
Adopted 17 September 2026 

 
 

 
 

Rolvenden Parish Council 
 

Record of Processing Activities 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Adopted 17 September 2026 

Controller details 

Controller Rolvenden Parish Council 

Address 5 Artisan Road, Heacorn, TN27 9AZ 

Email clerk@rolvendenparishcouncil.gov.uk 

Telephone 07900 693572 

ICO registration ZB947259 

Representative of 
controller 

Louise Goldsmith, Clerk and Proper Officer (Responsible Financial Officer) 

Record maintained by The Clerk 

Frequency of review Annually, and whenever a new processing activity begins 

How to use and maintain this record 

Each processing activity has its own entry. An activity is a purpose for which the Council uses 

personal data, not a system or a filing cabinet.  

When something changes, the record changes with it. In practice the triggers are: 

•   a new service, project, event, system or supplier that involves personal data; 

•   a change of supplier, or a supplier changing where it stores data; 

•   a change in what is collected, who it is shared with, or how long it is kept; 

•   the introduction of any monitoring, surveillance or automated decision-making; 

•   a decision to stop an activity, in which case the entry is closed rather than deleted, with the date 

recorded. 

The Council must make this record available to the ICO on request. That is the practical test to apply 

when deciding whether an entry says enough: would it make sense to somebody who does not work 

for the Council. 

 Summary of processing activities 

Ref Processing activity Data subjects Lawful basis 

A1 Council and committee meeting 
administration 

Councillors, residents, 
speakers 

Legal obligation; public task 

A2 Correspondence, enquiries and 
service requests 

Residents, members of the 
public 

Public task 

A3 Complaints handling Complainants, those 
complained about 

Public task; legal obligation 

A4 Planning consultation and the 
Planning Tracker 

Residents, objectors, 
applicants 

Public task 

A5 Employment and payroll (the Clerk) Employees, former 
employees, applicants 

Contract; legal obligation 

A6 Recruitment Job applicants Legal obligation; public task 

A7 Councillor administration and 
registers of interests 

Councillors Legal obligation 



Adopted 17 September 2026 

Ref Processing activity Data subjects Lawful basis 

A8 Finance, accounts, procurement and 
audit 

Suppliers, contractors, 
grant recipients 

Legal obligation; contract 

A9 Grant applications Applicants, officers of local 
organisations 

Public task 

A10 Website, contact forms and Report a 
Problem 

Website visitors Public task; consent (non-
essential cookies) 

A11 Social media and community 
messaging 

Followers, commenters, 
group members 

Public task 

A12 Information rights requests (FOI, EIR, 
subject access) 

Requesters Legal obligation 

Processing activity records. 

A1. Council and committee meeting administration 

Purpose Convening and administering meetings of the Council, its committees and 
working groups; preparing and publishing agendas, reports and minutes; 
recording attendance, apologies and declarations of interest 

Categories of data 
subject 

Councillors; residents who speak or are named at meetings; members of the 
public who attend 

Categories of personal 
data 

Names; contact details; attendance records; declarations of interest; the 
substance of representations made; in some cases the personal circumstances 
a resident chooses to disclose in a public meeting 

Lawful basis Article 6(1)(c) legal obligation (Local Government Act 1972 Schedule 12; 
Openness of Local Government Bodies Regulations 2014); Article 6(1)(e) public 
task 

Special category data Not sought. May be disclosed unprompted by a speaker. Where it is, and the 
matter is recorded, Article 9(2)(g) substantial public interest with a Schedule 1 
Part 2 condition 

Recipients The public, through publication on the Council's website; Ashford Borough 
Council where relevant 

Retention Minutes and agendas permanently, as the Council's public record. Working 
papers two years 

Security measures Access restricted to the Clerk and authorised councillors; Council email 
accounts; cloud storage with access controls; confidential items minuted under 
exclusion of the public 

System or location Documents stored on icloud administered by Clerk 

A2. Correspondence, enquiries and service requests 

Purpose Receiving and responding to enquiries, reports and requests from residents and 
others, including through the Report a Problem page, the contact form, email, 
post and telephone 

Categories of data 
subject 

Residents; members of the public; representatives of local organisations 

Categories of personal 
data 

Name; postal address; email address; telephone number; the content of the 
correspondence, which may include details of a person's circumstances, 
property or neighbours 
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Lawful basis Article 6(1)(e) public task 

Special category data Not sought. Health or similar information is sometimes volunteered in 
correspondence. Where retained, Article 9(2)(g) with a Schedule 1 condition 

Recipients Kent County Council and Ashford Borough Council, where a matter is properly 
theirs; Kent Highways; the Community Warden; contractors engaged to carry out 
work 

Retention Disposed of when resolved unless the matter forms part of a longer-running 
issue 

