nventory of Personal Data Captured, Stored and Processed Inventory assembled on 17/05/2018 and Last updated on 20/07/2023 by clerk

1. What Personal Data Do We Hold? 2 3. Consent 4. Sharing Personal Data 5. Our internal processes 6. Action Needed
i LIST THEM AL
this data?
NOTE: If we are| necessary consents?
legally obliged
o hold it, no
consentis
needed.
Contract Yes HR it tract No Contract Yes External P d Clerk o on review | Duration of Cabinet | Password/ Lock & ke To be reviewed
PAYE No HR Legislative requirement Yes External P Advisers; HMRC; Clerk Monthly Duration of v Cabinet | Password/ Lock & ke Contracted out
Pension details Yes HR Legislative requirement Yes External P dvisers; pavroll companv; Pension Fund Managers; Hi| Clerk Duration of Employment Duration of Cabinet | Password/ Lock & ke <
Leave Form No HR urpose: No Yes Yes d Clerk s required Duration of Cabinet | Password/ Lock & ke
No HR urpose: No Yes Yes External P Ad Clerk As required Duration of vears L fling Cabinet | Password/ Lock & key
Yes HR No Yes Yes Clerk As required duration of employment iling cabir Tock and key
I Interest Yes Democrac legislative requirement Yes This Clerk At Election Term of Office plus 4 years Cabinet | Password/ Lock & ke
Personal C No Democrac legislative requirement Yes This Clerk At Election Term of Office plus 4 years Cabinet | Password/ Lock & ke
Email Add: No Democrac legislative requirement Yes This Clerk At Election Term of Office plus 4 years L fling Cabinet | Password/ Lock & key
Yes/details redacted it Clerk to compile a st of the contracts where
c No Business Contact No Contract External P \d Clerk hen A d Polic Cabinet | Password/ Lock & ke ' ! is held

not
Yes/details redacted if
Invoices No Business Payment No Contract not Publi it Responsible Finance Officer | On raising Polic ling Cabinet | Password/ Lock & ke
Yes/details redacted if

No Business Purchasing No Contract Public inspection on audit Responsible Finance Officer | On raising Polic Cabinet | Password/ Lock & ke

not
Yes/details redacted if
Quotations No Business Purchasing No Contract not Publi it Responsible Finance Officer | On raising Polic ling Cabinet | Password/ Lock & ke
Yes/details redacted if

Bank No Business Payment No Contract not Responsible Finance Officer | On raising Polic Cabinet | Password/ Lock & ke
Yes/details redacted it
Insurance No Business Contract No Contract not Responsible Finance Officer | Or tment Polic ing Cabinet | Password Lock & key
Electoral Register No Democrac Democracy No No contract Publi ired by law, which we choose to hold. Clerk On receipt 1 vear ing Cabinet___| Lock &key
Privacy notice to be issue on receipt/electronic
Complaints Sometimes _|Democracy Democracy No Privacy Notice No contract External P duisers, MP: clerk On receipt 1 year Cabinet | Password/ Lock & ke i
Freedom of Information requests No Democrac Democracy Yes Privacy Notice No contract External P d Clerk On receipt 2years Cabinet | Password/ Lock & ke
Privacy notice to be issue on receipt/ electronic
General Correspondence from MOPs Perhaps __|Democracy Democracy No Privacy Notice No contract External Professional Advisers, MPs, princi Clerk On receipt 1year ing Cabinet | Password Lock & key
No Democrac Contact No Privacy Notice No contract Nobody Clerk On receipt Polic Cabinet | Password/ Lock & ke
[ I Forms [Perhaps Democrac Servic No Privacy Notice No contract External Pr Ad Clerk On receipt Policy Cabinet Password/ Lock & ke
Nominations of external committee mermbers No Democracy Contact No Privacy Notice No contract Names become Public Knowledge, other data s confidential Clerk Annually Policy Laptop/filing Cabinet __| Password/ Lock & key.

| lopjectons _____________ INo Democrac w Yes i No contract Our objection or i Clerk On receipt 1year ing Cabinet
[ [saminewood  Ino Property Councilfunction No i Yes Pubii Registry Clerk Annually Indefinitely ling Cabinet | Password/ Lock & ke

Yes Democrac Contact Yes Privacy Notice | Any reasonable request Clerk On raising Polic Cabinet | Password/ Lock & ke

Councillor 5

Staff Clerk Part time; Lengthsman part time
Electorate 1100
t 2023/2024 £38,013.00
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