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APPENDICES 
 

  

6 
COMMITTEE UPDATES 

 

CC520/26 - 
Investigate other 
options for water 
companies 

Corporate 16.02.2026 02.04.2026 RFO 
Process stalled due to 

similarities in offer 

CC520/26 - Ask 
Derbyshire Dales 
District Council & 
Chesterfield 
Borough Council 
who they bank with 
and get some 
advice from Finance 
officers at those 
Councils 

Corporate 16.02.2026 02.04.2026 RFO 
Completed 
09.03.2026 

CC520/26 - 
Investigate the 
history of the 
shares we own and 
to report back 

Corporate 16.02.2026 02.04.2026 Clerk 
Written to Equiniti for 

more detail 
10.03.2026 

CC521/26 - Identify 
earmarked reserves 
and how much we 
would need in each 
for the next 
Corporate meeting 

Corporate 16.02.2026 02.04.2026 RFO 
Completed 
31.03.2026 

CC521/26 - Put 
£105,000 in general 
reserves and 
£10,000 for 
Earmarked reserves 
under ‘Imperial 
Rooms fund’ 

Corporate 16.02.2026 30.04.2026 RFO 
Subject to Precept 

being received 

CC522/26 - adopt 
the process and to 
add a lost property 
information sheet 
to the foyer of the 
Imperial Rooms 

Corporate 16.02.2026 02.04.2026 Clerk 
Completed 
11.03.2026 
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CC520/26 – BANKING ADVICE FROM CBC & DDDC 
DDDC do not consider the FCA deposit limit as they have their monies insured for potential losses 
through banking collapse. This may be the case with Chesterfield Borough Council but we haven’t 
heard back from them in 6 weeks. 
 
CC520/26 – SHARE HISTORY 
Complicated – 4 lots of shares owned by MTC (National Grid, Shell, Lloyds Bank & Centrica). We have 
3 share certificates but the missing one (Lloyds) was never issued. We have to fill out a form to get a 
copy of the share certificate and to ensure we have the right signatories and can sell the shares if 
that is decided. This is an ongoing process as Equitini are struggling to understand we are not a 
company. The estimated value of the shares is £8000.00 
 
CC521/26 – IDENTIFY EARMARK RESERVES 
See Reserves Report (item 8 on this agenda) 
 
CC522/26 – LOST PROPERTY PROCESS 
Now in place at the Imperial Rooms 
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RFO REPORT 

PURPOSE OF REPORT 
To bring a series of reports, for approval, that highlight all in-goings and out-goings of the council’s 
bank accounts and all current outstanding invoices for the use of the imperial rooms. Also to have all 
reconciliation reports since the last meeting signed. 

BACKGROUND 
Reports requested for all corporate meetings. 

SUMMARY 
See reports. 

RECOMMENDATION 
n/a 

OTHER CONSIDERATIONS 
 
In preparing this report the relevance of the following factors has also been taken into 
consideration:  Prevention of Crime and Disorder; equalities; environmental; climate change; health; 
human rights and personnel and property. 
 
 

Dated: 02/04/2026 
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RESERVES REPORT 

 

PURPOSE OF REPORT 
 
To recommend what subcategories I believe we need for our earmarked reserves and how much we 
need aside for each. 

BACKGROUND 

This report was requested at the last corporate meeting. 

SUMMARY 
 
See financial risk assessment. 

RECOMMENDATION 
 
That we discuss how to raise £13,500 to put away as earmarked reserves in line with the financial 
risk assessment. 

OTHER CONSIDERATIONS 
 
In preparing this report the relevance of the following factors has also been taken into 
consideration:  Prevention of Crime and Disorder; equalities; environmental; climate change; health; 
human rights and personnel and property. 
 
 

Dated: 31.03.2026 
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9 
BLEND CONTRACT RENEWAL 
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10 
LEGAL FEES REPORT 

 
EMAIL FROM SOLICITOR: 
Dear Mr Hosmer, 
  
I apologise for the delay in contacting you. I had thought that my colleague had been in touch with 
you, but I was wrong. 
  
Our charges for carrying out this piece of work would be £700 plus VAT. There are additional charges 
that would apply and these are set out in the attached schedule of charges. 
  
It is unlikely that the Land Registry fee for registration of the land will be more than £40, but the fees 

are due to change shortly. The council would pay whatever fee was then due. 
 

STANDARD DISBURSEMENTS AND OTHER FEES 

 
 

Identity Verification Search £5.00 per search 

Identity Verification Search Admin Fee £30.00 plus VAT 

Local Search Fee £300.00 

Drainage Search Fee £100.00 

Flood Risk Assessment £50.00 

Energy & Infrastructure Search Fee £45.00 

Environmental Search Fee (if required) £150.00 

Planning Search (if required) £100.00 

Coal Mining Search Fee (if required) £75.00 

Land Registry Search Fee £7.00 per title 

Land Charges Search Fee £6.00 per name 

Bankruptcy Search Fee £6.00 per name 

Land Registration Fee *1 £230.00/£330.00 (</>£200,000) 

Telegraphic Transfer Fee *2 £35.00 

Stamp Duty Land Tax Fee *3 £140.00 + VAT 

Copying Charges (if applicable) £50.00 plus VAT 

Indemnity Insurance Fee (if required) Not known – charged at cost  

Indemnity Insurance Admin Fee (if required) £75.00 plus VAT 

Post-Completion Land Registry Registration Work £150.00 plus VAT 
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Land Registry Early Completion Fee (if applicable) 

*4 £60.00 

Mortgage Lender Fee (if applicable) *5 
Not known until Mortgage Offer 

received 

Conveyancing Report (Hard Copy) *6 £30.00 (£25.00 plus VAT) 

 

*1 If your purchase can be registered using the Land Registry’s electronic document 

registration service the Land Registration fee will be reduced by 50%. 

