
• Where they are relevant to the services provided by a council, or where you provide 
them to us, we may process  information such as gender, age, marital status, 
nationality, education/work history, academic/professional qualifications, hobbies, 
family composition, and dependants; 

• Where you pay for activities such as use of a council hall, financial identifiers such as 
bank account numbers, payment card numbers, payment/transaction identifiers, 
policy numbers, and claim numbers; 

• In limited circumstances and where necessary the personal data we process may 
include sensitive or other special categories of personal data such as criminal 
convictions, racial or ethnic origin, mental and physical health, details of injuries, 
medication/treatment received, political beliefs, trade union affiliation, genetic data, 
biometric data, data concerning and sexual life or orientation. 

How we use sensitive personal data   

• We may process sensitive personal data including, as appropriate: 

­ information about your physical or mental health or condition in order to 
monitor sick leave and take decisions on your  fitness for work; 

­ your racial or ethnic origin or religious or similar information in order to 
monitor compliance with equal opportunities legislation; 

­ in order to comply with legal requirements and obligations to third parties. 

• These types of data are described in the GDPR and other legislation the UK General 
Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and other 
applicable data protection legislation as “Special categories of data” and require 
higher levels of protection. We need to have further justification for collecting, storing 
and using this type of personal data.  

• We may process special categories of personal data in the following circumstances: 

­ In limited circumstances, with your explicit written consent. 

­ Where we need to carry out our legal obligations. 

­ Where it is needed in the public interest. 

• Less commonly, we may process this type of personal data where it is needed in 
relation to legal claims or where it is needed to protect your interests (or someone 
else’s interests) and you are not capable of giving your consent, or where you have 
already made the information public.  

Do we need your consent to process your sensitive personal data? 

• In limited circumstances, we may approach you for your written consent to allow us 
to process certain sensitive personal data.  If we do so, we will provide you with full 
details of the personal data that we would like and the reason we need it, so that you 
can carefully consider whether you wish to consent.  

The council will comply with data protection law. This says that the personal data we 
hold about you must be: 

• Used lawfully, fairly and in a transparent way. 

• Collected only for valid purposes that we have clearly explained to you and not used 
in any way that is incompatible with those purposes. 

• Relevant to the purposes we have told you about and limited only to those purposes. 

• Accurate and kept up to date. 

• Kept only as long as necessary for the purposes we have told you about. 



• Kept and destroyed securely including ensuring that appropriate technical and 
security measures are in place to protect your personal data to protect personal data 
from loss, misuse, unauthorised access and disclosure. 

We use your personal data for some or all of the following purposes: 

• To deliver public services including to understand your needs to provide the services 
that you request and to understand what we can do for you and inform you of other 
relevant services; 

• To confirm your identity to provide some services; 

• To contact you by post, email, telephone or using social media (e.g., Facebook, 
Twitter, WhatsApp) - Where third-party platforms are used, their own privacy policies 
and terms will also apply; 

• To help us to build up a picture of how we are performing;  

• To prevent and detect fraud and corruption in the use of public funds and where 
necessary for the law enforcement functions; 

• To enable us to meet all legal and statutory obligations and powers including any 
delegated functions; 

• To carry out comprehensive safeguarding procedures (including due diligence and 
complaints handling) in accordance with best safeguarding practice from time to time 
with the aim of ensuring that all children and adults-at-risk are provided with safe 
environments and generally as necessary to protect individuals from harm or injury; 

• To promote the interests of the council;  

• To maintain our own accounts and records; 

• To seek your views, opinions  or comments; 

• To notify you of changes to our facilities, services, events and staff, councillors and 
other role holders;  

• To send you communications which you have requested and that may be of interest 
to you.  These may include information about campaigns, appeals, other new 
projects or initiatives; 

• To process relevant financial transactions including grants and payments for goods 
and services supplied to the council 

• To allow the statistical analysis of data so we can plan the provision of services. 
Our processing may also include the use of CCTV systems for the prevention and 
prosecution of crime.  

What is the legal basis for processing your personal data? 

The council processes personal data under one or more of the lawful bases set out in Article 
6 of the UK GDPR, including legal obligation, public task, contract and consent where 
applicable. 

Where special category data is processed, the council will also rely on an appropriate 
condition under Article 9 UK GDPR and Schedule 1 of the Data Protection Act 2018. 

