Holcombe Parish Council Data Protection Policy Guidelines

Holcombe Parish Council is registered with the Information Commissioner as a Data Controller.  It is the policy of the Parish Council to comply with the 7 principles of Data Protection as set out below. 
Lawfulness, fairness and transparency
Every time personal information is collected, we need to be clear about why we are doing it. These reasons are called purposes. For each purpose, you must have a lawful basis, a valid reason allowed by law to use the data. People should know what information is being collected and why. Our use should be transparent and fair.
Purpose Limitation 
You must say why you need the personal data when you collect it, and you must only use personal data for the reason you collected it. For example, if you collect names and contact details to run an allotment, you cannot then use that same data for an unrelated activity, such as a youth club fundraising event. The purpose you identify to collect data sets the boundary for how you use the information.
Data Minimisation
We only collect data for a stated purpose. We do not ask for extra information that isn't relevant. Keeping data limited to what is necessary reduces risks and makes management easier.
Accuracy
We ensure the information we hold is correct and up-to-date. Small errors can cause big problems therefore we take simple steps, like confirming email addresses when people sign up for updates, to ensure our records are accurate. Regular reviews of our data help make sure it remains reliable.
Storage Limitation 
 Personal data should only be kept for as long as it is needed for its purpose. Once the work is done, like a completed consultation or project, we review the data and remove what is no longer necessary. This principle helps prevent unnecessary data piling up. We do not keep data 'just in case' it might be useful later.
Integrity & Confidentiality 
We protect personal information from loss, damage, or misuse. This includes digital security, physical records and even video or recorded speech if it can identify someone. Security isn't just about malicious hackers; accidents like deleting files and data corruption also count. We ensure that we have measures in place to keep all types of data safe.
Accountability 
We must be able to show that we are following these principles.  We should keep records of what data is held, why this is the case and the decisions taken to protect it. This should include a data map (an overview of the data you process), risk assessments, and clear policies and procedures to guide everyone in the council. Being accountable isn't just good practice; it streamlines council operations and builds trust with the community.


