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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 i . . Public interest/legal
Email in ) P / Hammllayzs) . ) X Email server/hard drive/hard copy |Password/encryption Management o /leg As long as necessary
and possibly phone number tractor recipient/council meeting obligation/contract
P d ph Resident ill | Public interest tract/legal
Phone message R S cotnelicenpiCTes el To the intended recipient Telephone system/written note None Management Y ) c |.n Siescoptact/ee: Until actioned
number tractor obligation
REFEOIS EME, FENE Mier Resident/councillor/employee/con Public interest/legal
Phone call and possibily email address for PoY! To recipient N/A None Management - E Until actioned
tractor obligation/contract
follow up
Invoices Persons name, ema'il address, Contractor To re_cipient and to council FiI_ing cabinet/email system/hard Praad ErRetiegad el Cor?tra.ct/legal o By
address, bank details meeting drive obligation/public interest
N Addi il, ph T ipient and t il Locked Cabinet. Double lock t: Legal obligati bli
Residents letters EIls, S o Gkl (oIS Resident ° re_aplen and to cound Filing cabinet OC_ e Labinet. Double lockto Management _ega il e as long as required/or action completed.
number meeting office door interest
@ ill t Locked Cabinet. Double lock t:
ounc}l ors acceptance Name Councillor To clerk Filing cabinet O(f €d tabinet. Double fock to Legal requirement Legal obligation while in office.
of office forms office door
Founallors TEgEEr el Name, address Councillor To clerk Fllfng cablnet/harfj Loclked Cethicet: Daniltodi i Legal requirement Legal obligation whilst in office.
interests drive/cloud/website office door
el s(terwce Cilazend. Name, email address Councillor To clerk Hard copy/hard drive/cloud Password/encryption Legal requirement Legal obligation Term of office
consen
. Name, address, telephone . - ) - . . Password/encryption. Locked Public interest/legal . L
Allotment register P Resident To clerk and Liaison Officer Filing cabinet/hard drive/cloud ) 4 P X Management o /leg until plot is given up
number Cabinet. Double Lock to office door obligation/contract
Allotment t P d, tion. Locked Contract/legal
otment tenancy Name, address Resident To clerk and Liaison Officer Filing cabinet/hard drive/cloud assjwor Hemeyeiit: o ? Management or? ra&l: /lega - until plot is given up
agreements Cabinet. Double Lock to office door obligation/public interest
. L . " - . . Password/encryption. Locked o
Planning applications Name, address Resident To clerk, council Filing cabinet/hard drive/cloud ) X Public interest
B £ 4 / Cabinet. Double Lock to office door
P d, tion. Locked
Photographs Name, address Website/newsletter/archive Hard drive/cloud/filing cabinet assjwor Yemarpiieie (e ? Legal obligation/public interest
Cabinet. Double Lock to office door
q 8 M tand S it .
CCTV footage Photo Hard drive Hard drive Password protected an,agemen and security Public Interest
Public Safety
Name, address, teleph . - ) - ) ) . -
Lease agreements amz SIS, WA e To clerk, council, solicitor Hard drive/cloud/filing cabinet Password/encryption. Locked Cabin{Management Legal Obligation 12 years
number
Contractors insurance  |Name, address, telephone . - . Password/encryption. Locked — d
P To clerk Hard drive/cloud/filing cabinet ) 4 P ) Management Contract/legal obligation/publi|6 years
documents number Cabinet. Double Lock to office door
Grant applications to Name, address, telephone . . . - . Password/encryption. Locked . . .
pp» ) P ) Resident To clerk, council Hard drive/cloud/filing cabinet ) 4 P ) Management/Financial Public interest 3 years
the council number, email, bank details Cabinet. Double Lock to office door
Name, address, telephone . - . Password/encryption. Locked Public interest/legal
Consent forms ) P To clerk Hard drive/cloud/filing cabinet ) A P ) Management o /leg
number, email Cabinet. Double Lock to office door obligation/contract
N dd| teleph P d, tion. Locked Public interest/legal
Record of consents GOt res'S, A To clerk Hard drive/cloud/filing cabinet as%wor YemER i, [k ? Management N X ¢ I.n S AsEs
number, email Cabinet. Double Lock to office door obligation/contract
. Name, address, teleph . - ) Locked Cabinet. Double Lock tt . -
Accident book I, LR WA IS To clerk, chairman filing cabinet Orf €d tabinet. Double Lock to Legal requirement Legal obligation 3 years
number office door



