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Agenda Item 2 Councillor Dispensation 

If there is an item on this agenda for which you have a pecuniary interest you will not be able to take 

part in any of the discussion or vote on a resolution.  However, if you wish the council to consider 

your request for dispensation you need to write to the Clerk ahead of the meeting stating your 

reasons on why you should be given a dispensation. 

 

Agenda Item 7 Routine Correspondence 

If there is an email that I have circulated which is not included on the agenda and you consider it 

should be discussed, please raise the item at this point. 

 
Agenda Item 8 Clerks Report 

Minute 
Action Complete 

 
    Minutes placed on website and sent to parish magazine and Jennie 

Jenkins. 

    Planning responses sent to Babergh DC 

18/068   Clerk sent signed cheques  

18/066 a Clerk contacted enforcement regarding St Edmunds Cottage  

18/066 b Clerk requested more details regarding BDC Liasion Meeting  

18/066 c Clerk contacted BDC regarding additional dog bin  

18/066 c Clerk contacted Landowner in Wemsley Lane for consent of dog bin  

18/066 d Clerk sent confirmation of Cllrs Wallace & Symonds attending Rural 
Housing meeting 

18/066 e Clerk emailed BDC Planning to request a meeting with Councillors  

18/070 b Clerk to send letter to Chris Heseltine’s solicitor registering the interest 
of the council in purchasing the reservoir 

 

18/070 c Clerk to send letter to Mr Thompson the owner of Assington Thicks to 
thank him for keeping the footpaths cut 

 

    Clerks Hours   

    1st April 2018 to 1st July 2018 - 65 hours paid / 81.5 hours worked   

 
 
Agenda Item 9a RFO Report 
 
Receipts and Payments 
 

 
 
 
Bank Reconciliation 
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Statement of Accounts vs Budget 
 

 
 
Agenda Item 9b Clerk Hourly Rate 
Clerk salary point is between the 18 to 22 range and has increased to salary point 19 on completion 
of The Certificate in Local Council Administration from the 1st July.  
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Agenda Item 17g Status of planning applications 
 

 
 
 
 
Agenda Item 11a APC’s Financial Regulations and Standing Orders 
 

No changes to APC’s Financial Regulations which are therefore recommended for adoption (copy 

available on the website and emailed to councillors on the 24th July).   

 

Following the update of the APC’s Standing Orders which were adopted in May 2018 and the 

subsequent decision that a DPO is not required for parish councils (copy emailed to councillors on 

the 24th July) it is recommended that this is adopted with the following removed: 

 

a The Council shall appoint a Data Protection Officer. 
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Agenda Item 11b Document Retention Periods 

 
 
Agenda Item 11b Data Protection Policy 
 
In accordance with the General Data Protection Regulation (GDPR) May 2018, NALC has provided 

a Data Protection Policy which has been revised for Assington Parish Council (copy attached in the 

email to Councillors on the 24th July) and is recommended for adoption.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DOCUMENT
PAPER / 

ELECTRONIC
LOCATION STANDARD MINIMUM RETENTION PERIOD PROPOSED MINIMUM RETENTION PERIOD

Administration

Agendas E Computer 3 years 3 years

Clerk's Personnel records P Chairman 9 months after ceasing employment 15 months after ceasing employment*

Contracts P File Indefinitely Indefinitely

Declaration of Office Chairman P Admin File Term of Office plus 1 year Term of Office plus 1 year

Declaration of Office Councillor P Admin File Term of Office plus 1 year Term of Office plus 1 year

Election documents P Admin File 6 months after Election 6 months after Election

Inspection Reports P Admin File Indefinitely Indefinitely

Leases P File Indefinitely Indefinitely

Newsletter E Computer Indefinitely Indefinitely

Planning Applications & Responses E BDC website

Register of Interests E BDC website

Routine Correspondence P Correspondence File Retain as long as useful Retain as long as useful

Routine emails E email account Retain as long as useful Retain as long as useful

Signed Minutes of Annual Parish Meeting P Minutes File Indefinitely Indefinitely

Signed Minutes of Council Meetings P Minutes File Indefinitely Indefinitely

Finance

Annual Return P Accounts File by Year Indefinitely Indefinitely

Bank paying-in books & Cheque book stubs P Finance File Last completed audit year 2 years

Bank Statements P Accounts File by Year Last completed audit year 12 years

Clerk expenses P Accounts File by Year 6 years 12 years

Insurance policies P Accounts File by Year Indefinitely Indefinitely

Paid Invoices P Accounts File by Year 6 years 12 years

PAYE returns including hours paid P Accounts File by Year 6 years 12 years

Quotation and tenders P Accounts File by Year 12 years 12 years

Receipt & Payment Accounts P Accounts File by Year Indefinitely Indefinitely

Receipt Books P Accounts File by Year 6 years 12 years

VAT records P Accounts File by Year 6 years 12 years

Allotments

Agreements P Allotments File Indefinitely Indefinitely

* To ensure that an old clerk's personnel file (including Contract of Employment) is available for a year-end audit no matter when he / she left.  However, from an employer 

viewpoint a “personnel record” cannot be deleted lock, stock and barrel and it would be worthwhile following the Information Commissioners Office:  "An employer should review 

the personal data it holds about an individual when that individual leaves the organisation’s employment. It will need to retain enough data to enable the organisation to deal with, 

say, providing references or information about the individual’s pension arrangements. However, personal data that is unlikely to be needed again should be removed from the 

organisation’s records – such as the individual’s emergency contact details, previous addresses, or death-in-service beneficiary details."
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Agenda Item  12a and b Licensed Paths, Footpaths and APC’s Assets 

 

 
 
Agenda Item  12c Dog Bin for Wemsley Lane 
Previous dog bin purchased in March 2017 from Glasdon 
 

 


