
 

 

 

West Meon Parish Council 

Data Protection Policy 
 

1. Purpose 
West Meon Parish Council (“the Council”) is committed to protecting the privacy and rights of 
individuals in accordance with the Data Protection Act 2018 and the UK General Data Protection 
Regulation (UK GDPR). 

This policy explains how the Council collects, uses, stores and protects personal data. 

2. Scope 
This policy applies to: 

• Councillors 
• The Clerk and any employees 
• Contractors or volunteers handling Council data 

It applies to personal data held in both paper and electronic formats. 

3. Legal Framework 
The Council processes personal data in accordance with: 

• The Data Protection Act 2018 
• UK GDPR 
• Freedom of Information Act 2000 (where applicable) 

The Council is registered with the Information Commissioner’s Office (ICO) as a data controller. 

4. Data Protection Principles 
The Council shall ensure that personal data is: 



• Processed lawfully, fairly and transparently 
• Collected for specified, explicit and legitimate purposes 
• Adequate, relevant and limited to what is necessary 
• Accurate and kept up to date 
• Kept no longer than necessary 
• Processed securely to prevent unauthorised access, loss or damage 

5. Lawful Basis for Processing 
The Council processes personal data primarily under the following lawful bases: 

• Public task 
• Legal obligation 
• Contracts 

Consent will only be relied upon where appropriate and lawful to do so. 

6. Data Security 
The Council will: 

• Store paper records securely 
• Protect electronic data with passwords and appropriate security controls 
• Restrict access to authorised individuals only 

Ensure confidential information is not disclosed without lawful justification 

Data will be securely destroyed when no longer required in accordance with the Council’s Data 
Retention Policy. 

7. Subject Access Requests 
Individuals have the right to access their personal data. 

Requests will: 

• Be responded to within one month of receipt 
• Be provided free of charge (unless manifestly unfounded or excessive) 
• Include a copy of personal data and relevant supplementary information 

The Council may request proof of identity before releasing data. 

8. Data Sharing and Disclosure 
Personal data will only be shared: 



• Where required by law 
• Where necessary to carry out Council duties 
• With appropriate safeguards in place 

Councillors may access personal data only where necessary to carry out their role and must treat 
such data as confidential. 

9. Confidentiality 
Councillors and staff must not disclose personal or confidential information without lawful authority. 

10. Data Breaches 
The Council will: 

• Record all personal data breaches 
• Report notifiable breaches to the ICO within statutory timescales 
• Inform affected individuals where required 

11. Review 
This policy will be reviewed at least every three years or earlier if legislation changes. 

12. Revision History 
Adopted: Reviewed: Amendments 
1st May 2018   
 3rd March 2026 

(minutes ref:2603-10) 
Policy updated in line with 
current Data Protection 
standards. 

 


