
 

 

 
Avon Dassett Parish 

Council 
 
Data Protection Policy 

 
 
 

Update Schedule 
 

Action Date 

Adopted by Avon Dassett Parish Council 22 May 2017 

Adopted by Avon Dassett Parish Council 24 May 2018 

Adopted by Avon Dassett Parish Council 13 May 2019 

Adopted by Avon Dassett Parish Council 5 May 2021 

Adopted by Avon Dassett Parish Council 9 May 2022 

  



Avon Dassett Parish Council 
Data Protection Policy 

 

 Page number:  2 

 

1)	 The	Data	Protection	Policy	.........................................................................................................	3	
2)	 Procedures	.......................................................................................................................................	3	

3)	 Collecting	Data	................................................................................................................................	3	

4)	 Storing	and	Accessing	Data	.........................................................................................................	4	
 

  



Avon Dassett Parish Council 
Data Protection Policy 

 

 Page number:  3 

1) The Data Protection Policy 
 
Avon Dassett Parish Council “The Parish Council” recognizes its responsibility to comply with the Data Protection Act 
1998 and the General Data Protection Regulation (GDPR) to be implemented on 26 May 2018. The act and GDPR 
regulate the use of personal data. This does not have to be sensitive data; it can be as little as a name and address.  
 
The Data Protection Act 1998 sets out high standards for the handling of personal information and protecting 
individuals’ rights for privacy. It also regulates how personal information can be collected, handled and used. The Data 
Protection Act applies to anyone holding personal information about people, electronically or on paper. 
 
The General Data Protection Regulation 2018 (GDPR) states that information that the Parish Council provides to 
people about how we process their personal data must be concise, transparent, intelligible and easily accessible, written 
in clear and plain language particularly if addressed to a child and free of charge. 
 
This policy has been reviewed following the end of the Brexit transition period on 31 December 2020 and this has no 
impact on this policy as The Parish Council does not hold any personal data which originates in the European Economic 
Area (EEA). Regular reviews will be undertaken to ensure that if in the unlikely event that personal data is originated 
from within the EEA this policy is reviewed. 

2) Procedures 
 

As a local authority the Parish Council has a number of procedures in place to ensure that it complies with The Data 
Protection Act 1998 and the General Data Protection Regulation 2018 when holding personal information.  
 
The Parish Council has appointed the Clerk as Data Protection Officer and the Parish Councillors will act as Data 
Controllers. The Clerk has received initial training and if necessary will receive further professional advice. 
 
When dealing with personal data, the Parish Council staff and Councillors must ensure that: 
 

a) data is processed fairly and lawfully. This means that personal information should only be collected from 
individuals if staff and Councillors have been open and honest about why they want the personal information.  

b) data is processed for specified purposes only 
c) data is relevant to what it is needed for. Data will be monitored so that too much or too little is not kept; only data 

that is needed should be held.  
d) data is accurate and kept up to date. Personal data should be accurate, if it is not it should be corrected.  
e) data is not kept longer than it is needed. Data no longer needed will be shredded or securely disposed of.  
f) data is processed in accordance with the rights of individuals. Individuals must be informed, upon request, of all 

the personal information held about them.  
g) data is kept securely. Only staff and Councillors can access the data. It cannot be accessed by members of the 

public.  
h) when a Councillor resigns or is not re-elected all data and emails held on personal computers, laptops and mobile 

devices must be securely removed from their devices, including from any backup procedures and a confirmation 
that this has been done should be sent to the Clerk. 

3) Collecting Data 
 

The Parish Council recognizes it’s responsibility to be open with people when taking personal details from them. This 
means that they must be honest about why they require a particular piece of information. If, for example, a member of 
the public gives their phone number to the Parish Council, this will only be used for the purpose for which it was given 
and will not be disclosed to a third party. Personal data might be collected via the Parish Council’s website – the “How 
you Contact us” page. This page contains a policy statement about how the supplied data will be used and stored.   
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There are now occasions where the Parish Council holds it’s public meetings remotely. To facilitate the production of the 
minutes these meetings are routinely recorded.  At the start of every public meeting, the Chair will remind attendees that 
the meeting is to be recorded and seek confirmation from all present that they are in agreement.   

4) Storing and Accessing Data  
 

The Parish Council may hold personal information about individuals such as their addresses and telephone numbers. 
These will be held securely and will not be available for public access. All data stored on the Parish Council computers, 
website or communications facilities are password protected. Once data is not needed any more, is out of date or has 
served its use and falls outside the minimum retention time of Council’s document retention policy, it will be shredded 
or securely deleted from the computer.  

The Parish Council is aware that people have the right to access any personal information that is held about them.  

If a person requests to see any data that is being held about them  

a) they must be sent all of the personal information that is being held about them  
b) there must be an explanation for why it has been stored  
c) there must be a list of who has seen it  
d) it must be sent within 40 days 
e) requests that are manifestly unfounded or excessive may be refused or an appropriate charge made 
f) if a request is refused then a reason must be given  

A fee to cover photocopying and postage charges will be charged to the person requesting the personal information. This 
fee will be agreed by the Parish Council and amended in line with inflation from time to time.  

If a request is received to either rectify or delete personal data this must be actioned. 

If an elected member of the council, for example a Councillor, needs to access information to help carry out their duties, 
this is acceptable. They are only able to access as much information as necessary and it should only be used for that 
specific purpose. Data should never be used for political reasons unless the data subjects have consented. Requests of this 
nature should be made in writing to the Data Protection Officer clearly stating the nature of the data required and also 
details as to the specific purpose. 

5) Complaints  

Parish Councillors and staff must be aware that when complaints or queries are made, they must remain confidential 
unless the subject gives permission otherwise. When handling personal data, this must also remain confidential.  

6) Storing and Accessing Data  

Avon Dassett Parish Council has registered with the Information Commissioner’s Office under the Data Protection Act 
1988, as we will be holding personal data to support our communications facilities. Copies of the entry on the register 
and the registration certificate are displayed on the Avon Dassett Parish Council website and in The Reading Room. 

These documents can be found at:  

http://www.avondassettparishcouncil.com/policies-procedures-registrations/data-protection/ 

 


