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INTRODUCTION 
 
The Data Protection Act 1998 came into effect on 1 March 2000. The Act regulates the use of 
personal data and gives effect in UK law to the European Directive on Data Protection. 
The Act is concerned with "personal data", that is information about living, identifiable individuals. 
This need not be particularly sensitive information and can be as little as a name and address. The 
Act gives individuals (data subjects) certain rights. It also requires those who record and use 
personal information (data controllers) to be open about their use of that information and to follow 
sound and proper practices (the Data Protection Principles). Data controllers are those who control 
the purpose for which and the manner in which personal data is processed. Data subjects are the 
individuals to whom the personal data relate. The Information Commissioner is responsible for 
administering and enforcing the data protection principles. 
 
THE DATA PROTECTION PRINCIPLES 
 
The Parish Council is required to comply with the eight data protection principles, as set out below. 
 
1. Data must be obtained fairly and lawfully 

Information should be 'fairly processed' i.e. when information is collected from individuals the 
Parish Council will be honest and open about why it is wanted.  
 

2. Data must be held only for specific and lawful purposes and not processed in any matter 
incompatible with those purposes. 
The Parish Council must have a legitimate reason for processing the data and will explain (in 
most cases in writing) by giving the name of the Council as the Data Controller; how the 
information will be used and if or to whom the personal data will be given.  
 

3. Data must be relevant, adequate and not excessive for those purposes 
The Parish Council will monitor the quantities of data held and ensure that they hold neither too 
much nor too little and will hold only the data which is actually needed. 
 

4. Data must be accurate and where necessary kept up to date. 
The Parish Council will endeavour to ensure all personal data held is accurate. If advised that 
any part of the data is not, it will be verified and corrected. 
 

5. Data must not kept for longer than necessary 
Only in exceptional circumstances will data be kept indefinitely. In order to comply with this 
principle the Parish Council will have a system for the removal of different categories of data 
from its system after certain periods, for instance, when the information is no longer required for 
audit purposes. 
 

6. Data should be processed in accordance with the rights of data subjects under this Act 
Individuals will be informed, upon request, of all the information held about them. The Parish 
Council will not use any data for direct marketing purposes nor pass that information to any 
organisation for that purpose. 
 

7. Security precautions in place to prevent the loss, destruction or unauthorised disclosure 
of the data 
As data controllers, the Parish Council will ensure that they provide adequate security for data 
taking into account the nature of the data, and the harm to the data subject which could arise 
from disclosure or loss of the data. 

 
8. Personal data shall not be transferred to a country or territory outside the EEA unless 

that country or territory ensures an adequate level of protection for the rights and 
freedoms of data subjects in relation to the processing of personal data. 
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DUTIES AND RESPONSIBILITIES UNDER THE ACT 
 
Great Yeldham Parish Council is committed to full compliance with the Data Protection Act. It will 
follow procedures designed to provide that all elected members, employees, contractors, 
consultants, partners, or other servants or agents of the Parish Council (collectively referred to as 
"the data users") who have access to any personal data held by or on behalf of the Parish Council 
are fully aware of and abide by their duties and responsibilities under the Act. 
 
1. The Parish Council has nominated the Clerk to be responsible for co-ordinating all data 

protection issues, for ensuring that notification to the Information Commissioner is kept up-to-
date, for the receipt of subject access requests and the co-ordination of and compliance with 
the requirements of the Act when such requests are received.   
 

2. No personal data will be obtained, held or processed, for any purpose, without that purpose 
being notified to the Commissioner as required by the Act.  
 

3. All data will be processed fairly and lawfully, unless such processing falls to be exempt under 
section 29 of the Act (crime and taxation). In particular, form and document design will be kept 
under review, to ensure compliance with the data protection principles under the Act. 
 

4. All processing of personal data by the Parish Council will be subjected to a risk assessment, 
taking into account: 
a. The likelihood of a breach of the data protection system. 
b. The potential impact on the data subject, elected members, managers or staff. 
c. The level of controls in place with regard to the data together with the setting and testing of 

clear controls to minimise breaches of the Act. 
 

5. No disclosure of data is to be undertaken by any data user which breaches any of the 
provisions of the Act, as interpreted by the Parish Council, the Commissioner or the courts for 
the time being. 
 

6. All elected members are to be data users and as such will not be required to register as data 
processors in their own right, but will be part of the Councils registration. 
 

7. All data users are to be made aware of this policy and their duties and responsibilities under the 
Act. 
 

8. The Parish Council regards any unlawful breach of any provision of the Act by any employee as 
being a disciplinary matter. Any employee(s) who breach this policy will be dealt with under the 
disciplinary procedure which may result in dismissal for gross misconduct. 
 

9. The Council will maintain a Data Protection Policy which will be available on the Parish Council 
website. 
 

10. The Parish Council will undertake an annual review of all data protection systems and controls 
to ensure compliance with the Act, this policy and individual service data protection policies and 
codes of practice, including data security. 
 

11. All contractors, consultants, partner or other servants or agents of the Council must:  
a. Ensure that they and all of their staff who have access to personal data held or processed 

for or on behalf of the Parish Council are aware of this policy and are aware of their duties 
and responsibilities under the Act.  Any breach of any provision of the Act will be deemed 
as being a breach of any contract between the Parish Council and that individual, 
company, partner or firm. 
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b. Promptly, pass any subject access requests relating to the Council's business to the Clerk 
for the time being and provide that person with any information needed by them to comply 
with the subject access request. 

c. Allow data protection audits by the Parish Council of data held on its behalf.  
d. Indemnify the Parish Council against any prosecutions, claims, proceedings, actions or 

payments of compensation or damages, without limitation. 
 
12. In this policy document, the term "processing" means: 

a. Obtaining, recording or holding the information or data or carrying out any operation or set 
of operations on the information or data, including: 

b. Parish Council, adaptation or alteration of the information or data, Retrieval, consultation or 
use of the information or data, 

c. Disclosure of the information or data by transmission, dissemination or otherwise making 
available, 

d. Or alignment, combination, blocking, erasure or destruction of the information or data. And 
"processed" shall be construed accordingly. 
 

13. All data users will ensure that appropriate security measures are undertaken to safeguard 
personal data, commensurate with the nature of the data concerned. 

 
DEALING WITH SUBJECT ACCESS REQUESTS 
 
Requests: 

• must be made in writing or by email to the Parish Clerk  

• must include full name, address and contact telephone number 

• must include any information to identify or distinguish from someone of the same name 

• must include details of the specific information required and any relevant dates 
 
The Parish Council will respond to the request promptly and in any case within 40 days from the 
date of receipt, in accordance with the Act. If further information is required, the 40 days will 
commence from the date that further information is obtained. 
 
Under the Act, provision is made for the Parish Council to ask for a fee of not more than £10.00 and 
the 40 days does not begin until that fee has been paid.  
 
Information will be provided to the applicant in the manner requested and may be in the form of 
copy or summary, or the applicant may request to inspect the record.  Exemptions under the Act will 
be enforced. 
 
In response to a subject access request individuals are entitled to a copy of the information held 
about them, both on computer and as part of a relevant filing system. They also have the right to 
receive a description of why their information is processed, anyone it may be disclosed to, and any 
information available about the source of the data. 
 
If you have any specific enquiries about use of personal data, please contact the Parish Clerk. 


