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Introduction

Salford Priors Parish Council is committed to protecting and respecting individuals’ personal data and privacy. This policy explains how the Council collects, uses, stores, and protects personal information in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

The Council is registered as a data controller with the Information Commissioner's Office (ICO).

The Council ensures that personal data is:

· Processed lawfully, fairly and transparently

· Collected for specified, explicit and legitimate purposes

· Adequate, relevant and limited to what is necessary

· Accurate and kept up to date

· Kept only for as long as necessary

· Processed securely and protected against unauthorised or unlawful processing, loss, or damage

This policy applies to:

· Parish Councillors

· Employees

· Contractors

· Volunteers

It applies to all personal data held in electronic or paper form.

Lawful Basis for Processing

The Council processes personal data under the following lawful bases:

· Public task – where processing is necessary to perform official council functions

· Legal obligation – where processing is necessary to comply with the law

· Contract – where processing is necessary to fulfil a contract

· Consent – where an individual has given clear permission (when required)

Consent will only be used where appropriate and can be withdrawn at any time.

Types of Personal Data Held

The Council may collect and process:

· Names

· Addresses

· Telephone numbers

· Email addresses

· Complaint details

· Employee information

· Supplier information

The Council will only collect information necessary for official purposes.

How Personal Data is Used

Personal data may be used for:

· Delivering council services

· Managing complaints and enquiries

· Employment administration

· Managing contracts and suppliers

· Legal and financial obligations

Personal data will not be used for unrelated purposes.

Data Security

The Council takes appropriate security measures, including:

· Password-protected computers

· Secure storage of paper records in locked cabinets

· Restricted access to authorised persons only

· Secure destruction of records when no longer required

· Secure email and electronic storage systems

Personal data will not be shared without proper authority.

Data Retention

Personal data will only be kept for as long as necessary and in accordance with the Council’s retention schedule.

When no longer required, data will be securely destroyed by:

· Shredding paper records

· Permanently deleting electronic records

Individual Rights

Under UK GDPR, individuals have the right to:

· Access their personal data

· Request correction of inaccurate data

· Request erasure of data (where applicable)

· Restrict processing

· Object to processing

· Request transfer of their data

· Lodge a complaint with the Information Commissioner’s Office

Requests must be responded to within one calendar month.

Requests are normally free of charge. A reasonable fee may be charged if requests are excessive or unfounded.

Subject Access Requests

Individuals may request access to their personal data by contacting the Parish Clerk.

The Council will provide:

· Confirmation that data is being processed

· Access to the personal data

· Explanation of why it is processed

· Details of who it may be shared with

The Council will respond within one month.

Data Breaches

A personal data breach is any incident that results in loss, unauthorised access, or disclosure of personal data.

All breaches must be reported immediately to the Parish Clerk.

Serious breaches will be reported to the Information Commissioner’s Office within 72 hours where required.



Data Sharing

Personal data will only be shared where:

· Required by law

· Necessary to perform council duties

· With appropriate safeguards in place

Personal data will never be sold.



Responsibilities
The Parish Council is responsible for ensuring compliance.

The Parish Clerk is responsible for:

· Day-to-day data protection compliance

· Handling data requests

· Managing data security

· Reporting breaches

All Councillors and staff must comply with this policy.



Confidentiality

All Councillors and staff must maintain confidentiality when handling personal data.

Personal data must not be disclosed without proper authority.
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