Stalmine-with-Staynall Parish Council Inventory of Personal Data Captured, Stored and Processed (AKA Data Road Map)

Tollowing the 7 principl ensure
¢ They

personal data is handled lawfully, par

Data Minimisation, A Integrity/C "

Accountabilty.

clear stages:
1. Mapping what data you hold and why

2. Identifying the lawful basis for each purpose

3. Assessing risks and protecting people’s ights

4. Creating policies and embedding good practice

Council contact details Data Protection Officer contact details

32 Will Lane, Stalmine, Poulton e Fylde, FY6 OLR i i intii

address:
contact phone (07769 685674 ponsible.
ber:

staynall-pe gov.uk

1. What Personal Data Do We Hold? 2. Lawful basis for holding personal data 3. Consent 4. Sharing Personal Data 5. Our internal processes 6. 7.

‘Why dowe have it7 Havewegota | Hwehavea | With whom dowe share this data? LIST
contractor | contract with THEM ALL

privacy the data
relating to the | subject, does it
data subject?

Contract tisa contract Contract External Professional Advisers, Ils key [Tobe reviewed Deleted from laptop/ Bin (shred
and on review
PAYE No HR Legilative requirement | Yes Not required Clerk Monthly (shred
comoany confidential wastel
Pension detalls Ves WA Legilative requirement | Yes Notrequired Clerk Duration of ey
company; Pension Fund Managers; HMRC Employment confidential waste)
Leave Form No WA Employment Purposes | No Ves Yes External Professional Advisers Clerk Asrequired ey
Sick leave record No 3 Employment Purposes | No Ves Yes External Professional Advisers Clerk s required (ahred
confidential wastel
National Pay Award Letter Ves R Employment Purposes Contract Yes External Professional Advisers payroll Clerk Annually ey
Clerks Home Insurance. No Health& |Employment Purposes | No, Notrequired | Yes External Professional Advisers Clerk Annually Duration of employment Fiing cabinet Filing cabinet
saety/
contract
‘Accident Reports Ves health& |employment Purposes | ves notrequired |ves External Professional Advisers/Clirs clerc Asrequired Wyears ey
safery
Staff Avoraisals Ves R Emplovment No Ves ves External Professional Advisers: Clrs Clerk s reovired Duration of Emolovment alus6 vears | Fiing cabinet e cabinet Next Review Seot and Nov 26 Bin (shred confidential wastel
Declarations of Interest Ves Democracy |legisative requirement | Yes Notrequired | Not applicable | This s Public Knowledge Clerk At Election Up todate Deleted from laptop/ Bin (shred
confidential waste)
Personal Contact Detalls No Democracy |legislative requirement | ves Notrequired | Notapplicable | This s Public Knowledge Clerk At Election key |Uptodate Deleted from laptop/ Bin (shred
Email Addresses No Democracy |legislative requirement | Yes Notrequired | Notapplicable | This s Public Knowledge Clerk At Election Up todate eleted from laptop/ Bin (shred

onfidential waste)

Contact details No Business | Contact No Contract Ves/getails | Publicinspection on audi, external Clerk ¥ Up todate Deleted from laptop/ Bin (shred
a confidential wastel

Invoices No Business | Payment No Contract Ves/details | Publicinspection on audi, external RFO On raising 6 years key |Uptodate Deleted from laptop/ Bin (shred
a

Purchase orders No Business | Purchasing No Contract Ves/getails | Publicnspection on audi, external 3 On raising 6years Uptodate Deleted from laptop/ Bin (shred
a confidential waste)

Quotations No Business | Purchasing No Contract Ves/getails | Public inspection on audi, external 3 On raising 6years Uptodate eleted from laptop/ Bin (shred
a confidential waste)

Bank Account details No Business | Payment No Contract Ves/etails | External professional aduisers, Cirs 3 On raising 6years Uptodate eleted from laptop/ Bin (shred

Insurance No Business | Contract No. Contract Privacy Notice | External professional advisers, Clrs RFO On appointment |6 years ey

onfidential waste)

Electoral Register No Democracy | Democracy. No. No contract whichwe | Clerk On receipt I¥ear (shred

choose to hold.

Complaints Sometimes |Democracy | Democracy No Privacy Notice | No contract | External Professional Advisers, MPs, principal | Clerk On receipt Tyear (shred
councils

Freedom of Information requests No Democracy | Democracy. Ves Privacy Notice | Nocontract | External Professional Advisers Clerk On receipt 2years key |Uptodate Deleted from laptop/ Bin (shred

General Correspondence from MOPs Perhaps | Democracy | Democracy No Privacy Notice | No contract | External Professional Advisers, MPs, principal | Clerk On receipt Tyear (shred
councis.

Email Addresses No Democracy | Contact No. Privacy Notice |No contract | Nobody without consent Clerk On receipt key

Grant Application Forms Pernaps |Democracy | Service tocommunity |No Privacy Notice | No contract | Extemal professional advisers, Clrs Clerk On receipt years Up todate Deleted from laptop/ Bin (shred

confidential waste)

Nominations of external commitice members No Democracy | Contact No. Privacy Notice | No contract | Public Document required by law, which we | Clerk Annually Ty key |Uptodate Del m laptop/ Bin (shred

choose to hold. confidential waste)

Objections We are consulted on Yes Publi No contract. Our objection or approval is a public Clerk On receipt Lyear Laptop/filing Cabinet Up to date Deleted from laptop/ Bin (shred

Deleted from laptop/ Bin (shred

Notappiable | Any reasonable request
| cettwin conidential waste

Not apolicable |Any reasonable reauest ne Secured on derks voice Delete messaee from voice mall
Voice recarding - Dictaphone. Perhaps |Variable | Counci function Yes Privacy Notice | Yes/details | Exteral professional acvisers, Clrs Clerk Monthly ey key
redacted fnot ‘5 weeeks- 3 months recording device |
Consent forms for recording minors Perhaps |Variable | Counci function Yes Privacy Notice |Ves/details | Exteral professional advisers, CIrs Clerk On raising i v P T
redacted fnot destroy ater the event/meeting confidential waste)
VAT claim yes Business | payment s contract Ves/detalls | Public inspection on audit, external RFO Quarterly 6 years (shred
ai confdential waste)
Bank Mandate ves Business | paymentsand receipts | ves convract) |yesthe extemnal professional advisers, Cirs. RFo Al Gyears Tohred
business mandate isthe confidential waste)
contract
Photos Ves Variable | semvice tocommunity | no ves Vs consent | Public,Cils, external proffessional advisors | clerk on receipt ey Tohred
form confdential waste)

Inventory assembled on 17/05/2018 and Last updated on 10/03/2026 by clerk

lcouncilors |
Staff Clerk Part ime: Lenaths man part time
te 1100
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