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Data Protection Policy 

 

1. Purpose and Scope 

Berinsfield Parish Council is committed to protecting the privacy and rights of individuals in 

accordance with data protection law. 

This policy sets out how the Council collects, processes, stores and protects personal data. 

It applies to: 

• All councillors  

• Employees (including the Clerk and Responsible Financial Officer)  

• Contractors and third parties acting on behalf of the Council  

This policy applies to all personal data processed by the Council in both electronic and paper 

formats. 

2. Legal Framework 

This policy is designed to ensure compliance with: 

• UK General Data Protection Regulation  

• Data Protection Act 2018  

The Council acts as a data controller for the personal data it processes. 

3. Data Protection Principles 

The Council will ensure that personal data is: 

1. Processed lawfully, fairly and transparently  

2. Collected for specified, explicit and legitimate purposes  

3. Adequate, relevant and limited to what is necessary  

4. Accurate and kept up to date  

5. Kept for no longer than necessary  

6. Processed securely  



4. Lawful Basis for Processing 

The Council will only process personal data where there is a lawful basis, including: 

• Legal obligation  

• Public task  

• Consent (where applicable)  

• Contract  

Special category data will only be processed where additional conditions under the UK 

General Data Protection Regulation are met. 

5. Roles and Responsibilities 

5.1 The Council 

The Council is responsible for ensuring compliance with data protection law and this policy. 

5.2 The Clerk 

The Clerk, as Proper Officer, is responsible for: 

• Day-to-day data protection compliance  

• Maintaining records of processing activities (where required)  

• Managing data protection requests and breaches  

5.3 Councillors and Staff 

All councillors and staff must: 

• Comply with this policy  

• Handle personal data responsibly  

• Report any concerns or breaches immediately  

6. Data Collection and Use 

The Council will: 

• Collect only the personal data it needs  

• Inform individuals how their data will be used  

• Ensure data is used only for its intended purpose  

Personal data may be collected through: 

• Correspondence  

• Applications (e.g. allotments, burials, grants)  

• Employment records  

• Public engagement  



7. Data Sharing 

The Council may share personal data with: 

• Other public authorities  

• Contractors and service providers  

• Regulatory bodies  

Data sharing will only take place: 

• Where lawful and necessary  

• With appropriate safeguards in place  

8. Data Security 

The Council will: 

• Store data securely  

• Restrict access to authorised individuals  

• Use appropriate technical and organisational measures  

Users must: 

• Keep data secure  

• Not disclose personal data without authority  

• Follow Council IT and security procedures  

9. Data Retention 

The Council will: 

• Retain personal data only as long as necessary  

• Follow a records retention schedule  

• Securely dispose of data when no longer required  

10. Individual Rights 

Individuals have rights under data protection law, including: 

• The right to be informed  

• The right of access (Subject Access Request)  

• The right to rectification  

• The right to erasure (where applicable)  

• The right to restrict processing  

• The right to object  

Requests will be handled within statutory timeframes. 



11. Data Breaches 

A data breach is any incident that results in: 

• Loss  

• Unauthorised access  

• Disclosure of personal data  

All breaches must be reported immediately to the Clerk. 

The Council will: 

• Investigate breaches promptly  

• Take appropriate action  

• Report to the Information Commissioner's Office where required  

12. Training and Awareness 

The Council will: 

• Ensure awareness of data protection responsibilities  

• Provide training where appropriate  

13. Monitoring and Compliance 

The Council will: 

• Monitor compliance with this policy  

• Review procedures regularly  

Failure to comply may result in: 

• Disciplinary action  

• Referral under the Code of Conduct  

14. Review 

This policy will be: 

• Reviewed annually  

• Updated in line with legislative changes 

Adopted by Berinsfield Parish Council on: 1st June 2026 

 


