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SUMMARY 
Everyone has rights 
concerning how their 
personal information is 
handled. During the 
course of the Parish 
Council's activities, it will 
collect, store and process 
personal information 
about its staff, Councillors 
and others, and it 
recognises the need to 
treat it in an appropriate 
and lawful manner 
Sylvia Gibson 
 
Parish Clerk 
March 2022 
 



Mavesyn Ridware Parish Council 
 

This policy is part of a suite of documents, all dealing with Data Protection, namely: 
 

• The MRPC Publication Scheme 

• The MRPC Privacy Notice 

• The MRPC Guide to individuals 
 

 
Introduction 
 
 
Many of the Data Protection Regulations’ (GDPR) main concepts and principles are 
the same as for the Data Protection Act 1998. However, there are also some new 
elements and enhancement meaning some things will need to be done differently. 
Below you will see each aspect of data protection, what the council’s responsibilities 
are and how it intends to carry out those responsibilities 
 
 
ASPECT: THE KEEPING OF INFORMATION SECURELY 
 
 
THE COUNCIL’S REPSONSIBILIITIES: 
 
 
The parish council must ensure that appropriate security measures are  
taken against unlawful or unauthorised processing of personal data, and against the 
accidental loss of, or damage to, personal data. 
 
 
HOW WILL THE COUNCIL ACHIEVE THIS? 
 

 

• The Clerk works from home and she will ensure that she uses a secure 
lockable filing cabinet, that redundant information is shredded and that the 
MRPC laptop is switched off between sessions 

• The MRPC laptop, if transported, will never be left unattended 

• All computerised information will be regularly backed up to a secure 
environment 

• All passwords will be treated with the strictest confidence  
 
 

 
ASPECT: DOCUMENT RETENTION AND DESTRUCTION 
 
THE COUNCIL’S RESPONSIBILITIES 
 
The types of information that the parish council may be required to handle include 
details of current, past and prospective employees, Councillors and suppliers. This 



information will be held in accordance with our document retention policy. See 
Appendix A 
The information, which may be held on paper or on a computer or other media, is 

subject to certain legal safeguards specified in the Data Protection Act 1998 (the Act) 

and other regulations 

HOW WILL THE COUNCIL ACHIEVE THIS? 

• The Act requires us to put in place procedures and technologies to maintain 

the security of all personal data from the point of collection to the point of 

destruction.  

• Personal data may only be transferred to a third-party data processor if he 

agrees to comply with those procedures and policies, or if he puts in place 

adequate measures himself 

************************************************************************** 

ASPECT: RESPONSES TO AN INDIVIDUAL EXERCISING STATUTORY RIGHTS 

CONCERNING HIS PERSONAL DATA.  

THE COUNCIL’S RESPONSIBILITIES 
 
Data must be processed fairly, lawfully and in a transparent manner. Data must be 
collected for specified, explicit and legitimate purposes. The data must be adequate, 
relevant and limited to what is necessary. Data must be kept up to date. Data which 
permits identification of data subjects, must be kept only as long as it is required. 
MRPC must ensure that individuals can exercise their rights (see chart below) 
 
HOW WILL THE COUNCIL ACHIEVE THIS? 

• The data subject must be told who the data controller is (this will be Mavesyn 

Ridware Parish Council) and the purpose for which the data is to be 

processed 

• For personal data to be processed lawfully, certain conditions must be met. 

These may include, among other things, requirements that the data subject 

has consented to the processing, or that the processing is necessary for the 

legitimate interest of the data controller or the party to whom the data is 

disclosed 

• Personal data may only be processed for the specific purposes notified to the 

data subject when the data was first collected or for any other purposes 

specifically permitted by the Act. This means that personal data must not be 

collected for one purpose and then used for another  

•  Personal data should only be collected to the extent that it is required for the 

specific purpose notified to the data subject 

• Inaccurate or out-of-date data should be destroyed.  Personal data should not 

be kept longer than is necessary for the purpose. This means that data should 

be destroyed or erased from the Parish Council's systems when it is no longer 

required 

 



Chart showing how individuals can exercise their rights 

 

The right to be informed MRPC should provide a Privacy 
Notice 
MRPC should keep a record of 
how it uses personal data to 
demonstrate compliance 

