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Council contact details

Contact name:

Contact address:
Contact phone number:
Contact email:

Mrs Rachel Popplewell

The Parish Office, The Village Hall, Caraway Drive, Witham St Hughs, Lincoln. LN6 9XG
01522 869643

parish.clerk@withamsthughs-pc.gov.uk

DPO contact details

Contact name:

Contact address:
Contact phone number:
Contact email:

Information What personal information Category of Where does the Where and how is What security measures Why do you need the data? Lawful basis How long do you
type (data) is collected? individual data go? the data stored? do you use? Processing purpose for processing retain the data?
. Email address, persons name Resident/councillor/employee/con |To the intended " . . Public interest/legal
Email in ) P / Hemtorye . ) . Email server/hard drive/hard copy |Password/encryption Management L /leg As long as necessary
and possibly phone number tractor recipient/council meeting obligation/contract
Phone message IPRSEAR I ] i Resfiétentyfemuneilogzmplin e/t To the intended recipient Telephone system/written note None Management Pul:.)llc |_nterest/contract/|ega| Until actioned
number tractor obligation
(FEFOITS WETMIS) e AUTHEeT Resident/councillor/employee/con Public interest/legal
Phone call and possibily email address for ploy To recipient N/A None Management o g Until actioned
tractor obligation/contract
follow up
. Persons name, email address, To recipient and to council Filing cabinet/email system/hard Contract/legal
Invoices ) Contractor ) P . g f 4 f Password protected Sales o /leg . 6 years
address, bank details meeting drive obligation/public interest
. Name, Address , email, phone . To recipient and to council - . Locked Cabinet. Double lock to Legal obligation/public
Residents letters P Resident . P Filing cabinet X Management X 6 g /p As long as necessary
number meeting office door interest
Councillor: tan Locked Cabinet. Double lock t:
ou FI Ors acceptance |y ame Councillor To clerk Filing cabinet O(f €c Labinet. Double lockto Legal requirement Legal obligation
of office forms office door
Councillors register of Filing cabinet/hard Locked Cabinet. Double lock t:
) ouncillors register o Name, address Councillor To clerk ! I BEEiEAiE ) O(f €c Labinet. Double lockto Legal requirement Legal obligation
interests drive/cloud/website office door
Email service of agenda . . . . - )
— g Name, email address Councillor To clerk Hard copy/hard drive/cloud Password/encryption Legal requirement Legal obligation Term of office
Nam: r lephon P: rd/encryption. Locki Public interest/legal
Allotment register IS, GEiiess, dEsiene Resident To clerk and Liaison Officer Filing cabinet/hard drive/cloud as?wo e, e ?d Management Ut? € IA (st
number Cabinet. Double Lock to office door obligation/contract
Allotment tenan P: rd/encryption. Locki ntr. legal
SNy Name, address Resident To clerk and Liaison Officer Filing cabinet/hard drive/cloud as?wo e, e ?d Management @ ,t af:t/ ega .
agreements Cabinet. Double Lock to office door obligation/public interest
P: rd/encryption. Locki
Planning applications Name, address Resident To clerk, council Filing cabinet/hard drive/cloud as?wo e, e ?d Public interest
Cabinet. Double Lock to office door
P: rd/encryption. Locki
Photographs Name, address Website/newsletter/archive Hard drive/cloud/filing cabinet as?wo EHaTERE, o8 ?d Legal obligation/public interest|
Cabinet. Double Lock to office door
CCTV footage Photo Hard drive Hard drive Password protected Manlagement eI Sy Public Interest
Public Safety
Name, address, telephone
Lease agreements bl ! P To clerk, council, solicitor Hard drive/cloud/filing cabinet Password/encryption. Locked Cabin{Management Legal Obligation 12 years
number
i ion. L N .
CaiiEs Ers smheEs  |[MEms, celies, EEpieme To clerk Hard drive/cloud/filing cabinet Pass?word/encryptlon OCk?d Management Contract/legal obligation/publi|6 years
documents number Cabinet. Double Lock to office door
Grant applications to Name, address, telephone Password/encryption. Locked
ppl ! - P i Resident To clerk, council Hard drive/cloud/filing cabinet K 4 P y Management/Financial Public interest 3 years
the council number, email, bank details Cabinet. Double Lock to office door
ion. L -
Consent forms e, addresls, izl To clerk Hard drive/cloud/filing cabinet Pass?word/encryptlon OCk?d Management Pul:‘vllc |Anterest/lega|
number, email Cabinet. Double Lock to office door obligation/contract
Record of consents eI, addresls, tiltzgliterie To clerk Hard drive/cloud/filing cabinet Password/encryptlon. LOCk?d Management Puk?llc |Anterest/legal
number, email Cabinet. Double Lock to office door obligation/contract