The council is a public authority and has certain powers and obligations.  Most of your 
personal data is processed for compliance with a legal obligation which includes the 
discharge of the council’s statutory functions and powers.  Sometimes when exercising 
these powers or duties it is necessary to process personal data of residents or people using 
the council’s services.   We will always take into account your interests and rights.  This 
Privacy Notice sets out your rights and the council’s obligations to you. 

We may process personal data if it is necessary for the performance of a contract with you, 
or to take steps to enter into a contract.  An example of this would be processing your data in 
connection with the use of sports facilities, or the acceptance of an allotment garden tenancy 



Sometimes the use of your personal data requires your consent. We will first obtain your 
consent to that use. 

Sharing your personal data 

This section provides information about the third parties with whom the council may share 
your personal data.  These third parties have an obligation to put in place appropriate 
security measures and will be responsible to you directly for the manner in which they 
process and protect your personal data. It is likely that we will need to share your data with 
some or all of the following (but only where necessary): 

• The data controllers listed above under the heading “Other data controllers the 
council works with”; 

• Our agents, suppliers and contractors. For example, we may ask a commercial 
provider to publish or distribute newsletters on our behalf, or to maintain our 
database software; 

• On occasion, other local authorities or not for profit bodies with which we are carrying 
out joint ventures e.g. in relation to facilities or events for the community.  

How long do we keep your personal data? 

We will keep some records permanently if we are legally required to do so.  We may keep 
some other records for an extended period of time. For example, it is currently best practice 
to keep financial records for a minimum period of 6 8 years to support HMRC audits or 
provide tax information.  We may have legal obligations to retain some data in connection 
with our statutory obligations as a public authority.  The council is permitted to retain data in 
order to defend or pursue claims.  In some cases the law imposes a time limit for such 
claims (for example 3 years for personal injury claims or 6 years for contract claims).  We will 
retain some personal data for this purpose as long as we believe it is necessary to be able to 
defend or pursue a claim.  In general, we will endeavour to keep data only for as long as we 
need it.  This means that we will delete it when it is no longer needed.  Further details 
regarding retention periods can be found in the council’s Records Management Policy. 

Your rights and your personal data   

You have the following rights with respect to your personal data: 

When exercising any of the rights listed below, in order to process your request, we may 
need to verify your identity for your security.  In such cases we will need you to respond with 
proof of your identity before you can exercise these rights. 

1) The right to access personal data we hold on you 

• At any point you can contact us to request the personal data we hold on you as well 
as why we have that personal data, who has access to the personal data and where 
we obtained the personal data from.  Once we have received your request we will 
respond within one month.  

• There are no fees or charges for the first request but additional requests for the same 
personal data or requests which are manifestly unfounded or excessive may be 
subject to an administrative fee.  

2) The right to correct and update the personal data we hold on you 

• If the data we hold on you is out of date, incomplete or incorrect, you can inform us 
and your data will be updated.  

3) The right to have your personal data erased 



• If you feel that we should no longer be using your personal data or that we are 
unlawfully using your personal data, you can request that we erase the personal data 
we hold.  

• When we receive your request we will confirm whether the personal data has been 
deleted or the reason why it cannot be deleted (for example because we need it for 
to comply with a legal obligation).  

4) The right to object to processing of your personal data or to restrict it to 
certain purposes only 

• You have the right to request that we stop processing your personal data or ask us to 
restrict processing. Upon receiving the request we will contact you and let you know 
if we are able to comply or if we have a legal obligation to continue to process your 
data.  

5) The right to data portability 

• You have the right to request that we transfer some of your data to another controller. 
We will comply with your request, where it is feasible to do so, within one month of 
receiving your request. 

6) The right to withdraw your consent to the processing at any time for any 
processing of data to which consent was obtained 

• You can withdraw your consent easily by telephone, email, or by post (see Contact 
Details below). 

7) The right to lodge a complaint with the Information Commissioner’s Office.  

• You can contact the Information Commissioners Office on 0303 123 1113. or via 
email https://ico.org.uk/global/contact-us/email/ You have the right to lodge a 
complaint with the Information Commissioner’s Office (ICO). Further information can 
be found at Information Commissioner’s Office.  or at the Information Commissioner's 
Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF. 

