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LEIGHTON–LINSLADE TOWN COUNCIL

MINUTES OF POLICY & FINANCE COMMITTEE

MONDAY, 30 JULY 2018 AT 7.30 PM

Present:   Councillors E Wallace (Chair)
S Jones (Vice-Chair)
R Berry
S Cotter
K Cursons
S Ward
M Freeman
C Palmer
G Perham

Also in attendance: M Saccoccio, Town Clerk
C Cummins, Finance Officer
S Sandiford, Head of Democratic and Central 
Services

Members of the public: 1 (part meeting)

376/PF APOLOGIES FOR ABSENCE

Apologies for absence were received from Councillors A Dodwell, K 
Ferguson and F Kharawala.

377/PF DECLARATIONS OF INTEREST

Members were asked to declare any interests, including the nature of those 
interests, which they had in any of the items under consideration at this 
meeting. 

Councillor C Palmer declared a personal interest in agenda item 9 
(Payments) as the list of payments included a payment relating to Leighton-
Linslade in Bloom, of which his wife was a committee member.

Councillors C Palmer and G Perham declared a personal interest in agenda 
item 7 (Town Twinning) as members of/representatives to the Town Twinning 
Forum.

378/PF QUESTIONS FROM THE PUBLIC (3 minutes per person; maximum 15 
minutes)

There were no questions from members of the public.

379/PF MINUTES OF PREVIOUS MEETING

Public Document Pack
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The Committee received the minutes of the Policy and Finance Committee 
meeting held on 18 June 2018 for consideration.

RESOLVED that the minutes of the Policy and Finance Committee 
meeting held on 18 June 2018 be approved as a correct record and 
were signed accordingly.

380/PF MINUTES OF SUB-COMMITTEE MEETINGS

(a) The Committee received the draft minutes of the Personnel Sub-
Committee meeting held on 2 July 2018. It was noted that the 
recommendations would be considered later in the meeting as a separate 
agenda item. 

RESOLVED to receive the draft minutes of the Personnel Sub-
Committee meeting held on 2 July 2018.

(b) The Committee received the draft minutes of the Community Safety 
Sub-Committee meeting held on 16 July 2018.

Minute reference 07/CS:  the Committee considered the recommendation to 
endorse that the Town Council enter into a new Framework Agreement with 
Bedfordshire Police for the financial year 2018-2019. It was noted that 
without the framework agreement being in place, the Town Council would be 
unable to engage with the Police to the same extent and the Police would be 
unable to share as much information with the Council. The recommendation 
was in respect of the agreement itself rather than endorsing expenditure 
within the Operation Dodford framework. 

RESOLVED to receive the draft minutes of the Community Safety Sub-
Committee meeting held on 16 July 2018.

RESOLVED to endorse that the Town Council enter into a new 
framework agreement with Bedfordshire Police for the financial year 
2018-2019.

381/PF TERMS OF REFERENCE

The Committee received a report to consider amending the Terms of 
Reference for the Personnel Sub Committee to ensure they remained fit for 
purpose, following discussion at the Personnel Sub-Committee meeting held 
on 2 July 2018. The following proposed amendments to the existing Terms of 
Reference were given consideration:

1. Overview of staffing structure and staffing budget, ensuring that it is 
commensurate with objectives of the Council.
2. Review staff sickness absence at least once per year.
3. Review staff training and identify and agree training needs for the 
Town Clerk and other senior members of staff. To form a panel comprising 
three Councillors to undertake the Town Clerk’s annual performance 
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appraisal, including target setting and identifying training needs. 
4. Ensure Council employees are working in a safe environment.
5. Produce Code of Conduct for staff.
6. Review all new and revised policies and procedures affecting 
employees and make recommendations to the Policy and Finance 
Committee.
7. Review Job Description and Statement of Main Terms and Conditions 
of Town Clerk.
8. Where appropriate, to consider matters relating to the Town Clerk’s 
employment including training, overtime, annual leave and sickness absence. 
Receive notification of the Town Clerk's annual leave and matters relating to 
overtime working and sickness.
9. Informally hear any grievances raised by the Town Clerk.
10. Informally advise the Town Clerk on any disciplinary matters.
11. Support the Town Clerk in succession planning for key senior staff 
who may wish to retire.
12. Recruitment and/or termination of contract for the Town Clerk and 
other senior members of staff.
13. To consider and where appropriate, approve proposed minor 
amendments in staffing structure, where proposed changes are within 
existing salary budgets and will not have any adverse impact upon existing 
employees. 
14. To monitor and make decisions regarding contracts & service level 
agreements relating to employment matters, where these are within existing 
budgets. 