Security measures Council email accounts; access limited to the Clerk and, where relevant, the 
councillor dealing with the matter 

A3. Complaints handling 

Purpose Receiving, investigating and responding to complaints about the Council, its 
services, its employee or the conduct of its members; and, from 19 June 2026, 
data protection complaints made to the Council directly 

Categories of data 
subject 

Complainants; employees, councillors or contractors who are the subject of a 
complaint; witnesses 

Categories of personal 
data 

Names; contact details; the substance of the complaint; investigation notes; 
correspondence; outcome 

Lawful basis Article 6(1)(e) public task; Article 6(1)(c) legal obligation for data protection 
complaints under section 164A DPA 2018 and for standards matters 

Special category data Possible, where a complaint concerns health, disability or discrimination. Article 
9(2)(g) substantial public interest; Schedule 1 Part 2 paragraph 6 (statutory and 
government purposes) 

Recipients Ashford Borough Council Monitoring Officer for member conduct complaints; the 
ICO; the Council's insurers and legal advisers where relevant 

Retention Six years from resolution 

Security measures Handled by the Clerk; papers restricted; considered in closed session where the 
complaint identifies an individual 

A4. Planning consultation and the Planning Tracker 

Purpose Consulting on and responding to planning applications; maintaining the 
published Planning Tracker; contributing to the Neighbourhood Plan and the 
Ashford Local Plan 

Categories of data 
subject 

Applicants; objectors and supporters; neighbours; residents responding to 
consultations 

Categories of personal 
data 

Names; addresses; the substance of representations, which frequently identify a 
property and may describe a dispute between neighbours 

Lawful basis Article 6(1)(e) public task, in the Council's role as statutory consultee 

Special category data Occasionally volunteered, for example where an objection relies on a health 
condition or a disability-related need. Article 9(2)(g) with a Schedule 1 condition 

Recipients Ashford Borough Council as local planning authority; the public, through the 
Council's minutes and Tracker 

Retention Until the application is determined, then two years. Neighbourhood Plan 
evidence retained permanently 

Security measures Website publication reviewed before upload so that representations are not 
published with more personal data than necessary 
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A5. Employment and payroll 

Purpose Employing and managing the Clerk; paying salary; administering pension, tax 
and statutory deductions; managing absence, performance, discipline and 
grievance; meeting health and safety and lone working obligations 

Categories of data 
subject 

The Clerk; any future employees; former employees 

Categories of personal 
data 

Name; address; date of birth; National Insurance number; bank details; salary 
and payslips; tax code; pension records; contract of employment; appraisal and 
training records; absence records; disciplinary and grievance records; 
emergency contact details; next of kin 

Lawful basis Article 6(1)(b) contract; Article 6(1)(c) legal obligation (tax, pensions, 
employment law); Article 6(1)(e) public task 

Special category data Health data (sickness absence, occupational health, adjustments); possibly 
trade union membership. Article 9(2)(b) employment, social security and social 
protection law; Schedule 1 Part 1 paragraph 1, which requires an Appropriate 
Policy Document 

Recipients Payroll provider; pension administrator; HMRC; occupational health if instructed; 
the Staffing Committee; the Council's HR or legal advisers if instructed 

Retention Six years after employment ends. Pension records for the period required by the 
scheme 

Security measures Restricted to the Clerk and the Staffing Committee; personnel files held 
separately from general records; encrypted devices;  

A6. Recruitment 

Purpose Advertising vacancies, receiving and assessing applications, interviewing, taking 
references and appointing 

Categories of data 
subject 

Job applicants; referees 

Categories of personal 
data 

Name; contact details; employment history; qualifications; references; interview 
notes; right to work documentation 

Lawful basis Article 6(1)(b) steps prior to entering a contract; Article 6(1)(c) legal obligation 
(right to work checks) 

Special category data Equal opportunities monitoring data and any adjustment requirements, if 
collected. Article 9(2)(b); Schedule 1 Part 1 paragraph 1 

Recipients Members of the appointing panel; referees 

Retention Six months after the decision for unsuccessful applicants, matching the 
discrimination claim limitation period. Successful applicant's records transfer into 
the personnel file 

Security measures Applications held by the Clerk or Chair of the Staffing Committee; not circulated 
more widely than the panel 

A7. Councillor administration and registers of interests 

Purpose Administering elections and co-options; maintaining the register of members' 
interests; publishing councillor contact details and responsibilities; administering 
the Code of Conduct; arranging training 

Categories of data 
subject 

Councillors; candidates; co-option applicants 
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Categories of personal 
data 

Name; Council email address; declarations of pecuniary and other interests; 
attendance records. 

