Audit Questionnaire

Glossary

Wodd’kmyhfmmoﬁmwomoivhgporsonwfidwcmidonlllymem.ﬂisisnotjmt
someone'snaneondoddasbulawmormoﬁonMid\comdenﬁfme(GeCWahd»
wcity).raempbaptmmberoretndodmuspenonddalo, Any other contac!
information or a person's employment history, or credit history are all personal data.

“Data controller” is the person or organisation who determines the how and what of data
processing.

'Ddaum'khepemnaﬁmihaiprooessesﬂwdahmbeholfofﬁeconﬂow.
"Ddowbhd'isﬂwpecsonoboutmnpersonoldatoispfocessod.

“Processing” personal dala means storing or deleting any personal data on a computer,
database or some manual files (e.g. HR, allotment tenancy files or invoices with contractor
payment details). The word ‘processing’ also covers selecting a name for a mailing list, or
reading it off a screen during a call. It includes transferring and altering data. iIndeed, practi-
cally anything done to personal data corstitutes processing.

w.mm«spodchdquM'aeanydmefolowhg
types of personal data about a dala subject: racial or ethnic origin; political opinions; religious
beliefs: frade union membership: physical or mental health or condition; sexual life or oriento-
tion; genefic data; and biometric data.

1. Person completing questionnaire
a)Belinda Bulsing
b) Joint interim acting clerk,

| c) 01473 890234,
d) pari
Data Controller.
Pettaugh Parish Council
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COMMUNICATING PERSONAL DATA



.

This section relates to communications with councillors, staff ond local
residents (including maiing lists) general public.

a) What type of personal data does the councll keep?

Email addresses, telephone numbers, addresses.

b) Where does the councll get the personal data from?

Mid Suffolk & Babergh District Council, Suffolk County Council, SALC,
Community Action Suffok, PPC Pettaugh, contractors, HMRC, Suffolk
Constabulary, Charities,

c) Why does the council collect or process the data - what does the
councll do with the personal data?

In order to perform its statutory and reguiatory duties. It uses the datain
order to perform its statutory and regulatory duties as a Parish Council.
d) Who does the council disclose personal data to?

Councillors, the public, website adminisirator, SALC, Mid-Suffolk &
Babergh District Councll, Community Action Suffolk.
o)DoMooounclapaHumoMgu*Mscoddnpomnddda?
Rarely.
I)Dooﬂhccmlmnndpmooddahovmondlwwhmto
and to which organisation? This might include overseas companies
providing database or emall services.

Not knowingly.
n)DonmocmﬂcMmymww\dddo?
No.

Sl.lm COMPANIES. AND ON;E! ORGANISATIONS ;HE COUNCIL
CONTRACTS WITH

' About individuals or representatives of organisations which supply us with

services such as for councll repairs, or with whom we are in contact

a) Who does the councll keep personal data about?

Suppliers of VAS Equipment, website storage, agents for insurance.
b)wl\dtypodpusocuddodo“ﬂncounclmp?

Name, contact detais, emal addresses.

c) Where does the council get the data from?

E.g. the individuals, suppliers.

d) Why does the councll collect or process the data?

Supply of services and goods which enabie the Parish Councd to perform
its duties as o Parish Council.

| GBC!RAI. QU!SIIONSAIOIII’PWV ”DAI’A

a) How does the counci store the personal data collected?

Paper and electronic form.

b) Does the council take any steps fo prevent unauthorised use of or -
occess to personal data or against accidental loss, destruction or
damage? Documents are stored securely. Becironic data has 1]
securify reviewed. No remote access fo Parish PC. Parish PC restricted
to use in one property only.

c) How does the council manage access to data — whal & the process
involved in giving access 1o staff or councillorns? Access limited 1o
Parish clerks.



. .o) Doawprooedwesexsifaegoomdhg,dele'ngmsmm
i personal data? If so, please provide details.
F 'b) Data retention and disposal policy. Privacy nofice. |

; Iol Who has access o / s provided with the personal data (internally and | l
| externally)?
% b) Access to; Parish Clerks. Provided with personal data; Councilors,
| SALC, public (via website), '
'¢) s there an authorisation procedure for accessing personal data? If so,
please provide detaik. Password guarded on Parish PC, website open
o public on intemet.

Does"\ecwxcipmv-deocopyofdeﬂsthgpdvocynohces?ks

! |501a<zmecounclllsmo hosmypecsonddatavmchwos

|gathe¢edfo¢onepuposebeenusedfamottmwpose(eg.
. iconmnlcah\gcmmimws?)ho pleosepwwdedelds. Not aware.

| 2 SRS A S
| Does the council have any policies, processes or procedures 10 check
ﬂwocaxocyofpersonddafa?DofoProlecﬂonCocmimcoOfﬁoer

o) hthoevmtofodatasenmybmod\occumdoesmm\cl
have in place processes or procedures 1o be folowed? Yes.
b) Wmihese??oicytocdedugwﬂhbalo&eod\.

a) Wsomeoneomfaocopyofpecsonddototmnheoomciholds
about them, l.e, they make a 'subject access requast’, is there
procedure for handiing such a request? Yes.

b) Ismispfocedxecorﬂomednowmtendocurmi?us

Doesihoowudlhaveanmemdrocordofihecormtsvﬂchm
; council has relied upon for processing activities? e.g. to send councll |
| mwslonefstoresodents.Yes. |

Arecoohesusodonouroou\cilwebsie?No ;
Does the councl provide information about the cookies used and :
why they are used? N/A |
‘c) Does the councl keep a record of the consents provided by users to

the cookies? N/A. |
'd) Doesthooomclolowmcﬁvmtomﬁsetogvemem’wes !

‘go

Doestheomxx:lhovewebstep‘tvocynohoesa\dpﬁvocypolcies?h&

the NALC GDPR Tookit.

b) What does the training involve. See above. J
—T———— e — —— —
a) Doesanyonehmecomdhovetamomtyforwvlm\gpmond 1
data for relevance, accuracy and keeping it up to date? Yes.
b) lfso,howrewloﬂyorameseocﬁvihacanedoul?Onm

i 'a) What does the council do about archiving, refention or delefion of |

- * personal data? Data retenfion and Disposal policy. |
’b] How long Is personal data kept before being destroyed or archived? | '
| See Data Retention and Disposal policy. i ,

<) Who authorises destruction and archiving? The chair. : ! !

|a) Whotdotaproiecﬁontmiri\gdostofftaceiva. Cou\cﬂloshovareod‘
i
|