RESOLVED to accept the proposed amendments to the Terms of 
Reference for the Personnel Sub-Committee as outlined above.

It was agreed that only changes which fell within the parameters of point 13 
above would have delegated authority but all other proposed staffing 
changes would continue to be recommended to the Policy and Finance 
Committee, or where appropriate to Council, for endorsement, in order to 
safeguard both individual employees and the Council as a corporate body.

382/PF TOWN TWINNING

The Committee received and considered a verbal update from Anne Guess, 
the Chair of the Town Twinning Forum regarding exploring the potential to 
twin with a town in Italy. The proposal had been put forward by a local 
employee and it was noted that forging twinning links brought many potential 
benefits to each town, including encouraging language learning and links with 
not only schools, clubs and organisations but possibly also with businesses.

The Twinning Forum had written to contacts in Italy and awaited a response. 
The Forum did not anticipate that an additional twinning agreement would 
require any additional funding, as the group was already undertaking 
voluntary fundraising to supplement their grant funding.

It was noted that any formal twinning agreement would need to be approved 
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by the councils of both towns. 

The Committee thanked Anne Guess for attending the meeting and advised 
they would await a further update in due course.  

RESOLVED to note the information.

383/PF COMMITTEE OBJECTIVES AND WORK PLAN

The Committee received a report summarising the key responsibilities of the 
Committee, as well as the objectives within the Town Council’s Three Year 
Plan 2015-2018 which fell within the remit of the Committee.  It was noted 
that the budget setting process would shortly begin for 2019-2020. 

The Committee was advised that there was likely to be a delay in the 
development of a Community Emergency Plan due to ill health of a key 
volunteer.

RESOLVED to note the Committee Work Plan and Objectives for 2018-
2019.

384/PF JUNE 2018 PAYMENTS

The Committee received a schedule of payments which had previously been 
approved for payment by the Town Clerk and countersigned by two account 
signatories.          

The schedule for June, dated  26 June 2018,  included BACS payments 
amounting to £226,020.25 (page numbers 2369-2383) and cheque payments 
amounting to £4,697.70 (cheque numbers 17235-17257), including White 
House petty cash amounting to £144.94, Astral Park £154.68 and TACTIC 
£61.88.

The monthly salaries listing for June 2018 amounting to £101,019.64 gross 
was received.  A cash book report for June 2018, including details of all direct 
debit payments, was also received.

It was noted that all payments had been made within the budget and that 
there were no irregularities to be drawn to the attention of the Committee. 

A question was raised and answered regarding the annual budget for 
cleaning of the public conveniences.

The Committee noted the payments in respect of the Linslade Canal Festival 
and thanked all those involved in the event, which had been very successful 
and much enjoyed by members of the public.

It was suggested that for future payments reports, Members should email 
officers in advance with any queries relating to payments, in order that an 
answer could be given at the meeting. 
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RESOLVED to note the schedule of accounts for June 2018.

385/PF THREE MONTH BUDGET MONITORING REPORT

The Committee received a budget monitoring report for the period April to 
June 2018. A query was raised regarding costs compared to budget for the 
market security barrier. It was noted that although £10,000 had been 
awarded in grant funding to the Friends of Leighton-Linslade in Bloom, only 
£7,500 had been received to date.

A question was raised regarding the phasing of payments and whether the 
report took this into account. It was suggested that for future budget 
monitoring reports, officers highlight any expenditure which was not in line 
with anticipated phasing. 

RESOLVED to note the report.

386/PF BUDGET PROCESS

The Committee received a report setting out the proposed timescale for the 
2018-2019 budget setting process.  

 
RESOLVED to note the proposed timetable for the 2018-2019 budget 
setting process.

