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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Chief Executive

Service area: Executive Support

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source | LGA ID Tag Classification
ES11 Corporate - meeting AII records rglating to the organiza- Date of meeting 4 1522 Official
governance tion of meetings
ES1.2 Corporate - meeting gov- Recordings of meetings Date of meeting 4 1523 Official
ernance
Directorate: Chief Executive
Service area: Electoral Services
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Elect 1.1 Election results All records to the creation and pub- | Date of the election The actual result will
lication of election results be kept permanently
and be available on our Rebresentation of
website for historic P Official
. the People Act 669
purposes - minus ad- 1985
dress details from legal
notices to be removed
after 21 days
All records relating to the creation Official
and management of electoral .
Elect 1.2 Electoral areas . Creation of records Permanent 1338
boundaries.
Representation of Official - Sensitive
the People Regula-
tions 2001. Repre-
All records relating to the process ﬁiggr::;'r;x:?g:m ;Zztalzgggtfigg_%
Elect 1.3 Electoral nominations of administering nominations for Date of the election P ’ 302

elections

destroyed after 21
days

Section 23 and
schedule 1 rule 57.
Local Elections
(Principal Areas)
Rules 2006




Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Chief Executive

Service area: Electoral Services (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the creation and Electoral Registration Official - Sensitive
Elect 1.4 Electoral register L . Permanent and Administration 301
publication of the electoral register
Act 2013
Application kept for Official - Sensitive
aslongasitisin Representation of
force (as from the People Regula-
31/10/23 upto 3 tions 2001. As
. All records relating to the administra- Year records cre- years ma.X|mum). amended by.The
Elect 1.5 Postal voting tion of postal voting ated Record linked to Representation of 957
elector's household | The People (Postal
so when the elector | and Proxy Voting
ceases to be regis- Etc.) (Amendment)
tered the absent Regulations 2023
vote is removed
Application kept for Official - Sensitive
aslongasitisin Representation of
force (as from the People Regula-
31/10/23 upto 3 tions 2001. As
. All records relating to the administra- Year records cre- years ma'X|mum). amended by'The
Elect 1.6 Proxy voting tion of proxy voting ated Record linked to Representation of 299
elector's household | The People (Postal
so when the elector | and Proxy Voting
ceases to be regis- Etc.) (Amendment)
tered the absent Regulations 2023
vote is removed
The actual result will Official
Information on the different referenda Year records cre- be kept permanently
Elect 1.7 Referenda which can take place and legal terms ated and be available on 673
under which they may be carried out. our website for his-
toric purposes
All records relating to the administra- Representation of Official - Sensitive
Elect 1.8 Voting tion of the voting process for individual | Date of election 12 months the People Regula- 300

elections including ballot papers

tions 2001




Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Chief Executive

Service area: Electoral Services (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Members - elections - All rec'ords relatlng ’Fo the proY|5|on, ' Limitation Act 1980 Official - Sensitive
Elect 1.9 olling stations manning and publicity for polling sta- | Date of election 6 (Section 2) 1435
P g tions, including the payment of staff
Elect 1.10 | Members - electoral cycle All records relating to the manage- Date cycle ends 4 1334 Official - Sensitive
ment of the members electoral cycle
Elect 1.11 C.ounC|IIor casual vacan- All records. relating to Councillor cas- Creation of records 6 months 1365 Official - Sensitive
cies ual vacancies
2 for all poll fficial - iti
Expenses Declaration and return eii:rst O;r?shp(izs Representation of Official - Sensitive
Elect 1.12 | Candidate expenses from candidates/Election agents for Date of election PP the People Act 1983 -

an election

months) from date of
receipt

Sections 87-89




Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Planning

Service area: Planning Building Control

Reference Process Activity Records Description Retention Trigger Retention Retention Source LGA ID Tag Classification
(Years)
Building Control Enforcement Official - Sensitive
PBC1.1
Building Control Register Official - Sensitive
PBC1.2
Building Applications Date Construction Hejalth & Saft.ety Exec- Official - Sensitive
PBC1.3 L utive Operational
completed 15 minimum .
P — Standard Rules - April — —
Building Applications 2024 Official - Sensitive
PBC1.4 (Significant or Listed) All records relating to Building Con-
trol Functions
PBC 1.5 uilding Work Inspections Official - Sensitive
PBC 16 Dangerous structures Official
Health & Safety Exec-
iti Year records created i i ici
PBC 1.7 Demolition control 15 minimum utive Operational - Official
Standard Rules - April
iti 2024 ici
PBC 1.8 Demolition enforcement Official




Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Planning

Service area: Planning Development Management

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to planning permis- Official
ion f tain t f advertise-
PDC2.1 Advertisement control slon forcertain y!aes ora \{er 1€ o Permanent 986
ments and advertisements in specified
areas
Community infrastruc- All records relating to the creation and Official
PDC 2.2 v implementation of the Community In- | Creation of records Permanent 1373
ture levy (CIL)
frastructure Levy
PDC 2.3 Conservat!c?n area tree All records relating to conservatlon Permanent 1479 Official
works notification area tree works notification
. Date of the resolu- Enforcement To o Official
Development control All records relating to the enforcement | u . Limitation Act 1980 'c!
PDC2.4 tion of any enforce- cover 10-year im- . 1042
enforcement of development control . . . (Section 2)
ment action munity period
. . . Enforcement To s Official
Development control Case files relating to Breach of Condi- . Limitation Act 1980
PDC 2.5 . . Close of case cover 10-year im- . 1043
enforcement tion Notices . . (Section 2)
munity period
PDC 2.6 Development control Casen files re.Iatlng to planning contra- Close of case Enforcement Review leltfa\tlon Act 1980 1044 Official
enforcement vention Notices at end of 6 years (Section 2)
Development Manage- Official
ment - Planning applica-
tion and planning
case files held within the
lanning team .
P _a |_g eam databases, All records relating to the manage-
microfiche and scanned ment of the development control pro- | Year records cre-
PDC 2.7 records, including the ap- P P Permanent 541

plication documents and
background information,
committee report, statu-
tory notices, legal
agreements and decision
notices

cess (excluding parts of the process in-
cluded in other parts of the schedule)

ated




Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Planning

Service area: Planning Development Management (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
PDC 2.8 Dlsch_a_rge of planning All rec.ords relét_mg to the discharge of Permanent 1477 Official
conditions planning conditions
PDC 2.9 Environmental Impf'act All records relating to EnV|r.onmentaI Date of assessment 15 1481 Official
Assessment screening Impact Assessment screening
PDC2.10 | Land charges search All records relating to land charge Year records cre- 1 619 Official
searches ated
. Official
PDC2.11 | Land charges search Land Charges Register Permanent 620
Lawful Development All records relating to the creation and Official
PDC2.12 oo . p. implementation of Certificates of Law- | Creation of records Permanent 1374
Certificate existing use
ful Use or Development
All records relating to applications for Official
PDC 2.13 Lawfu.l Development and management of Certificates of Permanent 1475
Certificate proposed use | Lawful Use or Development for pro-
posed use (CLOPUD)
Local development or- All records relating to the creation and Official
PDC2.14 der P management of Local Development Creation of records Permanent 1369
Orders
Neiehbourhood devel All records relating to the creation and Official
PDC 2.15 & implementation of Neighbourhood De- | Creation of records Permanent 1371
opment order
velopment Orders
Outline planning con- All records relating to applications for Vear records cre- Official
PDC 2.16 P & and management of outline planning 15 1473
sent ated
consents
All lati lanni Y - fficial
PDC2.17 | Planning area search records relating to planning area ear records cre 1 977 Officia
searches ated
All records relating to the creation and Official
PDC 2.18 | Planning decision notices | publication of formal planning decision Permanent 442
notices
PDC 2.19 Planning minor material | All recprds relating to planning minor Date of amend- Permanent 1483 Official
amendments material amendments ment




Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Planning

Service area: Planning Development Management (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
PDC 2.20 Planning non-material All recprds relating to planning non- Date of amend- Permanent 1482 Official
amendments material amendments ment
All records relating to the creation and Official
PDC2.21 | Planning obligations |mplementat|on of PIannl'ng Obliga- Creation of records Permanent 1372
tions (also known as Section 106
agreements)
Planning pre-application Al ds relating to olanni v q Official
PDC222 | advice . resor s re. ating to planning pre-ap ear records cre 15 1480
plication advice ated
Prior notification of de- All records relating to a_ppllcat.u.)ns for Date of notification Limitation Act 1980 Official
PDC2.23 and management of prior notifications | + 6 years then re- 6 . 1476
velopment . (Section 2)
of development view
PDC 2.24 Remo.val/varla.tl.on of .AII.records rela.tlng to th(? removal/var- Permanent 1478 Official
planning conditions iation of planning conditions
All records relating to the creation, Official - Sensitive
Self-build and custom management and publication of the .
PDC2.25 Creat f d 6 1525
build register Self Build and Custom House Building reation ot records
Register
Self-build and X Self-Build and Custom House Building Official - Sensitive
PDC 2.26 €l-bulid and custom Register Creation of register Permanent 1524

build register

10




Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Planning

Service area: Planning Policy

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Consefr'vat.lon areas All records relating to the maintenance | Year records cre- Limitation Act 1980 Official
PP 3.1 (Specific sites & monu- e 6 . 436
of specific sites and monuments ated (Section 2)
ments)
PP 32 Conservation areas All records relatlng to the manage- Permanent 437 Official
(General) ment of conservation areas
All records relating to the creation and | Date proposals su- Official
PP 3.3 Land use proposals . . ne I prob . 6 529 Il
implementation of land use proposals perseded
All ds relating to th ti d Official
Local Development . records re. ating to the creation an Date framework ex- Limitation Act 1980 cia
PP 3.4 implementation of a Local Develop- . 6 . 815
Framework pires (Section 2)
ment Framework
All records relating to the creation, im- . Official
. Date plan is
PP 3.5 Local plans plementation and management of the 6 uDC
adopted
local plan
All records relating to the creation, im- Official
PP 3.6 Minerals local plan plementation and monitoring of the Date plan expires 6 621
Minerals Local Plan
. All records relating to the develop- Official
PP 3.7 Neighbourhood devel ment and implementation of neigh- Creation of records Permanent 1370
opment plan
bourhood development plans
All records relating to the creation and Official
Statutory development . . Date plan super-
PP 3.8 implementation of statutory develop- 6 533
plans seded
ment plans
. All records relating to the creation of a | Date strategy Official
PP 3.9 Transport policy Transport Strategy adopted 15 421
All records relating to the creation, im- Official
PP 3.10 Transport policy plementation and monitoring of Date policy expires 3 422
transport policy
All records relating to the develop- Official
PP 3.11 Waste local plan ment, implementation and monitoring | Date plan expires 10 622
of a Waste Local Plan
PP 3.12 Zoning All records relating to the zoning pro- Year records cre- 6 441 Official
cess ated

11



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Planning

Service area: Planning Services

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the provision of Official
advice and consultation to local resi-

PS4.1 Conservation advice dents who are considering carrying out Permanent 438
any works on property within a conser-
vation area
All records relating to the review and Official
. assessment of housing conditions in S
PS 4.2 Demolitions - property the area to help determine which Date of assessment 6 L|m|t§t|on Act 1980 109
assessment . . (Section 2)
properties are unfit for occupancy or
are abandoned
. . All records relating to the rnonltorlng Date of any action Limitation Act 1980 Official
PS4.3 Derelict properties and management of derelict proper- taken about dere- 6 (Section 2) 630
ties lict property
All records relating to the assessment N Official
. L . . .. Limitation Act 1980
PS4.4 High hedges of complaints in relation to high Date of decision 6 m fa 'on Ac 1006
(Section 2)
hedges
All ds relating to listed buildi Official
PS4.5 Listed buildings records refating to fisted bullcings Permanent 440 cia
PS 4.6 P.r-operty enquiries cer- All records rela?tlng to-t.he creation of Date of the search 6 978 Official
tificates property enquiry certificates
. e All records relating to listed buildings Official
PS 4.7 Listed buildings Permanent 440
PS48 Stre'et names and num- All recor'ds relating to the naming and Permanent 439 Official
bering numbering of streets
All records relatln'g to the manage- . Vear records cre- Limitation Act 1980 Official
PS 4.9 Tree management ment of trees which are the responsi- 6 . 432
. . ated (Section 2)
bility of the authority
All ds relating to t - Official
PS4.10 Tree management . records relating fo tree preserva Date of order 0 433 cia
tion orders
All records relating to the creation, im- Date of preserva- Official
PS4.11 Tree preservation orders | plementation and monitoring of tree tion orer 0 434
preservation orders

12



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Planning

Service area: Planning Enforcement

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
. Limitati 1 —
PESA Development Control All records relating to the enforcement Date of resolution . .6 |m|tfat|on Act 1980 1042 Official
of development control (minimum) (Section 2)
Breach of Condition No- | Case files relating to Breach of Condi- 6 Limitation Act 1980 Official - Sensitive
P.E5.2 . . . Date of case closure (then further re- . 1043
tice tion Notices . (Section 2)
view)
. . . . . 6 N Official - Sensitive
PES3 PIar?nmg Contravention Case. files re!atlng to planning contra- Date of case closure (then further re- L|m|t§t|on Act 1980 1043
Notices vention Notices . (Section 2)
view)
6 Official
All lating t liti - Limitation Act 1
P.E5.4 Demolition Enforcement records relating to demolition en Date of case closure (then further re- |m|t.at|on ct 1980 1043
forcement . (Section 2)
view)
PESS PIan.ning Enforcement All records relating to Enforcement Permanent Town & Country UDC Official
s Notices Notices issued Planning Act 1990
; All records relating to enforcement Official - Sensitive
PESE Planning Enforcement Date records created 10 Town & Country UDC

Complaints

complaints made or received

Planning Act 1990

13



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Corporate Services

Service area: Communications

Reference | Process Activity Records Description Retention Trigger Retention Retention Source LGA ID Tag | Classification
(Years)
All records relating to the accessibilit Official
Comms 1.1 | Accessibility of Web sites . & ¥ Year of last record entry 3 811
of web sites
. . All records relating to the creation and . Official
Media and publicity pro- . - Date policy/protocol ex-
Comms 1.2 P yp management of media and publicity . policy/p 3 770
tocols pires
protocols
News and information All records relating to the publication Official
Comms 1.3 releases of the latest news and public infor- Year records created Permanent uDbC
mation relevant to the local area.
All records relating to the creation and Official
N blicati f official publicati ) A
Comms 1.4 | Publications publication ot o .ICIa publications . Date of first publication Permanent uDbC
about the council and the surrounding
area.
All records relating to responses made Official
Comms 1.5 | Staff - communications by councils to external consultations Year records created 3 1192

14



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Corporate Services

Service area: Customer Services

Reference | Process Activity Records Description Retention Trigger Retention Retention Source LGA ID Tag | Classification
(Years)
All records collected by an organisation to Official - Sensitive
Complaints and compli- enable local residents to notify the council Date svstems Up-
CS11 P P about a change in circumstances which ¥ P 1 307
ments . . dated
may affect their entitlement to other
council services
Complaints and compli- Copy documents relating to the 'Tell us Official - Sensitive
CS1.2 P P pyl 8 Year records created 1 1577
ments Once' system
All records relating to the provision of an Official - Sensitive
. . d te wh t on behalf of - L
Complaints and compli- advocate who can act on beha . oracus Limitation Act 1980
CS13 tomer who has made a complaint about Year records created 6 . 588
ments . . (Section 2)
one or more services provided by the local
authority
cs14 Complaints and compli- | All rt.acords relatl'ng to complalnts about Vear records created 3 587 Official - Sensitive
ments services dealt with as business as usual
Complaints and compli- | All records relating to complaints referred | Date complaint re- Official - Sensitive
CS1.5 10 288
ments to the Local Government Ombudsman solved
Complaints and compli- . . Official - Sensitive
CS16 men'fs P All records relating to level 1 complaints Year records created 6 289
S 1.7 Complaints and compli- Records relating to the processes to sup- Date processes 6 1735 Official - Sensitive
' ments port the provision of a complaints process | change
S 18 Complaints and compli- | All recgrds relating to th.e cre"a\tion and Vear records created 3 599 Official - Sensitive
ments analysis of customer satisfaction surveys
Complaints and compli- | All records relating to feedback and sug- Official - Sensitive
Cs1.9 P # . & . & Year records created 3 1118
ments gestions made by local residents
Comments received via social media sites, Official - Sensitive
Complaints and compli- | where the comments/complaints have Year comment re-
CS1.10 . 1 1456
ments been referred on to the relevant depart- ceived
ment within the Council
All records relating to links between local Official - Sensitive
. o . Local Government
CSs1.11 Consultations people, local organisations and decision Year records created 4 303

makers.

Act 1972 s100c

15



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Corporate Services

Service area: Democratic Services

tory

Reference | Process Activity Records Description Retention Trigger Retention | Retention Source LGA ID Classification
(Years) Tag
Minutes, agendas and Background papers to reports - Princi- . Local Government Act Official
Dem 1.1 ’ Date of t 4 1213
em reports pal Set ate ol meeting 1972 s100d
Local Authorities (Execu- Official
Minutes. agendas and tive Arrangements) (Ac-
Dem 1.2 » 38 Minutes - Copies for public inspection Date of meeting/decision 6 cess to Information) 292
reports i
(England) Regulations
2000
Principal copy minutes, agendas and Official
. reports relating to decisions taken and
Minutes, agendas and P ! g ! . . Local Government Act
Dem 1.3 recommendations made by the local Date of meeting/decision 6 293
reports . . . 1972 s100b
authority and its committees and pan-
els
Dem 1.4 C.ouncillor casual vacan- | All recqrds relating to Councillor casual Creation of records 6 months 1365 Official - Sensitive
cies vacancies
. . All records relating to a complaint Official - Sensitive
Councillors declaration . . .
Dem 1.5 . made against a councillor where the Year complaint made 1 1574
of interest N
complaint is unfounded
All records relating to a complaint Official - Sensitive
Dem 1.6 Co.unC|IIors declaration made agamst a co.unC|IIor.where the Year complaint made 0 1575
of interest complaint results in a major sanction
against the councillor
All records relating to a complaint Official - Sensitive
Councillors declaration made against a councillor where the .
Dem 1.7 . g . . . Year complaint made 0 1576
of interest complaint results in a minor sanction
against the councillor
Dem 1.8 Co'uncillors declaration All re.cords'relating to Councillors' dec- Date member leaves office | 18 months Local Govgrnment Act 1509 Official - Sensitive
of interest laration of interest 1972 Section 94 (1)
All records relating to the compiling Official - Sensitive
. . and publication of a councillors' direc- . .
Dem 1.9 Councillors directory Creation of directory 1 296

16



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Corporate Services

Service area: Democratic Services (continued)

Reference | Process Activity Records Description Retention Trigger Retention | Retention Source LGA ID Classification
(Years) Tag
All records relating to councillor advice Official
Dem 1.10 | Councillors surgeries . & Date records created 0 295
surgeries
Dem 1.11 | Mayoral elections ,t’-}lcl)r:scords relating to mayoral elec- Date of election 6 months 1360 Official
All records relating to the creation of a Official
Dem 1.12 | Mayoral elections & . Creation of records Permanent 1361
mayoralty for a local authority area
L All records relating to mayoral invita- Official
Dem 1.13 | Mayoral invitations tions & y Year records created 3 298
Information about elected local repre- Official
Members of parliament - | sentatives and MEPs, their roles, how
D 1.1 i 1 1
em 1.14 MPs and MEPs they are elected and where to find out Year records created 63
who are your current representatives.
Dem 1.15 Parlsh/town council and AII records reIat'lng to I|a|sor1 with par- Year records created 6 L'|m|tat|on Act 1980 (Sec- 672 Official
councillors ish/town council and councillors tion 2)
All records relating to the administra- Official
Dem 1.16 | Members - allowances tion of Independent Remuneration Creation of records 6 1315
Panel
Members committee All records relating to the administra- Official
Dem 1.17 membershi tion of appointments & membership of | Date records superseded 4 1311
P committees & working groups
. All records relating to the develop- Official
Members - communica- ) o .
Dem 1.18 tions ment of a policy on communication Creation of records 3 1439
with members
All records relating to professional ad- Official
vice to members and the public on
- ic | democratic services and functions, in-
Dem1.19 | Members - democratic ) . . Date of advice 4 1582
services - advice cluding advice on the design of com-
mittee structures.