 

*2 There will be a fee of £35.00 inclusive of VAT in respect of the telegraphic transfer fee 

that is generated when we send the completion monies to the Seller’s Solicitors on the date of 

completion. This comprises the bank’s charge to us and the costs of our time in making the 

transfer. Any additional bank transfers required by you will be charged at the same rate. 

 

*3 There will be a fee of £140.00+VAT in respect of the completion of the Stamp Duty Land 

Tax formalities which we must complete on your behalf. 

 

*4 Due to new regulations brought in at the Land Registry and revised professional practice 

guidance changes have been made to the process of registration at the Land Registry. As a 

consequence, in the event that your Seller’s Lender does not or is unable to provide us or the Land 

Registry with evidence of discharge of their mortgage in the required time scale additional work 

may have to be carried out on your behalf. This additional work is not included in the standard 

specification and therefore will incur an additional charge which we would not expect to exceed 

£50.00 plus VAT together with the possibility of further Land Registry fees and search fees. 

However, should the additional work become unusually complicated and protracted we will bring 

this to your attention as reasonably as possible. 

 

*5
 If you require a mortgage to purchase the property then we are obliged to act for that  

mortgage lender and there will be a charge for carrying out the work involved which will be 

referred to in Clause 8 of your Mortgage Offer. If your lender uses its own solicitors the inevitable 

additional correspondence will incur an additional cost and which you will be informed of as soon 

as reasonably practicable. 

 

*6        Your Conveying Report is an important document which contains important information 

and can often contain lengthy documents and enclosures.  To enable us to limit our impact on the 

environment and to enable us to keep our fees as competitive as possible, this will be provided to 

you by email or by Letter and CD.  The CD will contain all the important documents referred to 

in the report.  If you require us to send you hard copies of the documents referred to in the report 

we will charge you a fee of £25.00 plus VAT for the provision of the same. 

 

Stamp Duty Land Tax will also be payable and calculated at a percentage of the purchase price in 

accordance with the table below:- 

 

Purchase Price/Lease Premium or Transfer Value Stamp Duty Land Tax Rate 

£0 - £250,000.00 0% 

£250,001.00 - £925,000.00 5% 

£925,001.00 - £1,500,000.00 10% 

£1,500,001.00+ 12% 

£500,000.00+ (purchased by certain persons) 15% 
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If the property is located in an area designated as disadvantaged Stamp Duty Land Tax is not 

payable for properties with a purchase price less than £150,000 after which the Stamp Duty Land 

Tax is calculated in the same way as the above table. 

 

If the property includes a new residential lease Stamp Duty Land Tax will be payable in 

accordance with the following table and can be in addition to the charges above. 

 

Net Present Value of Rent Stamp Duty Land Tax Rate 

£0 - £250,000.00 0% 

£250,001.00 1% of the value that exceeds £125,000.00 

 

Increased SDLT rates for additional residential properties 

 

Higher rates of SDLT will apply to acquisitions of additional residential properties (such as second 

homes and buy-to-let properties) with an effective date on or after 1 April 2016. The higher rates 

will be 5% above the current SDLT rates for residential property, so that the following rates will 

apply on a progressive rate: 

 

Chargeable Consideration Applicable SDLT Rate 

£0.00 - £250,000.00 5%* 

£250,001.00 - £925,000.00 10% 

£925,001.00 - £1,500,000.00 15% 

£1,500,000.00+ 17% 

 

* If the chargeable consideration is less than £40,000.00 the additional 3% SDLT charge will not 

apply. However, if the chargeable consideration is £40,000.00 or more, the total amount (up to 

£125,000.00) will be chargeable at 3%. 

 

As we are not qualified to provide advice regarding Stamp Duty Land Tax you should visit 

www.gov.uk/stamp-duty-land-tax for further information and an SDLT calculator. 

 

There may be other disbursements payable, which may only come to light after examination of 

the documents.  These are usually for comparatively small amounts, but any large amounts will 

be notified to you as soon as we become aware of them. All amounts above are subject to change. 

 
EMAIL FROM SOLICITOR: 
Dear Mr Hosmer, 
  
I apologise for the delay in contacting you. I had thought that my colleague had been in touch with 
you, but I was wrong. 
  
Our charges for carrying out this piece of work would be £700 plus VAT. There are additional charges 
that would apply and these are set out in the attached schedule of charges. 
  
It is unlikely that the Land Registry fee for registration of the land will be more than £40, but the fees 
are due to change shortly. The council would pay whatever fee was then due. 
  
 

http://www.gov.uk/stamp-duty-land-tax
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11 
DOCUMENT RETENTION POLICY 

 

DOCUMENT RETENTION POLICY 
 
1.  Introduction  
1.1  The Council accumulates a vast amount of information and data during the course of its 

everyday activities. This includes data generated internally in addition to information obtained 
from individuals and external organisations. This information is recorded in various different 
types of document.  

1.2 Records created and maintained by the Council are an important asset and as such measures 
need to be undertaken to safeguard this information. Properly managed records provide 
authentic and reliable evidence of the Council’s transactions and are necessary to ensure it 
can demonstrate accountability.  

1.3  Documents may be retained in either ‘hard’ paper form or in electronic forms. For the purpose 
of this policy, ‘document’ and ‘record’ refers to both hard copy and electronic records.  

1.4  It is imperative that documents are retained for an adequate period of time. If documents are 
destroyed prematurely the Council and individual officers concerned could face prosecution 
for not complying with legislation and it could cause operational difficulties, reputational 
damage and difficulty in defending any claim brought against the Council.  

1.5  In contrast to the above the Council should not retain documents longer than is necessary. 
Timely disposal should be undertaken to ensure compliance with the General Data Protection 
Regulations so that personal information is not retained longer than necessary. This will also 
ensure the most efficient use of limited storage space.  

 

2. Scope and Objectives of the Policy  
2.1  The aim of this document is to provide a working framework to determine which documents 
are:  

•  Retained – and for how long; or  
•  Disposed of – and if so by what method.  
•  ‘With compliments’ slips.  
•  Catalogues and trade journals.  
•  Non-acceptance of invitations.  

