Data Map/Record of Data Processing Activity (ROPA) to comply with General Data Protection Regulations

Council contact details

Contact name: Alison Benson

Contact address: Rookery Lodge, Preston Deanery, Northampton, NN7 2DY
Contact phone number: 07464 429630

Contact email: clerk@hackletonparishcouncil.gov.uk

DPO contact details

Contact name:

Contact address:
Contact phone number:
Contact email:

Northants CALC
PO Box 7936, Brackley, NN13 9BY

dpo@northantscalc.com

COLUMN A COLUMN B COLUMN C COLUMN D

COLUMN E

COLUMN F

COLUMN G COLUMN H

COLUMN I

Where does the
data go?

Information
type

What personal information
(data) is collected?

Category of
individual

Where and how is
the data stored?

What security measures
do you use?

Lawful basis
for processing

Why do you need the
data? Processing purpose

How long do you
retain the data? (See also our
Privacy Notice & Records
Retention Policy)

Information in

Email address, persons name | Resident/councillor/employee/con To the intended

Public interest/legal

Email in Email server/hard drive/hard co| Password/encryption Management As long as necessar
and possibly phone number tractor recipient/council meeting / f 2 4 o E obligation/contract & v
P d ph Resident, ill | Public interest, tract/legal
Phone message S HETMIS LR (oS ity e By To the intended recipient Telephone system/written note None Management ubliein eref /c?n S Until actioned
number tractor obligation
(RS WETIS, (e [iber Resident/councillor/employee/con Public interest/legal
Phone call and possibily email address for ploy To recipient N/A None Management L i Until actioned
tractor obligation/contract
follow up
Invoices Persons name, email aqdress, — To recipient aer to council Filing cabinet/erpail system/hard PessuE ey Sales A Céntract/{egal By
address, bank details meeting drive obligation/public interest
T ipient and t il | Fili binet, il system/hard
Newsletters Resident/contractor lEeAE arT 0 cound! A Celelln= /erTma| SPREAET Password/encryption/Key Management Contract/public interest as required
meeting drive
T ipient and t il | Fili inet, il system/hard Legal obligati li
Residents letters Resident o recipien an' © cound lnelcable /erT1a| FEmliEn Password/encryption/Key €ga OI? i as required
meeting drive interest
C ill t Fili binet, il system/hard
ound OITS acceptance Name Councillor To clerk fing cabine /erf]al SREliEn Password/encryption/Key Legal requirement Legal obligation Term of office
of office forms drive
C ill ister of Fili binet/hard
ounC|A R LR Name, address Councillor To clerk I, T ety alt Password/encryption/Key Legal requirement Legal obligation Term of office
interests drive/cloud/website
Email service of agenda . . . . - .
. 8 Name, email address Councillor To clerk Hard copy/hard drive/cloud Legal requirement Legal obligation Term of office
consen
Planning applications Name, address Resident To clerk, council Filing cabinet/hard drive/cloud Public interest as required
Photographs Name, address Website/newsletter/archive Hard drive/cloud/filing cabinet Consent as required
Contractors i N dd teleph
ontractors nsurance EIRIZ) ERRIEES USRIl To clerk Hard drive/cloud/filing cabinet Password/encryption/Key 6 years
documents number
Grant applications to Name, address, telephone . . . - . . . . L
R N . b N Resident To clerk, council Hard drive/cloud/filing cabinet Password/encryption/Key Management/Financial Public interest 3 years
the council number, email, bank details
Name, address, telephone . . - . . - .
Cemetery Records b Resident To clerk Hard drive/cloud/filing cabinet Password/encryption/Key Management/legal Legal obligation Indefinately
number
Name, address, telephone . - . . .
Consent forms i To clerk Hard drive/cloud/filing cabinet Password/encryption/Key Management as required
number, email
Name, address, telephone . . . s .
Leases b i Resident To clerk Hard copy/hard drive/cloud Password/encryption/Key Management/legal Legal obligation as required
number, emai
Name, address, telephone . - . . .
Record of consents ‘p To clerk Hard drive/cloud/filing cabinet Password/encryption/Key Management as required
number, email
N dd! teleph
Emergence contacts Elul5 res;’ e To clerk, council Hard drive/cloud/filing cabinet Password/encryption/Key Health and Safety Legal obligation as required
number
. Name, address, telephone . . . - . .
Accident book To clerk, chairman Password/encryption/Key Legal requirement Legal obligation indefinately

number
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Hard drive/cloud/filing

Training requests Name Clerk/councillor To clerk, council i g Password/encryption/Key Management Legal obligation as required
cabinet/email
Information out
. . . - . Contract/legal
Email out Email address, persons name To intended recipients Email o
obligation/consent
Invoices sent hard copy Name and address To intended recipients Hard drive/filing cabinet/cloud Management Contract
Email/hard drive/fili
Invoices sent via email | Email address, persons name To intended recipients el ?r heilue Contract
cabinet/cloud
Email add . -
Newsletters AR Residents To intended recipients Consent
address
Council contact details To Northants CALC Contract
Minutes To councillors, website Legal requirement Public interest
C ill ister of Fili binet/hard
ounC|' IS RELfRIdcr @ Name, address Councillor To Electoral Officer |< Elnet] ar' Legal requirement Legal obligation
interests drive/cloud/website
Bank mandate To relevant banks Financial/management
Email address, persons name, . Hard drive/filing . . -
Grant request . Clerk To grant provider ) ) Financial/management Contract/public interest
address, bank details cabinet/cloud/email
R
ecord'ongrant To council
submissions
. Clerk, councillor, resident, s . -
Accident book Name, address To council/insurers Hard copy/email Health and Safety Legal obligation
contractor
Email add
Training requests AR To training provider Hard drive/filing cabinet/cloud
address
Employment information
Name, address, NI number, HMRC/payroll . Fassword/encryptlon/Key/SLA . . -
Payroll . Clerk . | . Hard drive with payroll provider & providers Financial Legal obligation 3 years
bank details provider/pension provider . L
privacy notice in place
Clerk/chairman/staffin - X . .
Employment Contracts Name, address Clerk Y ‘tt/ J Filing cabinet/hard drive Password/encryption/Key Contract Contract As long as necessary
committee
Clerk/chai taffi
Staff Appraisals Name Clerk S alrmir;/s artng Filing cabinet/hard drive Password/encryption/Key Contract Contract 6 years
committee

We provide training so that our staff understand the need to consider a DPIA at the early stages of any plan involving personal data.

We understand the types of processing that require a DPIA, and use the screening checklist to identify the need for a DPIA, where necessary.

Any data breaches are recorded in our Data Breach Policy and reported to the ICO if required
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