387/PF ASSET REGISTER

The Committee received the asset register for consideration, including land 
and buildings, infrastructure assets, community assets and equipment.  It 
was noted that a process had been started of migrating the asset register 
information to different software, which would allow mapping and 
photographing of assets. This was a significant piece of work which would 
take some time to complete.

A question was raised regarding depreciation and it was agreed that answer 
would be provided after the meeting. 

RESOLVED to note the report.

388/PF INSURANCE CLAIMS 2017-2018

In accordance with its terms of reference, the Committee received a report 
outlining insurance claims for the period July 2017 – June 2018. 

RESOLVED to note the report regarding the Town Council insurance                 
policy and claims for 2017-18.

389/PF DATA PROTECTION UPDATE
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The Committee received an update regarding Data Protection and was asked 
to consider recommending approval to Council of a Document Retention 
Policy, which had been developed in accordance with guidelines issued by 
the National Association of Local Councils and the Society of Local Council 
Clerks. 

RESOLVED to note the report.

RECOMMENDED to Council to approve the proposed Document 
Retention Policy.

390/PF EXCLUSION OF THE PUBLIC

RESOLVED that, under the Public Bodies (Admissions to Meetings) Act 
1960, the public be excluded on the grounds of the confidential nature 
of the business about to be transacted which involves the likely 
disclosure of exempt information.  The public and press to withdraw 
from the meeting during consideration of detailed discussion regarding 
consultation with residents on objectives, staffing matters and land 
east of Leighton-Linslade.

391/PF RESIDENT CONSULTATION ON TOWN COUNCIL OBJECTIVES

The Committee received and considered a report regarding the undertaking 
of a public consultation exercise in respect of future Town Council objectives. 
Following completion of the majority of objectives within the current three 
year plan 2015-2018, it was anticipated that a five year plan for 2019-2023 
would be developed alongside the relevant financial plans to support 
projects. 

In order to understand residents’ views and priorities, it was proposed that 
face-to-face consultation be undertaken during September/October at various 
locations within the town. Discussion took place regarding the different 
potential methods of consultation and the possibility of online consultation, 
but it was agreed that it was crucial to obtain feedback from a valid cross-
section of residents and that this could only be ensured through direct 
contact. In addition, it was recognised that there were many subtle 
complexities involved and a face to face conversation was the best way in 
which to be able to explain the different roles of the two councils and to 
ensure that views captured were relevant to the services the town council 
was able to provide.  

It was anticipated that 500 people would be interviewed and the results would 
be presented to Committee in November 2018.

Specific questions would be developed in consultation with the appointed 
professional consultant and would be circulated to Committee Chairs for 
consideration.

The view was expressed that the discussion ideas document was fairly 
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detailed and it was hoped that consultation would be on broader themes to 
allow room to incorporate feedback from residents.

RESOLVED:
(i) to note the report.
(ii) To endorse the proposed draft Five Year Plan objectives.
(iii) To endorse, in principle, the broad-brush themes to support the 
public engagement exercise.
(iv) To appoint Consultant A (Howdo Research) to carry out the 
public engagement exercise within a £10,000 budget (Professional Fees 
earmarked reserve 9035/920).

392/PF STAFFING MATTERS

The Committee considered the recommendations made by the Personnel 
Sub-Committee on 2 July 2018 (Minute Reference 145/PR Staffing Matters). 
The first recommendation was in respect of the Cultural and Economic 
Services team. 

RESOLVED to:
(i) Approve the restructure in the Cultural and Economic Services 
team, as proposed to the Personnel Sub-Committee on 8 January 2018.
(ii) To approve a voluntary redundancy application to the sum equal 
to contractual entitlement by the individual concerned. 

The second recommendation was in respect of the Grounds and 
Environmental Services team.

RESOLVED:
(i) To endorse the contractual entitlement to the individual 
concerned.
(ii) To provide an agreed-form reference to any prospective 
employers.
(iii) That a contribution be made to meet legal costs as well as 
meeting the costs of creation of a settlement agreement.

393/PF LAND EAST OF LEIGHTON LINSLADE

The Committee received a verbal update regarding housing development on 
land east of Leighton-Linslade.