• Trivial electronic mail messages that are not related to Council business.  

• Requests for information such as maps, plans or advertising material.  

•  Out of date distribution lists.  
 
2.2  There are some records that do not need to be kept at all or that are routinely destroyed in 

the course of business. This usually applies to information that is duplicated, unimportant or 
only of short-term value. Unimportant records of information include:  

• Duplicated & superseded material such as stationery, manuals, drafts, forms,  address 
books and  

• Reference copies of annual reports may be destroyed. 
 

2.3  Records should not be destroyed if the information can be used as evidence to prove that 
something has happened. If destroyed the item(s) in question needs to be disposed of under 
the General Data Protection Regulations.  
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3. Roles and Responsibilities for Document Retention and Disposal  
3.  Roles and Responsibilities for Document Retention and Disposal  
3.1  Councils are responsible for determining whether to retain or dispose of documents and 

should undertake a review of documentation at least on an annual basis to ensure that any 
unnecessary documentation being held is disposed of under the General Data Protection 
Regulations (GDPR).  

3.2  Councils should ensure that all employees are aware of the retention/disposal policy.  
 

4. Document Retention Protocol  

4.1  Councils should have in place an adequate system for documenting the activities of their 
service. This system should take into account the legislative and regulatory environments to 
which they work.  

4.2  Records of each activity should be complete and accurate enough to allow employees and 
their successors to undertake appropriate actions in the context of their responsibilities to: 
•  Facilitate an audit or examination of the business by anyone so authorised.  
•  Protect the legal and other rights of the Council, its clients and any other persons 

affected by its actions.  
•  Verify individual consent to record, manage and record disposal of their personal 

data.  
•  Provide authenticity of the records so that the evidence derived from them is shown 

to be credible and authoritative.  
4.3  To facilitate this the following principles should be adopted:  

• The retention schedules in Appendix A: List of Documents for Retention or Disposal 
provide guidance on the recommended minimum retention periods for specific classes of 
documents and records. These schedules have been compiled from recommended best 
practice from the Public Records Office, the Records Management Society of Great Britain 
and in accordance with relevant legislation.  

• Whenever there is a possibility of litigation, the records and information that are likely to 
be affected should not be amended or disposed of until the threat of litigation has been 
removed.  

 

5. Document Disposal Protocol  
5.1  Documents should only be disposed of if reviewed in accordance with the following:  

•  Is retention required to fulfil statutory or other regulatory requirements?  
•  Is retention required to meet the operational needs of the service?  
•  Is retention required to evidence events in the case of dispute?  
•   Is retention required because the document or record is of historic interest or 

intrinsic value?  
5.2  When documents are scheduled for disposal the method of disposal should be appropriate 

to the nature and sensitivity of the documents concerned. A record of the disposal will be 
kept to comply with the General Data Protection Regulations.  

5.3  Documents can be disposed of by any of the following methods: 

• Non-confidential records: place in waste paper bin for disposal.  

• Confidential records or records giving personal information: shred documents.  

• Deletion of computer records.  

• Transmission of records to an external body such as the County Records Office.  
5.3.1 The following principles should be followed when disposing of records:  
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• All records containing personal or confidential information should be destroyed at the end 
of the retention period. Failure to do so could lead to the Council being prosecuted under 
the General Data Protection Regulations.  

• The Freedom of Information Act or cause reputational damage.  
• Where computer records are deleted steps should be taken to ensure that data is ‘virtually 

impossible to retrieve’ as advised by the Information Commissioner.  
• Where documents are of historical interest it may be appropriate that they are  

transmitted to the County Records office.  
• Back-up copies of documents should also be destroyed (including electronic or 

photographed documents unless specific provisions exist for their disposal). 

5.5 Records should be maintained of appropriate disposals. These records should contain the 
following information: 

• The name of the document destroyed.  
• The date the document was destroyed.  

•  The method of disposal.  

 

6. Data Protection Act 1998 – Obligation to Dispose of Certain Data  
6.1  The UK General Data Protection Regulations 2018 requires that personal information must 

not be retained longer than is necessary for the purpose for which it was originally obtained. 
The regulations define personal information as:  
Data that relates to a living individual who can be identified:  
a) from the data, or  
b) data and other information which is in the possession of, or is likely to come into the 
possession of the data controller. 

6.2  The UK General Data Protection Regulations 2018 provide an exemption for information 
about identifiable living individuals that is held for research, statistical or historical purposes 
to be held indefinitely provided that the specific requirements are met.  

6.3  Councils are responsible for ensuring that they comply with the principles of the under the 
General Data Protection Regulations which includes any expression of opinion about the 
individual and any indication of the intentions of the Council or other person in respect of 
the individual.  

• Personal data is processed fairly and lawfully and in particular shall not be processed unless 
specific conditions are met.  

• Personal data shall only be obtained for specific purposes and processed in a compatible 
manner.  

• Personal data shall be adequate, relevant, but not excessive.  

• Personal data shall be accurate and up to date.  

• Personal data shall not be kept for longer than is necessary.  

• Personal data shall be processed in accordance with the rights of the data subject.  

• Personal data shall be kept secure.  

6.4 External storage providers or archivists that are holding Council documents must also 
comply with the above principles of the General Data Protection Regulations.  

 
 
 

7. Scanning of Documents 

7.1  In general once a document has been scanned on to a document image system the original 
becomes redundant. There is no specific legislation covering the format for which local 
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government records are retained following electronic storage, except for those prescribed 
by HM Revenue and Customs.  

7.2  As a general rule hard copies of scanned documents should be retained for three months 
after scanning.  

7.3  Original documents required for VAT and tax purposes should be retained for six years 
unless a shorter period has been agreed with HM Revenue and Customs.  