mailto:parish.clerk@withamsthughs-pc.gov.uk

Name, address, telephone

Locked Cabinet. Double Lock to

Accident book To clerk, chairman filing cabinet X Legal requirement Legal obligation 3 years
number office door
Hard dri loud/fili P d tion. Locked
Training requests Name Clerk/councillor To clerk, council ar' eyt ,Ou iiline ass'wor e, led ? Management Legal obligation
cabinet/email Cabinet. Double Lock to office door
Information out
Email out Email address, persons name To intended recipients Email Password/encryption. Locked Cabinet. Double Lock to office door Cor?tra_ct/legal
obligation/consent
P d tion. Locked
Invoices sent hard copy [Name and address To intended recipients Hard drive/filing cabinet/cloud as%wor ehcbrondlce ? Management Contract
Cabinet. Double Lock to office door
. . . . . - Email/hard drive/filing Password/encryption. Locked
Invoices sent via email [Email address, persons name To intended recipients Contract
P P cabinet/cloud Cabinet. Double Lock to office door
. . Email/hard drive/filing Password/encryption. Locked
Council contact details To NKDC Contract
cabinet/cloud Cabinet. Double Lock to office door
Email/hard drive/fili P d tion. Locked
Minutes To councillors, website ma,l/ el Aiafilling as%wor Hamsrpin, koe ? Legal requirement Public interest
cabinet/cloud Cabinet. Double Lock to office door
C il ister of Fili binet/hard P d tion. Locked
) ounciliors register o Name, address Councillor To Electoral Officer |!ng GElHmC ar‘ as%wor Hamsrpin, kee ? Legal requirement Legal obligation
interests drive/cloud/website Cabinet. Double Lock to office door
Email address, persons name, |Clerk, Council, residents, L Email/hard drive/filing Password/encryption. Locked . .
Lease agreements To recipient Financial/management Contract 12 years
g address, bank details contractors P cabinet/cloud Cabinet. Double Lock to office door / e v
P d tion. Locked
Bank mandate Account details Clerk, Council To relevant banks Password protected as%wor ez, led ? Financial/management contract
Cabinet. Double Lock to office door
Email Hard drive/fili
Grant request el attiliees, persons LIS Clerk To grant provider ar' rive/filing . Password/encryption. Locked Cabin(|Financial/management Contract/public interest 3 years
address, bank details cabinet/cloud/email
R f Email P ion. Lock lici legal
econid(‘) grant mail address, persAons name, Clerk, Council To coundil as?word/encryptlon ocl ?d AT Corjntraf:t/pub ic interest/lega
submissions address, bank details Cabinet. Double Lock to office door obligation
lerk, ill i
Accident book Name, address € ert ! C(t)unu o, st To council/insurers Hard copy/email Health and Safety Legal obligation 3 years
contractor
Training requests e el e, (eI (e, Clerk, councillor To training provider Hard drive/filing cabinet/cloud Pass-word/encryptlon. LOCk?d Management contract
address Cabinet. Double Lock to office door
Employment information
N NI HMR! Il i i P ion. Lock
Clerks payroll ame, adtlzlress, MR, Clerk ‘C/payro plekid=rjpension Hard drive as?word/encryptlon o ?d Financial Legal obligation 3 years
bank details provider Cabinet. Double Lock to office door
- ; ion. L
lits e rma: Name, address Clerk Clerk/f:halrman/stafflng Filing cabinet/hard drive Pass?word/encryptlon OCk?d Contract Contract 6 years
contract committee Cabinet. Double Lock to office door
- ; ion. L
Clerks appraisals Name Clerk Clerk/f:halrman/stafflng Filing cabinet/hard drive Pass?word/encryptlon OCk?d Contract Contract 6 years
committee Cabinet. Double Lock to office door
Li i i i ion. L . . I
itter Pickers & Name, ad(:jress, NI number, Clerk HMl’\tC/payroll provider/pension Hard drive Pass?word/encryptlon ock?d Financial e it By
Caretakers payroll bank details provider Cabinet. Double Lock to office door
Litter Pickers &
; ; ion. L
Caretakers employment |Name, address Clerk Clerk/f:halrman/stafflng Filing cabinet/hard drive Pass?word/encryptlon OCk?d Contract Contract 6 years
committee Cabinet. Double Lock to office door
contract
Appraisals Caretakers & Name Clerk Clerk/chairman/staffing Bl el e/ dliive Password/encryption. Locked T g, By

litter pickers.

committee

Cabinet. Double Lock to office door




