
Hutton le  Hole Parish Council 
Policy for information sharing and data protection 
Local authority information sharing and data protection checklist 

The Data Protection Officer is      Sally Brown 

Hutton le Hole Parish Council (The Council) is registered with the ICO as required by the Data 

Protection Act 1998 

Under the Transparency Code for Smaller Councils contained within the powers under section 2 of 

the Local Government, Planning and Land Act 1980 (“the 1980 Act”), as amended by section 38 of 

the Local Audit and Accountability Act 2014, Hutton le Hole Parish Council is required to publish 

specific information to the public domain.  This information includes (the list not exhaustive); 

a. all items of expenditure above £100  
b. end of year accounts  
c. annual governance statement  
d. internal audit report  
e. list of councillor or member responsibilities  
f. the details of public land and building assets  
g. Minutes, agendas and meeting papers of formal meetings 
h. Statutory documents 

 

The information is available (unless Council have been informed otherwise giving the nature of the 

reason for temporary failure to publish) on the Council website or by request from the Clerk. 

Data is held by the Clerk in locked accommodation and where electronically received is protected by 

password and all WIFI equipment has secondary security protection.  

The council has a Data Publication protocol which is reviewed by Councillors annually or if changes in 

legislation occur. 

Information governance is covered by separate document which is updated and reviewed regularly.  

This document also contains the full privacy policy of the council where variation from current 

legislation allows. 

Freedom of Information requests should be notified in the first instance to the Proper Officer who 

will, respond in similar format to the request (ie if received by email – email response, by hand 

written letter – by hand written letter).  The request will be circulated to Council and reported within 

the correspondence section of the next meeting of Council.   

If the Proper Officer has the information immediately available and it is within the allowed definition 

of response as defined by the DPA 1998 (or subsequent regulation) the information can be 

presented by return as laid out within the Council publication scheme. 

Should an individual make a written request to the Council they are entitled to be told whether any 

personal data is being processed; given a description of the personal data, the reasons it is being 

processed, and whether it will be given to any other organisations or people; given a copy of the 

information comprising the data; and given details of the source of the data (where this is available).  



The Council does not make automated decisions except where legislation insist this occurs.  Third 

party applications must be supported by evidence of entitlement and must be passed by full Council.  

The Council will not process information relating to children or vulnerable adults without the express 

permission of the legal guardian.   

Information requests containing details of third parties the Council must ensure consent from the 

third party to make disclosure unless the request is pursuant to other lawful Act or EU Regulation. 

The Council adheres to the ICO “tens steps to handling subject access”. 

The Council regularly reviews the training given to Officers and Members to ensure knowledge in 

respect of “the Act” and subsequent regulation is kept up to date. 

Security 
 

The Council and Clerk are aware that personal information is securely held and if third party 

communication is made by telephone a request must be made in writing prior to the information 

being given within authorative guidelines. 

The default answer to telephonic request is NO. 

Confidential waste is disposed of securely either by cross shredding or fire. 

The Council is only allowed to collect personal information which is needed and within the 

information the individual can individually stipulate which information is made public or purely for 

internal use.  A tick is not a valid permission and information not required to be in the public domain 

must be validated by signature or initialled documentation. 

Information held on individuals will be regularly reviewed and out of date information will be 

destroyed according to data retention rules. 