The Committee agreed that in principle, it held no objections to working 
collaboratively with Central Bedfordshire Council and the developer 
consortium in the successful delivery of the Leighton-Linslade Urban 
Extension.

RESOLVED:

(i) To request the Town Clerk to write to Central Bedfordshire 
Council (officers and councillors) to confirm the above.
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(ii) To consider representation/attendance at the Central 
Bedfordshire General Purposes Committee meeting to be held on 23 
August 2018.

The meeting closed at 9.01 pm. 

I HEREBY CONFIRM THAT THE FOREGOING IS A CORRECT AND ACCURATE 
RECORD OF THE MEETING HELD ON MONDAY, 30 JULY 2018. 

Chair                          17 SEPTEMBER 2018   



Minute Item 384/PF





























































DOCUMENT RETENTION POLICY

Introduction

In the course of carrying out its various duties, powers and activities, the Town 
Council collects information from individuals and organisations and generates 
a wide range of documentation including letters, emails, reports, invoices, 
contracts and so on. Documents may be in paper or electronic format.

Retention of specific documents may be necessary to fulfil statutory or 
regulatory requirements, to meet operational needs, to preserve documents of 
historic value or to provide evidence. 

It is important that documents be retained while they fulfil a specific purpose 
and remain relevant. The premature destruction of records could cause the 
Council difficulty in meeting operational requirements or in defending any 
future litigious claims. 

However, documents should not be retained indefinitely. Storage space for 
both paper and electronic records is limited. Beyond that, data protection 
regulation requires that personal data “should not be stored for longer than is 
necessary”. 

Scope/Purpose

The purpose of this document is to provide a corporate policy framework to 
govern decisions on whether a document or piece of information should be 
retained (and if so, for what period) or be disposed of (and if so, when and by 
what method). 

The policy will be reviewed on a regular basis. 

Responsibilities

Data protection legislation requires that data should be processed “in a 
manner that ensures appropriate security and protection”. Data must be 
accurate, kept up to date, stored safely and securely, and not retained for any 
longer than is necessary.

All Town Council employees and elected Members of the Town Council have 
a personal responsibility to adhere to data protection legislation. 

Managers are expected to be pro-active in undertaking or instigating audits of 
information/documents to ensure that the Town Council is retaining or 
destroying information appropriately, as outlined in this policy. 

Minute Item 389/PF



If in doubt about the action to be taken, all queries should be referred to the 
Council’s Data Protection Officer. 

Storing of Documents

All employees have a responsibility to ensure that information is clearly 
labelled and saved/stored in the appropriate place, in order that colleagues 
may find documents in future. Electronic documents and emails should not be 
saved on an individual computer but onto the shared network drive. This is to 
ensure the information is backed up and also that it is accessible when 
required by any member of the Council. 

Paper records should be stored in clearly labelled files or in clearly labelled 
archive boxes. Once no longer immediately relevant, archive boxes should be 
stored in the cellar archive room at the White House. 

Before printing, saving and storing paper records, give careful consideration 
as to whether those records are actually required to be kept. An electronic 
copy may suffice in many cases. If in doubt, please seek guidance from a 
member of senior management team or the Data Protection Officer. 

Disposal

Electronic records should simply be deleted. Be aware of where records may 
be saved: for example, something which is saved in your email folder may 
also be saved elsewhere on the system. If you are deleting the record, take 
care to delete all copies of it.

Paper records which contain any personal data (name, contact details etc) 
should be securely destroyed by shredding. The Town Council has a monthly 
collection for the destruction of confidential waste and receives certification to 
prove destruction has taken place. Where possible, please time any disposal 
of paper records to fit with the next monthly collection. 

Paper records which are already available in the public domain and which do 
not contain any personal data do not need to be securely shredded. 

While the Town Council rarely shares personal data with any third parties, in 
certain circumstances this may apply – for example, for payroll purposes. 
Where this is applicable, please ensure any third party organisation has been 
advised to destroy the record in question and keep a record of your request to 
them.

Considerations

Every employee has a responsibility to be aware of any statutory or regulatory 
requirements relating to the retention of data. 

If there is no specific legislation advising otherwise, then the guidelines 
contained within this policy should be adhered to, unless there is a sound 



operational reason for retention or the document or record is of historic 
interest or intrinsic value.

