HINSTOCK PARISH COUNCIL GDPR DATA MAP
Adopted by HPC on 4TH FEBRUARY 2026
	Council contact details as Data Controller/Processor
	
	Data Protection Officer 

	Contact name: Melanie Joyce
Email:clerk@hinstock-pc.gov.uk
Telephone: 01948 841945
	
	Section 7(3) of the DPA 2018 states that Parish Councils are not public authorities of the purposes of GDPR.  Therefore, ERPC does not need to appoint a Data Protection Officer. The Council must ensure it has sufficient staff and resources to discharge its obligations under GDPR



	INFORMATION TYPE
	WHAT PERSONAL INFORMATION (DATA) IS COLLECTED
	CATEGORY OF INDIVIDUAL
	WHERE DOES THE DATA GO
	WHERE AND HOW IS IT STORED
	WHAT SECURITY MEASURES ARE USED
	WHY DO YOU NEED THE DATA/PROCESSING PURPOSE
	LEGAL BASIS FOR PROCESSING
	HOW LONG DO YOU RETAIN THE DATA FOR

	Information in
	
	
	
	
	
	
	
	

	Email in
	Email address, person’s name and possibly phone number 
	Resident/councillor/employee/contractor
	To the intended recipient/council meeting
	Email server/hard drive/hard copy in filing cabinet 
	Password/encryption
	Management
	Public interest/legal obligation/contract
	As long as necessary 

	Phone message
	Person’s name and phone number
	Resident/Councillor/employee/contractor
	To the intended recipient
	Telephone system/written note
	None
	Management
	Public interest/contract/legal obligation
	Until actioned

	Phone call
	Person’s name, phone number, and possibly email address, address for follow up
	Resident/Councillor/employee/contractor
	To recipient
	N/A
	None
	Management
	Public interest/contract/legal obligation
	Until actioned

	Invoices
	Person’s name, email address, address, bank details
	Contractor
	To recipient and council meeting
	Filing cabinet/email system/hard drive/Scribe
	Laptop password protected/filing cabinet in secure premises
	Sales
	Contract/legal obligation/public interest
	6 years

	Newsletters
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A

	Residents’ letters/emails
	Names, addresses, telephone no and email
	Resident
	To recipient and council meeting
	Filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Unrequested queries/complaints
	Public interest/legal obligation
	Until actioned

	Councillors’ acceptance of office forms
	Name
	Councillor
	To Clerk
	Filing cabinet
	Secure premises
	Legal requirement
	Legal obligation
	As long as necessary

	Councillor’s register of interests
	Name, address
	Councillor
	To Clerk 
	Filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Legal requirement
	Legal obligation
	Term of office

	Councillors’ contact details
	Names, addresses, email, telephone numbers
(only gov.uk email addresses are displayed publicly)
	Councillors
	To Clerk/Shropshire Council
	Hard copy in filing cabinet/hard drive/ermail server/website/
newsletters (gov.uk address only)
	Laptop password, protected, encryption
	Legal requirement
	Legal obligation
	Term of office

	Email service of agenda consent
	Name, email address
	Councillor
	To Clerk
	Hard copyin filing cabinet/hard drive
	Laptop password protected/filing cabinet in secure premises
	Legal requirement
	Legal obligation
	Term of office

	Burials register
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A

	Exclusive rights of Burial
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A

	Planning applications
	Name, address
	Resident/Agent
	To Clerk, Council
	Hard drive/Website
	Laptop password protected/filing cabinet in secure premises
	Consultation
	Public interest
	Until completed

	Photographs
	Name, address
	Resident/councillor/employee/contractor
	Website/archive/social media
	Hard drive/website
	Laptop password protected/filing cabinet in secure premises
	Public record
	Consent
	As long as necessary

	Electoral Roll
	Names, addresses
	Residents
	To Clerk
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Public record/management
	Management
	1 year

	Lease agreements
	Name, address, telephone number
	Residents/Contractors
	To Clerk/Council/Solicitor
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Management
	Contract
	12 years

	Contractors’ insurance documents
	Name, address, telephone number
	Contractor
	To Clerk
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Management
	Contract
	6 years

	Contractors’ quotes & tenders
	Name, address, telephone number, email, bank details
	Contractor
	Clerk/Council
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Management
	Audit
	Unsuccessful tenders: 2 yrs
Successful tenders: 6 yrs + current

	Litigation
	Name, address, telephone number, email, Solicitor’s details
	Litigant
	Clerk/Council/
Council’s Solicitor
	Hard drive/filing cabinet/email server
	Laptop password protected/filing cabinet in secure premises/encryption
	Management
	Legal obligation
	6 years after folder closure

	Grant applications to Council
	Name, address, telephone number, email, bank details
	Local organisations
	To Clerk/Council
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Management
	Public interest
	3 years

	Grant applicants’ accounts
	Name, address, telephone number, email, bank details
	Local organisations
	To Clerk/Council
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Financial
	Public interest
	3 years

