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BOGNOR REGIS TOWN COUNCIL DATA RETENTION POLICY
Adopted by the Council at its Meeting held on 11th May 2026







Introduction
Bognor Regis Town Council creates and holds information in order to deliver its statutory functions and day-to-day services. Information is a corporate asset; however, under Article 5(1)(e) UK GDPR (the storage limitation principle), personal data must not be kept for longer than is necessary for the purposes for which it is processed.
This policy sets out how the Council manages the retention and secure disposal of information in accordance with UK GDPR, the Data Protection Act 2018, the Freedom of Information Act 2000, the Limitation Act 1980, and other relevant legislation and regulatory requirements. It should be read alongside the Council’s Data Protection Policy and Information Governance Policy.
Scope
This policy applies to all records held by the Council, regardless of format. This includes paper files, electronic documents, emails, images, audio and video recordings, backups and archived material. It applies to all Councillors, employees, volunteers and contractors who handle Council information.
Core Principles
The Council will only retain information where there is a lawful, operational or historic reason for doing so. Retention periods must be justifiable, proportionate and documented. Personal data will not be retained indefinitely without a lawful basis, and records required for statutory, audit or evidential purposes will be preserved appropriately.
Information will be disposed of securely once it is no longer required. Retention decisions will take account of statutory requirements, limitation periods for legal claims, audit needs, business use and archival value.
Roles and Responsibilities
Overall responsibility for Data Retention rests with the Town Clerk.
The Deputy Clerk, acting as Data Protection Officer (DPO), is responsible for advising the Council on data retention compliance, monitoring adherence to GDPR and supporting the management of information risks.
Managers are responsible for ensuring records within their service areas are retained and disposed of in accordance with this policy.
All Councillors and staff have a personal responsibility to handle data retention carefully, lawfully and in accordance with Council policies.

Retention, Archiving and Secure Disposal
The Council retains information only for as long as necessary to meet legal, operational and governance requirements. 
Records of permanent civic or statutory value form part of the Council’s corporate archive. Where appropriate, archived records may be stored off site in a secured location with controlled access.
Where legal claims or investigations such as Freedom of Information requests are ongoing, relevant records must not be destroyed until the matter is concluded.
	Record Category
	Typical Retention Period

	
Civic and statutory records (e.g. Council minutes, election results)

	Permanent archive

	
General administrative records (working documents, internal emails, draft documents, routine correspondence)



Financial and contractual records (accounts, invoices, contracts, procurement, insurance)
	Up to 3 years, or sooner where no longer required. Records forming part of a formal decision or statutory process should be retained in accordance with the relevant category above.


6 years after end of financial year or contract (12 years where executed under seal)

	Personnel and HR records
	

6 years after employment ends (longer where safeguarding or statutory requirements apply)

	

Formal casework and regulatory records (correspondence, complaints, FOI requests, SARs)
	3 Years

	
Health and safety records
	
6 years


	
CCTV / vehicle camera footage
	
6 months



Once records reach the end of their retention period, they must be disposed of securely. Confidential paper records must be shredded or placed in approved confidential waste, and electronic records must be permanently deleted so they cannot reasonably be recovered. A basic disposal record will be maintained showing what was destroyed, when, how, and by whom.
Monitoring & Review
Compliance will be monitored by the Data Protection Officer (DPO) and Town Clerk.
This policy will be reviewed regularly, or sooner if legislative changes require.
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