 

8. Review of Document Retention  

8.1  It is planned to review, update and where appropriate amend this document on a regular 
basis (at least every three years in accordance with the Code of Practice on the Management 
of Records issued by the Lord Chancellor).  

8.2  This document has been compiled from various sources of recommended best practice and 
with reference to the following documents and publications:  

 

9. List of Documents 
9.1  The full list of the Council’s documents and the procedures for retention or disposal can be 

found in Appendix A: List of Documents for Retention and Disposal. This is updated regularly 
in accordance with any changes to legal requirements.  
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Matlock Town Council Appendix A: List of Documents for Retention or Disposal 
Document Minimum Retention 

Period 
Reason Disposal 

Minutes 
 

Indefinite 
  

 

Archive Original signed paper 
copies of Council 
minutes of meetings 
must be kept 
indefinitely in safe 
storage. At regular 
intervals of not more 
than 5 years they must 
be archived and 
deposited with the 
Higher Authority 
 

Agendas 5 years Management Bin (shred confidential 
waste)  

 

Accident/incident 
reports 

20 years 
 

Potential claims Confidential waste A 
list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR regulations. 

 

 

Scales of fees and 
charges 

6 years Management Bin 

Receipts of payment 
accounts 

Indefinite Archive n/a 

Receipt books of all 
kinds 

6 years VAT Bin 

Bank statements 
including 
deposit/savings 
accounts  
 

Last completed audit 
year 

Audit Confidential waste 

Bank paying-in books Last completed audit 
year 

Audit Confidential waste 

Cheque book stubs Last completed audit 
year 

Audit Confidential waste 

Quotations and 
tenders 

6 years Limitation Act 1980 (as 
amended) 

Confidential waste A 
list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR 

 
 

Paid Invoices 6 years VAT Confidential Waste 
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Town Park 
equipment 
inspection reports 
 

21 years .. .. 

Investments Indefinite Audit Management n/a 

Title deeds, leases, 
agreements, 
contracts 
 

Indefinite Audit Management n/a 

Members allowance 
register 

6 years Tax, Limitation Act 
1980 (as amended)  
 

Confidential waste. 
A list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR  
 

Information from 
other bodies  
e.g. circulars from 
county associations, 
NALC, principal 
authorities 

Retained for as long 
as it is useful and 
relevant 
 

.. Bin 

Local/historical 
information  
 

Indefinite – to be 
securely kept for 
benefit of the Parish  
 

Councils may 
acquire records of 
local interest and 
accept gifts or 
records of general 
and local interest in 
order to promote 
the  

n/a 

Paid cheques 6 years  Limitation Act 1980 (as 
amended) 

Confidential Waste 

Vat records 6 years generally but 
20 years of VAT on 
rents 

VAT Confidential Waste 

Petty cash, postage 
and telephone books 

6 years Tax, VAT, Limitation 
Act 1980 (as 
amended) 

Confidential Waste 

Timesheets Last completed audit 
year 

Audit (requirement)  Bin 

Wages books/payroll 12 years Superannuation  Confidential Waste 

Insurance policies While valid (but see 
next two items below) 

Management Bin 

 
Insurance company 
names 
and Policy number 
 

 

 
Indefinite 

 
Management 

 
n/a 



 

APPENDICES CORPORATE COMMITTEE 20.04.2026 

use for such 
records. 

Magazines and 
Journals 

Council may wish to 
keep its own 
publications 
  
For others retain for 
as long as they are 
useful and relevant.  

 

The Legal Deposit 
Libraries Act 2003 
(the 2003 Act) 
requires a local 
council which after  
1st February 2004 has 
published works in 
print (this includes a 
pamphlet, magazine 
or newspaper, a map, 
plan, chart or table) 
to deliver, at its own 
expense, a copy of 
them to the British 
Library Board (which 
manages and controls 
the British Library). 
Printed works as 
defined by the 2003 
Act published by a 
local council 
therefore constitute 
materials which the 
British Library holds.  

Bin if applicable 

    

  

To ensure records 
are easily accessible 
it is necessary to 
comply with the 
following:  
• A list of files 
stored in cabinets 
will be kept  
• Electronic files will 
be saved using 
relevant file names  

The electronic files 
will be backed up 
periodically in the 
cloud-based 
programme supplied 
by the Council’s IT 
company.  

 

Management Documentation no 
longer required will 
be disposed of, 
ensuring any 
confidential 
documents are 
destroyed as 
confidential waste.  
A list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR regulations.  

General 
correspondence  
 

Unless it relates to 
specific categories 
outlined in the policy, 
correspondence, both 
paper and electronic, 
should be kept.  
Records should be kept 
for as long as they are 

Management Bin (shred 
confidential waste)  
A list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR regulations.  
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needed for reference or 
accountability purposes, 
to comply with 
regulatory requirements 
or to protect legal and 
other rights and interests 

If in doubt, for the longest of the three limitation periods 

Negligence  
 

6 years .. Confidential waste. 
A list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR 
regulations 

Defamation  
 

1 year .. Confidential waste. 
A list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR 
regulations 

Contract  
 

6 years .. Confidential waste. 
A list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR 
regulations 

Leases  12 years .. Confidential Waste 
 

Sums recoverable 
by statute  

6 years 
 

.. Confidential Waste 
 

Personal Injury 3 years .. Confidential Waste 

To recover land 12 years .. Confidential Waste 

Rent 6 years .. Confidential Waste 

Breach of trust 9 years .. Confidential Waste 

Trust deeds Indefinite  .. n/a 

 
 

For Halls, Centres and Recreation Grounds  

 

 
• Application to hire  
• Invoices  
• Record of tickets 
issued  
 

6 years VAT Confidential waste  
A list will be kept of 
those documents 
disposed of to meet 
the requirements of 
the GDPR regulations 
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Lettings diaries Electronic files 
linked to accounts  
 