17



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Corporate Services

Service area: Democratic Services (continued)

Reference Process Activity Records Description Retention Trigger Retention Retention Source LGA ID Tag Classification
(Years)
Local Authorities Official
Members - executive All records relating to the provision of :Ziis)tl(\ll\;g{iinie-
Dem 1.20 a forward plan of key decisions to be Creation of records 4 & 1437
forward plan ) and Access to Infor-
made by the executive. .
mation) (England)
Regulations 2012
All records relating to the nominations Official - Sensitive
Dem 1.21 Members - honours and | for ho.nours and awards from the Creation of records 3 1438
awards council for staff, members and the
community
All records relating to the provision of Official
Dem 1.22 Memb(?r§ - induction induction and Tcrammg for new mem- Creation of records 3 1440
and training bers and ongoing development sup-
port to existing members
All records relating to the production Local AL'JthOI’ItIeS Official
- (Executive Arrange-
. (and publication) of a record of all de- .
Members - minutes, . . ments) (Meetings
Dem 1.23 cisions taken and recommendations Permanent 1441
agendas and reports . . . and Access to Infor-
made by the Council and its Commit- .
tees and Panels mation) (England)
' Regulations 2012
All records relating to meeting plan- Official
Members - overview ning, Scrutiny and Overview commit-
Dem 1.24 . tees, working group meetings admin- Creation of records 6 1318
and scrutiny . . - .
istration, decision recording, and pro-
vision of support
Members - overview All records relating to research into Official
Dem 1.25 . matters to be considered by Scrutiny. Creation of records 6 1319
and scrutiny

18



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Corporate Services

Service area: Democratic Services (continued)

Member training & development

Reference | Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag | Classification
All records relating to the manage- Official
Members - overview ment of consultation on any proposal
Dem 1.26 . being Scrutinised - Monitoring of im- Creation of records 6 1317
and scrutiny . . .
plementation of Scrutiny & overview
committee decisions
Members - overview All records relating to the monitoring Official
Dem 1.27 . of implementation of Council decisions | Creation of records 6 1316
and scrutiny
All records relating to offices staffed by Official
Dem 1.28 Members - political of- non-po_litical officers to support the . Creation of records 6 Limit.ation Act 1980 1442
fices authority's elected members (council- (Section 2)
lors)
All records relating to meeting plan- Official
Dem 1.29 | Members - secretariat ning, (.Ze?blnet megtlng admln.ls‘tratlon Creation of records 4 1313
& decision recording, & provision of
support
All records relating to the processing Official
Dem 1.30 | Members - secretariat of member support requests exclud- Creation of records 4 1312
ing: Member training & development
All records relating to the processing Official
Dem 1.31 | Members - secretariat of member support requests including: | Creation of records 4 1314

19



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Corporate Services

Service area: Saffron Museum

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
MUS 1.1 Museum loans, dona- Files relating to the deposit, donation Permanent uDC Official
tions, bequests and sales | or purchase of records held in the mu-
seum service
MUS 1.2 Historic sites mainte- All records relating to the maintenance Permanent ubC Official
nance and preservation of sites of historical
or cultural interest and ancient monu-
ments within the local authority area
MUS 1.3 Museum and gallery All records relating to the sale of goods | Year records cre- 6 HMRC - Compliance 794 Official
shops in museum and gallery shops ated Handbook Manual
CH15400
MUS 1.4 Museum collections All records relating to information Permanent uDC Official
about collections on display in mu-
seum collections
MUS 1.5 Museum events and ex- | All records relating to information Permanent ubC Official
hibitions about any events or exhibitions organ-
ised at museums with the local author-
ity area.
MUS 1.6 Museums and galleries All records relating to the manage- Permanent uDbDC Official
ment and maintenance of museums
and galleries
MUS 1.7 Museums and galleries All records relating to the provision of | Year records cre- 3 uDbC Official
information and advice on museums ated
and galleries in the local area
MUS 1.8 Art commissions All records relating to the commission- Permanent uDC Official
ing of works of art from local or other
artists for display in public buildings or
other art exhibitions in the area
MUS 1.9 Arts and creative classes | All records relating to the develop- Permanent uDC Official
ment and management of arts and
creative classes

20



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Corporate Services

Service area: Saffron Museum (continued)

Reference Process Activity

Records Description

Retention Trigger

Retention (Years)

Retention Source

LGA ID Tag

Classification

MUS 1.10 | Arts development

All records relating to the support ad-
vice and development of arts in the lo-
cal community

Permanent

ubcC

Official

MUS 1.11 | Countryside events

All records relating to the provision of
information on countryside events
that have or will take place in the local
area. Events may be run by the local
authority, local volunteer groups or
other organisations

Permanent

ubcC

Official

MUS 1.12 | Exhibitions

All records relating to the provision of
exhibitions in public buildings or open
spaces

Permanent

ubC

Official

MUS 1.13 | Outdoor events

All records relating to the organisation
and management of outdoor events

Permanent

ubC

Official
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Finance

Service area: Finance

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to standard ac-
counting procedures including carry End of the financial HMRC - Compliance Official
FIN 1.1 Accounts - accounting forward, balance sheet, reserves, cash | year to which the 6 Handbook Manual 1425
flow, certification of accounts, finan- records relate CH15400
cial statements and accounting policies
. . . . End of the financial HMRC - Compliance Official
Fingg | Accounts-financial - Al ecords rlating to the banking of | o, 5 ich the : Handbook Manual | 908
g P records relate CH15400
Accounts - financial All records relating to the receipt of Year records cre- HMRC - Compliance Official
FINL3 management ayments made to the council ated 6 Handbook Manual 909
& pay CH15400
] . Share certificates, stocks, bonds, other Official
Accounts - financial . . . Date asset de-
FIN 1.4 securities, together with any appropri- 6 910
management stroyed
ate contracts of purchase or sale
. . All records relating to the creation and Official
Accounts - financial . . Year records cre-
FIN 1.5 . implementation of the annual budget 6 911
planning . ated
for the council
Accounts - financial All records relating to the creation and Year records cre Official
FIN 1.6 . implementation of departmental 6 912
planning ated
budgets
. . All records relating to the creation and Official
Accounts - financial . . . Year records cre-
FIN 1.7 . implementation of partnership budg- 6 913
planning ated
ets
Accounts - financial All records relating to the monitoring Vear records cre Official
FIN 1.8 lannin and reporting on the annual and de- ated 6 914
P & partmental budgets
. HMRC - Compliance Official
o | Handbooktional | s
& Y Y CH15400
FIN 1.10 Accounts - fund man- All records relaltlng to the investment End of investment 6 916 Official
agement of local authority funds
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Finance

Service area: Finance

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Accounts - inter-organi- SLE;ZZ}Z:(Z':?? ;0 Srar:milrr:tgt?g—Staff End of the financial ot
FIN 1.11 ; =rorg quip! | year to which the 6 1457
sational charging tween departments within the organi-
. records relate
sation
All records relating to the adoption . Official
FIN 1.12 Accounts - management and development of policies and pro- Date the policy su 3 1426
and control . . perseded
cedures for accounting practice
Accounts - revenue and All records relating to the calculation End of the financial The Income Tax Official
FIN 1.13 of VAT and Collective Investment year to which the 3 (Employment) Reg- 1427
customs .
Scheme. records relate ulations 1993
Finance - indemnifica- All records relating to the manage- o Official - Sensitive
FIN 1.14 tion for members and ment of indemnification for members Date case closed 6 L|m|tf':1t|on Act 1980 1359
) ) (Section 2)
officers and officers
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Finance

Service area: Benefits

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Client records relating to the work of Official - Sensitive
benefit advisors who offer benefit as-

Benefits advice and as- sessment and provide advice about en- | Year records cre- Limitation Act 1980
BEN 1.1 . . - 6 . 147
sessment titlement to welfare benefits to indi- ated (Section 2)
viduals in receipt of benefit or claiming
benefit.
Benefits advice and as Records relating to the creation and Vear records cre Official - Sensitive
BEN 1.2 management of benefit advice 6 1739
sessment ated
schemes
BEN 1.3 Debt enforcement Case files relating to debt recovery Close of case 6 l('ér:clt?;:]O;)ACt 1980 1116 Official - Sensitive
. . HMRC - Compliance Official - Sensitive
BEN 1.4 Debt enforcement g::tt records relating to debt enforce- :f:c; records cre- 6 Handbook Manual 1115
CH15400
Records relating to the creation and Vear records cre- HMRC - Compliance Official - Sensitive
BEN 1.5 Debt enforcement management of debt enforcement 6 Handbook Manual 1741
ated
schemes CH15400
Client records relating to Information Official - Sensitive
d advi bout entitl tt I- Limitation Act 1980
BEN 1.6 Welfare rights advice anda wcg about entrtiement to we Date advice given 6 ! .a on Ac 145
fare benefits, other allowances, grants (Section 2)
and general financial difficulties
Notifications by people claiming bene- Official - Sensitive
fits who when admitted to hospital Year records cre-
BEN 1.7 Going into hospital must notify the local authority dealing 6 789
. . . . ated
with their claims for housing and Local
Council Tax Support
Records relating to the management Official - Sensitive
BEN 1.8 Going into hospital of processes ’Fo fallow the'notlflcatlon Date process 6 1707
by people claiming benefits who are changes
admitted to hospital
BEN 1.9 Housing benefit appeals Cli'ent records concerning housing ben- | Date appeal re- 6 67 Official - Sensitive
efit appeals solved
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Finance

Service area: Benefits (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Records relating to the management Date brocess Official - Sensitive
BEN 1.10 | Housing benefit appeals | of processes concerning housing bene- chan pes 6 1710
fit appeals &
BEN 1.11 Housing t.)eneflt back- Clu.ant records r.elatlng to' back dated Date claim resolved 6 63 Official - Sensitive
dated claims claims for housing benefit
Housine benefit back Records relating to the management Date brocess Official - Sensitive
BEN 1.12 & . of processes concerning back dated P 6 1711
dated claims . . . changes
claims for housing benefit
Housing benefit current | Client records relating to current Year records cre- Official - Sensitive
BEN 1.13 . . . . 6 65
claim claims for housing benefit ated
Housing benefit current Records relating to the management Date brocess Official - Sensitive
BEN 1.14 . g of processes concerning current claims P 6 1712
claim . ) changes
for housing benefit
Housing benefit new Client records relating to new claims Year records cre- Official - Sensitive
BEN 1.15 . . . 6 64
claim for housing benefit ated
Housing benefit new Records relating to the management Date brocess Official - Sensitive
BEN 1.16 . & of processes concerning new claims for P 6 1713
claim . . changes
housing benefit
Housing benefit over- Client records relating to the overpay- | Date overpayment Official - Sensitive
BEN 1.17 . ) 6 66
payments ment of housing benefit resolved
. . Records relating to the management Official - Sensitive
Housing benefit over- . Date process
BEN 1.18 of processes concerning overpayment 6 1714
payments . . changes
of housing benefit
Client ds relating to th | Official - Sensiti
BEN 1.19 | Housing benefit renewal 'en r('ecor Sre 'a INg to the renewa Date of renewal 6 68 clal - >ensitive
of housing benefit
Records relating to the management Official - Sensitive
. ) . Date process
BEN 1.20 | Housing benefit renewal | of processes concerning renewal of 6 1715
. . changes
housing benefit
Client records relating to the determi- Vear records cre Official - Sensitive
BEN 1.21 Rent determination nation of private rents for those in re- ated 6 975
ceipt of housing benefits
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Finance

Service area: Benefits (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Records relating to the management Official - Sensitive
BEN122 | Rent determination of proces§es to allow the determina- Date process 6 1717
tion of private rents for those in re- changes
ceipt of housing benefits
Local Council Tax Sup- Client records relating to Local Council | Date appeal re- Official - Sensitive
BEN 1.23 6 60
port appeals Tax Support appeals solved
Local Council Tax Su Records concerning the processes to Date brocess Official - Sensitive
BEN 1.24 P manage Local Council Tax Support ap- P 6 1718
port appeals changes
peals
BEN 1.25 Local Council Tax S.up— Client records relatm.g to Local Council Last action 6 57 Official - Sensitive
port backdated claims Tax Support back claims
. Records concerning the processes to Official - Sensitive
Local Council Tax Sup- . Date process
BEN 1.26 . manage Local Council Tax Support 6 1719
port backdated claims . changes
back claims
BEN 1.27 Local Council Tax Sup- Client records relating to current Last action on the 6 59 Official - Sensitive
' port current claim claims for Local Council Tax Support claim
Local Council Tax Sup- Records concerning the processes to Date brocess Official - Sensitive
BEN 1.28 . P manage current claims for Local Coun- P 6 1720
port current claim . changes
cil Tax Support
BEN 1.29 Local Council Tax Sup- Client records relating to new claims Year records cre- 6 58 Official - Sensitive
' port new claim for Local Council Tax Support ated
. Records concerning the processes to Official - Sensitive
L T - D
BEN 1.30 ocal COUhCI. axsup manage new claims for Local Council ate process 6 1721
port new claim changes
Tax Support
Local Council Tax Sup- Client records relating to the overpay- | Date overpayment Official - Sensitive
BEN 1.31 . 6 61
port overpayments ment of Local Council Tax Supports resolved
. Records concerning the processes to Official - Sensitive
Local C | Tax Sup- Dat
BEN 1.32 ocal touncll Tax sup manage Local Council Tax Supports ate process 6 1722
port overpayments changes
where an overpayment has been made
BEN 1.33 Local Council Tax Sup- Client records relating to the renewal Year records cre- 6 62 Official - Sensitive

port renewal

of Local Council Tax Supports

ated

26




Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Finance

Service area: Benefits (continued)

and prosecution of benefit fraud

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Local Council Tax Su Records concerning the processes to Date brocess Official - Sensitive
BEN 1.34 P manage the renewal of Local Council P 6 1723
port renewal changes
Tax Supports
Client records relating to applications Official - Sensitive
BEN 1.35 | Unemployment benefit for and payment of Jobseekers Allow- Date benefit paid 6 1544
ance
Records concerning the processes to Date brocess Official - Sensitive
BEN 1.36 | Unemployment benefit allow applications for and payment of P 6 1725
changes
Jobseekers Allowance
BEN 137 | Universal credit Client records relating jco appllcatlgns Creation of records 6 1468 Official - Sensitive
for and payment of universal credit
BEN 138 | Universal credit Records cc.)ncgrnlng the processes tq Date process 6 1726 Official - Sensitive
allow applications for universal credit changes
BEN 1.39 | Benefit fraud All records relating to the detection Date case resolved 6 675 Official - Sensitive
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Finance

Service area: Council Tax

Reference Process Activity Records Description Retention Retention (Years) Retention Source LGA ID Tag Classification
Trigger
All records relating to en- [All records may need Official - Sensitive
. L. . . Year records
CT11 Council tax account enquiries | quiries about council tax 6 to be kept from 1st 53
created .
accounts April 1993]
Council tax annual notifica- All records relating to the Year records [All records may need Official - Sensitive
CT1.2 tion Council tax annual notifi- created 6 to be kept from 1st 52
cation April 1993]
All records relating to Date appeal [All records may need Official - Sensitive
CT13 Council tax appeals Council Tax A eagls com I(ftF()ed 6 to be kept from 1st 1552
PP P April 1993]
Back to 1993 personal infor- Official - Sensitive
ti hall be stored fi
All records relating to Vear records lcr;a Itcr);scjuncﬁ issc:(rae ui:erdatso [All records may need
CT1.4 Council tax band reductions council tax band reduc- g. . . q to be kept from 1st 56
tions created maintain council tax records April 1993]
that are linked to the 1993 P
council tax bands.
Back to 1993 personal infor- Official - Sensitive
mation shall be stored for as
. . . . [All records may need
. . All records relating to dis- | Year records long the Council is required to
CT1.5 Council tax discount . . . to be kept from 1st 54
counts made to council tax | created maintain council tax records April 1993]
that are linked to the 1993 P
council tax bands.
Back to 1993 personal infor- Official - Sensitive
mation shall be stored for as
All records relating to Year records long the Council is required to [All records may need
CT1.6 Council tax exemptions & & q to be kept from 1st 55

council tax exemptions

created

maintain council tax records
that are linked to the 1993
council tax bands.

