COLTON PARISH COUNCIL

DATA PROTECTION POLICY

Adopted by Full Council on .... Revision date .......

Introduction

Colton Parish Council is fully committed to compliance with the requirements of the
Data Protection Act 1998 (“the Act”), which came into force on the 1st March 2000.

The council will therefore follow procedures that aim to ensure that the Clerk, elected
members, contractors, agents, consultants, partners or other servants of the council
who have access to any personal data held by or on behalf of the council, are fully
aware of and abide by their duties and responsibilities under the Act.

Statement of policy

In order to operate efficiently, The Parish

Principles of good p ese Principles are legally enforceable.

The Principles require that personal information:

1. Shall be processed fairly and lawfully and in particular, shall not be processed
unless specific conditions are met;

2. Shall be obtained only for one or more specified and lawful purposes and shall
not be further processed in any manner incompatible with that purpose or those
purposes;

3. Shall be adequate, relevant and not excessive in relation to the purpose or
purposes for which it is processed,;
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Shall be accurate and where necessary, kept up to date;

Shall not be kept for longer than is necessary for that purpose or those purposes;
Shall be processed in accordance with the rights of data subjects under the Act;
Shall be kept secure i.e. protected by an appropriate degree of security;

Shall not be transferred to a country or territory outside the European Economic
Area, unless that country or territory ensures an adequate level of data
protection.

O NOoO O

The Act provides conditions for the processing of any personal data. It also makes a
distinction between personal data and “sensiti

Personal data is defined as, data relating t who can be identified

from:

* That data;
« That data and other information which is in tHe i to come
into the possession of the data contrg [ expression of opinion

about the individual and any indicg i [ e data controller, or

Sensitive personal data is defi r isting of information as to:

The Parish Council will,
controls:-

ough appropriate management and the use of criteria and

* Observe fully conditions regarding the fair collection and use of personal
information;

* Meet its legal obligations to specify the purpose for which information is used;

» Collect and process appropriate information and only to the extent that it is
needed to fulfil operational needs or to comply with any legal requirements;

» Ensure the quality of information used;
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» Apply checks to determine the length of time information is held;

+ Take appropriate measures to safeguard personal information;

« Ensure that the rights of people about whom the information is held can be fully
exercised under the Act. These include:

* The right to be informed that processing is being undertaken;
* The right of access to one’s personal information within the statutory 40 days;

* The right to correct, rectify, block or erase information regarded as wrong
information.

Implementation

The Clerk of Colton Parish Council is respons rence with the

Data Protection Act.

Notification to the Information Commi

The Data Protection Act 1998 er who is processing
personal data, to notify an [ ifica an annual basis. Failure to do
SO is a crimig s

Any change i be notified to the Information Commissioner, within
28 days.
To this end, any ch between reviews will be brought to the attention of