VAT n/a 

Terms and conditions 6 years Management Bin 

Event Monitoring 
Forms  
 

6 years unless 
required for claims, 
insurance or legal 
purposes  
 

Management Bin. A list will be 
kept of those 
documents 
disposed of to meet 
the requirements of 
the GDPR  
 

For Allotments    

Register and plans Indefinite  Audit, Management  
 

n/a 

Minutes Indefinite Audit Management n/a 

Legal papers Indefinite Audit Management n/a 

For Burial Grounds    

• Register of fees  
  collected  
• Register of burials  
• Register of 
purchased 
  graves  
• Register/plan of 
grave 
  spaces  
• Register of 
memorials  
• Applications for  
   interment  
• Applications for right 
to  
   erect memorials  
• Disposal certificates  
• Copy certificates of  
   grant of exclusive 
right 
   of burial  

Indefinite Archives, Local 
Authorities 
Cemeteries Order 
1977 (SI 204  
 

n/a 

Planning papers    

Applications 1 year Management Bin 

Appeals 1 year unless 
significant  
development 

Management Bin 

Trees 1 year Management Bin 

Local Development Plans Retained as long as 
in force  

Reference Bin 
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Local Plans Retained as long as in 
force 

Reference Bin 

Town/Neighbourhood 
Plans 

Indefinite – final 
adopted plans  

Historical purposes  
 

n/a 

CCTV    

Daily notes Daily Data protection Confidential Waste 

Work rotas 1 month Management Confidential Waste 

Observation Sheets 3 years Data protection Confidential Waste 

Stats 3 years Data protection Confidential Waste 

Signing in sheets 3 years Management  Confidential Waste 

Review requests 3 years Data protection Confidential Waste 

Discs – master and 
working 

For as long as 
required 

Data protection  Confidential Waste 

Internal Operations 
Procedure Manual 

Destroy on renewal, 
review annually 

Management Confidential Waste 

Code of practice Destroy on renewal, 
review annually 

Management Confidential Waste 

Photographs/digital 
prints 

31 days Data protection Confidential Waste 

    

 
 
 
Related policies 

• General Data Protection Regulations (GDPR) Policy 
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12 
DISPOSAL OF ASSETS 

 

INTRODUCTION 
The purpose of this policy is to provide protocols for the disposal of Council assets.  This policy will 
help to ensure that equipment is properly accounted for prior to disposal and that the disposal is by 
an appropriate method, minimising any risk to the Council. 
‘Assets’ applies to the terms ‘asset(s)’, ‘item(s)’, ‘equipment’, throughout this policy and refers to any 
item listed on the Council asset register.  They are items of a capital nature where values tend to be 
high and which have a useful life of more than one year (fixed assets). 
Non-disposal of obsolete equipment not only takes up space, but potentially incurs on-going 
maintenance costs. The Council disposes of such equipment in line with the processes set out in this 
policy. 
Consideration has been given to identifying the risk and the areas most susceptible to fraud. This 
policy is designed to minimise fraud and misappropriation. 

Donated assets 
Where items to be disposed of have previously been donated to the Council, it is considered prudent 
to consult the original purchaser. 

INVENTORIES 
The Council must maintain an inventory of permanent stock. The inventory will assist in the 
identification of assets which require disposal.  An electronic inventory record is currently in use which 
is stored within our accounts software ‘Scribe’. 
Within the inventory, equipment should be documented with details to clearly identify the item in 
question and its location.  If items are scheduled for disposal, the disposal method and authorisation 
is also to be documented. 
This may mean expanding and updating the inventory records where necessary to reflect the 
additional information required.  If it would not be appropriate to reflect the information in the 
existing inventory, a separate but linked record should be maintained instead. 
Particular attention should by paid to documenting attractive/ portable/ expensive items such as 
cameras, computer equipment, musical equipment, electric kitchen equipment etc. These should also 
carry a security mark and be identifiable through make & model number and serial number. These 
references should also be recorded within the inventory. 
It is very important that this Council maintains up to date and appropriately detailed inventory record. 

REASONS FOR DISPOSAL 
Items can be available for disposal because they are: 

• Not fit for purpose 

• So out-of-date as to be incapable of satisfactory modernisation. 

• No longer required, due to changed procedures, functions or usage patterns 

• Beyond repair but able to be sold for scrap 

METHODS OF DISPOSAL 
Assets identified for disposal may be dispensed using the procedures outlined below following 
authorisation by Matlock Town Council. 
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Acceptable methods of disposal are: 

• Sale of assets 

• Donation of assets to a community service organisation within or of benefit to Matlock 

• Destroy assets 

• Recycle assets 

Choice of the most appropriate disposal option will normally be influenced by the age and 
functionality of the equipment for disposal and by market value. The choice of disposal method will 
be recommended by the officers of the Council. 

PROCEDURES 
It is essential to adopt procedures which are clear and transparent and minimise the risk of allegations 
of unfairness in any process of disposal. 

SALE OF ASSETS 
The sale of assets involves assigning a minimum price to the item(s) and publicising the items(s) 
availability for sale on the Town Council Noticeboards and website for a period of not less than 
21 days.  They should be advertised as “sold as seen” with no guarantee of lifespan given.  
Priority will be given to those within Matlock.  Applications are to be made in writing stating 
how the item would be used and who would benefit. 
For all sales, the Council will adhere to their Financial Procedures, with official receipts being 
issued (and copies retained) for any payments received in this regard. 
The Council will be clear and transparent when determining the appropriate minimum prices of 
items with the minimum price covering the costs connected to the disposal (eg clearing of data 
from a PC etc.) 
All goods to be sold should be in a good and safe condition. 
Prospective buyers should be given adequate opportunity to inspect the goods prior to 
submission of their tender and once collected, the inventory should be updated. 
In the case of electronic equipment some buy & resell websites and retailers may purchase the 
item(s) and this should be considered if no one local comes forward to purchase an item within 
the allotted 21 days. 
 

DONATIONS TO EXTERNAL ORGANISATIONS 
If following an assessment of the item, it is deemed to be of little monetary value, the procedure 
for the sale of assets should be followed. 
 

