ROCKLAND ST MARY WITH HELLINGTON PARISH COUNCIL - DATA AUDIT 2023
· 
	DESCRIPTION
	WHY DATA HELD & WHAT USED FOR
	BASIS FOR PROCESSING DATA (E.G. CONSENT, LEGAL OBLIGATION)
	WHO HOLDS THE DATA & WH CAN ACCESS IT?
	WHAT SECURITY CONTROLS ARE IN PLACE
	HOW LONG IS DATA KEPT FOR?
	COVERED BY PRIVACY NOTICE
	ACTION REQUIRED

	Minutes of meetings
	For information of parishioners
	Legal obligation
	Parish Clerk files (at home), village notice boards and parish website - accessible to all
	None required
	Indefinitely
	Yes
	None (but continue to omit names of public contributing to meetings)

	Employee records – (Parish Clerk)
	As a record. Also for financial purposes (annual returns and audit)
	Legal obligation (audit)
	Parish Clerk (also published in minutes for transparency)
	Reasonable household and PC security
	Indefinitely
	Yes
	None

	Invoices
	As a record. Also for financial purposes (annual returns and audit)
	Legal obligation (audit)
	RFO; internal auditor for purpose of auditing Parish Council’s annual return
	Reasonable household and PC security
	Indefinitely
	No
	None

	Planning applications
	For discussion at Parish Council meetings
	Part of planning consultation process
	Parish Clerk and Chairman. Councillors can view online before meetings; also available on South Norfolk website
	Reasonable household and PC security
	Until they have been discussed at a Parish Council meeting
	Yes
	Any paper copy applications to be disposed of by Clerk/Chairman after meeting; any info with personal data shredded; Clerk to keep copy of comments on PC file, to be tidied at regular intervals; contentious applications to be kept on file for reasonable period

	E-mails from residents; and e-mail addresses
	For discussion at  Parish Council meetings; as a record
	For information; for discussion
	Parish Clerk and Councillors
	Reasonable household and PC (password protected) security
	Six months
	Yes
	Parish Clerk and Councillors; tidy e-mails at regular intervals (e.g. 6 months); if relevant, keep e-mail on record for reasonable period, requesting consent if required; delete e-mail addresses at reasonable intervals (every 6 months)

	Correspondence from parishioners
	For discussion at meetings
	Part of Parish Council’s activity
	Parish Clerk and Councillors only
	Reasonable household and PC security
	Six months
	Yes
	Parish Clerk and Councillors; tidy e-mails at regular intervals (e.g. 6 months); if relevant, keep e-mail on record for reasonable period, requesting consent if required; clear files and shred personal data at reasonable intervals (annually)

	General correspondence (from District and County Councils etc)
	For information; for discussion at PC meetings; if it contains important or useful information that might be required in the future
	Part of Parish Council’s day-to-day activity
	Parish Clerk and Councillors only
	Reasonable household and PC security
	Parish Clerk keeps minimum paperwork on files
	No
	None - no personal data included

	Insurance documents
	For information and as a record
	Important record
	Parish Clerk and Councillors
	Reasonable household and PC security
	Until superseded by new insurance policy paperwork
	No
	None - no personal data included
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