The right of access MRPC should enable individuals 
to access their personal data and 
supplementary information 

The right to rectification MRPC should rectify or amend the 
personal data of an individual if 
requested 
MRPC should carry out the above 
process within one month 

The right to erasure MRPC should delete or remove 
an individual’s data if requested 
and if there is no compelling 
reason for its continued 
processing 

The right to restrict processing MRPC should comply with any 
request to restrict, block or 
supress the processing of 
personal data as long as the 
request is reasonable 
MRPC should retain only enough 
data to ensure the right to 
restriction is respected in the 
future 

The right to data portability MRPC should provide individuals 
with their data so that they can 
reuse it for their own purposes 
MRPC should provide data in a 
commonly used format 

The right to withdraw consent MRPC should respect the right of 
an individual to withdraw consent 
to the processing of his data  

The right to lodge a complaint 
with the information 
Commissioner’s Office (ICO) 

MRPC should inform the 
individual of this right and should 
help by providing the contact 
details of the ICO 

 



ASPECT: THE MANAGING OF A PERSONAL DATA BREACH 

 

THE COUNCIL’S RESPONSIBILITIES 
 
The GDPR introduces a requirement on all organisations to notify the Information 
Commissioner’s Office of certain data breaches which are likely to result in a risk of 
the rights and freedoms of individuals e.g. might lead to discrimination, damage to 
reputation, financial loss, loss of confidentiality or any other significant economic or 
social disadvantage.  
 
HOW WILL THE COUNCIL ACHIEVE THIS? 

• MRPC will establish procedures to ensure it is able to detect, report and 

investigate any personal data breaches 

• Notification to the Information Commissioner will be done without undue delay 

and at the latest, within 72 hours of discovery 

• If  MRPC is unable to report in full within this timescale, MRPC will make an 

initial report to the Information Commissioner and then provide a full report in 

more than one instalment if so required 

 

Incidents affecting security must be reported to the Parish Clerk as quickly as possible. 
 
 
When a breach will be notified to the Information Commissioner   
 

In accordance with the GDPR, we will undertake to notify the Information Commissioner 
of a breach which is likely to pose a risk to people’s rights and freedoms. A risk to 
people’s freedoms can include physical, material or non-material damage such as 
discrimination, identity theft or fraud, financial loss and damage to reputation. 

 
 
THE FOLLOWING INFORMATION WILL BE PROVIDED WHEN A BREACH IS NOTIFIED: 
 

i) a description of the nature of the personal data breach including, where possible: 
 

ii) the categories and approximate number of individuals concerned; and 
 

iii) the categories and approximate number of personal data records concerned. 
 

iv) Contact details of the parish council. 
 

v)  a description of the likely consequences of the personal data breach; and 
 

vi) a description of the measures taken, or proposed to be taken, to deal with the 
personal data breach, including, where appropriate, the measures taken to 
mitigate any possible adverse effects. 

 

 



ASPECT: THE MAINTENANCE OF A WRITTEN RECORD OF THE COUNCIL’S 
PROCESSING ACTIVITIES 
 

THE COUNCIL’S RESPONSIBILITIES 
 
Everyone has rights with regards to how their personal information is handled. 

During the course of the Parish Council's activities, it will collect, store and process 

personal information about its staff and Councillors, and it recognises the need to 

treat it in an appropriate and lawful manner 

The Council will be as transparent as possible about its operations and will work 

closely with public, community and voluntary organisations 

 
HOW WILL THE COUNCIL ACHIEVE THIS? 

personal data must be:  

  • Processed fairly and lawfully. 

  • Processed for limited purposes and in an appropriate way 

  • Adequate, relevant and not excessive for the purpose.  

  • Accurate. 

  • Not kept longer than necessary for the purpose.  

  • Processed in line with data subjects' rights.  

 • Secure.  

 

MRPC will: 

• monitor its activities including the equality and diversity of its activities 

• fulfil its duties in operating the business premises including security 

• assist regulatory and law enforcement agencies 

• process information including the recording and updating of details about its 

councillors, employees, partners and volunteers. 

• Process information including the recording and updating of details of individuals 

who contact it for information, or to access a service, or make a complaint 

SVG March 2022 

 