Transfer of Data Abroad 

Any personal data transferred to countries or territories outside the European Economic 
Area (“EEA”)  will only be placed on systems complying with measures giving equivalent 
protection of personal rights either through international agreements or contracts approved 
by the European Union. [Our website is also accessible from overseas so on occasion some 
personal data (for example in a newsletter) may be accessed from overseas]. 

Any personal data transferred outside the United Kingdom will only be transferred where 
appropriate safeguards and lawful transfer mechanisms are in place in accordance with UK 
data protection legislation. 

Further processing 

If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, 
then we will provide you with a new notice explaining this new use prior to commencing the 
processing and setting out the relevant purposes and processing conditions.  Where and 
whenever necessary, we will seek your prior consent to the new processing. 

Changes to this notice 

We keep this Privacy Notice under regular review and we will place any updates on this web 
page www.cantleywithbrantonparish.co.uk  www.cantleywithbrantonparish.gov.uk 

Contact Details 

Please contact us if you have any questions about this Privacy Notice or the personal data 
we hold about you or to exercise all relevant rights, queries or complaints at: 

https://ico.org.uk/?utm_source=chatgpt.com
http://www.cantleywithbrantonparish.co.uk/


The Data Controller, Clerk to the Council.  

Email: cwbpc@outlook.com  clerk@cantleywithbrantonparish.gov.uk 

 

 

 

 
Dated: 21st May 2026 
Approved:  3rd June 2026 
To Be Reviewed: June 2028 

mailto:cwbpc@outlook.com


 

www.cantleywithbrantonparish.cogov.uk  

PRIVACY NOTICE 

For staff*, Councillors and Role Holders** 

 

*“Staff” means employees, workers, agency staff and those retained on a temporary or 

permanent basis 

**Includes, volunteers, contractors, agents, and other role holders within the council 

including former staff*and former councillors. This also includes applicants or candidates for 

any of these roles.  

Your personal data – what is it? 

“Personal data” is any information about a living individual which allows them to be identified 
from that data (for example a name, photograph, video, email address, or address). 
Identification can be directly using the data itself or by combining it with other information 
which helps to identify a living individual (e.g. a list of staff may contain personnel ID 
numbers rather than names but if you use a list a separate list of the ID numbers which give 
the corresponding names to identify the staff in the first list then the first list will also be 
treated as personal data). The processing of personal data is governed by legislation relating 
to personal data which applies in the United Kingdom including the General Data Protection 
Regulation (the “GDPR”) and other legislation the UK General Data Protection Regulation 
(UK GDPR), the Data Protection Act 2018 and other applicable data protection legislation 

relating to personal data and rights such as the Human Rights Act. 

Who are we?  

This Privacy Notice is provided to you by Cantley with Branton Parish Council which is the 
data controller for your data.  

The council works together with: 

• Other data controllers, such as local authorities, public authorities, central 
government and agencies such as HMRC and DVLA  

• Staff pension providers 

• Former and prospective employers 

• DBS services suppliers 

• Payroll services providers 

• Recruitment Agencies 

• Credit reference agencies 
 
We may need to share personal data we hold with them so that they can carry out their 
responsibilities to the council and our community. The organisations referred to above will 
sometimes be “joint data controllers”. This means we are all responsible to you for how we 
process your data where for example two or more data controllers are working together for a 

http://www.cantleywithbrantonparish.cogov.uk/


joint purpose. If there is no joint purpose or collaboration then the data controllers will be 
independent and will be individually responsible to you. 

The council will comply with data protection law. This says that the personal data we 
hold about you must be: 

• Used lawfully, fairly and in a transparent way. 

• Collected only for valid purposes that we have clearly explained to you and not used 
in any way that is incompatible with those purposes. 

• Relevant to the purposes we have told you about and limited only to those purposes. 

• Accurate and kept up to date. 

• Kept only as long as necessary for the purposes we have told you about. 

• Kept and destroyed securely including ensuring that appropriate technical and 
security measures are in place to protect your personal data to protect personal data 
from loss, misuse, unauthorised access and disclosure. 

What data do we process?  

• Names, titles, and aliases, photographs. 

• Start date / leaving date 

• Contact details such as telephone numbers, addresses, and email addresses. 

• Where they are relevant to our legal obligations, or where you provide them to us, we 
may process information such as gender, age, date of birth, marital status, 
nationality, education/work history, academic/professional qualifications, employment 
details, hobbies, family composition, and dependants. 