DESTROY OR RECYCLE ASSETS 
Items with no market value and of no use to any other organisation or person may be destroyed 
in an appropriate and safe manner. Items must be destroyed or recycled in accordance with 
legislation (for example there are certain legislative requirements for the disposal of batteries, 
recycling of electrical and white goods etc). Advice on how to destroy or recycle assets in 
accordance with legislation can be obtained from Derbyshire Dales District Council who provide 
services for recycling and refuse collection. 
The disposal must be authorised by full Council and the inventory must be updated accordingly. 
Disposal of PC’s and Laptops 
It is essential to ensure that any computer and laptop hard drive/ memory/ datastore are 
professionally cleared of such data prior to disposal. This is to ensure that the Council adheres 
to data protection legislation and minimises the risk that sensitive information is exposed to 
unauthorised individuals.  The current computer hardware supplier will be able to advise. 
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HEALTH AND SAFETY NOTICE 
For all items ensure the recipient signs the following health and safety notice:- 

Matlock Town Council will not be liable for any Health and Safety issues surrounding the use of 
[insert the item name].  It is the recipient’s responsibility to ensure that it is suitable and safe 
for its intended use, installed correctly, and that it can be used without risk to health or safety.  
It is the recipient’s responsibility to obtain any instruction for and advice on its installation and 
use and to carry out or to have competent persons carry out all necessary checks appropriate.  
The Council will not be liable for any loss, damage, or injury arising out of its installation or use, 
however caused. 

RELATED DOCUMENTS 

Disposal of Assets checklist 
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13 
HARRASSMENT & AGGRESSION POLICY 

 
HARASSMENT AND AGGRESSION POLICY 
 
Introduction 
 
All Matlock Town Council employees have the right to be treated with dignity and respect at 
work.  No employee should be expected to tolerate aggression or harassment in the 
workplace. 
 
POLICY STATEMENT 
 
The Council is committed to promoting an environment where employees can work without 
fear of being intimidated, harassed, bullied or subjected to physical or verbal aggression. 
 
The Council aims to eliminate harassment and aggression by: 
 

➢ Promoting a positive work environment where everyone treats each other with 
respect; 

 
➢ Ensuring that all allegations of harassment or aggression are fully investigated; 

 
➢ Use of the disciplinary procedure; 

 
➢ Supporting employees after an incident has occurred; 

 
➢ Training employees to deal with incidents more effectively. 

 
Policy Aims and Objectives 
 
To ensure that procedures for dealing with harassment include provision, in the first instance 
to help prevent harassment or aggression occurring, and secondly, where it does occur, that 
appropriate action is taken. 
 
To ensure that employees feel able to raise a complaint.  If at any stage they do not believe 
that their complaint is being taken seriously or being dealt with in accordance with the agreed 
procedures, employees may raise a grievance under the Council’s Grievance Procedure. 
 
To ensure that both employees who raise a complaint and those against whom a complaint 
is made are treated fairly, with due sensitivity, confidentiality, respect and understanding for 
their rights as employees and individuals.  Employees will, at all times, have the right to be 
represented by their Trade Union or work colleague. 
 
Scope of Policy 
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For practical purposes, those making a complaint usually define what they mean by 
harassment or aggression as something that has happened to them that is unwelcome, 
unwarranted and causes a detrimental effect.  All complaints by employees will be dealt with 
regardless of whether or not their complaint accords with a standard definition. 
 
In this document the Council describes harassment and aggression as: 
 
Harassment 
 
Unwanted conduct affecting the dignity of men and women in the workplace.  It may be 
related to age, sex, sexual orientation, race, disability, religion, nationality or any personal 
characteristic of the individual and may be persistent or an isolated incident.  The key is that 
the actions or comments are viewed as demeaning and unacceptable to the recipient. 
 
Harassment is not necessarily face to face, it may be written communication, email, social 
media or telephone. 
 
Bullying 
 
Offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power 
through means intended to undermine, humiliate, denigrate or injure the recipient. 
 
Physical Aggression (Violence) 
 
Any form of physical contact with an employee, that is perceived by that employee as 
threatening, intimidating or an attack (including attacks on property or the use of projectiles 
against the employee). 
 
Verbal Aggression 
 
Speech or actions perceived by the employee as threatening or intimidating eg.  Shouting, 
swearing, abusive behaviour. 
 
Responsibility of Employees 
 
It is the responsibility of all employees to ensure that they conduct themselves in a manner 
that is not offensive and to assist in the creation of an environment where unacceptable 
behaviour is not tolerated.  All employees have a duty to: 
 

➢ Report incidents of harassment and aggression in the workplace; 
 

➢ Help to stop any such harassment or unacceptable behaviour; 
 

➢ Not collude with any inappropriate behaviour; 
 

➢ Co-operate fully in any investigation undertaken by the Authority. 
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Responsibility of Management 
 
Management have an overall responsibility to ensure that all employees receive fair 
treatment and are able to work in an environment where harassment and aggression cannot 
thrive.  Management have a duty to ensure that all members of staff are aware of the policy.  
Should management become aware of harassment or aggression occurring, they should take 
appropriate action to resolve the situation at the earliest opportunity and take action to 
prevent reoccurrence.  They should also provide any necessary support and advice to staff 
experiencing unwelcome treatment, whether or not a formal complaint has been made. 
 
Advice, Support and Counselling 
 

➢ Any employee who feels they have been a victim of harassment or aggression can seek 
confidential advice and support from the Town Clerk,  

 
➢ The Responsible Financial Officer 

 
➢ Their Trade Union representative. 

 
This provides an opportunity to talk through the situation and to discuss the options open to 
an employee to help them determine if and how to progress a complaint of harassment. 
 
Those against whom an allegation has been made may not be aware that their behaviour is 
causing offence.  They may also wish to talk through their position, in confidence, with 
someone outside of the immediate situation.  This can be done with any of the sources listed 
above. 
 