April 1993]
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Finance

Service area: Business Rates

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
When appeal rights Official - Sensitive
. . All records relating to reduction in .pp & Local Government
BR 2.1 Business rate relief . . on previous valua- 6 ) 50
business rates to business owners L Finance Act 1992
tion lists are closed
. All records relating to the implementa- | When appeal rights Official - Sensitive
Business rate supple- . . . Local Government
BR 2.2 tion and management of a business on previous valua- 6 . 1330
ment Lo Finance Act 1992
rate supplement tion lists are closed
. . .. When appeal rights Official - Sensitive
Business rates account All records relating to enquiries about .pp & Local Government
BR 2.3 . . on previous valua- 6 . 51
enquiries business rates accounts L Finance Act 1992
tion lists are closed
. All records relating to the provision of | When appeal rights Official - Sensitive
Business rates annual . P . Local Government
BR 2.4 e the business rates annual notification on previous valua- 6 . 49
notification . L Finance Act 1992
to businesses tion lists are closed
When appeal rights Official - Sensitive
Business Rates exemp- All records relating to business rates .pp & Local Government
BR 2.5 . . on previous valua- 6 . ubC
tions exemptions L Finance Act 1992
tion lists are closed
BR2.6 Business covid grants AI! re<.:ords relating to covid grant ap- Year records cre- 12 BEIS Official - Sensitive
plications ated
Directorate: Finance
Service area: Recovery
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
REC3.1 Debt enforcement Case files relating to debt recovery Close of case No time limit Local Government 1116 Official - Sensitive
Finance Act 1992
REC 3.2 Debt enforcement Client records relating to debt enforce- | Year records cre- No time limit Local Government 1115 Official - Sensitive
ment ated Finance Act 1992
REC 3.3 Debt enforcement Records relating to the creation and Year records cre- No time limit Local Government 1741 Official - Sensitive
management of debt enforcement ated Finance Act 1992
schemes
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Commercial & Digital Change Management

Service area: Information Communication Technologies

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Business Continuity Plans including all Retain from creation Official - Sensitive
ICT1.1 ICT - business continuity | records relating to the development of | Creation of plans of plans 930
business continuity plans P
All records relating to the creation and . . Official - Sensitive
. . . Date system com- Retain until system
ICT 1.2 ICT - data management implementation of security measures L . 931
. . missioned decommissioned
for information systems
ICT 1.3 ICT - hardware All records relating to the maintenance Current system 6 933 Official - Sensitive
of systems hardware
ICT 1.4 ICT - help desk All r(.ecords relating to system fault re- Year records cre- 1 934 Official - Sensitive
porting ated
ICT 1.5 ICT - help desk All records relating to the manage- Year records cre- 3 935 Official - Sensitive
ment of systems help desk support ated
ICT 1.6 ICT - maintenance All recorc.is rglatlng to the maintenance | Year records cre- 1 1191 Official - Sensitive
and monitoring of ICT networks ated
ICT 1.7 ICT - manuals AII systems manuals relating to current Da.1te' system com- Retain unt'll system 1248 Official - Sensitive
information systems missioned decommissioned
All records relating to the implementa- Date the svstem is Official - Sensitive
ICT 1.8 ICT - networks tion and management of computer ¥ 6 1433
S e superseded
networks used by council officers.
All records relating to the purchase . . HMRC - Compliance Official - Sensitive
. . . . Financial year rec-
ICT 1.9 ICT - peripherals and installation of peripheral ICT 6 Handbook Manual 1581
. ords were created
equipment CH15400
ICT 1.10 ICT - resource manage- All records relating to ICT resource Creation of records 3 1459 Official - Sensitive
ment management
ICT 111 ICT - security All |'nformat|.on relating to user profiles | Year records cre- 6 1246 Official - Sensitive
for information systems ated
All records relating to the creation and Vear records cre- Official - Sensitive
ICT 1.12 ICT - security implementation of policy and proce- ated 3 1247
dures relating to information security
ICT 1.13 ICT - software All records relating to software li- Date system de- 6 943 Official - Sensitive

censes for information systems

commissioned
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Commercial & Digital Change Management

Service area: Information Communication Technologies (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
ICT 1.14 ICT - Web site All records relating to the 'creatlo? and Creation of records 3 1434 Official - Sensitive
maintenance of the council website
Directorate: Commercial & Digital Change Management
Service area: Information Governance
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the creation and Official
IG1.1 Data Protection implementation of policies under UK Date policy expires 3 782
General Data Protection Regulations
All records relating to the manage-
G 12 Data Protection ment of subject access r?quests under Creation of records 5 783 Official - Sensitive
UK General Data Protection Regula-
tions
. . Date document ex- Official
. Records relating to the creation of . .
1IG1.3 Data Protection . . pires or is super- 2 ubC
data privacy impact assessments
seded
Records relating to the creation of ser- Date document ex- Official
IG14 Data Protection . . & . pires or is super- 2 ubC
vice data Privacy notices
seded
. Records relating to the development D'ate do§ument e Official
1G 1.5 Data Protection . . pires or is super- 2 ubC
of Information Sharing Agreements
seded
Records relating to the development,
. implementation of maintenance of the . . Official - Sensitive
IG1.6 Data Protection Record of Processing Activities (ROPA) Creation of records until superseded ubC
under Article 30 of the UK GDPR
Records relating to the process of data
1G 1.7 Data Protection mapping as part of UK GDPR Creation of records until superseded uDC Official
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Commercial & Digital Change Management

Service area: Information Governance

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the creation of Official
1G1.8 Freedom of Information | policies to deal with requests under Date policy expires 3 1513
the Freedom of Information Act 2000
All records relating to the manage- Vear records cre- Official - Sensitive
IG1.9 Freedom of Information | ment of Freedom of Information Re- ated 2 671
quests
All records relating to the creation of Official
licies to deal with ts und
1G 1.10 Freedom of Information po ICIeS. 0 deal with reques .s unaer Date policy expires 3 ubC
the Environmental Information Regula-
tions 2004
Environmental Infor- All records relating to the manage- Year records cre- Official - Sensitive
1G 1.11 . ment of Environmental Information 2 ubC
mation ated
Requests
Re-use of public sector All records relating to the manage- Official
1G1.12 . . P ment of the re-use of public sector in- Date licence expires 6 990
information .
formation
All records relating to the creation of Official
disposal schedules for records dis- Year records cre-
6 1.13 Records management posed of in line with the Lord Chancel- | ated 10 1062
lor's Code
. Date the infor- Official - Sensitive
Records created to develop and imple- . .
IG1.14 Records management . . . mation audit super- 3 1876
ment information audits
seded
Records relating to the creation and Creation of sched- . Official
IG 1.15 Records management c né C. ! ! ¢ until superseded uDC 'c!
maintenance of a retention schedule ule
G 1.16 Policy - retention sched- | All recgrds relating to the creatlor? ofa Date of publication until superseded UDC Official
ules retention schedule for the authority
. . All records relating to the develop- . . Official - Sensitive
1G1.17 Policy - retention sched- ment and implementation of infor- Date information 3 932

ules

mation surveys (or information audits)

survey expires
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Commercial & Digital Change Management

Service area: Facilities

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to designs or adap- Official
Facilities - accessible tations intended to ensure access to Date adaptations Limitation Act 1980
FAC1.1 . . . 6 . 1414
buildings and use of public buildings by people complete (Section 2)
with disabilities
e . . All records relating to the manage- N Official
FAC 1.2 Fa§|I|t|es air handling ment on air handling units in proper- Creation of records 6 L|m|t§t|on Act 1980 1415
units . . (Section 2)
ties owned by the Council
- . Year records cre- Official
FAC1.3 Facilities - asbestos Asbestos Register ated 40 886
EAC 1.4 Facilities - council offices All 'rt'ec':ords relating to the provision of D.afte use of the fa- 6 L|m|t§t|on Act 1980 887 Official
facilities for staff cility ceases (Section 2)
All records relating to the certification Building Control Official
FAC 1.6 Facilities - council offices . . & . Permanent Performance Stand- 889
of buildings (listed and significant) ards
. e . Building Control Official
All d lat to th tificat Date of let
FAC1.7 Facilities - council offices re_co.r > rela mlg N e.ce.r ication @ e.o .comp etion 15 Performance Stand- 890
of buildings (not listed buildings) of building ards
All records relating to the design and Building Control Official
FAC1.8 Facilities - council offices | construction of buildings (listed build- Permanent Performance Stand- 892
ings) ards 2009
All records relating to the design and Date of completion Building Control Official
FAC1.9 Facilities - council offices | construction of buildings (not listed - P 15 Performance Stand- 893
o of building
buildings) ards 2009
All records relating to the feasibility of Date of final certifi- Official
FAC1.10 Facilities - council offices | the design and construction of build- . 15 894
ings cate of completion
FAC 1.11 Facilities - council offices Survey-s pf buildings owned by local Dlspgsal of the 6 L|m|t.at|on Act 1980 397 Official
authorities building (Section 2)
All records relating to the manage- N Official
ers . . - . L Actl
FAC1.12 Facilities - equipment ment of equipment used by the facili- Creation of records 6 Imitation Act 1380 1447

ties function

(Section 2)
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Commercial & Digital Change Management

Service area: Facilities (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Records relating to the installation and Official
FAC1.13 Facilities - fire safety commissioning of fire alarm systems Date of installation 6 1881
on Council premises
FAC1.14 | Facilities - fire safety Records relating to the installation of | (0 ¢31 ctailation 6 1882 Official
fixed fire suppression equipment
FAC 1.15 Facilities - fire safety Record's relatl.ng to the routl.ne flre. I?ate of the inspec- 6 1880 Official
safety inspections on Council premises | tion
R lating to th ti ta- Date of the i - fficial
FAC1.16 | Facilities - fire safety ecqrds .re a. n§ to . e rou _me por.a .a ¢ ot the inspec 6 1883 Officia
ble fire-fighting equipment inspections | tion
All records relating to the manage- o Official
. . . . Limitation Act 1980
FAC1.17 Facilities - equipment ment of equipment used by the facili- Creation of records 6 (éecltioL 2) ¢ 1447
ties function
Control of Sub- Official
FAC 118 Facilities - hazardous Risk Assessments (relating to hazard- Closure date 20 stances Hazardous 899
substances ous substances) to Health Regula-
tions, 1997/2002
FAC1.19 Facilities - management All re<':orf:ls relating to the prc.)w.5|on of | Year records cre- 6 L|m|t§t|on Act 1980 1245 Official
security in local authority buildings ated (Section 2)
Facilities - planned All records relating to planned mainte- | Year records cre- Limitation Act 1980 Official
FAC 1.20 ) . 6 . 901
maintenance nance on council land and property ated (Section 2)
Facilities - planned All records .rellatlng to the refurbish- Year records cre- Limitation Act 1980 Official
FAC1.21 ) ment of buildings owned by the local 6 . 902
maintenance . ated (Section 2)
authority
e . Regulatory Reform Official
FAC1.22 Facilities - Risk Assess- Fire Risk Assessments Permanent (Fire Safety) Order 1074
ments
2005
. . All records relating to the provision o Official
Facilities - staff/visit Limitation Act 1980
FAC1.23 c:(r:I Iaﬁjn staff/visitor and maintenance of all car parking fa- Creation of records 6 (ér:clt?o:);) ¢ 1423
P g cilities attached to Council buildings
All records relating to the provision N Official
FAC1.24 Facilities - water and maintenance of water supplies in Creation of records 6 Limitation Act 1980 1424

council offices.

(Section 2)
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Commercial & Digital Change Management

Service area: Print & Mail Room

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
P&S 1.1 Facilities - graphic design | All records relating to the provision of | Creation of records 6 Limitation Act 1980 1420 Official
an internal graphic design service (Section 2)

where a recharge is made

P&S 1.2 Facilities - graphic design | All records relating to the provision of | Creation of records 1 1419 Official
an internal graphic design service
where no recharge is made

P&S 1.3 Facilities - graphic design | All records relating to the use of exter- | Creation of records 6 Limitation Act 1980 1418 Official
nal graphic design services (Section 2)

P&S 1.4 Facilities - internal mail All records relating to the manage- Creation of records 3 1445 Official
ment of internal mail facilities

P&S 1.5 Facilities - printing and All records relating to the provision of | Creation of records 6 Limitation Act 1980 1421 Official

copying printing and copying services to staff (Section 2)
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Housing Health & Communities

Service area: Environmental Health Protection

to support dog warden activities

ment action resolved

(Section 2)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
. . . R ds relating t t - Official
EH(P) 1.1 | Animal inspection ecor S re a. ng to Processes oen Date process changes 6 1768 cia
sure animal inspection
EH(P) 1.2 | Animal inspection Recor'ds relating to specific animal in- Year records created 6 L|m|t.at|on Act 1980 738 Official
spections (Section 2)
All records relating to animal welfare Date of the resolu- Official
EH(P) 1.3 | Animal welfare schemes.which could inc.llud.e e.nforce- tior.1 of enforcem.ent 6 Limitétion Act 1980 1769
ment action where specific individuals | action or resolution (Section 2)
are named of situation
. Reco_rds relating to the adm|n|§trat|on Date of enforcement Limitation Act 1980 Official
EH(P) 1.4 | Animal welfare of animal welfare schemes which . . 6 . 360
. . of expiry of licence (Section 2)
could include enforcement action
Dangerous dogs en- Records relating t(? specific enforce- I?ate of the resolu- Limitation Act 1980 Official
EH(P) 1.5 ment actions relating to dangerous tion of enforcement 6 . 1095
forcement . (Section 2)
dogs action
Dangerous dogs en- Records relating to the processes to al- Official
EH(P) 1.6 & & low enforcement action relating to Date process changes 6 1770
forcement
dangerous dogs
Records relating to the management Official- Sensitive
EH(P) 1.7 | Dog registration of dog reg.istr.aFion schemes where the D.ate registration ex- 6 Limitétion Act 1980 542
names of individual owners are rec- pires (Section 2)
orded
Records relating to the processes to al- Official
EH(P) 1.8 | Dog registration low the administration of dog registra- | Date process changes 6 1771
tion schemes
Records relating to dog wardens' activ- | Date of the resolu- Official
EH(P) 1.9 | Dog wardens |t|e§ whlch may include en'fc')rc':enje'nt tlor'1 of enforcem'ent 6 L|m|t§t|on Act 1980 1772
action which refer to specific individu- | action or resolution (Section 2)
als of situation
EH(P) 110 | Dog wardens Records relating to processes required | Date any enforce- 6 Limitation Act 1980 358 Official
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Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Housing Health & Communities

Service area: Environmental Health Protection (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Records relating to processes required N Official
L 1
EH(P) 1.11 | Stray animals to support the collection and deten- Year records created 6 (::;t?;;log)mt 980 511
tion of stray animals
Records relating to the collection and Date of the resolu- Official
EH(P) 1.12 | Stray animals det|ent|on of §tray animals V\{helre own- tIOI"I of enforcem'ent 6 leltétlon Act 1980 1774
ers' or other interested parties' per- action or resolution (Section 2)
sonal information is recorded of situation
Envi tal health - Official
EH(P) 1.13 nvironmental hea All records relating to environmental Limitation Act 1980 cia
out of hours emergen- . Year records created 6 . 535
(Both P&C) cies health out of hours emergencies (Section 2)
Records relating to the investigation of Official
EH(P) 1.14 | Food poisoning and con- | specific food poisoning and contamina- | Date investigation 6 1783
(Both P&C) | tamination tion incidents where the records con- concluded
tain personal information
EH(P) 1.15 | Pest control All records reIatlr.1g to the provision of Year records created 6 leltf':ltlon Act 1980 357 Official
pest control services (Section 2)
EH(P) 1.16 | Air handling units Al recorc.ls r('elatlng t.o the In'spectl'on Date of inspection 3 337 Official
and monitoring of air handling units
All records relating to the measuring Official
the quality of ambient air to ensure
EH(P) 1.17 | Air quality that it meets required standards in re- Permanent 340
lation to the concentration of a de-
fined range of pollutants
) All records relating to enforcement of | Date of any enforce- Limitation Act 1980 Official
EH(P) 1.1 I Air A | . . . . .
(P)1.18 | Clean Air Act approva compliance with the Clean Air Act ment action 6 (Section 2) 635
EH(P) 1.19 C'onstructlon site pollu- All records r.elatlr.1g to the'monltorlng Year records created 6 L|m|t§t|on Act 1980 345 Official
tion of construction site pollution (Section 2)
All records relating to the maintenance Official
EH(P) 1.20 | Contaminated land of a register of contaminated land Permanent 346
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Service area: Environmental Health Protection (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the manage- Official
EH(P) 1.21 Envi.ronmentallinfor- ment of req.uests for informatioh un- Year records cre- 5 838
mation regulations der the Environmental Information ated
Regulations
Policies and procedures developed for Official
Environmental infor- managing requests for information un- . .
EH(P) 1.22 mation regulations der the Environmental Information Date policy expires 3 839
Regulations
. . Records relating t.o the er.1f.orcement of Date of any en- Limitation Act 1980 Official
EH(P) 1.23 | Idling vehicles powers to deal with specific cases of . 6 . 988
s . forcement action (Section 2)
idling vehicles
Records relating to the processes to Vear records cre Official
EH(P) 1.24 | Idling vehicles support the enforcement of powers to 6 1788
. . ated
deal with idling vehicles.
EH(P) 1.25 | Light pollution All record.s dealing \{Vlth reports of inci- | Completion of.en- 6 leltétlon Act 1980 864 Official
dents of light pollution (non statutory) | forcement action (Section 2)
. . . Date building occu- o Official
EH(P) 1.26 | Light pollution All record.s dealing \{Vlth reports of inci- pier vacates build- 6 leltlatlon Act 1980 365
dents of light pollution (statutory) ing (Section 2)
Records relating to the administration Official
. . . i Limitati 1
EH(P) 1.27 | Noise pollution of §peC|f|c complaints about n'0|se ppl End of investigation 6 |m|t§t|on Act 1980 339
lution where a non-statutory investiga- (Section 2)
tion has taken place
Records relating to the administration Official
of specific complaints about noise pol- Date home occu- Limitation Act 1980
EH(P) 1.28 | Noise pollution .p P . . p pier vacates prop- 6 . 338
lution where a statutory investigation ort (Section 2)
has taken place ¥
Records relating to the processes to Official
support the administration of com- Date brocess
EH(P) 1.29 | Noise pollution plaints about noise pollution where P 6 1789

the investigation is either statutory or
non statutory.

changes
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the monitoring Official
. and enforcement Of.JUStlfled complaint Date investigation Limitation Act 1980
EH(P) 1.30 | Nuisances of non-statutory nuisance such as 6 . 343
- ends (Section 2)
emissions of smoke, fumes or gases,
dust, steam
All records relating to the monitoring Official
d enf t of justified laint
. anden orceme.n ot ustitie comp amn Date occupier va- Limitation Act 1980
EH(P) 1.31 | Nuisances of statutory nuisance such as emis- o 6 . 344
. cates building (Section 2)
sions of smoke, fumes or gases, dust,
steam
Private water supply AII_ records relating jco the analysis of . Limitation Act 1980 Official
EH(P) 1.32 . private water supplies Date of analysis 6 . 971
analysis (Section 2)
All records relating to the processes to Official
. . . Date process
EH(P) 1.33 | Septic tanks and cesspits | support the emptying of cesspools and changes 6 1790
septic tanks g
Records relating to the emptying of Vear records cre- HMRC - Compliance Official
EH(P) 1.34 | Septic tanks and cesspits | cesspools and septic tanks for individu- ated 6 Handbook Manual 875
ally named householders CH15400
EH(P) 1.35 | Smoke control areas All records relating to the monitoring Date of any en.— 6 L|m|t§t|on Act 1980 1129 Official
of smoke control records forcement action (Section 2)
EH(P) 1.36 | Water pollution All records reIa.tlng to the monitoring Year records cre- 6 L|m|t.at|on Act 1980 606 Official
of water pollution ated (Section 2)
Water quality monitor- All records relating to monitoring wa- Year records cre- Limitation Act 1980 Official
EH(P) 1.37 | . . 6 . 725
ing ter quality ated (Section 2)
' Records relat'lng.to the processes to Date process Limitation Act 1980 Official
EH(P) 1.38 | Dog fouling support monitoring and enforcement 6 . 1792
. . ) changes (Section 2)
of action against dog fouling
Records relating to the monitoring and | Date of the resolu- N Official
EH(P) 1.39 | Dog fouling enforcement of action in individual tion of any enforce- 6 Limitation Act 1980 513

cases against dog fouling

ment action

(Section 2)
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Disabled facilities Client records relating to disabled facili- Date of last pavment HMRC - Compliance Official- Sensitive
EH(P) 1.40 rant ties' grants for Private owned dwellings of erant pay 6 Handbook Manual 113
& (Non Uttlesford Housing Stock) g CH15400
Records relating to the administration of . Official- Sensitive
. . . e . . . HMRC - Compliance
Disabled facilities disabled facilities' grants schemes for Pri- Financial year rec-
EH(P) 1.41 . 6 Handbook Manual 1700
grant vate owned dwellings (Non Uttlesford ords were created
. CH15400
Housing Stock)
Home repair assis- E!’i:; ;i(s:ic;tcgizli]:nagi:o:ahnetsF)?grrT]PE:’?\;a?efz Date of last payment HMRC - Compliance offical sensiive
EH(P) 1.42 P nee repair 8 \ pay 6 Handbook Manual 112
tance grant owned dwellings (Non Uttlesford Housing | of grant
. CH15400
Stock or rented properties)
Records relating to the management of Official- Sensitive
Home repair assis- processes to allow the payment of home
EH(P) 1.43 P repair assistance grants for Private owned | Date process changes 6 1709
tance grant . .
dwellings (Non Uttlesford Housing Stock
or rented properties)
. . . HMRC - Compliance Official- Sensitive
EH(P) 1.44 ll-(l)(;r:se improvement lef:ttlgzcr:)srds relating to Home Improve- lL(;aasrt1 payment on the 6 Handbook Manual 817
CH15400
Home improvement Records relating to processes to support HMRC - Compliance Official- Sensitive
EH(P) 1.45 P gtop PP Date of payment 6 Handbook Manual 1730
loans the payment of Home Improvement loans
CH15400
. . . . HMRC - Compliance Official- Sensitive
EH(P) 1.46 H;r:ti renovation ;:I;;g;:;:r?:;;latmg to home renovation Efat(:ac:]ftlast payment 6 Handbook Manual 359
& & & CH15400
. Records relating to processes to support HMRC - Compliance Official- Sensitive
Home renovation . .
EH(P) 1.47 the payment of home renovation assis- Date of payment 6 Handbook Manual 1731
grants
tance grants CH15400
Compulsory propert All records relating to compulsory pur- Until date of own- Compulsory Pur- Official- Sensitive
EH(P) 1.48 P y property g P yp Date of purchase ership of land P Y 658

acquisition

chase orders

ceases

chase Act 1965

40



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Housing Health & Communities