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

Training requests

Name

Clerk/councillor

To clerk, council

Hard drive/cloud/filing
cabinet/email

Password/encryption. Locked
Cabinet. Double Lock to office door

Management

Legal obligation

Information out

Email out

Email address, persons name

To intended recipients

Email

Password/encryption. Locked Cabinet. Double Lock to office door|

Contract/legal
obligation/consent

Password/encryption. Locked

Invoi t hard Name and address To intended recipients Hard drive/filing cabinet/cloud Management Contract 6 years
ISR SR ey B /filing 4 Cabinet. Double Lock to office door e v
Email/hard drive/filin, Password/encryption. Locked
Invoices sent via email |Email address, persons name To intended recipients ,I/ Rediline 4w 4 et ) Contract
cabinet/cloud Cabinet. Double Lock to office door
Email/hard drive/fili P d, tion. Locked
Council contact details To NKDC mENYER el EESaR e e, (e Contract

cabinet/cloud

Cabinet. Double Lock to office door

Minutes

To councillors, website

Email/hard drive/filing
cabinet/cloud

Password/encryption. Locked
Cabinet. Double Lock to office door

Legal requirement

Public interest

must be kept for ever

Councillors register of
interests

Name, address

Councillor

To Electoral Officer

Filing cabinet/hard
drive/cloud/website

Password/encryption. Locked
Cabinet. Double Lock to office door

Legal requirement

Legal obligation

Email address, persons name,

Clerk, Council, residents,

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 ¥
P d, tion. Locked
Bank mandate Account details Clerk, Council To relevant banks Password protected ass_wor Vemer7edie: e -e Financial/management contract whilst applicable.
Cabinet. Double Lock to office door
Email address, b ) Hard drive/fili . L . .
Grant request WETLERRICES perstons _—— Clerk To grant provider arl il . Password/encryption. Locked Cabin{Financial/management Contract/public interest 3 years
address, bank details cabinet/cloud/email
Recor.d ?f grant Email address, pers'ons name, Clerk, Council To counil Pass_word/encryptionA Lock-ed FREE R e RREEmEIG Cothra.ct/puinc interest/legal
submissions address, bank details Cabinet. Double Lock to office door obligation
lerk ill i
Accident book Name, address d ert ! cct)unCI Ol Cen To council/insurers Hard copy/email Health and Safety Legal obligation 3 years
contractor
Email address, b . - . & /73R . P d, tion. Locked
Training requests LOELLI TR (XS, [pEtelass LW Clerk, councillor To training provider Hard drive/filing cabinet/cloud assjwor Hemeyeiit: ok ? Management contract
address Cabinet. Double Lock to office door
Employment information
N , add! , NI ber, HMRC, Il id i . One Drive/Empl t . . -
Clerks payroll SIS E 'ress Ly Employees R ariollpicicer/bension Hard drive LeDieEplCveEs (EaVne s Financial Legal obligation 3 years
bank details provider schedule
Clerk | t Clerk/chai taffi - X ’
erks employmen Name, address Employees er /? e ST Filing cabinet/hard drive One Drive/Employees/ Contract Contract 6 years
contract committee
. Clerk/chai taffi - X ’
Clerks appraisals Name Employees er /? Sl Filing cabinet/hard drive One Drive/Employee Contract Contract 6 years
committee
Litter Pickers & Name, address, NI number, HMRC/payroll provider/pension . One Drive/Employees/payments . . N
) Employees X el /e Hard drive Eplovess (b2 Financial Legal obligation 3years
Caretakers payroll bank details provider schedule
Litter Pickers &
Clerk/chai taffi
Caretakers employment [Name, address Employees er /<l:tta|rman/s atring Filing cabinet/hard drive one drive/employees Contract Contract 6 years
committee
contract
Appraisals Caretakers & Clerk/chairman/staffin . . .
_pp X Name Employees /_ / E Filing cabinet/hard drive One Drive/Employee Contract Contract 6 years
litter pickers. committee
. . . . - . One Drive/Employees/payments L
Pension Documents Monthly returns Employees Clerk/pension provider One drive/filing cabinet hedul Contractual Contractual/legal obligation 4 years
schedule
’ . one drive/employee/payments — N
HMRC record P60, P45 & monthly returns Employees Clerk/HMRC/Employee onedrive/locked cabinet /employee/pay contractual/legal obligation |Contractual/legal obligation |3 years

schedule