Employee Personal Safety 
 
The Council is committed to ensuring the safety of employees in the course of their job.  To 
achieve this, a ‘partnership’ between employer and employee must be firmly established. 
 
No employee should place him/her self in a situation perceived as potentially dangerous. 
 
The Clerk and RFO will meet regularly with their staff to: 
 

➢ ascertain their personal safety needs; 
 

➢ implement procedures/devices that address those needs; 
 

➢ conduct regular meetings to up-date these requirements 
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REPORTING PROCEDURES 
 
 
Introduction 
 
The reporting by employees of harassment and aggression is essential if the Council is to 
implement a caring and effective policy.  This procedure puts into practical effect the 
principles contained in the Council’s Policy Statement on Harassment and Aggression at Work.  
It replaces the use of the Council’s Grievance Procedure in dealing with such complaints. 
 
The procedure contains two stages through which complaints can be pursued: 
 
1) A preliminary stage where those against whom an allegation has been made, are made 
aware of their unacceptable behaviour by the complainant or their representative and given 
the opportunity of modifying it.  Many complaints can be resolved at this informal stage.  
However, this stage is not appropriate for addressing any incident which compromises the 
personal safety of the individual. All reporting of such incidents must progress through the 
formal stage. 
 
2) A formal stage involving a thorough investigation of the allegations which, if 
substantiated, could lead to a recommendation that a disciplinary hearing be convened, or 
which could reveal ways of satisfactorily resolving a situation without resorting to disciplinary 
proceedings. 
 
If the decision is made to call a disciplinary hearing, then the Council’s Disciplinary Procedure 
will take over from this Procedure. 
 
Note (i) On occasion, a counter allegation may be made by the alleged harasser or 
aggressor upon being informed that a complaint has been lodged against them eg. they may 
claim to have been provoked by the complainant.  Both parties’ allegations should be dealt 
with as separate complaints (i.e. with separate investigations, hearings and whenever 
possible separate investigating officers). 
 
 (ii) Any complaint which is later found to have been made with malicious intent 
and without foundation may result in disciplinary action against the complainant. 
 
 
 
Preliminary Action 
 
Employees who wish to resolve the problem informally can often do this effectively by raising 
the issue directly with the person who is creating the problem, either orally or in writing.  If 
this is not appropriate or it would be difficult or embarrassing to pursue the complaint in this 
manner, a Trade Union representative or another appropriate person may make the initial 
approach if required. 
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This preliminary stage does not detract from the seriousness or sensitivity of the situation.  
Rather it allows the individual who is being harassed greater flexibility in choosing the most 
appropriate option they wish to follow. 
 
If the above preliminary measures prove to be ineffective or the employee feels that the 
matter not resolved, then the employee should be supported and encouraged to take formal 
action.  However, it is recognized that this requires courage and determination and the 
employee has the right not to pursue their complaint informally/formally, at any time.  In such 
instances, management will be able to initiate formal action as detailed below to deal with 
the harasser or aggressor if supporting evidence is available, eg. witnesses. 
 
 
 
FORMAL ACTION 
 
If an employee decides to pursue a complaint formally, then the Clerk or RFO will undertake 
a thorough investigation of the matter.  Complaints against the RFO will usually be 
investigated by the Town Clerk Leader of the Council and complaints against the Town Clerk 
referred to the RFO Leader of the Council working together with the Mayor. 
 
An employee should register a formal complaint by completing an Incident Report Form1.  The 
form should be returned without delay to the Town Clerk or the RFO marked ‘Private & 
Confidential’. 
 
Within 5 working days, the complaint will be acknowledged and the alleged harasser or 
aggressor informed of the nature of the complaint lodged against them and of any immediate 
action to be taken eg. Suspension.   
 
An investigation must be carried out promptly and in any case be completed within 14 
working days of the complaint being registered unless there are exceptional circumstances to 
prevent this. 
 
Where suspension is not thought appropriate, consideration will be given as to whether any 
working arrangements affecting the two parties involved need to be changed during the 
course of the investigation. 
 
The complainant and the alleged harasser will be interviewed separately as part of the 
investigation.  Both parties have the right to be accompanied by a trade union representative 
or work colleague. 
 
Strict confidentiality must be maintained throughout the investigation by all parties 
concerned, including witnesses. 
 
Following the investigation, the Town Clerk designated investigator must review the 
evidence, consider whether the complaint has been substantiated, and decide upon the most 

 
1 See attached 
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appropriate course of action in accordance with this Policy. If the complaint is against the 
Town Clerk, the evidence will be reviewed by the RFO Leader of the Council acting together 
with the Mayor  
 
Allegations Against Non Employees and Members 
 
Where the allegation is against a person who is not an employee of the Council, the 
procedures contained within this document may not be appropriate.  Under these 
circumstances a suitable alternative course of action may be considered. 
 
Where the allegation is against a Member of the Council, the Mayor will be informed and will 
take appropriate action.  This action may include a reference to Standards Committee in 
appropriate cases. 
 
Where the allegation is against the Mayor, the Councillor with responsibility for Finance and 
Administration Leader of the Council will receive the complaint and the full Council will be 
informed and will take appropriate action.  This action may include a reference to Standards 
Committee in appropriate cases. 
 
 
 
Monitoring 
 
The Town Clerk should be informed of all cases of harassment.  Confidential records will be 
kept to enable the Clerk to monitor and review the procedure. 
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INCIDENT REPORT FORM 

 

To ensure a safe working environment, all employees are encouraged to fill out this form in 

the event of a work-related incident. Any incident should be reported as soon as possible but 

no later than 48 hours after its occurrence. Failure to report such incidents could lead to a 

reoccurrence of the incident. 