Service area: Environmental Health Protection (continued)

ter dropping schemes

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Until date of owner- Official
i . Limitati 1
EH(P) 1.49 Co'm'p'ulsory property ac- | All re.cFers relating to the compulsory Date of acquisition ship of property |m|t§t|on Act 1980 659
quisition acquisition of property (Section 2)
ceases
Directorate: Housing Health & Communities
Service area: Environmental Health Protection — Enforcement
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the manage- Official
EH(P)E 2.1 | Abandoned vehicles ment of with any vehicles reported Year records created 6 L|m|t.at|on Act 1980 308
as abandoned on local roads or (Section 2)
property
EH(P)E 2.2 | Flyposting All recorc.:ls reléting to mf)nitoring Dat.e of enforcement 6 Limitfe\tion Act 1980 573 Official
and dealing with flyposting action (Section 2)
All records relating to the removal N Official
I . Limitation Act 1980
EH(P)E 2.3 | Fly tipping of waste which has been dumped Year records created 6 (éecltioln 2) 522
by fly-tippers
R lati h itori D fth luti fficial
o ecords relating to the I.’NOI’TI’E(.JI’In.g ate of the resolution Limitation Act 1980 Officia
EH(P)E 2.4 | Fly tipping and enforcement of action in indi- of any enforcement ac- 6 . 521
. . L . (Section 2)
vidual cases against fly tipping tion
o Records relating to the procgsses Limitation Act 1980 Official
EH(P)E 2.5 | Fly tipping to support enforcement action Date process changes 6 . 1793
. . (Section 2)
taken against fly tippers
Records relating to the monitoring HMRC - Compliance Official
EH(P)E 2.6 | Litter enforcement and enforcement of action in indi- Year records created 6 Handbook Manual 1025
vidual cases against litter dropping CH15400
Records relating to the processes Official
EH(P)E 2.7 | Litter enforcement to support the enforcement of lit- Date process changes 6 1794
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to enforcement Official
Animal by-products en- | action taken under the Animal By- Date enforcement ac- Limitation Act 1980
EH (C) 1.1 . 6 . 1566
forcement Products (Enforcement) (England) tion completed (Section 2)
Regulations 2013
Environmental health - All records relating to environmen- Limitation Act 1980 Official
EH (C) 1.2 out of hours emergen- . Year records created 6 . 535
cies tal health out of hours emergencies (Section 2)
All records relation to information Official- Sensitive
. e .. i ir- D i - D i
EH (C) 1.3 Port arrival notification | ©" arrivals and d.ep.artures at air ate of arrival/depar ynamic proces:s 722
ports or ports within the local au- ture constantly updating
thority area
EH (C) 1.4 P'ort.consignment noti- | All record's.reléting to port consign- Year records created 6 Limitf':\tion Act 1980 794 Official
fication ment notification (Section 2)
EH (C) 1.5 Rabies protection All records r.elatlng to t.he Manae™ | vear records created 6 804 Official
ment of rabies protection schemes
All records relating to the investiga- Official
L tion of food poisoning and contam- . L S
EH (C) 1.6 Food po.lsor.nng and ination incidents where the records Date investigation con- 6 leltgtlon Act 1980 336
contamination ) . cluded (Section 2)
do not contain personal infor-
mation
Records relating to the investiga- Official- Sensitive
. tion of specific food poisoning and . S
Food d Dat tigat -
EH (C) 1.7 00 pC?ISOI'\Ing an contamination incidents where the ate investigation con 6 1783
contamination . . cluded
records contain personal infor-
mation
Food safety enforce- All records relating to food safety Dat.e the enforcemgnt Limitation Act 1980 Official- Sensitive
EH (C) 1.8 . action completed/life 6 . 335
ment enforcement actions (Section 2)
of the ban
EH () 1.9 F.ood safety inspec- All records relating tf) the m.anage- Vear records created 6 Limitétion Act 1980 333 Official
tions ment of food safety inspections (Section 2)
F fety i - Risk A lati f Limitation Act 1 fficial
EH (C) 1.10 .ood safety inspec isk Assessments relating to food Date created 6 |m|t§t|on ct 1980 334 Officia
tions safety (Section 2)
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Food business registra- All records relating to the registration of Date registration Limitation Act 1980 Official
EH(C) 1.11 | . . . )
tion food businesses expires (Section 2)
EH (C) 1.12 | Food premises approval All rec':ords relating to the approval of food Date of inspection L|m|t.at|on Act 1980 Official
premises (Section 2)
EH (C) 1.13 | Food safety advice All records relating to food safety advice :te:(; records cre- Official
All records involved in the monitoring, in- Official
ti testing for Legi i Di
EH (C) 1.14 | Scientific services spection, .es ng for eg{onnalres |se.ase Date created 5 954
and checking of results, including details
of the state of operation of the system
D . All lati h ini i Y - Limitation Act 1 fficial
EH (C) 1.15 | Scientific services re.corfi.s re atl.ng to the administration ear records cre 6 |m|tf’at|on ct 1980 955 Officia
of scientific services ated (Section 2)
All ds relating to th itori f Official
Swimming pool and spa recor' > relating .0 € r’qom erng © Year records cre- Limitation Act 1980 cia
EH (C) 1.16 S the quality of water in public swimming 7 . 1136
pool monitoring ated (Section 2)
pools and spa pools
Swimming pool and spa | Swimming pools monitoring and inspec- Year records cre- Limitation Act 1980 Official
EH (C) 1.17 S . 6 . 1138
pool monitoring tion records ated (Section 2)
EH (C) 1.18 | Bathing waters All rgcords rela.ting to the publication of Year records cre- 1 1567 Official
bathing water information ated
Infectious disease inves- | All records relating to the investigation Year records cre- Limitation Act 1980 Official
EH (C) 1.19 .. . . . . 6 . 361
tigation into infectious diseases ated (Section 2)
EH (C) 1.20 Ir'wfec'tlous disease inves- Records rel'atln.g tc? the'proce'sses tF) sup- Year processes 6 1802 Official
tigation port investigation into infectious diseases | change
— All records relating to the creation, imple- L Official
EH (C) 1.21 Water fluoridation mentation and management of water Termination of the 20 1568
schemes L scheme
fluoridation schemes
EH (C) 1.22 | Air handling units Al re.cor'ds relat'lng to the |nsF)ect|on and Date of inspection 3 337 Official
monitoring of air handling units
All records relating to all aspects of asbes- Official
EH (C) 1.23 | Asbestos management tos management Closure of building 40 342
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Environmental infor All records relating to the management of Vear records cre Official
EH (C)1.24 . . requests for information under the Envi- 2 838
mation regulations . . ated
ronmental Information Regulations
Policies and procedures developed for Official
Environmental infor- managing requests for information under . .
EH (C)1.25 mation regulations the Environmental Information Regula- Date policy expires 3 839
tions
All records relating to the provision of Official
EH (C) 1.25 | Food safety inspections COVID19 secure food safety inspections Current year 6
during the COVID19 Pandemic
Directorate: Housing Health & Communities
Service area: Environmental Health Commercial - Health & Safety
Reference Process Activity Records Description Retention Trigger Retention Retention Source LGAID Classification
(Years) Tag
All records relating to the reporting o Official- Sensitive
. . . . L Actl
H&S 1.1 Accident reporting of accidents where the person con- Date of accident 3years & |m|t?t|on ct 1980 354
) 4 months (Section 11)
cerned is over 18
' ' All rec'ords relating to the reporting ' ' 21 years & Limitation Act 1980 Official- Sensitive
H&S 1.2 Accident reporting of accidents where the person con- Date of birth of minor . 355
. 4 months (Section 11)
cerned is under 18
All records relating to the reporting . - Official- Sensitive
. . Reporting of Injuries,
of accidents which fall under the Re- Diseases and Danger
H&S 1.3 Accident reporting porting of Injuries, Diseases and Dan- | Date report made 3 g 356

gerous Occurrences Regulations
1985

ous Occurrences Reg-
ulations 1985
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Directorate: Housing Health & Communities

Service area: Environmental Health Commercial - Health & Safety

Reference Process Activity Records Description Retention Trigger Retention Retention Source LGAID Classification
(Years) Tag
All records relating to the reporting Reporting of Injuries, Official
of accidents which fall under the Re- Diseases and Danger-
H&S 1.4 Accident reporting porting of Injuries, Diseases and Dan- | Date of incident 3 ous Occurrences Reg- 1508
gerous Occurrences Regulations ulations 2013 SI 2013
2013 No 1471
Health fety - - | Health fety - i - Limitation Act 1 fficial
H&S 1.5 egt and.sa ety - prose . ealth and safety - prosecutions reg Year records created 6 |m|t§t|on ct 1980 348 Officia
cutions register ister (Section 2)
All records relating to checks on local Official
businesses and business premises to N
Health and safet la- Limitation Act 1980
H&S 1.6 'ea and satety regula ensure that safe and healthy working | Life of check 6 m 'a 1on A¢ 347
tion .\ . (Section 2)
conditions are provided for all em-
ployees and visitors
L Al record's relatmg ),[O health and Date qualification ex- Limitation Act 1980 Official
H&S 1.7 Health and safety training | safety training provided to employ- . 6 . 349
. pires (Section 2)
ees by local authorities
All records relating to the provision Official
of food hygiene and occupational e S
H&S 1.8 Health and safety training | health and safety training courses for D_ate qualification ex- 6 L|m|t.at|on Act 1980 350
. pires (Section 2)
managers and staff of local busi-
nesses
All records relating to the provision N Official
Work health and safet Limitation Act 1980
H&S 1.9 o.r e a.n . sarety of work health and safety advice and | Year records created 6 m fa 'on Ac 704
advice and training . (Section 2)
training
Corporate Health & Safety
All records relating to accident re- . s N
Date of birth of individ- Limitation Act 1980
CH&S 1.1 | Policy and performance porting where the person is aged un- ate ot birth ot indivi 22 m ? on ¢ 1168 Official — Sensitive
. . ual (Section 11)
der 18 at the time of the accident
All records relating to health and
CH&S 1.2 Policy and performance safety campaigns carried out by local | Date of end of campaign 3 1169 Official

authorities
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Corporate Health & Safety continued
All records relating
CH&S 1.3 Policy and perfor- to Health and S.afety Date policy super- 6 leltfa\tlon Act 1980 1170 Official
mance strategy including seded (Section 2)
policy documents
All records relating
Policy and perfor- to the development Date policy super- Limitation Act 1980
CH&S 1.4 y P and implementation pOlicy sup 6 . 1172 Official
mance seded (Section 2)
of health and safety
policies
CH&S 1.5 Policy and perfor- Proc.ess of inspecting Date of inspection 6 leltfa\tlon Act 1980 1173 Official
mance equipment (Section 2)
Policy and perfor- Records kept of the
CH&S 1.6 y P vaccination status of | Current year 6 2942 Official - Sensitive
mance
staff
Risk Assessments re-
CH&S 1.7 Policy and perfor- lating to Ignd an-d Date risk assessment 6 leltfatlon Act 1980 1174 Official
mance property in public superseded (Section 2)
ownership
Risk assessments
and other records Official
Policy and perfor- relating to health
CH&S 1.8 i P and safety measures | Current year 6 2960

mance

put in place to pro-
tect staff during the
COVID19 Pandemic
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Service area: Environmental Health Commercial — Emergency Planning

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Civil emergencies All records relating to the provision of Year records cre Official
EP1.1 . & advice and information on what to do 3 742
flooding . ated
in the event of a flood
All records relating to the provision of Official
EP12 Civil emergencies - equipment such as sandbags and engi- | Date equipment 6 Limitation Act 1980 743
T flooding neering advice to help residents/busi- | provided (Section 2)
nesses in the event of flooding
L . All records relating to the response to Official
Civil emergencies - gas . . . )
E.P13 inelines emergency incidents involving major Date of emergency 6 744
PIp gas pipelines
Civil emergencies - ma- All records r.elatlng. to the manage- L Limitation Act 1980 Official
EP14 . . ment of major accident hazards in civil | Date of emergency 6 . 741
jor accident hazards . (Section 2)
emergencies
Client records relating to the provision Official- Sensitive
Civil emergenc'les - social | of arange of'sou.al and psychological Limitation Act 1980
E.P15 and psychological sup- support services in the aftermath of a Date of last contact 6 (Section 2) 678
port major incident affecting residents or
visitors.
Records relating to the development Official — Sensitive
. . . and management of processes to en-
Civil emergencies - social sure the provision of a range of social Year processes
E.P1.6 and psychological sup- P . & L P 3 1750
and psychological support services in change
port L
the aftermath of a major incident af-
fecting residents or visitors.
All records relating to the publication Official
Current emergency situ- of information and advice on how to Year records cre-
E.P17 gency deal with civil emergency weather situ- 3 1065

ations - civil

ations such as rioting, threats of ter-
rorism etc.

ated
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Reference

Process Activity

Records Description

Retention Trigger

Retention (Years)

Retention Source

LGA ID Tag

Classification

E.P18

Current emergency situ-
ations - health

All records relating to the provision of
information to the public on what to
do/who to contact in the event of an
ongoing emergency related to public
health such as a flu outbreak.

Year records cre-
ated

1052

Official

E.P1.9

Current emergency situ-
ations - weather

All records relating to the publication
of information and advice on how to
deal with emergency weather condi-
tions such as flooding, heavy snowfalls
etc.

Year records cre-
ated

1064

Official

E.P1.10

Emergency plan

All records relating to the creation, im-
plementation and maintenance of the
local authority's emergency plan

Date the plan ex-
pires

647

Official

E.P1.11

Emergency plan

All records relating to the testing of
emergency plans

Date of the test

648

Official

E.P1.12

Flood prevention

All records relating to works carried
out to reduce the likelihood of flood-
ing in areas considered at risk or
where there has previously been
flooding

Permanent

1152

Official
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Directorate: Housing Health & Communities

Service area: Environmental Health Commercial — Licensing & Compliance

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
. . ' AII records relating t'o the a.dmlnl.stra- ' ' Limitation Act 1980 Official - Sensitive
LCc11 Taxi & private hire tion of hackney carriage drivers licence | Date licence expires 6 .
(Section 2)
schemes 578
. . . AII records relating t_o the. administra- _ _ Limitation Act 1980 Official - Sensitive
LIC1.2 Taxi & private hire tion of hackney carriage licence Date licence expires 6 .
(Section 2)
schemes
All lati ing the level fficial
. . . records re at_lng to se.ttlngt ° eye Year records cre- Limitation Act 1980 Officia
LIC1.3 Taxi & private hire of hackney carriage (taxi) fares for li- ated 6 (Section 2)
cenced taxis in the local area 1010
. ' ' All records relating to appllc'atlonst for ' ' Limitation Act 1980 Official - Sensitive
LIC1.5 Taxi & private hire and management of dual drivers li- Date licence expires 6 .
(Section 2)
cences
Records relating to the creation and Taxis and Private Official - Sensitive
maintenance of a database to record Date licence re- Hire Vehicles (Safe-
LIC1.6 Taxi & private hire where a licence is refused, revoked or | fused, revoked or 11 guarding and Road
suspended in relation to taxis and pri- suspended Safety) Act 2022
vate hire vehicles Section 2
All lating to th inistra- fficial - iti
_ . _ \ record.s rela |.ng o_t e as:lmlnlstra _ _ Limitation Act 1980 Official - Sensitive
LIC1.7 Taxi & private hire tion of private hire drivers licence Date licence expires 6 .
(Section 2)
schemes
Records relating to the creation and Taxis and Private Official - Sensitive
maintenance of a database to record Date licence re- Hire Vehicles (Safe- |
LIC1.8 Taxi & private hire where a licence is refused, revoked or | fused, revoked or 11 guarding and Road
suspended in relation to private hire suspended Safety) Act 2022
vehicles Section 2
' . ' A'II record.s relatl.ng to the adm.mlstra- ' ' Limitation Act 1980 Official - Sensitive
LIC1.9 Taxi & private hire tion of private hire operators licence Date licence expires 6 .
(Section 2)
schemes
All records relating to the administra- e Official - Sensitive
LIC1.10 Taxi & private hire tion of private hire vehicle licence Date licence expires 6 Limitation Act 1980

schemes

(Section 2)
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
. All records relating to the administra- . . Limitation Act 1980 Official - Sensitive
LIC1.11 Gambling and lottery tion of Club Gaming Permits Expiry of licence 6 (Section 2) 132
. All records relating to the administra- . . Limitation Act 1980 Official - Sensitive
LIC1.12 Gambling and lottery tion of Club Machine Permits Expiry of licence 6 (Section 2) 1343
All records relating to the administra- o Official - Sensitive
LIC1.13 Gambling and lottery tion of Family Entertainment Centre Expiry of licence 6 I('QZCIE?JLO;)ACJC 1980 140
Gaming Machine Permits
All records relating to the administra- Limitation Act 1980 Official - Sensitive
LIC1.14 Gambling and lottery tion of licences for gambling premises Date licence expires 6 (Section 2) 1017
licence
All records relating to the administra- N Official - Sensitive
LIC1.15 Gambling and lottery tion of Gambling Premises Temporary | Expiry of licence 6 (Lé?;E?;LO;)ACt 1980 1341
Use Notices
All records relating to the administra- N Official - Sensitive
Limitation Act 1980
LIC1.16 Gambling and lottery tion of Licensed Premises Gaming Ma- | Expiry of licence 6 (ér:clt?olnog) ¢ 1346
chine Permits
LC1.17 Gambling and lottery AII records relajung to the administra- Date licence expires 6 leltgtlon Act 1980 326 Official - Sensitive
tion of lottery licences (Section 2)
. All records relating to the administra- . . Limitation Act 1980 Official - Sensitive
LIC1.1 . . . . E . 1
IC1.18 Gambling and lottery tion of Prize Gaming Permits xpiry of licence 6 (Section 2) 344
LIC1.19 Gambling and lottery AII reco.rds relating to the adr"mnlstra- Date licence expires 6 L|m|t§t|on Act 1980 801 Official - Sensitive
tion of licences for track betting (Section 2)
All records relating to the administra- N Official - Sensitive
LIC1.20 Gambling and lottery tion of Track Gambling Premises Occa- | Expiry of licence 6 L|m|t§t|on Act 1980 1345
. . (Section 2)
sional Use Notices
All records relating to the administra- Official - Sensitive
LC 1.21 Alcohol and entertain- tion of the licences f(?r premises which Date licence expires 6 L|m|t.at|on Act 1980 319
ment sell alcohol and provide regulated en- (Section 2)
tertainment
Alcohol in- All lati h isi f fficial - iti
LIC1.22 cohol and entertain records relating to the provision o Date licence expires 3 1402 Official - Sensitive

ment

club premises certificates
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Directorate: Housing Health & Communities

