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Retention Schedules and the Freedom of 
Information Act 2000 

 
The Freedom of Information Act 2000 is intended to promote a culture of openness and transparency by providing people 
with rights of access to records held by Tendring District Council and other public bodies. 

 
 

•.  With  the  introduction  of  this  legislation  the  Lord  Chancellor  issued   a   Code   of   Practice   to   be   followed   by   public 
bodies under Section 46 of the Freedom of Information Act 2000. 

 
 

• This guidance sets out desirable practice for the retention, management and disposal of public organisation records. One condition of 
this Code of Practice was to develop and apply Records Retention Schedules within the organisation. 

 
 

• The link between Freedom of Information and Records Management can be summarised as follows. The quality of the records 
Tendring District Council holds will determine the ability of the Council to successfully provide access to its information. If reliable 
records are not created in the first place, if they cannot be found when needed, or if the arrangements for their disposal are inadequate, 
the Council may not be acting in compliance with the Freedom of Information Act 2000. 

 
 

• The Retention Schedule is a requirement of the Freedom of Information Act 2000 and forms a part of Tendring District Council’s 
Document Retention Policy. If documents are out-of-date, duplicated many times, incorrect or just badly organised then the Council 
may be in breach of this legislation. Where records are designated for destruction, all back-up copies, or copies stored on alternative 
media must also be destroyed. This is vital to ensure compliance with all of the access to information legislation. 
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Information that should not be Retained 
As a rule, the types of records described below have no significant operational, informational or evidential value. They must  therefore be 

destroyed as soon as they have served their primary purpose and therefore, do not need to be included in the Retention Schedule. 

Some examples of records that could be classified in this way include: 

 Personal diaries, address books, etc. 

 Requests for everyday information including maps, brochures and 
‘business as usual’ general requests (e.g. when will my rubbish be 
collected). 

 Requests for, and confirmations of, reservations for internal 
services (e.g. meeting rooms, car parking spaces, etc.) where no 
internal charges are made or required. 

 Requests for, and confirmations of, reservations with third parties 
(e.g. travel, hotel accommodation, restaurants) after an invoice 
has been received. 

 Transmission documents: 

 Facsimile Cover Sheets. 

 E-mail messages where the retention action is not governed by 
the Retention Schedule. 

 Compliment slips and similar items which accompany documents 
but do not add any value to them. 

 Message slips. 

 Superseded address lists, distribution lists, etc. 

 Duplicate documents such as: CC and FYI copies (Courtesy/Carbon 
copies and For Your Information) 

 Drafts of documents, reports, emails etc. 

 Snapshot printouts or extracts from databases. 

 Working papers, where the results have been written into an official 
document and which are not required to support it. 

 Announcements and notices of meetings and other events, and noti- 
fications of acceptance or apologies. 

 Stocks of in-house publications which are obsolete superseded or 
otherwise not required e.g. Magazines,  marketing materials, pro- 
spectuses, catalogues, manuals, directories, forms, and other mate- 
rial produced for wide distribution. 

 Published or reference materials received from other parts of the 
Council, from vendors or other external organisations, which require 
no action and are not needed for record purposes, e.g. trade 
magazines, vendor catalogues, flyers, newsletters. 

This is by no means an exhaustive list, but is intended to provide an  indication  of  the  type  of  documents  that  are  considered  as  having  no 
significant operational, informational or evidential value and therefore must be destroyed immediately after their effective use has ended. If you are unsure 
please contact your Departmental Representative for further advice. 

BE AWARE: All information retained will be subject to any disclosure requests received under the Data Protection Act, Freedom Of Information Act and 
Environmental Information Regulations or alternatively, as part of any court pro6ceedings. 
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Roles and Responsibilities 
Responsibility for Record Management 

 The Portfolio Holder for Planning and Corporate 
Services is responsible for approving a framework 
for managing and overseeing the Council duties in 
relation to records management. 

 Corporate Services (Freedom of Information and 
Data Protection Officers) will provide guidance 
and assistance relating to the Data Protection and 
Freedom of Information Acts. 

 Corporate Directors and Department Heads are 
responsible for the management of their records, 
in accordance with this policy, and ensuring that 
all staff are aware of record keeping issues and 
complete all necessary training. 

 All Tendring District Council employees are 
responsible for creating and maintaining records 
in relation to their work that are authentic, reliable 
and accurate. 

 
 

Records Maintenance 

Each Directorate/Department is required to maintain adequate record keeping 
systems to ensure that the records are properly stored, protected, can be easily 
located and retrieved, and to ensure necessary housekeeping and secure 
disposal in accordance with the retention schedules. Directors and Department 
Heads must also ensure that all staff are aware of the arrangements for allowing 
access to certain types of information. Procedures are in place to document 
decisions concerning access. 

Retention and Disposal 

It is an essential and legal requirement that disposal of records takes place as part 
of a managed process which is adequately documented. Therefore Directorates/ 
Departments must have in place clearly defined arrangements for the appraisal and 
selection of records for secure disposal. 

The process must ensure that: 

 The appropriate records are reviewed and disposed of/transferred to the Essex 
County Council Archivist (contact details can be found on page 10 of this 
policy document) in accordance with this Corporate Retention Policy and the 
Council’s procedures for destroying confidential material in a secure manner; 

 Documentation of the disposal/transfer of records is completed and retained to 
demonstrate compliance and as a reference point when undertaking 
information searches; 

 Records selected for permanent preservation are offered to The Essex 
County Council Archivist as soon as possible; 

 An intended disposal/review date must be identified and captured when creating 
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Using the Retention Schedule 

The Corporate Document Retention Schedule includes records from each Department within Tendring District Council. The 
graphic below demonstrates how to interpret the schedule. 

 

      

  

*A link to the Corporate Retention Schedule can be found here 

Brief Description  Brief bullet point list  Disposal after  Yes (include legislation)  Common practice?  Correspondence etc. 
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Appendix 1 
General Exceptions to the Six Year Period plus current 
Financial Year 
Exceptions to the six year period  plus current financial year occur 
when records: 

 Are held in legal documents ‘under seal’ where they may have to be 
retained for up to 12 years or more. 

 Need to be retained because the information contained in them is 
relevant to legal action which has commenced or is due to commence. 

 Are required to be kept for longer or shorter periods by statute. 

 Are archived for historical purposes. 

 Consist of a sample of records maintained for the purpose of 
retrospective comparison. 

 Involve the transfer of significant information, with subject identification, 
into aggregated files. 

 Relate to individuals and providers of services who have, or whose staff 
have been judged unsatisfactory. 

 Are held in order to provide for the Data Subject, aspects of his/her 
personal history. 
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