 

Incident Information 

Employee Name: Date of Report: 

Employee Job Title: Time of Report: 

Date of Incident: Incident Location: 

Time of Incident: Witness Name(s): 

 

In as much detail as possible, please describe the incident 
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Please describe any factors you feel that may have contributed to the incident 

 

 

What could have been done differently to avoid this incident 
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HEALTH, SAFETY & WELFARE POLICY 
 

 

 

HEALTH, SAFETY AND WELFARE POLICY 
Matlock Town Council has adopted a Health and Safety Policy to protect all of its Employees, 
Visitors, Contractors and Users of Premises, and to encourage safe working practices.  This 
document explains the Policy and the systems that have been established within the 
Organisation to make sure that the Policy is working. 
 
Please read this document carefully, and make sure you understand it.  If you want to 
discuss safety matters generally or have a particular problem, you should consult the Town 
Clerk. 

POLICY STATEMENT AND DECLARATION 
The Members of Matlock Town Council here by give notice of their acceptance of 
responsibility as an employer to pursue a policy which ensures, so far as is reasonably 
practicable, the Health, Safety and Welfare of all Employees, Contractors, Visitors and Users 
of Premises, and others who may be affected by the Council’s activities, and declare their 
intention to meet the requirement of the Health and Safety at Work Act 1974, The 
Management of Health and Safety at Work Regulations 1992 and all other relevant statutory 
provisions. 

OBJECTIVES 
 

The Members of Matlock Town Council’s objectives in this respect are to: 

1. Provide and maintain workplaces which are, so far as is reasonably practicable, 

without risk to the Health and Safety of any Employee, Contractor, Visitor or User of 

Premises; 

2. Provide a working environment of a standard which will ensure, so far as is 

reasonably practicable, the Health and Safety of its Employees and other persons 

who are likely to be affected by the Council’s activities; 

3. Assess the Risks to the Health and Safety of Employees and of anyone else who could 

be affected by its work activities, record the significant findings of such assessments 

and make them available to Employees, Contractors and Users of Premises; 

4. Provide, where appropriate, equipment, tools and plant which are safe and without 

undue risk to health; 

5. Institute procedures for the reporting of defective equipment or other hazardous 

conditions, and for the rectification of such defects; 
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6. Make proper arrangements for the safe use, handling and storage of all articles and 

substances used by the Council; 

7. Promote the instruction and training of employees in matters of Health and Safety, 

so as to enable them to recognise and avoid hazards at work; 

8. Inform Employees, Contractors, Visitors and Users of Premises of the risks associated 

with its work activities by means of notices and instructions and to clearly describe 

the work methods necessary to minimise the likelihood of injury or of adverse 

effects on health; 

9. Provide and maintain, where appropriate, safety equipment and protective clothing 

and ensure that Employees are informed of their obligation in respect of its use; 

10. Provide First Aid equipment, facilities and training, and to make such other 

emergency provisions as are necessary to ensure the Health and Safety of all 

Employees, Visitors and others allowed access to the Council’s premises; 

11. Institute a procedure for the recording of all accidents and instances of ill health 

occurring as a result of the Councils activities and ensure that such incidents are 

investigated; 

12. Provide satisfactory welfare and amenity facilities and make such arrangements as 

may be necessary to ensure the welfare of Employees whilst at work; 

13. Advise all Employees, Contractors and Users of Premises of their obligations in 

Health and Safety matters, and of the penalties for acting in such a way as to 

endanger the safety or health of themselves or others; 

14. Establish an organisation with responsibility for making this Policy effective; 

15. Ensure the proper direction and control of all persons, other than Employees, 

allowed access to Council premises and also ensure they are not put at risk by the 

Council’s work activities; 

16. Control the use of Contractors on Council premises, and ensure that Contractors 

work to safety rules at least of the same standard as those laid down through this 

policy; 

17. Arrange for Health and Safety Inspection of all premises and other areas at regular 

intervals, at least annually, with reporting of findings and recommendations to the 

Members of the Council; 

18. Maintain arrangements with employees for joint consultation and participation in 

matters relating to their Health and Safety; 

19. Keep the Health and Safety Policy Statement under constant review and make 

improvements, additions and amendments which from time to time may be deemed 

necessary or desirable. 

ORGANISATION AND RESPONSIBILITIES 
 

1. The Town Clerk, on behalf of the Members of the Council, is to co-ordinate the 

implementation of the Health, Safety and Welfare policy. 
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2. A central record will be maintained containing such Statutes, Approved Codes of 

Practice, Guidance Notes, Certificates, Risk Assessment Reports, Terms of Reference, 

Accident Reports and Investigations as are relevant. 

3. All Employees are to take reasonable care of their own safety and that of any one 

else who may be affected by their work activities, and are required to co-operate 

with Matlock Town Council in the fulfilment of its duties with regard to Health, 

Safety and Welfare at Work.  Each Employee, therefore, will be responsible for: 

 

a. Making themselves familiar with and conforming to relevant Health and 

Safety instructions at all times. 

b. Not interfering with or misusing anything provided in the interest of Health, 

Safety and Welfare. 

c. Reporting to the Town Clerk, Outdoor Supervisor or Responsible Finance 

Officer incidents which have led to, or may lead to, injury or damage. 

d. Assisting as required in the investigation of accidents or incidents. 

e. Wearing the appropriate protective equipment where required. 

 

TRAINING 
The Town Clerk is responsible for ensuring that all members of staff are given the 
appropriate information, instruction and training to enable the activities of the Council to be 
carried out safely. 
 

RELATED POLICIES AND PROCEDURES 
• Accident Reporting 

• First Aid 

• Fire Procedure and Instructions 

• Control of substances hazardous to Health (COSHH) 

• Electricity at Work 

• Management of Health and Safety at Work regulations 

• The Workplace (Health, safety and Welfare regulations 

• Health and Safety (Display screen equipment) regulations 

• Personal protective equipment at work regulations 

• Manual handling operations regulations 

• Provision and use of work equipment regulations 

• Harassment and aggression 

• Grievance procedure 

• Disciplinary procedure 

• Complaints procedure 
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