Service area: Environmental Health Commercial — Licensing & Compliance

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Alcohol and entertain- AII records relating to the admlnlstr:?- ' ' Limitation Act 1980 Official - Sensitive
LIC1.23 tion of personal alcohol and entertain- | Date licence expires 6 . 876
ment . (Section 2)
ment licences
LIC 1.24 Alcohol and entertain- AII records relating to the a<:!m|n|stra- Date of the event 6 leltétlon Act 1980 983 Official - Sensitive
ment tion of temporary event notices (Section 2)
' A.II records relating to the adm.mlst.ra- ' ' Limitation Act 1980 Official - Sensitive
LIC1.25 Businesses tion of house-to-house collection li- Date licence expires 6 . 590
(Section 2)
cence schemes
_ AII records relétlng to the ac?lmlnlstra- _ _ Limitation Act 1980 Official - Sensitive
LIC1.26 Businesses tion of street licence collection Date licence expires 6 . 589
(Section 2)
schemes
LIC 1.27 Businesses All recorc.is rel‘atln.g to the reglstratl.on D.ate registration ex- 6 leltf'atlon Act 1980 627 Official - Sensitive
of tattooist, piercing and electrolysis pires (Section 2)
LIC 1.28 Businesses All records relétlng to the registration Date licence expires 6 L|m|t§t|on Act 1980 628 Official - Sensitive
of acupuncturist (Section 2)
' AII records relating to the.admlnlstra- ' ' Limitation Act 1980 Official - Sensitive
LIC1.29 Businesses tion of massage and special treatment | Date licence expires 6 . 323
. (Section 2)
licences
All records relating to the registration Official - Sensitive
LIC 1.30 Waste and pollution of motor salvage operat.ors (thI.S will D_ate registration ex- 6 L|m|t§t|on Act 1980 824
change to Scrap Metal Licence in Octo- | pires (Section 2)
ber 2013)
Al d lating to th istrati Limitation Act 1980 Official - Sensitive
LIC1.31 | Waste and pollution records relating to the registration | pate [icence expires 6 315

of scrap metal sites

(Section 2)
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Directorate: Housing Health & Communities

Service area: Housing Options

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Case files relating to receipt of Notices 6 N Official - Sensitive
HO 1.1 Allocated council homes | served pursuant to section 26 of the Close of case (Review at end of 6 l('é?;:?gf;)mt 1980 72
Landlord and Tenant Act 1954 years)
HO 1.2 Allocated council homes I:?ocuments related to housing applica- Date of application 6 L|m|t§t|on Act 1980 73 Official - Sensitive
tions. (Section 2)
D I ful Limitation Act 1 fficial - iti
HO 1.3 Allocated council homes ocu_ments r.e at.ed to unsuccessfu Date of application 6 |m|t§t|on ct 1980 7 Official - Sensitive
housing applications. (Section 2)
Th ister of individual housi - Limitation Act 1980 Official - Sensiti
HO 1.4 Allocated council homes 'e r(.egls erotindividualnousing ap Date of application 6 m .a on A¢ 75 clal - >ensitive
plications. (Section 2)
All records relating to the provision of Official - Sensitive
specified range of furniture and appli-
t tai | h Limitation Act 1980
HO 1.5 Furnished tenancies . <?er an v.a uewhena End of tenancy 6 ! ? on Ac 656
tenant moves into their property. They (Section 2)
sign an agreement to pay over a fixed
period. This is subject to eligibility.
HO 1.6 Housing allocation sys- All re.cords relating to the allocation of End of tenancy 6 L|m|t§t|on Act 1980 78 Official - Sensitive
tem housing (Section 2)
Case files relating to repossession of 6 N Official - Sensitive
. — . . . L Actl
HO 1.7 Housing evictions council properties held under an unse- | Close of case (Review at end of 6 (QZCIE?;:);) ct 1980 98
cured tenancy years)
. . Case files relating to service of 5.25 . 6 Limitation Act 1980 Official - Sensitive
HO 1.8 Housing evictions . . Close of case (Review at end of 6 . 99
s.27 and other Notices to quit (Section 2)
years)
HO 1.9 Housing referrals All records re!ating to the manage- End of tenancy 6 Limitf':\tion Act 1980 877 Official - Sensitive
ment of housing referrals (Section 2)
HO 1.10 Registering for a council | All records .relatmg to the registration End of tenancy 6 L|m|t§t|on Act 1980 30 Official - Sensitive
property for a council property (Section 2)
. . . HMRC - Compliance Official - Sensitive
HO 1.11 Housing rent :(I)I r;iords relating to deposits paid for :fea(; records cre- 6 Handbook Manual 101
using CH15400
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Directorate: Housing Health & Communities

Service area: Housing Options (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Records relating to the assessment of Official - Sensitive
HO 1.12 Homelessness assess- ::zr(i:’lcryc:rn;:t\i/%ioe?sfoan:ger;i grttii:;[__ Date assessment 6 Limitgtion Act 1980 1859
ment . completed (Section 2)
ened with homelessness and may be
eligible for assistance
Records relating to the process to en- Official - Sensitive
sure the assessment of the circum-
Homelessness assess- stances of anyone in the authority area | Date process Limitation Act 1980
HO 1.13 . . 6 . 1860
ment who is homeless or threatened with changes (Section 2)
homelessness and may be eligible for
assistance
Client records relating to short term HMRC - Compliance Official - Sensitive
HO 1.14 Homelessness support and emergency accommodation for Last contact 6 Handbook Manual 92
homeless people. CH15400
Records relating to the processes sup- Official - Sensitive
HO 1.15 Homelessness support porting the provision pf s'hort term and | Date processes 6 1738
emergency accommodation for home- | change
less people
All records relating to the provision of N Official - Sensitive
HO 1.16 Hostels and emergency hostels and other temporary accom- Creation of records 6 Limitation Act 1980 1376

accommodation

modation

(Section 2)
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Service area: Housing Management

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
HM 1.1 Change of housing ten- AII records. relating to changes in exist- End of tenancy 6 Limitf':\tion Act 1980 655 Official - Sensitive
ancy ing tenancies (Section 2)
All records relating to application for Date demoted ten- Limitation Act 1980 Official - Sensitive
HM 1.2 Demoted tenancy and management of a demoted ten- 6 . 1357
ancy ends (Section 2)
ancy
All records relating to the develop- Official - Sensitive
HM 1.3 Ending housing tenancy ment an.d implemer?tation ofa process Date process super- 6 uDC
concerning the ending of a housing seded
tenancy
. . All records relating to the eviction of Date of enforce- Limitation Act 1980 Official - Sensitive
HM 1.4 Housing evictions . . . 6 . 97
tenants from local authority properties | ment action (Section 2)
Case files relating to repossession of 6 N Official - Sensitive
HM 1.5 Housing evictions council properties held under an unse- | Close of case (Review at end of 6 l('é?;:?;:]og)ACt 1980 98
cured tenancy years)
Case files relating to repossession of 6 Limitation Act 1980 Official - Sensitive
HM 1.6 Housing evictions council properties held under an unse- | Close of case (Review at end of 6 (Section 2) 98
cured tenancy years)
) . . 6 o Official - Sensitive
. - Case files relating to service of 5.25 . Limitation Act 1980 Il v
HM 1.7 Housing evictions . . Close of case (Review at end of 6 . 99
s.27 and other Notices to quit (Section 2)
years)
HM 1.8 Intr'oductory council ten- | All rec'ords reIaTtlng to introductory End of tenancy 6 L|m|t§t|on Act 1980 657 Official - Sensitive
ancies council tenancies (Section 2)
HM 1.9 Mutual home exchange All records relating to the manage- Year records cre- 6 L|m|t.at|on Act 1980 77 Official - Sensitive
ment of mutual home exchange ated (Section 2)
All ds relating to the allocati Official - Sensiti
Communal heating recor s.re ating to the atloca |.on Year records cre- Limitation Act 1980 clal - >ensitive
HM 1.10 and collection of communal heating 6 . 103
charge ated (Section 2)
charges
HM 1.11 Hoysmg insurance All records re!atlr-\g to the man.age- Date claim settled 6 leltgtlon Act 1980 105 Official - Sensitive
claims ment of housing insurance claims (Section 2)
Documentation relating to the notifi- N Official - Sensitive
. . L 1
HM 1.12 Housing rent cation and enforcement of breaches of | End of tenancy 6 imitation Act 1980 102

council tenancy agreements.

(Section 2)
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Directorate: Housing Health & Communities

Service area: Housing Management (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the creation, im- Financial vear rec HMRC - Compliance Official - Sensitive
HM 1.13 Housing service charges | plementation and collection of housing ¥ 6 Handbook Manual
. ords were created
service charges CH15400
HM 1.14 Late tenancy arrears All records relating to the repayment Date of last repay- 6 leltétlon Act 1980 Official - Sensitive
to late tenancy arrears ment (Section 2)
HM 1.15 Right to buy your home All record.s relating to the manage- Date property pur- Indefinitely Limitétion Act 1980 Official - Sensitive
ment of right to buy schemes chased (Section 2)
6 Official - Sensitive
. Case file relating to Right to Buy pursu- . Limitation Act 1980
HM 1.1 Righ h . cl f R f
6 ight to buy your home ant to the Housing Act 1985 ose of case (Review at end of 6 (Section 2)
years)
. . HMRC - Compliance Official - Sensitive
HM 1.17 Housing rent setting ﬁ!::i;or?:nrflatlng to the setting of :f:(; records cre- 6 Handbook Manual
& CH15400
6 Official - Sensitive
Limitation Act 1980
HM 1.18 Housing rent setting Case files relating to rent reviews Close of case (Review at end of 6 (ér:(:ltfolno;) ¢
years)
Documentation relating to rent collec- Official - Sensitive
tion and the notification and enforce- Last action on the Limitation Act 1980
HM 1.19 Rent arrears . 6 .
ment of rent arrears process, housing tenancy (Section 2)
benefit and debt management advice
Documentatlon. relatlr.mg to setting Last action on the Limitation Act 1980 Official - Sensitive
HM 1.20 Rent arrears rents for council housing and rent ac- 6 .
. tenancy (Section 2)
counting
Client records relating to the provision o Official - Sensitive
. L 1
HM 1.21 Affordable housing and management of affordable hous- End of tenancy 6 (ér:‘:lt?;:]o;)ACt 980 1007
ing
iwsza | Empyesdenaloron | Al g o e e | e o B g T
i prop CH15400
All information relating to the manage- N Official - Sensitive
HM 1.23 Hard to let properties ment of hard to let properties Year records cre- 6 Limitation Act 1980 123

ated

(Section 2)
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Directorate: Housing Health & Communities

Service area: Housing Management (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Unauthorised house oc- Client records rela'tlng to the manage- Date of enforce- Limitation Act 1980 Official - Sensitive
HM 1.24 ment of unauthorised house occu- . 6 . 95
cupants ment action (Section 2)
pants
Unauthorised house oc- Records concerning the process to.en- Date processes Limitation Act 1980 Official - Sensitive
HM 1.25 sure the management of unauthorised 6 . 96
cupants change (Section 2)
house occupants
All records relatine to the manage HMRC - Compliance Official - Sensitive
HM 1.26 Garage lettings ment of garage Ietgtin . g End of tenancy 6 Handbook Manual 879
garag & CH15400
HM 1.27 Tenant support All records relating to the provision of | Year records cre- 6 71 Official - Sensitive
support to new tenants ated
HM 1.28 Housing tenant support All re.cords relating to support given to End of tenancy 6 Limitf'ation Act 1980 85 Official - Sensitive
housing tenants (Section 2)
HM 1.29 Council tenant advice Documentation relating to the tenancy | Last action on the 6 1766 Official - Sensitive
agreement. tenancy
HM 1.30 Council tenant advice Infonjmajclon about housing transfers, End of the tenancy 6 leltf':\tlon Act 1980 90 Official - Sensitive
applications, removals (Section 2)
All records relating to the provision e Official - Sensitive
HM 1.31 Housing mediation and management of housing media- Date case resolved 6 I('ér;!t?::;)ACt 1980 1008
tion services
All records relating to the provision of Official - Sensitive
f | f Limitation Act 1
HM 1.32 Mortgage references re erence§ tc? a mortgage ender- or End of tenancy 6 |m|tf’at|on ct 1980 1157
tenants wishing to purchase their own (Section 2)
property.
Date th k Official - Sensiti
Tenant housing altera- All records relating to alterations made ate the wor' on Limitation Act 1980 Icial - sensitive
HM 1.33 . . . the property is 6 . 600
tions to council housing stock by tenants (Section 2)
completed
. . All records relating to the demolition N Official - Sensitive
HM 1.34 Demolitions - alternative of property and the offer to tenants of | End of tenancy 6 Limitation Act 1980 106

housing

alternative accommodation

(Section 2)

56



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Housing Health & Communities

Service area: Housing Management (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Demolitions - tenants' All rec.ords relating to advice and sup- Limitation Act 1980 Official - Sensitive
HM 1.35 . port given to tenants when the prop- End of tenancy 6 . 108
responsibilities . . (Section 2)
erty is demolished
. . Client records relating to the payment HMRC - Compliance Official - Sensitive
HM 1.36 Decoration and disturb of decoration or disturbance allow- Date of last pay 6 Handbook Manual 118
ance allowances ment of allowance
ances CH15400
Decoration and disturb Records relating to the management Date brocess Official - Sensitive
HM 1.37 of processes leading to the payment of P 6 1706
ance allowances . . changes
decoration or disturbance allowances
Disabled people - home CII(.ent record's relatlng to hom? adap- Date use of the Limitation Act 1980 Official - Sensitive
HM 1.38 . . tations and aids provided to disabled . 6 . 143
adaptations and aids equipment ceases (Section 2)
people
R ds relating to th f Official - Sensiti
HM 1.39 Disabled people - home (reg\c/)i:ji; rizr:qnegacci)a ;zgzcse:zgaids Year records cre- 6 HRMC Compliance Icial - sensitive
) adaptations and aids fo disablged cople P ated Handbook Manual 1805
peop CH15400
Directorate: Housing Health & Communities
Service area: Housing Strategy
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Records concerning the process to en- Date brocesses Official - Sensitive
HS 1.1 Affordable housing sure the provision and management of P 6 1763
. change
affordable housing
House clearance and re- C_Ilent records relating to the.de.moll— Completion of the Limitation Act 1980 Official - Sensitive
HS 1.2 . tion and redevelopment of site includ- | redevelopment of 6 . 878
housing . . . (Section 2)
ing the rehousing of current tenants the site
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Service area: Housing Strategy (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Records concerning the process to en- Official - Sensitive
House clearance and re- | sure the demolition and redevelop- Date processes
HS 1.3 . o . h 6 1764
housing ment of site including the rehousing of | change
current tenants
Housing association . . . Official - Sensitive
HS 1.4 nomination and registra- Information about housing associa- Year records cre- 6 o
' . & tions in the borough ated Limitation Act 1980 76
tion (Section 2)
Directorate: Housing Health & Communities
Service area: Housing Tenant Engagement
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
All records relating to the full involve- Official - Sensitive
ment of tenants in how their homes
HTA 1.1 Tenant participation and estates are managed, with the aim | Year records cre- 3 956

of improving housing services and im-
proving the quality of life in local com-
munities

ated
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Directorate: Housing Health & Communities

Service area: Housing — Sheltered Accommodation

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
HSA 1.1 Sheltered housing Client records relal1ting to the allocation Date of assessment 6 Limit.ation Act 1980 36 Official - Sensitive
of sheltered housing (Section 2)
Records relating to the development Official - Sensitive
HSA 1.2 Sheltered housing and management gf the policy con- Year records cre- 6 1834
cerning the allocation of sheltered ated
housing
Community alarms and Records relating to the process of Year records cre HRMC Compliance Official - Sensitive
HSA 1.3 y providing community alarms and tel- 6 Handbook Manual 1816
Telecare . ated
ecare service CH15400
HSA 1.4 Community alarms and Records relating to the provision of Year records cre- 6 Limitation Act 1980 535 Official - Sensitive
' Telecare community alarms and telecare service | ated (Section 5)
HSA 1.5 Care needs assessment All client records .relatmg to care needs Date of assessment 0 L|m|t§t|on Act 1980 156 Official - Sensitive
assessments carried out (Section 2)
All lating t Its wh 't Limitation Act 1 fficial - Sensiti
HSA 1.6 Care needs assessment r_ecords relating o adu. s who don Last contact 2 ! .a lon Act 1980 1207 Official - Sensitive
fall into any other categories (Section 2)
HSA 1.7 Care needs assessment Client re.cords relaflng.to th‘e care of Date of last contact 6 leltf'atlon Act 1980 157 Official - Sensitive
adults with a learning impairment (Section 2)
Records relating to the creation and Vear records cre- Official - Sensitive
HSA 1.8 Care needs assessment management of the care needs assess- 6 1809

ment process

ated
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Directorate: Housing Health & Communities

Service area: Housing — Housing Repairs & Voids

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Annual gas safety inspections for prop- Official - Sensitive
ti der landlord tre- Limitation Act 1980
HR&V 1.1 | Gas safety inspection er |('as u.n er ?n ord managemen r(.e. Date of certificate 6 ! ? on Ac 1543
sulting in the issuance of a CP12 certifi- (Section 2)
cate
Communal housing re- All records reIatmg.to_repalrs made to Year records cre- Limitation Act 1980 Official - Sensitive
HR&V 1.2 . communal areas within council accom- 6 . 115
pairs . ated (Section 2)
modation
. . All ds relating to th - . . Official - Sensiti
Council home moderni- recoras re.a ng to Pf me.mage Last action on the Limitation Act 1980 clal - >ensitive
HR&V 1.3 . ment of housing modernisation 6 . 1856
sation scheme (Section 2)
schemes
All records relating to housing repairs, Official - Sensitive
renovation major works and planned S
HR&V 1.4 Emer'gency O}Jt of hours maintenance relating to specific prop- | End of tenancy 6 L|m|t.at|on Act 1980 114
housing repairs . . (Section 2)
erties, external maintenance of
grounds and building cleaning
HR&V 1.5 Hous.e surveying - major | All records relatlnglto survey.s under- Date of the survey 6 L|m|t§t|on Act 1980 613 Official - Sensitive
repairs taken by the council of housing stock (Section 2)
. All records relating to the provision of Official - Sensitive
Housing improvements - temporary accommodation to tenants Limitation Act 1980
HR&V 1.6 | temporary accommoda- .p y . . End of tenancy 6 . 111
tion whilst major works are being carried (Section 2)
out
All records relating to housing repairs, Official - Sensitive
renovation major works and planned S
HR&V 1.7 | Housing repairs maintenance relating to specific prop- | End of tenancy 6 I(::;E?;Lo;)ACt 1980 1855
erties, external maintenance of
grounds and building cleaning
. HMRC - Compliance Official - Sensitive
HR&VY 1.8 Ref:hargeable home re- All records relating to the managg- Year records cre- 6 Handbook Manual 120
pairs ment of rechargeable home repairs ated CH15400
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Directorate: Housing Health & Communities

Service area: Housing — Housing Repairs & Voids

Reference

Process Activity

Records Description

Retention Trigger

Retention (Years)

Retention Source

LGA ID Tag

Classification

HR&V 1.9

Overdue housing repairs

- discretionary allow-
ance

Client records relating to the provision
of a discretionary allowance to tenants
where it has not been possible to carry
out essential repairs to their home or
to communal areas around their home
within a reasonable or agreed
timeframe.

Date of last pay-
ment

HMRC - Compliance
Handbook Manual
CH15400

117

Official - Sensitive

HR&V 1.10

Overdue housing repairs

- discretionary allow-
ance

Records relating to the management
of processes to allow the payment of a
discretionary allowance to tenants
where it has not been possible to carry
out essential repairs to their home or
to communal areas around their home
within a reasonable or agreed
timeframe.

