BUCKLEY TOWN COUNCIL
DOCUMENT RETENTION POLICY

PREAMBLE:

i.

Purpose: Buckley Town Council (BTC) requires a wide variety of documents for
transacting its business and is committed to retaining these documents in a format and
for periods of time that:

a) Enables BTC to meet its statutory obligations in respect of the retention of
documents, subject to legislation;

b) Ensures security of documents,

c) Protects employees’ privacy;

d) Facilitates access to information;

e) Optimises the use of storage space;

f) Is cost effective; and

g) Facilitates destruction of redundant documents.

Scope: This Policy applies to users of BTC’s information records, both paper and
electronic, it includes Councillors and Employees.

Statutory Requirements: Documents subject to a statutory period of retention are
identified with the minimum retention period, the reason for the retention and where
they are stored on Appendix A.

Security of Documents: BTC’s records are held in paper and/or electronic format. To
minimise the risk of accidental loss of valuable records, masters or copies (as deemed
appropriate) paper documents will be stored offsite where appropriate. The only
occasion whereby paper documents will be stored offsite will be where archiving is
required through a third party.

Employees’ Privacy: The privacy of personnel records will be appropriately assured.

Availability & Access: All records necessary for BTC’s business will be retained for
a period of time that reasonably assures the availability of records when needed (see
Appendix A for details).

Storage Space and Cost: Redundant records may be destroyed in order to reduce the
cost of storage, indexing and handling the vast quantity of documents that would
otherwise accumulate. Destruction of documents will be undertaken through a
confidential document destruction facility.



8. Electronic Storage: Records maintained on electronic data processing storage media
will be subject to the same rules of retention and security as paper records. The
maintenance of stored electronic data will be backed-up by offsite arrangements.

9. Implementation of this Policy: The Clerk will be responsible for the implementation
of this Policy.

10. Monitoring & Review of Policy: The Council will review this Policy periodically to
monitor its effectiveness, taking into account any comments received or amendments
required.

MBW/LG
November 2018

With acknowledgements to JDH Business Services Ltd
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