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ELSTEAD PARISH COUNCIL
   
Data Audit

Adopted: March 2026
Review: March 2027

	Data Item
	Data Type
	Whose Data
	How Data is Used
	Lawful Basis
	How/When is Data Collected
	How is Data Stored
	Retention Time
	Who is Data Shared With

	Employee Details
	Name, Address 
Telephone number 
Email Address

	The clerk

	Employment
	Legal obligation
	During recruitment directly from staff
	On computer, external hard drive 
	6 years post employment
	Maxwells (payroll provider)
HMRC, pension provider

	Elected / co-opted Members 
	Name, Address 
Telephone number 
Email Address, pecuniary interests

	Councillors Borough and County Councillors
	Public record
	Legal obligation
	During election, co-option
	On computer, external hard drive 
	Until no longer serving as a councillor
	Website, noticeboard

	PC Agendas and Minutes
	Name, Roles and opinions
	Councillors
Members of the Public
	Public record
	Legal obligation
	During meetings / submissions
	On computer, external hard drive, public folder, website 
	Indefinite
	Public via PC website

	Planning Minutes
	Name, address, opinions 
	Residents
The council as a collective
	Public record
	Public Task
	During meetings / submissions
	On computer, external hard drive, public folder, website 
	Indefinite
	Public via PC and local authority website

	Public correspondence
	Name, address, phone number
	Residents

	Responding to queries
	Interest
	Emails / letters / Messages
	On computer
	I year
	Councillors if needed

	Electoral Register
	Name, address,
	Residents

	Public record
	Lawful
	Provided in full annually with monthly updates 
	On password protected file from local authority
	1 year
	Councillors if needed

	Cemetery Register of Burials
	Names, Addresses, death dob
	Members of the public
	Public record
	Lawful
	Directly from next of kin, from vicar, from funeral directors
	On computer, external hard drive, public folder, website
	Indefinite
	Councillors if needed, Vicar, Funeral Directors

	Invoice, Receipts
Expenses
	Name, address, phone number
Payment details
	Clerk, councillors, residents contractors
	Making and receiving payments
	Legitimate interest
	Directly from contractor or supplier
	On computer and printed out and stored in finance folder
	6 years
	Councillors for approval, auditors (internal and external)

	Parish Council Land User Groups 
	Name, address, phone number
email
	Key village clubs and organisations
	Invoicing or contacting about the PC land they use
	Legitimate interest
	Directly from user groups
	On computer and occasionally in minutes / invoices 
	Until user groups change representatives
	Councillors if needed






Data held externally

	Data Item
	Company
	Data Type
	Whose Data
	DPA in place

	Payroll provider 
	Maxwell & Co 
	Employee information
	The clerk
	TBC

	HMRC
	HMRC
	Employee / Tax
	The clerk
	TBC

	Pension provider 
	Surrey CC 
	Pension
	The clerk
	TBC

	Accounting Package
	Scribe Starboard Systems
	Invoice / expenditure management
	The clerk, Suppliers Contractors
	TBC

	Internal Auditor
	Maxwell & Co
	Internal audit of council governance and financial
	Payroll, personnel, financial records and minutes
	TBC

	External Auditor
	PKF Littlejohn
	External audit
	Audit data shared with the appointed external auditor
	TBC

	Website host
	GoDaddy
	Hosts website
	Public documents, financial information, cllrs info and pecuniary details
	TBC

	Email Provider
	GoDaddy
	Manages email
	cllrs/clerk details and council correspondence
	TBC

	Bank
	Lloyds, Co-op
	Financial banking records
	Bank accounts, transaction history,  cllrs/clerk names, email, phone
	TBC

	Borough Council
	Waverley BC
	Planning, governance questions
	cllrs/clerk details names, email, phone
	TBC

	County Council
	Surrey CC
	Highways, 
	cllrs/clerk details names, email, phone
	TBC

	Contractors
	Various
	Works invoice/expenditure
	cllrs/clerk details names, email, phone
	TBC



Security
Back ups onto a hard drive.
Password protected email accounts
Archived paper files stored in a locked cupboard offsite
Anti virus and firewall protection on computers
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