Date process
changes

1716

Official - Sensitive

HR&V 1.11

Energy efficiency

All records relating to the assessment
of properties for energy efficiency.

Date of assessment

840

Official - Sensitive

HR&V 1.12

Drainage

All records relating to the provision of
help and advice on highway drainage,
land drainage or private drainage and
may arrange for clearance of a blocked
drain

Year records cre-
ated

Limitation Act 1980
(Section 2)

611

Official - Sensitive
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Directorate: Housing Health & Communities

Service area: Communities

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
1. Neighbourhood Security:
Channel early interven- All assessments made as part of the Date of last contact Limitation Act 1980 Official - Sensitive
comM 1.1 ; . e 6 . 1521
tion scheme Vulnerability Assessment Framework with individual (Section 2)
Channel early interven- All records relating to the creation and | Creation of the Official - Sensitive
COM 1.2 . 6 1751
tion scheme management of a Channel Panel panel
COM 1.3 Civil injunction C'Ii('en't 'recor'ds relating to the use of Date injunction 6 Limitfaltion Act 1980 1493 Official - Sensitive
civil injunctions ends (Section 2)
Records relating to the development Vear brocesses Official - Sensitive
coM 14 Civil injunction and management for processes to al- chan pe 6 1752
low the use of civil injunctions &
COM 1.5 Community safety Client records relz.ating to the rT1§r1.age- Year records cre- 6 Limitétion Act 1980 878 Official - Sensitive
ment of community safety activities ated (Section 2)
Records relating to the development Official
COM 1.6 Community safety and managemgnt of processe.s to al- Year processes 6 1753
low the provision of community safety | change
activities
Y d - Limitation Act 1980 Official - Sensiti
cCoOM 1.7 Community safety Homicide Data [Serious Case Review] earrecords cre 6 m .a on A¢ 963 Iclal - sensitive
ated (Section 2)
COM 1.8 Community safety Intel!lgence Reports received by Com- Date of report 0 L|m|t§t|on Act 1980 964 Official - Sensitive
munity Partners (Section 2)
Counter terrorism (Pre- All records relating to referre?ls made Last action on the Limitation Act 1980 Official - Sensitive
coOM 1.9 as part of the PREVENT requirements 6 . 1518
vent) ] . . . referral (Section 2)
which contain personal information
. All records relating to support services . N Official - Sensitive
COM 1.10 Counter terrorism (Pre- provided as part of the PREVENT strat- L-ast acthn on ser- 6 L|m|t.at|on Act 1980 1519
vent) egy vice provided (Section 2)
COM 1.11 Counter terrorism (Pre- All records relating to the creation and | Date training super- 3 1517 Official

vent)

delivery of PREVENT training

seded
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Directorate: Housing Health & Communities

Service area: Communities

Reference

Process Activity

Records Description

Retention Trigger

Retention (Years)

Retention Source

LGA ID Tag

Classification

1. Neighbourhood Security (conti

nued):

COM 1.12

Hate crime

All records relating to the logging and
monitoring of instances of serious
crime directed at a victim for religious
or racial reasons

Year records cre-
ated

1514

Official - Sensitive

COM 1.13

Protection from harass-
ment

Client records relating to the provision
of advice and support given to those
who feel that they are being harassed
at home, in the workplace, in public, at
school where the advice given could be
actionable

Date advice given

Limitation Act 1980
(Section 2)

135

Official - Sensitive

COM 1.14

Protection from harass-
ment

Client records relating to the provision
of advice and support given to those
who feel that they are being harassed
at home, in the workplace, in public, at
school where the advice given is not
actionable

Date advice given

136

Official - Sensitive

COM 1.15

Protection from harass-
ment

Records relating to the process to pro-
vide advice and support given to those
who feel that they are being harassed
at home, in the workplace, in public, at
school

Year process
changed

1755

Official - Sensitive

COM 1.16

Release of CCTV evi-
dence

All records relating to the release of
CCTV evidence

Year records cre-
ated

Limitation Act 1980
(Section 2)

305

Official - Sensitive

COM 1.17

Council Controlled CCTV

All records relating to the management
of Council Controlled CCTV

Date of filming

1 month

CCTV Code of Prac-
tice (Revised Edi-
tion 2008) section
8.3

427

Official - Sensitive

COM 1.18

Town centre crime pre-
vention

All records relating to the prevention
of crime in town centres

Year records cre-
ated

Limitation Act 1980
(Section 2)

426

Official - Sensitive
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Directorate: Housing Health & Communities

Service area: Communities

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
2. Incident Response:
Antl-so_ual behawogr i All records relating to anti-social be- [?ate of the resolu- Limitation Act 1980 Official - Sensitive
comMm 2.1 inconsiderate or nui- . . . . tion of enforcement 6 . 1108
haviour (inconsiderate or nuisance) . (Section 2)
sance action
. . . . Date of th lu- s Official - Sensiti
Anti-social behaviour - All records relating to anti-social be- .a € orthe resolu Limitation Act 1980 clal - >ensitive
COM 2.2 . . . . . tion of enforcement 6 . 1109
neighbour nuisance haviour (neighbour nuisance) action (Section 2)
3. Public Safety:
Community Protection All records relating to applications for Anti -Social Behav- Official - Sensitive
COM 3.1 Warnings & Protection and management of Community Pro- Date notice is spent 6 iour Crime and Po- 1495
Notices tection Notices licing Act 2014
Criminal Behaviour Or- All records relating to the use of Crimi- . Antl- S(.)ual Behav- Official - Sensitive
COM 3.2 . Date order is spent 6 iour Crime and Po- 1494
der nal Behaviour Orders .
licing Act 2014
All records relating to permission Official
COM 3.4 Demonstrat'lor.\s and pa- | granted by local authorltles.for the clo- Date of event 6 leltfa\tlon Act 1980 540
rades permission sure of roads to allow sporting events (Section 2)
or parades to take place
All records relating to premises closure Anti- Social Behav- Official
COM 3.8 Premises closure notice . s1OP Date notice is spent 6 iour Crime and Po- 1497
notices .
licing Act 2014
public Spaces Protection All records relating to applications for Anti- Social Behav- Official
comM 3.9 P and management of Public Spaces Pro- | Date order is spent 6 iour Crime and Po- 1496

Order

tection Orders

licing Act 2014

64



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Housing Health & Communities

Service area: Communities

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source | LGA ID Tag Classification
4. Safeguarding:
Care Act 2014 imple- All records relating to the implementa- - o,
cOM 4.1 Date A 7 DC fficial - t
° mentation tion of the Care Act 2014 ate Act superseded UDC Practice v Official - Sensitive
R lati h f 7 - .
comM 4.2 Care at home ecords r(? ating to the manf'agement ° Date matter resolved . ubDC Official - Sensitive
safeguarding concerns relating to carers UDC Practice
Records relating to the management of 7
comM4.3 Care at home safeguarding concerns relating to cli- Date matter resolved ubC Official - Sensitive
ents UDC Practice
COM 4.4 Safeguarding vulnerable Fllent records relating to the safeguard- Date incident resolved 7 . UDC Official - Sensitive
adults ing of vulnerable adults UDC Practice
Care Act 2014 imple- All records relating to the implementa- 7 - .
comM 4.1 mentation tion of the Care Act 2014 Date Act superseded UDC Practice uDC Official - Sensitive
Safeuarding vulnerable Records relating to the creation and 7
coM 4.5 adulfs & management of the processes relating Year records created ubDC Official - Sensitive
to the safeguarding of adults UDC Practice
5. Community Partnerships:
COM 5.1 Corpc'>rate - partnership All re(?ords relating to corporate part- End of Partnership 6 1179 Official
working nership
Equal obportunities ad- All records relating to the creation, im- Official
COM 5.2 vicle PP plementation and monitoring of the Date the policy expires 3 279
Council's Equal Opportunities Policy
All records relating to the publication of Dynamic list, which Official
, equal opportunities policy and provision is constantly updat-
Equal - . . .
COM 5.3 viqc:a opportunities ad of advice/information on equal oppor- Year records created ing, if not year rec- 280
tunities to employers and employees in ords created + 1
the area year.
COM 5.4 Armed Forces Commu- All records relating to the Armed Forces | End of Community 6 uDC Official

nity Covenant

Community Covenant

Covenant
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Service area: Communities

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
6. Communities Grants:
. - . . . HMRC - Compliance Official
COM 6.1 C:)anr:gunlty facility QII re;;g;;:ls relating to community facil- r?]aetstc;fflai;::y- 6 Handbook Manual 706
8 Ve 8 CH15400
Date of last pav- HMRC - Compliance Officia
COM 6.2 Community grants All records relating to community grants pay 6 Handbook Manual 829
ment of grant
CH15400
Last pavment on HMRC - Compliance Official
cCOM 6.3 Cultural grants All records relating to cultural grants the F;a::t 6 Handbook Manual 1045
& CH15400
. HMRC - Compliance Official
o | ookt | 0
8 yore 8 CH15400
. . HMRC - Compliance Official
All ds relating to the allocat f Y d -
COM 6.5 Sports grants . orrizorrai:se ating to the aflocation af:(; records cre 6 Handbook Manual 583
p g CH15400
Gifted and talented ;Zcisircclljarldztrlgfutlzﬁra?;:ead\l\illicrzlcil\?iji(;ls Date of payment of HMRC - Compliance o
COM 6.6 , P Ve pay 6 Handbook Manual 1728
awards in the local area to pursue cultural ac- grant
L CH15400
tivities
Gifted and talented Rz::'::: rerlcit;ziiEoot‘her:r:?scz\slvsatrc::lj;pt-o Year records cre- HMRC - Compliance o
COM 6.7 port the provision ot grants av 6 Handbook Manual 1039
awards particularly gifted individuals in the lo- ated
. CH15400
cal area to pursue cultural activities
. Records relating to the administration HMRC - Compliance Official
COM 6.8 l/i\\//zrsd Members initia- of grants awarded to support initiatives :f:(; records cre- 6 Handbook Manual uDC
made by Ward Members CH15400
. HMRC - Compliance
COM 6.9 Youth Transport grant Records relating to grants awarded to Year records cre- 6 Handbook Manual ubC Official

support youth transport

ated

CH15400
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Service area: Communities

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
7. Health & Wellbeing:
Health and wellbein All records relating to the creation, im- Year strateey su- Official
comM7.1 g plementation and management of gy 5 1347
strategy . . perseded
health and wellbeing strategies
. All records relating to the organisation o
coOM 7.2 Young p.e.o.ple S organ- of activities for young people Date of activity 6 L|m|tfa1t|on Act 1980 584 Official - Sensitive
ised activities (Section 2)
All records relating to the provision of Official - Sensitive
leisure activities for older people within L
- . . . Year records cre- Limitation Act 1980
comM7.3 Older people's activities | the community. This may include cul- 6 m . ! 584
. . ated (Section 2)
tural, sporting and other organised so-
cial activities
. . All records relating to the development S Official - Sensitive
comM 7.4 Exercise and fitness clas- and management of exercise and fit- Creation of records 6 lelt?tlon Act 1980 1531
ses (Section 2)
ness classes
8. Youth Council:
Records relating to the administration Vear records cre- HMRC - Compliance Official - Sensitive
comMm 8.1 Early years grant of early years grants which contain per- 6 Handbook Manual 849
. . ated
sonal information CH15400
Records relating to the processes sup- Date brocess HMRC - Compliance Official - Sensitive
COM 8.2 Early years grant porting the provision of early years P 6 Handbook Manual 1727
changes
grants CH15400
All records relating to application for Year records cre- HMRC - Compliance Official - Sensitive
comM 8.3 Youth Opportunity Fund | grants from the Youth Opportunity 6 Handbook Manual 1000

Fund

ated

CH15400
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
W&R1.1 | Composters Recc.)rds relating.tf) the processes sup- | Date process 3 1791 Official
porting the provision of composters changes
Records relating to the provision of HMRC - Compliance Official
i Year records cre-
W&R 1.2 Composters composters to specific households ated 6 Handbook Manual 461
where the householder is named CH15400
All records relating to the implementa- o Official
. . . L Actl
W&R 1.3 Food waste recycling tion and monitoring of food waste re- Date scheme ends 6 (ér:;t?;:;) ct 1980 1087
cycling schemes
All records relating to the provision of Year records cre- Official
W&R 1.4 | Recycling advice general information about waste, recy- ated 1 809
cling and so on
R ling b q Al ds to th . ; i Year records cre- Official
W&R 1.5 gcyc ing bags and con records to .e provision of recycling | . | 3 459
tainers bags and containers
All records relating to the creation, im- Creation of the Waste Batteries & Official
W&R 1.6 | Recycling of batteries plementation and management of bat- scheme 4 Accumulators Reg- 1571
tery recycling schemes ulations 2009
' ' All records relating to the Provmon Date use of site Limitation Act 1980 Official
W&R 1.7 Recycling sites and management of recycling collec- 6 . 460
. . ceases (Section 2)
tion sites
Residential i LAl ds relating t dential y q Environmental Pro- Official
W&R 1.8 e5|' ential recycling col- . records r.e ating to residential recy- ear records cre- 3 tection Act 1980 1013
lections cling collections ated
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Abandoned shopping All records relating to the removal of Year records cre- Limitation Act 1980 Official
W&R 1.9 - 6 . 1037
trolleys abandoned shopping trolleys ated (Section 2)
All records relating to the manage- e Official
Y d - Limitation Act 1980
W&R 1.10 | Abandoned vehicles ment of with any vehicles reported as earrecords cre 6 ! .a on Ac 308
ated (Section 2)
abandoned on local roads or property
All lati h | of fficial
. recor_ds relating to t .e remova .O Date of removal of Limitation Act 1980 Officia
W&R 1.11 | Dead animal removal dead animals from publicly accessible . 6 . 512
dead animal (Section 2)
area
All records relating to the provision of Year records cre- Official
W&R 1.12 | Dog waste bins bins for the collection of dog waste in ated 3 993
local public areas
R ds relating to th t Official
. ecorasrefa .|ng. O the processes o Date process Limitation Act 1980 cia
W&R 1.13 | Dog fouling support monitoring and enforcement 6 . 1792
. . ) changes (Section 2)
of action against dog fouling
Records relating to the monitoring and | Date of the resolu- o Official
Limitation Act 1980
W&R 1.14 | Dog fouling enforcement of action in individual tion of any enforce- 6 (g:clt?o:\o;) ¢ 513
cases against dog fouling ment action
. All records relating to monitoring and Date of enforce- Limitation Act 1980 Official
WR&R 1.1 FI . . . . . 2
& > yposting dealing with flyposting ment action 6 (Section 2) 523
All records relating to the removal of N Official
_ . Year records cre- Limitation Act 1980
W&R 1.16 | Fly tipping vyaste which has been dumped by fly- ated 6 (Section 2) 522
tippers
Records relating to the monitoring and | Date of the resolu- N Official
W&R 1.17 | Fly tipping enforcement of action in individual tion of any enforce- 6 (L;ZCIE?;LO;)ACt 1980 521
cases against fly tipping ment action
Records relating to the processes to N Official
Dat Limitation Act 1980
W&R 1.18 | Fly tipping support enforcement action taken ate process 6 imitation A 1793

against fly tippers

changes

(Section 2)
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ated

(Section 2)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
W&R 1.19 | Graffiti removal All records relating t? 'the reportlr?g Year records cre- 6 leltf':\tlon Act 1980 1510 Official
and removal of graffiti from buildings ated (Section 2)
W&R 1.20 | Litter bins All records relating to. the p.rOV|5|on Year records cre- 6 L|m|t?t|on Act 1980 516 Official
and maintenance of litter bins ated (Section 2)
Records relating to the monitoring and Year records cre- HMRC - Compliance Official
W&R 1.21 | Litter enforcement enforcement of action in individual ated 6 Handbook Manual 1025
cases against litter dropping CH15400
Records relating to the processes to Official
. . Date process
W&R 1.22 | Litter enforcement support the enforcement of litter changes 6 1794
dropping schemes &
All records relating to the removal of N Official
W&R 1.23 | Litter removal litter from and the sweeping of the Year records cre- 6 lelt?tlon Act 1980 515
ated (Section 2)
streets
W&R 1.24 | Market cleaning All records relating to market cleaning Year records cre- 6 L|m|t§t|on Act 1980 518 Official
ated (Section 2)
. All records relat!ng to .th? manage-. Year records cre- Limitation Act 1980 Official
W&R 1.25 | Road spillages ment of road spillage incidents which 6 . 525
. . . ated (Section 2)
do not involve an accident to a minor
I lati h - fficial
. All records re at!ng to .t ? manage. Date of birth of in- Limitation Act 1980 Officia
W&R 1.26 | Road spillages ment of road spillage incidents which . 21 . 526
. . . dividual concerned (Section 11)
involve an accident to a minor
W&R 1.27 | Street cleaning All records relating to street cleaning Year records cre- 6 Limitation Act 1980 517 Official
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
WE&R 1.28 Commercial clinical All records relating to the collection Year records cre- 40 Hazardous Waste Official
’ waste disposal and safe disposal of clinical waste ated Directive 2005
. . HMRC - Compliance Official
All ds relating to th f |y d -
W&R 1.29 | Commercial waste bins . records rela mg. 0 the provision o ear recoras cre 6 Handbook Manual
bins for the collection of trade waste ated
CH15400
Commercial waste col All records relating to the provision of Year records cre HMRC - Compliance Official
W&R 1.30 lection a regular commercial trade waste col- ated 6 Handbook Manual
lection from local businesses CH15400
All records relating to the publication Official
. . of the location, opening times, terms
Commercial waste dis- ! ’ Year records cre-
W&R 1.31 . and conditions of use and charges for 1
posal sites . . ated
the use of the commercial waste dis-
posal sites
W&R 1.32 Commercial waste spe- All records relating to the special col- Year records cre- 6 Limitation Act 1980 Official
’ cial collections lection of commercial waste ated (Section 2)
Commercial waste spill- Al recorfjs _relatmg to the manage- Year records cre- Limitation Act 1980 Official
W&R 1.33 ment of incidents concerning spillages 6 .
age . ated (Section 2)
of commercial waste
Records relating to the provision of o Official
. . ¢ . né . p VISt . Year records cre- Limitation Act 1980 'c!
W&R 1.34 | Skip services council owned skips available for hire 6 .
g . ated (Section 2)
to individual residents who are named
All records relating to the collection of Official
Hazardous waste collec- waste which is o'f a hazardous nature Year records cre- Hazardous Waste
W&R 1.35 . and cannot be disposed of through 6 N
tion . ated Directive 2005
regular household or business waste
collections
All records relating to the removal and Official
disposal of needles, syringes and other s
. . . ! . Y d - Limitation Act 1980
W&R 1.36 | Syringe disposal drug related items that are discarded ear records cre 6 m ? on Ac
. . . ated (Section 2)
in the environment and which may
pose a risk to public safety
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Directorate: Environmental Services