For items such as publicity material, programmes, marketing or photographs, 
consider whether these will be useful in future. Photographs should be 
labelled and their ownership clear in order to be useful in future. 

While documents should be saved only on the shared network drive and not 
on the desktop or hard disk of a personal computer, any computers reaching 
the end of their life will automatically have all data removed prior to 
destruction. 

Planning applications

Planning applications are retained by the planning authority, Central 
Bedfordshire Council. Copies received during consultation by the Town 
Council will be retained only until the application has been considered by the 
Council or its officers and for a maximum of three months from receipt. 

In exceptional circumstances, for example significant development sites, 
planning records may be retained for a longer period for reference purposes. 

Any correspondence with residents on planning applications will be retained in 
accordance with Town Council guidelines for general correspondence. 

Retention schedule

1. DEMOCRATIC PROCESS
1.1 Council agendas and 

reports
Indefinite Archive

1.2 Council minutes Indefinite Archive
1.3 Rough notes from 

meetings
Until minutes are approved

1.4 Councillor declaration 
of office & contact 
details

Two years after end of term 
of office

1.5 Councillor register of 
interests

Two years after end of term 
of office

1.6 Electoral register Until new register is received 
from the local authority

Preserved by 
electoral authority

1.7 Public consultation 
responses

One year after consultation 
has ended

Data collected 
should be 
anonymised for 
longer term 
record.

1.8 Enquiries and 
complaints 
correspondence

Three years after last action

1.9 Organisational 
information for a civic 

Three years after last action



event
1.10 Corporate plans, 

strategies, annual 
reports

Permanent archive after 
superseded

Archive 

1.11 Members’ allowances 
register

Six years Tax, Limitation Act 
1980

2. LEGAL
2.1 Expressions of interest 

(contracts & tendering)
Two years after last action

2.2 Evaluation of tender 
documentation

Six years after last action Limitation Act 
1980

2.3 Tender documents and 
quotations (successful)

Six years after last action Limitation Act 
1980

2.4 Tender documents and 
quotations 
(unsuccessful)

One year after start of 
contract

2.5 Contracts and 
variations to contracts

Six years after last action

2.6 Agreements Six years after last action
2.7 Legal advice Three years after last action
2.8 Litigation Seven years after last action
2.9 Byelaws Retain permanently
2.10 Trust deeds Retain permanently
3. HUMAN RESOURCES
3.1 Personnel files 

including offer letter, 
references, contracts 
etc

Six years after termination of 
employment

3.2 Application forms 
(unsuccessful 
candidates)

Six months from date of 
successful appointment to 
vacancy

3.3 Equal Opportunities 
monitoring forms

Six months from receipt Anonymise for 
statistical 
purposes

3.4 Disciplinary, grievance, 
complains, 
investigations

To be retained for a finite 
period as advised by HR and 
as specified to employee 
during process.