	Consent forms
	Name, address, telephone number, email
	Resident/Contractor/Councillor
	To Clerk
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Management
	Contract
	6 years

	Consent forms for persons under 13
	Name, address, telephone number, email
	Resident (consent obtained from parent/guardian)
	To Clerk
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Management
	Contract
	6 years

	Communications with third parties
	Receipt of newsletters, meeting minutes, advice notices etc
	Unitary Council, Health organisations, Government bodies, HMRC, Charities, County Associations, village organisations, Town & Parish Councils, 
	Clerk/Council/Social media/website/noticeboards
	Website/social media/email server
	None
	Public record
	Public interest & consent from source
	As long as necessary

	Emergency plan contacts
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A

	Allotment tenancy agreement forms/register/plans
	Name, address, email 
	Resident
	To Clerk 
	Filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Legal requirement
	Legal obligation
	Term of agreement

	Allotment land owner details
	Name, address
	Landowner
	To Clerk
	Filing cabinet
	Secure premises
	Legal requirement
	Legal requirement
	As long as necessary

	Hall hirer’s details
	Name, address, email
	Resident, village organisation, sports groups, companies
	To Clerk
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Management
	Contract
	6 years

	Information out 

	Email out
	Email address, name
	Resident/contractor/Cllr/
Employee/Volunteer
	To intended recipient
	Email
	Laptop password
	Mangement
	Conract/legal obligation/consent
	As long as necessary

	Invoices sent hard copy
	Name and address
	Contractor
	To intended recipient
	Email
	Filing cabinet in secure premises
	Contract
	Contract/legal obligation/consent
	As long as necessary

	Invoice sent via email
	Email address/person’s name
	Contractor
	To intended recipient
	Hard drive/filing cabinet
	Filing cabinet in secure premises/email server password protected
	Contract
	 Contract
	As long as necessary

	Newsletters
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	As long as necessary

	Council contact details
	Email address, person’s name, address
	Residents/Contractors
	Resident/Contractors
	Hard drive/website
	Laptop password protected/filing cabinet in secure premises
	Management
	Contract
	As long as necessary

	Minutes
	Names
	Councillors’/website/
noticeboard
	Councillors/residents/website/
noticeboards
	Email/hard drive/filing cabinet/website
	Laptop password protected/filing cabinet in secure premises
	Legal requirement
	Public interest
	Indefinitely

	Councillors’ register of interests
	Name, address
	Councillor
	To Electoral Officer
	Filing cabinet/hard drive/website
	Laptop password protected/filing cabinet in secure premises
	Legal requirement
	Legal Obligation
	Term of office

	Emergency Plan contacts
	N/A
	N/A
	N/A
	N/A
	Laptop password protected/filing cabinet in secure premises
	N/A
	N/A
	N/A

	Lease agreements

	Names and addresses
	Tenants
	To recipient
	Filing cabinet/hard drive/email
	Laptop password protected/filing cabinet in secure premises
	Financial
	Financial
	12 years

	Bank mandate
	Names, addresses, signatures, DOB, bank details (PC)
	Clerk/bank
	To relevant banks
	Bank
	Laptop password protected/filing cabinet in secure premises
	Financial/
manangement
	Financial
	Destroyed once issued to bank

	Grant request
	Emali address, person’s name, address, bank details
	Clerk
	To grant provider
	Hard drive/email/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Financial/ management
	Contract/public interest
	3 years

	Accident book
	Name, address
	Cllr, Clerk, resident, contractor, volunteer
	Council/insurer
	Hard copy
	Laptop password protected/filing cabinet in secure premises
	Health & safety
	Legal obligation
	3 years

	Volunteer policies
(none at present)
	Name
	Cllr, Clerk, volunteer
	Clerk/Chairman/
Volunteer
	Email/website/
hard copy/hard drive
	Laptop password protected/filing cabinet in secure premises
	Management/ health & safety
	Contract
	Until reviewed

	Employment information 

	Staff appraisal
	Name
	Clerk
	Clerk/Chairman/
staffing committee
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Contract
	Contact
	3 years after employee leaves

	Staff payroll
	Name, address, DOB, CV, bank details, NI number
	Clerk
	Council/HMRC/
Pensions regulator/Pension provider
	Hard drive/filing cabinet
	Laptop password protected/filing cabinet in secure premises
	Management for contract of employment/financial
	Legal obligation
	Personnel records: 3 years after employee leaves
HMRC wages: 6 years
Pension: 12 years

	Job applications/CVs
(none at present)
	Name, address, telephone number, email
	Applicants
	Clerk/Council
	Hard drive/filing cabinet/email server
	Laptop password protected/filing cabinet in secure premises 
	To appoint new staff
	Management
	For duration of recruitment process

	Staff contract
(none at present)
	Name, address
	Clerk
	Clerk/Chairman/staffing committee
	Hard drive/filing cabinet/email server
	Laptop password protected/filing cabinet in secure premises 
	To appoint new staff
	Management
	Personnel records: 3 years after employee leaves




