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RETENTION AND DISPOSAL SCHEDULES
All retention periods quoted are minimum periods for retention only.  All records should be reviewed at the end of any quoted time and considered both as individual records and in relation to departmental records as a whole, bearing in mind the purpose and value of their retention.

The Schedules have been set out in columns as follows:

1.	Record

Describes the kind of files and documents that the Council uses.  The Council’s files/records are many and varied, but essentially they divide into Legal Documents e.g. those relating to land, court proceedings or contracts; Policy Record e.g. surveys, policy studies etc and Administration Records e.g. accounts and correspondence.

2.	Legislation

	Information about the actual law or the area that is appropriate for such records.

3.	Retention Period

Retention refers to the continued storage and maintenance of files/records for as long as they are required until disposal according to administrative, legal and financial reasons.  Retention Period describes the minimum retention periods.  Where there is no clear indication as to when this time should be counted from it should be assumed that the retention time is from the time the file/record is closed i.e. from the time the file/record ceases to be active.

4.	Retention Protocol

	Retention Protocol describes what should be done at the end of the retention period; destroy or review it to see if it should be held for longer.




5.	Retention Location

Retention Location describes where the records should spend their retention time and where you may move them to after they have been reviewed.  In all cases, locations refer to the Council Buildings unless otherwise indicated.


6.	Staff Responsible

This gives the post title of the person who should make sure that all the retention and destruction rules are kept and that all actions are taken.  This is not necessarily the person who does the review or carries out the actual destruction.

Confidential Information

All records that contain confidential information should be stored, transported and disposed of in a secure way.  The principles of the Data Protection Act 1998 apply to persona data held in electronic form or in structured manual filing systems.

Destruction Protocol

Files should be destroyed in a manner that prevents their reconstitution.


















Pollution Control, Public Health, Pest control, Dog Control, Housing (Private Sector) & Licensing

	Record
	Legislation
	Retention Period
	Retention Protocol
	Retention Location
	Staff Responsible

	Stock Inventories
	Audit Accounts Regulations 2003
	6 Years from date of last inventory
	Destroy
	Various – Public Protection
	Service Managers

	Documents relating to operation and monitoring of contracts
	N/A
	End of contract period
	Destroy
	Various – Public Protection
	Service Managers

	Performance Appraisals
	N/A
	6 Years after ceasing employment
	Destroy
	Various – Public Protection
	Service Managers

	Training (Staff) Records 
	N/A
	6 Years on until end of contract
	Destroy
	Various – Public Protection
	Service Managers

	ASB Records
	Various
	Indefinite – until no longer on MAVIS
	Destroy
	Various – Public Protection
	Service Managers

	Pest Control records including formal Notices
	PDPA 1949
EPA 1990
	7 Years from date of service of Notice
	Destroy
	Various – Public Health
	Service Managers

	Stray Dog Register
	EPA 1990
	7 Years from date of register
	Destroy
	Public Health & Dog Control
	Service Managers

	Risk Assessments
	HASAWA 1974
	Until replace/updated
	Destroy
	Various – Public Health
	Service Managers

	TASCOMI Service Records
	LIST FROM DELEGATED AUTHORITY AVAILABLE ON REQUEST
	7 Years from date record was closed
	Destroy Personal data, retain service information indefinitely
	TASCOMI
	Service Managers

	Investigation records/files
	LIST FROM DELEGATED AUTHORITY AVAILABLE ON REQUEST
	7 Years from date investigation was concluded
	
	
	

	Residential Caravan Sites
	Mobile Homes Act 2013
	Indefinite - until no longer operating
	Destroy
	TASCOMI Storage in Public Health 
	Service Managers

	Housing Act Notices
	Housing Act 2004
	Indefinite – until Notice removed/complied with (then 7 years)
	Destroy
	TASCOMI 
Public Health & RMU
	Service Managers

	Environmental Permit Public Register
	Environmental Permitting (England & Wales) Regulations 2016
	Permanent and at least 6 years
	Review
	Various – Public Protection
	Service Managers

	Pollution Control Files
	
	Permanent and at least 6 years
	Review
	Various – Public Protection
	Service Managers

	Air Quality information including progress reports
	Environment Act 1995
	6 years
	Review
	Various – Public Protection
	Service Managers

	Contaminated Land
	Environment Act 1995
	Permanent
	Review
	Various Public Protection
	Service Managers

	Noise Data
	Control of Pollution Act 1974/Environmental Protection Act 1990
	6 Years
	Destroy
	Various  - Public Protection
	Service Managers

	Pollution Control Complaint information
	Control of Pollution Act 1974/Environmental Protection Act 1990
	6 Years
	Destroy
	Various – Public Protection
	Service Managers

	Scrap Metal Dealer files
	Scrap Metal Dealers Act 2013
	Permanent
	Review
	Various – Public Protection
	Service Managers

	Private Water Supplies
	Private Water Supplies (Wales) Regulations 2017
	[bookmark: _GoBack]30 years
	Review
	Various – Public Protection
	Service Managers

	Documentation involved with the licensing of Holiday Caravan and Tent Sites including public register

	Caravan Sites and Control of Development Act 1960 Caravan Sites Act 1968. Public Health Act 1936  

	Permanent

	Review
	Various – Public Protection
	Service managers

	Registers, applications and licence files for Club Premises Certificates

	Licensing Act 2003.  

	6 years after certificate lapses

	Destroy
	Various – Public Protection
	Service managers

	Disclosure and Barring Certificates - Dual Taxi Driver Licences

	Guidance from Disclosure and Barring Service

	6 months from issue date of DBS certificate

	Destroy
	Licensing Department
	Service managers

	Registers, applications and licence files - Hackney Licences

	Local Government (Miscellaneous provisions) Act 1976.  

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Lottery registration

	Gambling Act 2005

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Premises Licences

	Gambling Act 2005

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Gambling Permits and registrations

	Gambling Act 2005

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Personal Licences

	Licensing Act 2003.  

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Premises Licences

	Licensing Act 2003.  

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Private Hire Licences

	Local Government (Miscellaneous Provisions) Act 1976

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Sex establishments

	Local Government (Miscellaneous Provisions) Act 1982

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Street collections and House to House

	Police Factories Etc (Miscellaneous Provisions) Act 1916  House To House Collections Act 1939. 

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers

	Registers, applications and licence files - Temporary Event Notices

	Licensing Act 2003.  

	6 years after registration lapses

	Destroy
	Various – Public Protection
	Service managers




	General Enforcement Documents

	Inspection Records / Suspension Books etx
	Destroy - after retention period - current year + 6 years

	Enforcement Notices
	Destroy - after retention period - current year + 6 years

	Complaint Files and Service request files
	Destroy - after retention period - current year + 6 years

	Tascomi data base files
	Destroy - after retention period - current year + 6 years

	Officer notebooks
	Destroy - after retention period - current year + 6 years

	Investigation Files
	Destroy - after retention period - current year + 6 years

	RIPA Surveillance Records
	Destroy - after retention period - current year + 6 years

	RIPA Footage
	Destroy - after retention period - current year + 6 years

	Intelligence reports
	Destroy - after retention period - current year + 6 years

	Prosecutions, formal cautions, and other legal process records
	Destroy - after retention period - current year + 6 years

	PACE Interview tapes/ CDs
	Destroy - after length of enforcement activity
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