Bagby and Balk Data Audit: May 2026
REMEMBER: Responsibility for compliance with GDPR is the council as data controller (Bagby and Balk Parish Council)– it is important that all councillors understand the provisions and application of GDPR to the personal data the council processes.
	Personal Data
	How processed 
	Processing necessary
	Lawful basis for processing 
	Security
Both organisation and technical:
	Action required?
Both organisation and technical:
	Notes:

	Councillors
	Used for administration of the council
	Yes
	Public task/
Legal obligation
	Paper records stored in filing cabinet in clerk’s office.
Electronic data stored on password protected laptop
	Privacy notice issued to Cllrs.
	Privacy notice issued May 2025

	Cllr Register of interests 
	Stored and displayed on website
	Yes 
	Legal obligation
Localism 2011
	Paper records stored in filing cabinet in clerk’s office.
Website GDPR compliant 
Stored on password protected council laptop
	Check that website provider is GDPR compliant

May 2025
	GoDaddy is fully compliant with GDPR. Here you can read GoDaddy’s privacy policy, including information on what data we store and what it is used for.
In addition to this, all GoDaddy staff members are trained on data protection issues.


	Employees
	Stored and used to administer employment contract (appraisals, etc) and payroll
	Yes
	Contractual necessity 
	Paper records stored in filing cabinet in clerk’s office.
Electronic records stored on password protected council laptop
	Privacy notice issued to employee
	Re-Issued to the Clerk May 2025

	
	Shared with HMRC and pension provider if necessary 
	Yes
	Legal obligation
	Electronic records stored on password protected council laptop
	Privacy notice issued to employees
	Re-Issued to the Clerk May 2025

	Planning applications 
	Received from 
HDC
	Yes
	Public task as statutory consultees
	Information only used for council to consider application – personal data not utilised as irrelevant in the planning process.

Ongoing issues with a particular planning matter to be retained until matter considered complete.
	Ensure Cllrs DO NOT forward this information outside the council; ensure Cllrs who print this information dispose of this information securely or hand it to Clerk
	Councillors reminded in May 2025

	Correspondence/
public
	Received via e-mail and paper
	Yes
	Legitimate Interests – assuming correspondence is associated with Council business
	Personal data only used to respond to correspondence – then deleted
	Ensure Cllrs DO NOT forward this information outside the council and delete from INBOX once a response has been provided

Privacy notice on responding e-mail footer
	Include this action point in document retention/disposal policy





	Correspondence /HDC
	Received via e-mail and paper
	Yes
	Legitimate Interests– assuming correspondence is associated with Council business
	Personal data only used to respond to correspondence – then deleted in line with BBPC disposal and retention policy.
	Ensure Clerk only forwards information relating to public task – avoid forwarding personal data
	Councillors reminded May 2025

	Contractors:
· YLCA
· Grass Cutting
· CPRE
· HDC

	Received via e-mail and paper
	Yes
	Contractual necessity.
	Paper stored in filing cabinet in clerk’s office.
Stored on password protected laptop
	Privacy notice on responding e-mail footer
	

	Grant applications 
	Received – paper and electronic
	Yes
	Public task – GPPR

	Paper stored in filing cabinet in clerk’s office.
Stored on password protected laptop
	Consent form required to be completed by all those applying for grant funding.
	