Service area: Commercial Waste (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Bulky household waste All records relating to bulky household | Year records cre- Official
W&R 1.37 . . 3
collections waste collections ated
W&R 138 | Clinical household waste AI.I r'ecords relating to the collection of | Year records cre- 6 H'azar<':|ous Waste Official
clinical household waste ated Directive 2005
W&R 1.39 | Household garden waste All records relating to the collection of | Year records cre- 3 Official
household garden waste ated
All records relating to the monitoring Date of the resolu- N Official
W&R 1.40 Housghold waste accu- and enforcement of household waste tion of any enforce- 6 L|m|t.at|on Act 1980
mulation . . (Section 2)
accumulation ment action
All records relating to any assisted re- Official
Household waste as- fuse collection service provided to resi- Year records cre-
W&R 1.41 . . dents who, through illness or infirmity, 3
sisted collection . ated
are unable to put out their refuse and
do not have anyone else to assist them
All records relating to the provision of Official
Household waste collec- | regular collection of household rubbish | Year records cre-
W&R 1.42 . . . . o 3
tion from all residential premises within ated
the authority boundaries
Household waste con- All records relating to the provision of | Year records cre- Official
W&R 1.43 ) . 3
tainers household waste containers ated
W&R 1.44 Household waste dis- All records relating to the provision of | Date use of waste 6 Limitation Act 1980 Official
' posal sites household waste disposal sites disposal site ceases (Section 2)
H is- . . Y - Limitati 1 fficial
W&R 1.45 ousehold waste dis Waste site equipment records ear records cre 6 |m|tf'at|0n Act 1980 Officia
posal sites ated (Section 2)
H hold te dis- Date of the i - Limitation Act 1980 Official
W&R 1.46 ouse 'o waste dis Waste site inspections records .a ¢ orthenspec 6 m ? on Ac cia
posal sites tion (Section 2)
W&R 1.47 Household waste dis- Waste site permits records Date permit expires 6 lelt?tlon Act 1980 Official
posal sites (Section 2)
WE&R 1.48 Household waste dis- Waste sites development records Year records cre- 6 Limitétion Act 1980 Official
posal sites ated (Section 2)
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
. Date of th lu- o Official
Household waste en- All records relating to the enforcement 'a ¢ orthe resolu Limitation Act 1980 cia
W&R 1.49 . tion of any enforce- 6 .
forcement of household waste regulations . (Section 2)
ment action
WE&R 1.50 Residential waste spill- All records r'elatlr?g to the m:?mage- Date of spillage 6 leltétlon Act 1980 Official
ages ment of residential waste spillages (Section 2)
All records relating to the develop- Official
W&R 1.51 | Area waste strategy ment, implementation, and monitoring | Life of the plan 3
of the Area Waste Plan
All lating to th f o fficial
Refuse duty of care - en- records relating to the e.n orcem?nt Date of any en- Limitation Act 1980 Officia
W&R 1.52 of the duty of care concerning the dis- . 6 .
forcement forcement action (Section 2)
posal of refuse
Directorate: Environmental Services
Service area: Supporting services
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Assisted earden mainte- Records relating to the process of Vear records cre- HRMC Compliance Official - Sensitive
W&R 1.53 nance & providing assisted garden maintenance ated 6 Handbook Manual 1804
for elderly or disabled tenants CH15400
Assisted earden mainte- Records relating to the provision of as- Year records cre- HMRC - Compliance Official - Sensitive
W&R 1.54 nance g sisted garden maintenance to individu- ated 6 Handbook Manual 121
ally named elderly or disabled tenants CH15400
Client records relating to the provision o Official - Sensitive
W&R 1.55 | Needle exchange of facilities for the safe return of used Year records cre- 6 lelt?tlon Act 1980 1080
. ated (Section 2)
hypodermic needles
Records relating to the process of Vear records cre- HRMC Compliance Official - Sensitive
W&R 1.56 | Needle exchange providing facilities for the safe return ated 6 Handbook Manual 1825
of used hypodermic needles CH15400
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Service area: Fleet Services

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification

Facilities - vehicle All records relating to the acquisition Date that owner- Limitation Act 1980 Official
W&R 1.57 ) . . . . 6 . 904

maintenance and disposal of fleet vehicles ship is terminated (Section 2)
WE&R 1.58 Fac.|I|t|es - vehicle All records 'relatlng to the maintenance | Date of mainte- 6 L|m|t.at|on Act 1980 905 Official

maintenance of fleet vehicles nance (Section 2)

Facilities - vehicle All records relating to the ownership of | Date that owner- Limitation Act 1980 Official
W&R 1.59 . . L . 6 . 906

maintenance fleet vehicles ship is terminated (Section 2)

Logbooks and other records relating to Official

WE&R 1.60 Facilities - vehicle the ownership of the fleet vehicles Date vehicle ac- 0 Limitation Act 1980 907

maintenance

which are passed on to the new owner
on disposal

quired

(Section 2)
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Service area: Legal
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
. . . Date intellectual N Legal Professional
LEG 1.1 Legal - advice All records relating t'o copyright and in- property/copyright 6 leltétlon Act 1980 944 Privilege
tellectual property rights ends (Section 2)
LEG 1.2 Legal - case manage- All rgcords relating to general common Closure 6 1284 Legal
ment law issues
All records relating to surveillance and Legal
LEG 1.3 Legal - case manage- enforcemer?t action und.ertaken under | Date of the court 6 1286
ment the Regulation of Investigatory Powers | order
Act 2000
Legal - case manage- Case files relating to Criminal Injuries Date of birth of 8 Legal
LEG 1.4 g 8 -1ating to triminar fnj . (Review at the end of 1287
ment Compensation Authority Claims claimant
85 years)
LEG 1.5 Legal - contracts All rec.ords relating to actions founded | Last action on the 6 leltétlon Act 1980 1278 Legal
on a simple contract contract (Section 2)
12 Legal
All records relating to contracts Date of case of ac- (Review at enq of 12 Limitation Act 1980
LEG 1.6 Legal - contracts s . years - the period can . 1279
founded on a speciality tion . (Section 2)
be extended by vir-
tue of Section 33)
Case files relating to the receipt and 6 Limitation Act 1980 Legal
LEG 1.7 Legal - contracts . & P Close of case (Review at end of 6 . 1280
preparation of contract documents (Section 2)
years)
Case files relating to the release of 6 Limitation Act 1980 Legal
LEG 1.8 Legal - contracts & Close of case (Review at end of 6 . 1281
bonds (Section 2)
years)
LEG 1.9 Legal - contracts Company formation, contracts or simi- Closure of company 12 L|m|t§t|on Act 1980 1282 Legal
lar matters (Section 2)
6 S Legal
LEG 1.10 Legal - judicial review Case files relating to judicial review Close of case (Review at end of 6 I('ér:;:?;:]O;)ACt 1980 1283
years)
LEG 1.11 Legal - land and prop- AII recorc.is relating to the disposal of Date system dis- 3 1253 Legal
erty information systems posed of
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Directorate: Legal Services

Service area: Legal (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
Legal - land and prop- All records relating to the disposal of Date of disposal of Limitation Act 1980 Legal
LEG 1.12 . . . 6 . 1254
erty publicly owned equipment equipment (Section 2)
Legal - land and prop- All records relating to the disposal of Date of disposal of Limitation Act 1980 Legal
LEG 1.13 . 6 . 1255
erty publicly owned land and property property (Section 2)
. . 6 N Legal
LEG 1.14 Legal - land and prop- Case files r.ellatlr_mg to De_eq of Re- . Close of case (Review at end of 6 leltgtlon Act 1980 1256
erty lease/Rectification/Variation By Client years) (Section 2)
Legal - land and prop- Case files relating to grant of easement 6 Limitation Act 1980 Legal
LEG 1.15 & prop . §t08 Close of case (Review at end of 6 . 1257
erty to the client (Section 2)
years)
Case files relating to leases/tenancy 6 N Legal
LEG 1.16 Legal - land and prop- agreements/licences to be granted to Close of case (Review at end of 6 lelt?tlon Act 1980 1258
erty . (Section 2)
the client years)
Case files relating to Legal Charges Legal
Legal - land and prop- (other than charges under section 22 6
LEG 1.17 . . . Close of case (Review at end of 6 1259
erty of the Health & Social Services & Social ears)
Security Adjudications Act 1983) ¥
Legal - land and orop- Case files relating to licences for as- 6 Limitation Act 1980 Legal
LEG 1.18 g prop signment/under-letting/ alterations re- | Close of case (Review at end of 6 . 1260
erty ; (Section 2)
lating to leases years)
LEG 1.19 ;ﬁfjl -land and prop- Conveyancing - acting for purchaser Permanent 1263 Legal
LEG 1.20 Legal - land and prop- Conveyancing - acting for' vendor on Completion of action 12 1264 Legal
erty sale of the whole of the title
LEG 1.21 Legal - land and prop- Con\./eyancmg-actlrmg for vendor who Permanent 1265 Legal
erty retains part of the title
LEG 1.22 Legal - land and prop- Loan Consents relating to loans made Date of last payment 12 L|m|t.at|on Act 1980 1266 Legal
erty on loan (Section 2)
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Directorate: Legal Services

Service area: Legal (continued)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source | LGA ID Tag Classification
12 Legal
(Review at end of 12
years. The same pe-
riod is prescribed for
the recovery of money
charged on land, e.g.
by mortgage, or the
proceeds of sale of
e All records relating to the . land, e.g. under a trust | Limitation Act
LEG 1.23 Legal - litigation support Date of case of action ’ . . 947
& Hgat! upp recovery of land ! for sale. Longer periods | 1980 (Section 2)
are provided for Crown
Lands, the period being
either 60 or 30 years.
Claims by subjects to
recover lands from the
Crown are barred after
the ordinary period of
12 years)
Case files relating to injunc- 6 Limitation Act Legal
LEG 1.24 Legal - litigation support . . & J Close of case (Review at end of 6 . 948
tion proceedings 1980 (Section 2)
years)
o C_ase files relating to injunc- - 6 Limitation Act Legal
LEG 1.25 Legal - litigation support | tions under the Town & Close of case (Review at end of 6 . 949
. 1980 (Section 2)
Country Planning Acts years)
e Case files relating to Magis- Limitation Act Legal
LEG 1.2 L - . . 1
G126 egal - litigation support trate's Courts Proceedings Close of case 6 1980 (Section 2) >07
Case files relating to the 6 o Legal
e . . Limitation Act
LEG 1.27 Legal - litigation support | prosecution of breaches/re- | Close of case (Review at end of 6 . 951
. . 1980 (Section 2)
view of community orders years)
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Directorate: Legal Services

2. Regulation of Investigatory Powers (RIPA)

Reference |Process Activity Records Description Retention Trigger Retention (Years) [Retention Source LGA ID Tag [Classification
1 or 3 years Covert surveillance and Legal
RIPA 2.1 RIPA Authorisations I:?ocuments pertaining to the authorisa- Date of last action deper?dlng uppn di- [property |nte.rference UDC
tion of RIPA rection received |code of practice - Up-
from Nurainatta |dated 2024
Date of last action or con- Covert surveillance and Legal
RIPA 2.2 RIPA Investigations Conduct of Irwe:stlgatlons that relate to [clusion of |n.vest|gat|or1 1 property mte.rference UDC
RIPA Authorisations unless required for evi- code of practice - Up-
dential purposes dated 2024
3. Land Charges
Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGAID Classification
Tag
I lati | fficial
LAND 1.1 | Land charges search All records relating to land charge Year records created 1 619 Officia
searches
Official
LAND 1.2 Land charges search Land Charges Register Permanent 620
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Directorate: Business, People and Performance

Service area: Human Resources

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source | LGA ID Tag Classification
1. Recruitment & Selection
Councils staff Induction All records relating to the creation, im- I:selgr;'cgaaz g:: ei;n-ed i
HR 1.1 orogramme plementation and monitoring of the Year records created | P b\Lt upo: IeaviFr:gZ‘; UDC practice uDc Official - S
e . icial - Sensitive
Council's induction programme years + current
As long as the em-
All records relating to the develop- loyee stays employed i
Conditions of employ- . gtotr P Date terms and con- | P27 ys employ UDC practice
HR 1.2 ment and implementation of terms . i but upon leaving 6 ubc Official - Sensiti
ment for staff ditions expire icial - Sensitive
and conditions of employment P years + current
As long as the em-
loyee stays employed i
Selection of Statutory All records relating to the selection . P byt yl P \é UDC practice . N
HR 1.3 Offi for Statutory OFfi Date of appointment ut upon leaving uDC Official - Sensitive
icers process for Statutory Officers years + current
As long as the em-
loyee stays employed i
Appointment of Statu- All records relating to the appointment . P byt yI P \é UDC practice . N
HR 1.4 tory Officers of Statutory Officers Creation of records W pon eaving ubc Official - Sensitive
y Y years + current
As long as the em-
All records relating to the develop- ployee stays employed UDC practice Official - Sensitive
Job development & per- . . . Date JD/person spec- : P
HR 1.5 e ment and implementation of job de- e but upon leaving 6 ubc
sonal specifications L P . J . ification superseded + t
scriptions and person specifications years + curren
All records relating to establishing .
. o o Date evaluation com- . - o,
HR 1.6 Job evaluations level and responsibilities for specific pleted Permanent UDC practice uDC Official - Sensitive
post
Application sifting and UDC practice
Interview process All records relating to sifting & inter- Official - Sensitive
HR 1.7 P & 8 Date of outcome 6 to 12 months uDC

(Unsuccessful Candi-
dates)

view for unsuccessful candidates
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1. Recruitment & Selection - continued
Application Sifting & In- . - . As long as the employee UDC practice
. I | f - - -
HR 1.8 terview Cile\:::g:c:zcr;asz:ugl z(;rf:j:(;r;fef inter Date of outcome stays employed but upon uDC Official - Sensitive
(Successful Candidates) leaving 6 years + current
Successful Candidates UDC practice
All records relating to the clarification move to file then as long
HR 1.9 Pre employment process | of qualification and suitability for post | Date of outcome as the employee stays uDbC Official - Sensitive
sought employed but upon leav-
ing 6 years + current?
. All records related to Criminal Records UDC practice
CRB/Disclosure process . . . Date check com- As long as the employee P - .
HR 1.10 . Bureau/Disclosure and Barring Service: stays employed as on I- ubDC Official - Sensitive
(where post requires) . . pleted
Disclosure application forms Trent
All records relating to an individual's As long as the employee UDC practice Official - Sensitive
HR 1.11 Staff paid employment employment history - paid employ- Termination stays employed as on I- ubcC
ment Trent
Staff voluntary employ- All records relating to an individual's N As long as the employee UDC practice Official - Sensitive
HR 1.13 . . Termination stays employed as on I- uDcC
ment employment history - voluntary service Trent
2. Occupational Health & Staff Health Matters
; As long as the employee UDC practice Official - Sensitive
. All records relating to employee eye .
HR 2.1 Staff- Health Screening test & ploy ¥ Eye test carried out | stays employed but upon ubnc
ests leaving 6 years + current
As long as the employee UDC practice Official - Sensitive
HR 2.2 Staff - Health Referral Health Referral files Date of birth stays employed but upon ubnc
leaving 6 years + current
. As long as the employee Official - Sensitive
. Date of question-
HR 2.3 Staff - Health Survey Health Surveillance forms q stays employed but upon UDC practice uDc

naire

leaving 6 years + current
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3. Staff Management, Development & Performance

HR 3.1

Staff - Procedures

All records relating to the manage-
ment of staff procedures

Date procedure su-
perseded

Permanent

UDC practice

ubC

Official - Sensitive

HR 3.2

Staff Annual Leave

All records relating to the manage-
ment of staff annual leave

Creation of records

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubcC

Official - Sensitive

HR 3.3

Staff - Public Holidays

All records relating to the publication
of a policy on public holidays

Date the policy su-
perseded

Permanent

UDC practice

ubC

Official - Sensitive

HR 3.4

Staff - Time Manage-
ment

All records relating to the process of
monitoring staff leave and attendance

Date action com-
pleted

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubcC

Official - Sensitive

HR 3.5

Staff - Sickness Manage-
ment

All records relating to the monitoring
of employee absence

Year records cre-
ated

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.6

Staff - Risk Management

Personal risk assessments relating to
individuals returning to work

Date risk assess-
ment expires

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.7

Staff - Risk Management

Personal risk assessment records for
staff working with children or vulnera-
ble adults

Termination of em-
ployment

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.8

Staff - Performance

Personnel records relating to staff per-
formance

Action completed

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.9

Staff - Annual Appraisal

Personnel records relating to the an-
nual appraisal of staff

Creation of records

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.10

Staff - Annual Appraisal
(supporting measures)

Records relating to the processes to
support the management of staff per-
formance (including appraisals)

Date processes
change

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubcC

Official - Sensitive
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3. Staff Management, Development & Performance - continued

HR 3.11

Staff - Continuing Pro-
fessional Development

All records relating to workforce devel-
opment

Year records cre-
ated

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.12

Staff Recognition
Scheme

All records relating to schemes which
recognise staff

Year records cre-
ated

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.13

Staff Recognition (Hon-
ours)

All records relating to the process of
recommending employees for honours

Year of submission

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.15

Staff - References

All records relating to the manage-
ment of the provision of staff refer-
ences

Date of reference

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.16

Management of staff on
Apprenticeships

Records relating to the management
of individual staff apprentices

End of apprentice-
ship

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

HR 3.17

Support to staff on Ap-
prenticeships

Records relating to the processes to
support the provision and manage-
ment of staff apprenticeships

Date processes
change

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive
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4. Staff Payroll, Benefits & Expenses
As long as the em- UDC practice Official - Sensitive
All records relating to the implementa- . | t loyed
HR 4.1 Equal Pay . & P Creation of records ployee stays employe ubc
tion and management of Equal Pay but upon leaving 6
years + current
As long as the em- UDC practice Official - Sensitive
. All records relating to the manage- . | I
HR 4.2 Staff - Overtime g. 8 Creation of records ployee stays emp oyed ubc
ment of staff overtime payments but upon leaving 6
years + current
All records relating to the develop- As long as the em- UDC practice Official - Sensitive
) . . Year records cre-
HR 4.3 Staff - Benefits ment and implementation of staff ben- ployee stays employed ubc
fi ated but upon leaving 6
etits years + current
All records relating to the payment of As long as the em- UDC practice Official - Sensitive
legitimately incurred business ex- . ubC
HR 4.4 Staff - Expenses & y ) . Creation of records ployee stays employed
penses to officers and others working but upon leaving 6
for of the organisation years + current
As long as the em- UDC practice Official - Sensitive
HR 4.5 Travel records (Leased All records relating to leased vehicle al- | Year records cre- ployee stays employed uDnc
’ Vehicles) lowances ated but upon leaving 6
years + current
As long as the em- UDC practice Official - Sensitive
HR 4.6 Travel records Staff (Pri- | All records relating to officers driving Year records cre- ployee stays employed uDc
vate Vehicle use) their own vehicles on council business | ated but upon leaving 6
years + current
All records relating to events notifiable As long as the em- UDC practice Official - Sensitive
HR 4.7 Staff - payroll under the Retirements Benefits Date event takes ployee stays employed uDbC
' (Retirement benefits) Schemes (Information Powers) Bene- place but upon leaving 6
fits Regulations 1995 years + current
End of the financial As long as the em- UDC practice Official - Sensitive
ff - roll All records relatin Income T n .
HR 4.8 Staff - payro ecords relating to Income Tax and year to which rec- ployee stays employed uDc

(National Insurance)

National Health Insurance returns

ords relate

but upon leaving 6
years + current

83



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Business, People and Performance

Service area: Human Resources

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Tag Classification
4. Staff Payroll, Benefits & Expenses - continued
As long as the em- UDC practice Official - Sensitive
Staff - payroll All records relating to Inland Revenue
HR 4.9 pay & Creation of records ployee stays employed ubc
(Inland revenue) approval but upon leaving 6
years + current
Staff - payroll All records relating to the administra- Date of birth of IoAse|::tgaaz f:: el(T-ed UDC practice Official - Sensitive
HR 4.10 (Parental Leave - disa- tion of parental leave where the child child P b\Lt upo: Ieavi‘;gé ubc
bled child) is disabled years + current
All records relating to the administra- As long as the em- UDC practice Official - Sensitive
Staff - I . : Date of birth of
HR 4.11 att - payro . tion of parental leave where the child a. eorbirtho ployee stays employed ubc
(Parental Leave - child) . disabled child but upon leaving 6
Is not aisable years + current
Tax year in which As long as the em- UDC practice Official - Sensitive
Staff- payroll All records relating to the administra- . ployee stays employed uDc
HR 4.12 . . . the maternity pe- ! D
(Maternity) tion of Statutory Maternity Pay iod end but upon leaving 6
rod ends years+current
As long as the em- UDC practice Official - Sensitive
HR 4.13 Staff - payroll All records relating to the administra- Tax year to which ployee stays employed uDcC
’ (Statutory sick pay) tion of Statutory Sick Pay the sick pay relates but upon leaving 6
years + current
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All records relating to the monitoring
of pension fund contributions (em-
ployer and employee)

Year records created

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

Bank details, pay details of the individ-
ual pensioners

Date of the last pay-
ment

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

Files relating to individual members of
the pension scheme (including de-
pendents)

Date of last contact
with scheme

Claire do you want this to
read 100 years ?