3.5 Timesheets Three years
4. FINANCE
4.1 Receipt and payment 

amounts
Indefinitely Archive

4.2 Payroll records Twelve years Superannuation
4.3 Loan files Seven years after loan has 

been repaid
4.4 Inventories and 

stocktaking
Two years after 
administrative use is 
concluded

4.5 Asset acquisition and Six years (under £50k) or 12 



disposal years (over £50k)
4.6 Annual budget
4.7 Orders, invoices, cash 

books, receipts, 
journals, tax records, 
petty cash records, 
postage books

Six years VAT, tax, 
Limitation Act 
1980

4.8 Audit reports Seven years
4.9 Records of fees and 

charges
Six years

4.10 Annual audited 
accounts

Retain permanently

4.11 Insurance Employers liability: 40 years
Public liability: 21 years
Insurance policies: 3 years

The Employers 
Liability 
(Compulsory) 
Regulations 1998

4.12 Investment records Retain permanently
4.13 Bank paying in book 

stubs, cheque book 
stubs, bank statements

Last completed audit year

4.14 VAT records Six years
(but 20 years for vat on rents)

VAT

5. LAND AND PROPERTY
5.1 Conveyancing records Twelve years after last action
5.2 Plans Retain for life of property or 

building plus twelve years
5.3 Legal documents 

relating to sale or write 
off of property

Fifteen years after conclusion

5.4 Renovation works: 
project plans, 
specifications, 
manuals, certificates of 
approval

Retain for the life of the 
building

5.5 Leases, licences, 
valuation

Fifteen years after expiry of 
lease

5.6 Title deeds, contracts, 
wayleaves, maps, 
plans and surveys

Retain permanently

6. VEHICLE MANAGEMENT
6.1 Leases, contracts, 

quotes for acquisition 
or disposal of vehicles

Seven years after disposal of 
vehicle

6.2 Maintenance of 
vehicles, log books & 
usage reports

Seven years after disposal of 
vehicle

6.3 Insurance Seven years after expiry of 
policy

6.4 Claims records Seven years after conclusion



7. HEALTH AND SAFETY
7.1 Playground equipment 

inspection records
Twenty-one years after 
destruction of equipment

7.2 Equipment inspection 
records

Six years after destruction of 
equipment

7.3 Property asbestos files Forty years from last action
7.4 Risk assessment 

records
Three years from last 
assessment

7.5 Accident books for 
adults

Three years from closure

7.6 Accident books for 
children

Twenty five years from 
closure

7.7 Assessment under 
H&S regulations

Retain permanently

8. CEMETERIES
8.1 Register of interments 

& entombments
Retain permanently Local Authorities 

Cemeteries Order 
1977

8.2 Cemetery register Retain permanently
8.3 Cemetery plans Retain permanently
8.4 Permits for burial Retain permanently
8.5 Internal working 

documents
Destroy after interment has 
taken place

9. FACILITIES 
9.1 Applications to hire, 

booking forms, lettings 
diaries, copies of bills 
to hirer

Six years

9.2 Risk assessments from 
hirers

Six years after last action 
unless an accident/incident 
reported (then retain for 25 
years)

10. ALLOTMENTS
10.1 Register and plans for 

allotments
Retain permanently Audit

10.2 Allotment holder 
details, contracts, 
correspondence etc

One year after last action

11. MARKET
11.1 Market trader details, 

forms, records
Three years after ceasing to 
trade

11.2 Financial performance 
records

Six years

11.3 General 
correspondence, 
enquiries etc

One year after last action

12. TEENAGE ADVICE AND INFORMATION CENTRE
12.1 Attendance register One year
12.2 Young person files Up to ten years (to ensure 



(including one to one 
notes)

individual aged over 21 
years)

12.3 Agency, partner, 
supplier details & 
correspondence

Three years after last action

12.4 Holiday and play 
scheme information

Three years after last action, 
except if any accidents 
reported (then follow H&S 
guidelines for retention)

13. COMMUNITY EVENTS, COMMUNITY GRANTS, BEST BAR NONE, 
PARTNERSHIP PROJECTS, PROMOTIONS, PROJECTS, MAYORAL 
RECORDS, HONORARY BURGESS NOMINATIONS, ANY OTHER AREAS OF 
TOWN COUNCIL SERVICES
13.1 General 

correspondence, 
tickets, receipts, 
queries, complaints, 
contact details, supplier 
details, maps, seating 
plans, & any other 
general administration

Up to three years * Information may 
be anonymised for 
statistical 
purposes prior to 
archive/destruction

13.2 Four-year Guaranteed 
Grants scheme

Two years after conclusion of 
four year grant term

13.3 General Grants or 
other one-off grant 
payments

Up to three years after grant 
given.

13.4 Mayor’s charity bank 
account – cash book, 
statements, etc

See Finance guidelines

14. ORGANISATIONS SUPPORTED BY THE TOWN COUNCIL 
(e.g. In Bloom, Town Twinning, P3, Community Forum steering group)
14.1 Individual contact 

details
One year after leaving group

14.2 General 
correspondence, 
queries, emails, notes, 
plans & general admin

One year after last action

14.3 Meeting agendas and 
minutes

Retain permanently

*employees are asked to apply common sense principles as well as 
data protection principles in determining which information to retain and 
for which period of time. For small, one-off events it may suffice to 
maintain records for six months after the event date. For larger, 
recurring events it may be prudent to maintain records for three years. 
Individuals have the right to request their personal data be deleted at 
any time. 
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