Lawful basis Article 6(1)(c) legal obligation (Localism Act 2011 sections 29 to 34); Article 
6(1)(e) public task 

Recipients Ashford Borough Council, which publishes the register; the public, through the 
Council's website 

Retention For the term of office and six years thereafter 

Security measures Council email accounts issued to all councillors; published information limited to 
what the law requires 

A8. Finance, accounts, procurement and audit 

Purpose Maintaining the Council's accounts; paying suppliers and contractors; managing 
the precept; procurement; internal and external audit; publication of financial 
information and the AGAR 

Categories of data 
subject 

Suppliers; contractors; sole traders; grant recipients; the Clerk 

Categories of personal 
data 

Names; business and personal contact details; bank account details; invoices; 
payment records; contracts; quotations 

Lawful basis Article 6(1)(b) contract; Article 6(1)(c) legal obligation (Local Audit and 
Accountability Act 2014; Accounts and Audit Regulations 2015) 

Recipients Internal auditor; external auditor; the Council's bank; HMRC; the public, through 
published financial information and the exercise of public rights 

Retention Six years plus the current financial year 

Security measures Bank details restricted to the Clerk and RFO functions; dual authorisation for 
payments per Financial Regulations. 

A9. Grant applications 

Purpose Receiving, assessing and determining applications for grants under section 137 
of the Local Government Act 1972; monitoring the use of grant funding 

Categories of data 
subject 

Applicants; officers and trustees of applicant organisations; in some cases 
beneficiaries described in an application 

Categories of personal 
data 

Names; contact details; bank details of the recipient organisation; the content of 
the application, including descriptions of the activity funded 

Lawful basis Article 6(1)(e) public task 

Special category data Possible where an application describes beneficiaries by reference to health, 
disability, age or religious affiliation. Article 9(2)(g); Schedule 1 Part 2 

Recipients Full Council; the public, through minutes recording the award; auditors 

Retention Six years, as an audit trail for the use of public money 

A10. Website, contact forms and Report a Problem 

Purpose Operating the Council's website; receiving submissions through online forms; 
publishing Council information 

Categories of data 
subject 

Website visitors; people submitting forms 
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Categories of personal 
data 

Name; email address; message content; IP address; cookie and analytics data 

Lawful basis Article 6(1)(e) public task for responding to submissions; Article 6(1)(a) consent 
for non-essential cookies (PECR regulation 6) 

Processor Hugo Fox, website developer and host 

Retention Form submissions two years; server logs  

Transfers outside the UK Likely, through hosting, fonts, maps or analytics components. See section 5 

A11. Social media and community messaging 

Purpose Communicating with residents through the Council's social media presence and 
any messaging groups used for Council business 

Categories of data 
subject 

Followers; people who comment or send messages; members of any WhatsApp 
or similar group 

Categories of personal 
data 

Account names; profile information; comments and messages; telephone 
numbers where a messaging group is used 

Lawful basis Article 6(1)(e) public task 

Recipients The platform operator, which acts as a controller in its own right for the data it 
holds 

Retention Posts retained while relevant. Messages relating to Council business should be 
captured into the Council's records rather than left on the platform 

A12. Information rights requests 

Purpose Receiving and responding to requests under the Freedom of Information Act 
2000, the Environmental Information Regulations 2004 and the UK-GDPR, 
including subject access requests 

Categories of data 
subject 

Requesters; third parties whose data appears in the information requested 

Categories of personal 
data 

Name; contact details; the request and the Council's response; identification 
evidence where sought 

Lawful basis Article 6(1)(c) legal obligation 

Recipients The ICO, where a complaint or appeal is made 

Retention Three years from the response, or six years where the matter proceeds to 
appeal 

 

Transfers outside the United Kingdom 

The Council does not deliberately transfer personal data overseas. Transfers nonetheless occur 

through everyday technology, and Article 30(1)(e) requires them to be recorded. 

Where a transfer occurs, Chapter V UK-GDPR requires a valid mechanism: adequacy regulations, the 

International Data Transfer Agreement, or the UK Addendum to the EU Standard Contractual 

Clauses. The Data (Use and Access) Act 2025 replaced the previous test with a data protection test, 

which is somewhat more flexible, but the requirement to have a mechanism at all is unchanged. 
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Technical and organisational security measures 

Article 30(1)(g) asks for a general description. The following summarises measures across all 

activities; the detail sits in the Council's IT and AI Policy. 

•   Council email accounts issued to the Clerk and all councillors and required for Council business. 

•   Encryption of Council laptops, PCs and tablets. 

•   Password requirements and automatic screen locking on Council and personal devices used for 

Council business. 

•   Restrictions on removable media, and a prohibition on storing sensitive information on it. 

•   Cloud storage with access controls and backup, in preference to local storage. 

•   Secure disposal of confidential waste.  
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