UDC practice

ubC

Official - Sensitive

Finance and procurement: Financial
services: Treasury and investments: In-
formation relating to the administra-
tion of the pension fund on behalf of
admitted bodies

Creation of records

Permanent

1592

Official - Sensitive

Pension fund contribution income - an-
nual year spreadsheets

Year records relate to

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubcC

Official - Sensitive

Records of former employers and As-
sociations

Date of the last con-
tact with the scheme
of the last pen-
sioner/dependent

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive

Reference Process Activity
5. Staff Pensions - continued
Staff - pension scheme -
HR 5.1 (Contributions)
Staff - pension scheme -
HR 5.2
(Personal Details)
Staff - pension scheme -
HR 5.3 (Files for members & de-
pendants)
Staff - pension scheme -
HR 5.4 (Administration of fund)
Staff - pension scheme -
HR 5.5 (Contribution spread-
sheets)
HR 5.6 Staff - pension scheme -
(Former employers)
Staff - pension scheme -
HR 5.7 (Staff transfers into
fund)

Returns relating to members of staff
transferring into the pension fund

Year records created

As long as the employee
stays employed but upon
leaving 6 years + current

UDC practice

ubC

Official - Sensitive
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6. Disciplinary matters
Staff - disciplinary proce- Case files relating to disciplinary As long as the employee UDC practice Official - Sensitive
HR 6.1 . Close of case stays employed but upon uDcC
dures (Case Files) matters leavi
eaving 6 years + current
Disciplinary Casework: Disciplinary where the As long as the employee UDC practice Official - Sensitive
HR 6.2 L e Year records created stays employed but upon uDc
(Dismissal) case results in dismissal leavi
eaving 6 years + current
Disciplinary Casework: Disciplinary where the . N As long as the employee UDC practice Official - Sensitive
HR 6.3 N t lts i N Start of investigation | stays employed but upon uDcC
(No case to answer) case results in no case to answer leaving 6 years + current
Disciplinary All records relating to employment As long as the employee UDC practice Official - Sensitive
HR 6.4 Tribunal q trib | Year records created stays employed but upon uDC
(Tribunal records) riouna leaving 6 years + current
L Case files relating to Employment As long as the employee UDC practice Official - Sensitive
Disciplinary . .
HR 6.5 Tribunal fil Tribunal Claims and other employ- Closure stays employed but upon ubDC
(Tribunal case files) ment matters leaving 6 years + current
7. Grievance, Victimisation, Bullying, Harassment and Whistleblowing Matters:
All records relating to the develop- UDC practice Official - Sensitive
ment and implementation of a pol- Date policy is super- uDC
HR 7.1 Staff - Victimisation icy dealing with reports of victimi- sededp ¥ P Permanent
sation in the workplace for council
employees
As long as the employee UDC practice ubC Official - Sensitive
HR 7.2 Workplace Bullying Casework - Harassment Date case resolved stays employed but upon
leaving 6 years + current
. As long as the employee UDC practice ubDC Official - Sensitive
Date grievance re-
HR 7.3 Staff - Grievance Casework - Grievance procedure | cgj stays employed but upon
solve leaving 6 years + current
: . Documents linked to an investiga- As long as the employee UDC practice Official - Sensitive
Whilstleblowing ] . .
HR 7.4 tion partially or wholly substanti- Date case resolved stays employed but upon uDC

(Substantiated)

ated

leaving 6 years + current
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7. Grievance, Victimisation, Bullying, Harassment and Whistleblowing Matters: - continued
Whilstleblowing Documents linked to an entirely un- |Date claim found un- Q:J(;Z%na;gcsde?ﬁlzﬁi UDC practice UDC Official - Sensitive
HR 7.5 i i i i
(Unsubstantiated) substantiated claim substantiated leaving 6 years + current
8. Redeployment / Reorganisation & Redundancy matters
All records relating to the publication UDC practice Official - Sensitive
of a policy on redeployment of staff uDC
including additional training where .
(includi .g .I I. . ININE WNETE  Ihote the policy super-
HR 8.2 Staff - Redeployment appropriate) in situations where staff ceded Permanent
are displaced or faced with significant
change to their job as a result of in-
ternal restructuring.
All records relating to the reorganisa- Date reoreanisation is UDC practice Official - Sensitive
HR 8.3 Staff - Reorganisations tion of the internal workforce of the com Ieteg Current year +6 uDC
council P
All records relating to staff trans- As long as the employee UDC practice Official - Sensitive
HR 8.4 Staff - Outplacement ferred to other organisations (TUPE) Date of transfer stay§ employed but upon uDcC
leaving 6 years + current
Staff - Outplacement All records relating to individuals who [DOB of the individual _:: lgr;%naizh:debmuilzyii UDC practice Official - Sensitive
HR 8.5 P are made redundant made redundant Y ploy P ubc

leaving 6 years + current

87



Uttlesford District Council

All Service Retention Schedules (V1 - August 2024)

Directorate: Business, People and Performance

Service area: Contract, Performance & Risk

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Classification
Tag
. All records relating to the use of busi- Date of final report Official
Business Process Im- . . . .
CP&R 1.1 rovement ness process improvement to improve | or implementation of 6 1578
P council services improvements
Corporate - develop- All records relating to the develop- Official
CP&R 1.2 P P ment and monitoring of annual busi- Year records created 2 uDC
ment strategy
ness plans
All records relating to the collection Official
Performance measure- and publication of a range of perfor-
CP&R 1.3 . N pu . I . I g P Year records created 5 674
ment and reporting mance indicators reflecting the ser-
vices the authority provides
All records relating to the provision of Official
Procurement - contracts a list of contracts for work to be un-
CP&R 1.4 lists dertaken on behalf of the local author- | Year records created 1 785
ity that are currently available for ten-
der, or are coming up for tender
CP&R 15 Procurement - contracts AII records relating to evaluation crite- | Date contract 6 months 1406 Official
management ria used to evaluate a contract awarded
Procurement - contracts | All records relating to prequalification Limitation Act 1980 Official
CP&R 1.6 . . gtopreq Creation of records 6 . 1407
management questionnaires (Section 2)
Procurement - contracts | All records relating to successful ten- Official
CP&R 1.7 ng ! Award of contract 0 1405 el
management ders
CP&R 1.8 Procurement - contracts | All records relating to the creation and | Date service agree- 6 Limitation Act 1980 1189 Official
' management monitoring of service level agreements | ment expires (Section 2)
All records relating to the manage- . o Official
Procurement - contracts Last action on the Limitation Act 1980
CP&R 1.9 ment of contracts for goods and ser- 12 786

management

vices where the contract is under seal

contract

(Section 8)
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All records relating to the manage- Official
Procurement - contracts | ment of contracts for goods and ser- Last action on the Limitation Act 1980
CP&R 1.10 . . . 6 . 787
management vices where the contract is under sig- contract (Section 5)
nature
CP&R 1.11 Procurement - contracts | All records relating to unsuccessful Date contract 6 months 1404 Official
management tenders awarded
. All records relating to the manage- N Official
CP&R 1.12 Corporate - project man- ment of projects which end with a con- | Last action on project 12 L|m|tjat|on Act 1980 1181
agement (Section 2)
tract under seal
. All records relating to the manage- o Official
Corporate - project man- . . . . . Limitation Act 1980
CP&R 1.13 P proj ment of projects which end with a con- | Last action on project 6 m . ! 1182
agement . (Section 2)
tract under signature
All records relating to the manage- . o Official
. - . L - L 1
PFI 1.1 PFI Funding ment of Public Finance Initiative (PFI) ast action on hando 15 imitation Act 1980 uDC

projects

ver project

(Section 8)
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IA11 Corpqrate -auditand in- | All r.ecords relating to audits carried Date audit accepted 6 L9caI Government 1160 Official - Sensitive
spection out internally or externally Finance Act 1992
. . . . Date of completion Official - Sensitive
A1 Corpqrate -auditand in- | All rt'ecor.ds relating to counter fraud in- of enforcement ac- 6 Limitation Act 1980 1161
spection vestigations )
tion
Data associated with In- | Internal Audit Charter- Date of record com- Official - Sensitive
IA1.3 . . . 3 uDC
ternal Audit Charters (reviewed every 2 years) pletion
A14 Data assoc.iated with In- Internal Audit Strategy Date of Strategy ap- 3 uUDC Official - Sensitive
ternal Audit Strategies proved
IALS Data assocllated Wlt}.’l In- Annual Work Programme Date of Work Pro- 3 UDC Official - Sensitive
ternal Audit Strategies gramme approved
Dat iated with In- Official - Sensiti
IA1.6 ate assoc'la eawithin Annual Internal Audit Programme Date of publication 6 uDC Icial - sensitive
ternal Audit Programme
Dat iated with th Official - Sensiti
IA1.7 ata assoua'e w! € Annual Internal Audit Manual Date of publication When superseded uDC Icial - sensitive
Internal Audit Manual
Data associated with In- . . . . Date of completion Official - Sensitive
Int Audit R ts/ Final S ff
1A1.8 ternal Audit Assign- nterim Audi eponj s/ Fina .lgn © of Final report to 6 ubC
reports on completion of assignment .
ments which it relates
Data associated with de- Official - Sensitive
fining the specific terms | Specific terms of reference for each .
1A 1. . . . D f | D
9 of reference for Audit Audit assignment ate of publication 6 ubc
assignments
Data of a personal or Official - Sensitive
IA1.10 se'nsitive nattfre ob- Working papers / Test Papers / IDEA Date of publication 1 UDC
tained following Internal | Reports
Audit Activities
Data of a general nature Official - Sensitive
1A1.11 :)nt?ctearl:;dA?Jsd?ttsS;gn?f Working papers / Test records Date of publication 6 uDC
ments
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Tag
Data obtained in email Official - Sensitive
IA 112 corre.spc.)r?dence whlch Slgn'lflcant emails relating to ongoing 6 uDC
has significant bearing audit.
to Audit activity
Data obtained following . . . . Official - Sensitive
interviews. meetings & Notes of interviews, closing meetings
IA1.13 ’ g and other related papers from general | Issue of final report 6 uDC
general papers during . .
. Internal Audit assignments
Audit process
IA114 Data obtained as back- Background .|nforr.nat|on from general Completion of work DISpf)SE of when au- UDC Official - Sensitive
ground Internal Audit assignments dit completed
. Date of conclusion of Official - Sensitive
Data obtained as a result Interim Audit reports legal proceedings or Case proven: 6
IA1.15 of Audit generated by ir- . P . . galp . _g P ) ubC
. (where Fraud irregularity suspected) internal disciplinary Not proven: 3
regularity or fraud .
action
. Date of conclusion of Official - Sensitive
Data obtained as a result Completed Audit reports legal proceedings or Case proven: 6
IA1.16 of Audit generated by ir- P ) por oga’ proceeding P ' ubcC
. (where Fraud irregularity suspected) internal disciplinary Not proven: 3
regularity or fraud -
action
Data obtained of a per- Official - Sensitive
sonal or sensitive nature
IA1.17 fol.lowmg advice re- Consultancy advice /.General Advice / Completion of work 1 UDC
ceived from general Reports memos emails
source or via consul-
tancy activities
Consultancy & General Consultancy & General Advice data Official - Sensitive
IA1.18 . ¥ and documentation including reports, Completion of work 6 uDC
Advice data .
memos, emails
IDEA Projects data - . . Official - Sensitive
IDEA P ts data and d tat
IA1.19 containing personal or rojects data and documentation Completion of work 1 uDC

sensitive data

including reports, memos, emails
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Tag
IDEA Projects data and d tati Official - Sensiti
1A 1.20 IDEA Projects data . 'rOJec s dataan ocume'n ation Completion of work 6 uDC clal - >ensitive
including reports, memos, emails
Data of a personal or Official - Sensitive
sensitive nature ob- o
IA121 tained or shared follow- NFI Data Sets collef:ted and uploaded Date' of submission/ 1 uDC
. . " to NFI for an exercise receipt
ing National Fraud Initia-
tive sharing of datasets
Data collated as part of . . Official - Sensitive
IA122 National Eraud Initiative NFI .Data matches used in NFI Exercise Datg of record com- 1 UDC
. Reviews pletion
Reviews
Data of a personal or Official - Sensitive
sensitive nature ob- .
IA 123 tained or shared follow- NFI Data Sets coIIeFted and uploaded Date. of submission/ 1 UDC
. . . to NFI for an exercise receipt
ing National Fraud Initia-
tive sharing of datasets
Data collated as part of . . Official - Sensitive
IA1.24 National Eraud Initiative NFI Data matches used in NFl Exercise | Date of record com- 1 uDC

Reviews

Reviews

pletion
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ED 1.1

Business advice

Records relating to the provision of ad-
vice to new or existing businesses in
the area on all aspects of running a
business from starting a business to
property, tax, employment law, busi-
ness rates etc.

Year records created

283

Official

ED 1.2

Business continuity ad-
vice

All records relating to the provision of
advice on business continuity manage-
ment in the event of a civil emergency
to local businesses and voluntary or-
ganisations

Year records created

880

Official

ED 1.3

Business co-operatives

All records relating to the creation and
management of business co-opera-
tives

Year records created

HMRC - Compliance
Handbook Manual
CH15400

285

Official

ED 1.4

Business directories

All records relating to the creation of
business directories

Year records created

960

Official

ED 1.5

Business security advice

All records relating to the provision of
help and advice to businesses about
business security

Year records created

Limitation Act 1980
(Section 2)

636

Official

ED 1.6

Business sponsorship
opportunities

All records relating to business spon-
sorship offered to individual councils

Date of sponsorship

Limitation Act 1980
(Section 2)

1026

Official

ED 1.7

Land and property valu-
ations

Information and advice on property
valuation for local business and on lo-
cal chartered surveyors who may be
available to carry out a valuation.

Year records created

768

Official

ED 1.8

Support for tourism
businesses

All records relating to advice, grants
and assistance are available to busi-
nesses in taking forward tourism mar-
keting, publicity, and promotional ac-
tivity to encourage visitors to the local
area.

Year records created

HMRC - Compliance
Handbook Manual
CH15400

564

Official
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Directorate: Business, People and Performance

Service area: Economic Development

ment of regeneration projects

project

(Section 2)

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Classification
Tag
ED 1.9 Business awards All records refating t_o the creation and Year records created 1 634 Official
management of business awards
All records relating to the provision of Official
business grants to new businesses, ex- Date of last payment HMRC - Compliance
ED 1.10 Business grants isting businesses who want to grow or of the grant 6 Handbook Manual 284
businesses who want to move to the CH15400
local area.
All records relating to grants towards Date of last payment HMRC - Compliance Official
ED 1.11 Business security grants | the installation of security systems for on grant 6 Handbook Manual 637
local businesses CH15400
Commercial property All records relating to financial support HMRC - Compliance Official
ED 1.12 provided for commercial property de- Date of last payment 6 Handbook Manual 866
development
velopment CH15400
. . .. HMRC - Compliance Official
ED 1.13 Z?:ri:ront Improvement ?I:lors;?(::: iﬁls::)r:/i:et:teg?;?’:lss'on of Year records created 6 Handbook Manual 425
CH15400
Business improvement All records relating tp the creation and . Official
ED 1.14 districts (BID) management of Business Improve- Year of creation 6 1352
ment Districts (BID)
Economic reports and All records relating to the develop- Official
ED 1.15 ment and publication of economic re- Year records created 10 282
forecasts
ports and forecasts
ED 1.16 Local economic develop- | All records relating to .the manage- Vear records created 6 581 Official
ment ment of local economic development
ED 1.17 Regeneration projects All records relating to the manage- Last action on the 12 Limitation Act 1980 771 Official
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Directorate: Business, People and Performance
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Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Classification
Tag
All records relating to the development, Official
. implementation and management of car | Year records cre- Limitation Act 1980
ED(P)1.1 | C | k 6 416
(P) ouncii.car parks parks which are owned and run by the ated (Section 2)
local authority
List of car parks owned and run by the Year records cre- Official
ED(P) 1.2 | Council car parks local authority, their locations and tar- ated 1 417
iffs.
- - D - —
ED(P) 1.3 CycI(? and motorcycle Record§ relating to the allocation of ate allocation 3 1844 Official
parking spaces in cycle and motorcycle racks ceases
Cycle and motorcycle Records relating to the maintenance of Year records cre- Limitation Act 1980 Official
ED(P) 1.4 . 6 . 1843
parking cycle and motorcycle racks ated (Section 2)
Cycle and motorcycle Records relating to the provision of cycle | Year records cre- Limitation Act 1980 Official
ED(P) 1.5 . 6 . 1842
parking and motorcycle racks ated (Section 2)
Disabled people - park- Al r.ecords relatllng to the provision of Year records cre- Limitation Act 1980 Official
ED(P) 1.6 ine bavs designated parking bay areas may be ated 6 (Section 2) 186
g bay provided for registered disabled drivers
Disabled | K All records relating to the management Official
ED(P) 1.7 | —'°@PI€C PEOPIE-PaArK= 1 ¢ harking permits for disabled people Date of application 3 189
ing permits
All records relating to the determination Official
. of parking regulations (residents and vis- | Year records cre- Limitation Act 1980
ED(P)1.8 | Estate parking itor parking) on council property and for | ated 6 (Section 2) %3
enforcement of those regulations
All records relating to the management Official
of parking permit schemes for residents S
ED(P) 1.9 | Parking permits who keep and use a car, a van or motor- | Date permit expires 6 Limitation Act 1980 413

cycle on a full-time basis within a con-
trolled parking zone

(Section 2)
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Directorate: Business, People and Performance

Service area: Economic Development

Reference Process Activity Records Description Retention Trigger Retention (Years) Retention Source LGA ID Classification
Tag
All records relating to the creation, im- s Official
ED(P) 1.10 | Parking zones plementation and monitoring of con- Year records created 6 L|m|tfa|t|on Act 1980 412
. (Section 2)
trolled parking schemes
ED(P) 1.11 | Pavement parking All records relatlng to the monitoring Dat'e of enforcement 6 leltf':\tlon Act 1980 414 Official
of pavement parking action (Section 2)
All records relating to the monitoring S Official
ED(P) 1.12 | Private car parks of car parks owned and operated by Year records created 6 I(';Z]CI:?;O;)AG 1980 418
private companies
All records relating to the enforcement Official
. of on street parking regulations (me- N
Street parking enforce- . . . Limitation Act 1980
ED(P) 1.13 parking ters, residential parking bays, yellow Year records created 6 m . ! 410
ment . L . (Section 2)
lines etc.) within the local authority
area
Change History Record:
Issue Reason for change Approval Date of Issue
Version.1 | New document (First Publication) Strategic Director (Digital Innovation & Commercialisation) August 2024




