register, and the Register of Freedom of Information Requests.  This 

practice prevents files being “never-ending” and unwieldy, but does need to be subject to dealing with 

“wrap-around” work at year ends, consistently with the file content, in the individual case. 

 

b) The Council’s Policies and Procedures are treated as “definitive” (subject to update/amendment). 

Headers and footers will reflect this. A file (which may be electronic) should be created to contain the 

current definitive version of each policy document, procedure document, and any ancillary document or 

form. That file should also include the immediately preceding version. When there is any amendment, 

the amended version becomes the definitive copy, and the version it replaces becomes the immediately 

preceding version.  All documents in this file should be in pdf. format to prevent accidental alteration. At 

all times this will be a “current file”. 

 
c) Because all planning applications, related documents and decision notices are available from DBC (and 

available on the Planning Portal), there is no requirement to retain duplicates locally once an application 

has been determined by DBC. Papers may then be destroyed, subject to checking that the Planning 

Register has been fully updated, and that any detailed Council responses are recorded in Council 

minutes. Where there has been a particularly contentious application with the likelihood of appeal, 

extended retention may be advisable. Similarly, where permission has been granted in contentious cases 

the Council may wish to retain some documents to monitor compliance with planning conditions. 
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d) All Employers Liability Insurance Certificates should, by law, be preserved for a minimum of 40 years. 

This may now be done electronically. The retention of actual insurance policies over an extended period 

is not necessary, but it is be desirable to retain a current file containing the annual certificates issued on 

renewal (and any amendments of them) as evidence of the cover obtained, and the insurance provider, 

for each insurance “year”. 

e) Employee records require the utmost confidentiality of their documentation – see the Council’s Data 

Protection Policy. Irrespective of the general requirements of this Document Management Policy, 

personal  data should not be kept for longer than is necessary for the purpose for which it was held, 

subject to concession permitting appropriate data relating to former employees to be retained and 

accessed for a sufficient period of time to enable the giving of references, dealing with taxation, national 

insurance contributions and pensions, and the handling of any legal claims made against the Council for 

which the former employee’s data may be relevant. 

 

f) The Legal Deposit Libraries Act 2003 requires that a copy of published works in print (including a 

pamphlet, magazine or newspaper, a map, plan, chart or table) is delivered to The Legal Deposit Office of 

the British Library, at the expense of the Council, within one month of publication. Such publications are 

then held by the British Library as part of its comprehensive collection of books, periodicals and other 

printed publications published in the UK. In addition to the use of the County Record Office, in 

accordance with s.227 of the Local Government Act 1972, the Parish Council may request DBC provide 

proper depositories for all specified papers (defined as public books, writings, council papers and all 

documents) directed by law to be kept where there is no provision. 


