West Huntspill Parish Council

Data Protection Policy

Adopted: 19th May 2025
Clerk: Alex Harris
Email: clerk@westhuntspillpc.co.uk
Address: 52 Priestley Way, Burnham-on-Sea, Somerset, TA8 1QX

1. Purpose and Scope
West Huntspill Parish Council recognises its responsibility to comply with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. This policy outlines how the Council collects, stores, processes, and protects personal data, ensuring transparency and accountability.
This policy applies to:
· All councillors, employees, volunteers, and contractors.
· All personal data processed in any format (paper or electronic).

2. Definitions
· Personal Data: Any information relating to an identifiable individual (e.g. name, address, email, IP address).
· Special Category Data: Sensitive data requiring extra protection (e.g. health, race, religion).
· Processing: Any operation on personal data – collecting, storing, sharing, deleting.
· Data Subject: The person whose data is being processed.
· Data Controller: The Parish Council, responsible for how data is used and protected.
· Data Processor: A third party acting on behalf of the council (e.g. payroll provider).



3. Lawful Basis for Processing
The Council will only process personal data when it has a lawful basis under Article 6 of UK GDPR. These include:
· Consent
· Contract
· Legal obligation
· Vital interests
· Public task (most council work falls under this)
· Legitimate interests

4. Principles of Data Protection
The Council will ensure personal data is:
1. Processed lawfully, fairly and transparently.
2. Collected for specific, explicit and legitimate purposes.
3. Adequate, relevant and limited to what is necessary.
4. Accurate and kept up to date.
5. Kept no longer than necessary.
6. Processed securely.

5. Rights of the Data Subject
The Council recognises and will uphold individuals’ rights:
· To be informed
· To access their data
· To rectify inaccurate data
· To erase their data (in certain circumstances)
· To restrict processing
· To object to processing
· To data portability
· In relation to automated decision-making (not used by the council)

Requests must be responded to within one month.



6. Data Security
The Council will:
· Use password-protected devices and accounts.
· Lock away paper records securely.
· Limit access to data on a need-to-know basis.
· Use secure email and data storage services.
· Provide training for staff and councillors.

7. Data Breaches
Any personal data breach will be reported to the Clerk immediately. The Clerk will assess the risk and, where necessary, report it to the Information Commissioner’s Office (ICO) within 72 hours, and notify affected individuals.

8. Data Sharing
The Council will not share personal data with third parties unless:
· Required to do so by law.
· It has a lawful basis and appropriate data-sharing agreements in place.

9. Records Retention
The Council will retain data in accordance with its Retention and Disposal Policy. Personal data will be securely deleted or destroyed when no longer needed.

10. Appointing a Data Protection Officer (DPO)
While not legally required, the Council will assign responsibility for data protection compliance to the Clerk, who will monitor adherence and act as a contact point for queries and complaints.




11. Review and Adoption
This policy will be reviewed annually or when legislation changes. It was adopted by West Huntspill Parish Council at its meeting on 19th May 2025.

