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Preamble

The retention and preservation of key documents is fundamental to any
organisation. The principles behind records retention are to ensure that:

* records are kept for as long as they are needed,

* records are kept as required to comply with the law,

» all legitimate considerations for permanent retention have been
considered and balanced,

* records are kept or destroyed as appropriate.

Introduction
This is the first issue of this policy.

As a charity and registered company, the Society is legally obliged to retain certain
documents. In accordance with its charitable aim, it should also preserve other
documents and material for contemporary historical research and the benefit of future
generations. This document sets out the Society’s policy on the retention, management
and preservation of documents.

Legal compliance

In the event of a conflict between this policy and applicable legal and regulatory
requirements, the applicable legal and regulatory requirements shall be followed. If this
policy creates a higher obligation, it shall be followed providing full compliance with
applicable legal and regulatory requirements is also achieved.

This policy has been drawn up on the basis of law and guidance including the Companies
Act 2006, Charity Commission guidance, and The National Archives guidance on record
retention.

This policy shall be read in conjunction with our other policies and procedures.
Scope

This policy applies to all members, including the Council of Trustees, and applies to
records held by the Society itself or its members. It does not apply to records held by
other organisations or individuals.
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Terms and Definitions

The Company
The Shropshire Union Canal Society

Records

Any documents, photographs, moving image, sound files, relating to the work of
the Society from its foundation onwards.

Purpose

The Society has a responsibility to ensure that those documents which it is legally
required to hold are retained and that, in accordance with its charitable objectives, certain
other records are preserved for the education and wider benefit of future generations.

This policy sets out guidance on the preservation and retention of the Society’s records.
Its purpose is to provide the overarching principles governing retention of those
documents that are legally required to be kept and the selection of other material for
retention. It does not cover personal information and records which are governed by the
Society’s Data Policy.

Policy

The Society’s records fall within three broad categories:

a) Those that are required to be kept by law
b) Those of historical and wider interest
c) Those relevant for day-to-day operation but not falling within either a) or b)

1. Documents that are legally required to be kept:

« Council minutes, signed by the chair. These form the only legal records of
meetings and must be kept for as long as the Society remains a charity,

* Names of Trustees and society secretaries,

» The results of any members’ votes and resolutions,

* Promises for the Society to repay loans at a specific date in the future and
who they must be paid back to,

» Promises the Society makes for payments if something goes wrong and
it's the Company’s fault (‘indemnities’),

» Loans or mortgages secured against the Society’s assets
» Documents required to comply with Health and Safety requirements.

The Society must also keep full accounting records including:
» All money received and spent by the Society,

* Details of assets owned by the Society,

» Debts the Society owes or is owed,

+  Stock the Society owns at the end of the financial year,

» The stocktaking used to work out the stock figure,

» All goods bought and sold,
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» Any other financial records, information and calculations needed to prepare
and file annual accounts, including delivery notes, bank records and till rolls.

Financial records must be kept for six years from the end of the last company financial
year they relate to, or longer in the case of the purchase of machinery or equipment
expected to last longer than six years.

One copy of the Society’s Journal, Cuttings, must be sent to the British Library in
accordance with the Legal Deposit Libraries Act 2003.

2. Documents of historical and wider interest.
Many of the above documents are likely to justify permanent retention, notably board
minutes, the results of members’ votes and resolutions and annual financial reports.
Other documents justifying permanent retention include:

. Reports to the board

* land ownership records and title deeds

»  photographs, film and sound recordings relating to the history and operation of the
Shropshire Union Canal system,

. plans and architectural drawings of existing buildings and infrastructure
» detailed records of major restoration projects,

»  significant correspondence with funding bodies to record the award of
significant grants of monies to the Society,

»  copies of major contracts signed with third parties.

»  samples of publicity for the Society,

»  historic documents relating to the canal system.

3. Other documents

Documents not falling within either Category 1 or 2 above may be considered ephemeral.
This includes all routine correspondence between members of the public and the Society,
for example about special events, complaints of a trivial nature, routine repeat orders with
suppliers, copies of press releases (although the Society’s Publicity Officer may choose
to keep these) any delivery notes, till rolls, receipts and bank statements more than six
years old.

Material within this category may nonetheless be judged to be of sufficient long-term
interest to justify permanent retention. This is likely to be particularly applicable to
photographic records. Further advice and guidance should be sought from the Society’s
Archivist as necessary.

Responsibilities

The Society’s Treasurer is responsible for ensuring the retention of accounting records
for the requisite six-year period, and deciding thereafter whether they merit permanent
retention.

All other documents that are legally obliged to be retained are held by the Society’s
Secretary. The Society’s Archivist, if appointed, in conjunction with the Cuttings Editorial
Board and Society’s Secretary as appropriate, is responsible for recommending whether
other material should be preserved and for ensuring that the most appropriate method of
disposal is implemented.

Contacts
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Society Treasurer : treasurer@shropshireunion.org.uk
Society Secretary: secretary@shropshireunion.org.uk
Society Archivist (Not yet Appointed)
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