• Non-financial identifiers such as passport numbers, driving licence numbers, vehicle 
registration numbers, taxpayer identification numbers, staff identification numbers, 
tax reference codes, and national insurance numbers.  

• Financial identifiers such as bank account numbers, payment card numbers, 
payment/transaction identifiers, policy numbers, and claim numbers. 

• Financial information such as National Insurance number, pay and pay records, tax 
code, tax and benefits contributions, expenses claimed.  

• Other operational personal data created, obtained, or otherwise processed in the 
course of carrying out our activities, including but not limited to, CCTV footage, 
recordings of telephone conversations, IP addresses and website visit histories, logs 
of visitors, and logs of accidents, injuries and insurance claims. 

• Next of kin and emergency contact information  

• Recruitment information (including copies of right to work documentation, references 
and other information included in a CV or cover letter or as part of the application 
process and referral source (e.g. agency, staff referral)) 

• Location of employment or workplace. 

• Other staff data (not covered above) including; level, performance management 
information, languages and proficiency; licences/certificates, immigration status; 
employment status; information for disciplinary and grievance proceedings; and 
personal biographies. 

• CCTV footage and other information obtained through electronic means such as 
swipecard records. 

• Information about your use of our information and communications systems. 
 

We use your personal data for some or all of the following purposes: - 

Please note: We need all the categories of personal data in the list above primarily to allow 
us to perform our contract with you and to enable us to comply with legal obligations.  



• Making a decision about your recruitment or appointment. 

• Determining the terms on which you work for us. 

• Checking you are legally entitled to work in the UK. 

• Paying you and, if you are an employee, deducting tax and National Insurance 
contributions. 

• Providing any contractual benefits to you 

• Liaising with your pension provider. 

• Administering the contract we have entered into with you. 

• Management and planning, including accounting and auditing. 

• Conducting performance reviews, managing performance and determining 
performance requirements. 

• Making decisions about salary reviews and compensation. 

• Assessing qualifications for a particular job or task, including decisions about 
promotions. 

• Conducting grievance or disciplinary proceedings. 

• Making decisions about your continued employment or engagement. 

• Making arrangements for the termination of our working relationship. 

• Education, training and development requirements. 

• Dealing with legal disputes involving you, including accidents at work. 

• Ascertaining your fitness to work. 

• Managing sickness absence. 

• Complying with health and safety obligations. 

• To prevent fraud. 

• To monitor your use of our information and communication systems to ensure 
compliance with our IT policies. 

• To ensure network and information security, including preventing unauthorised 
access to our computer and electronic communications systems and preventing 
malicious software distribution. 

• To conduct data analytics studies to review and better understand employee 
retention and attrition rates. 

• Equal opportunities monitoring. 

• To undertake activity consistent with our statutory functions and powers including any 
delegated functions.  

• To maintain our own accounts and records; 

• To seek your views or comments; 

• To process a job application; 

• To administer councillors’ interests 

• To provide a reference. 

Our processing may also include the use of CCTV systems for monitoring purposes.  

Monitoring will only be carried out where necessary, proportionate and in accordance with 
the council’s policies and legal obligations. 

Some of the above grounds for processing will overlap and there may be several grounds 
which justify our use of your personal data. 

We will only use your personal data when the law allows us to. Most commonly, we will use 
your personal data in the following circumstances: 

• Where we need to perform the contract we have entered into with you. 

• Where we need to comply with a legal obligation. 
 



We may also use your personal data in the following situations, which are likely to be rare: 

• Where we need to protect your interests (or someone else’s interests). 

• Where it is needed in the public interest [or for official purposes]. 
 
How we use sensitive personal data  

• We may process sensitive personal data relating to staff, councillors and role holders 
including, as appropriate: 

­ information about your physical or mental health or condition in order to 
monitor sick leave and take decisions on your fitness for work; 

­ your racial or ethnic origin or religious or similar information in order to 
monitor compliance with equal opportunities legislation; 

­ in order to comply with legal requirements and obligations to third parties. 

• These types of data are described in the GDPR and other legislation the UK General 
Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and other 
applicable data protection legislation as “Special categories of data” and require 
higher levels of protection. We need to have further justification for collecting, storing 
and using this type of personal data.  

• We may process special categories of personal data in the following circumstances: 

­ In limited circumstances, with your explicit written consent. 

­ Where we need to carry out our legal obligations. 

­ Where it is needed in the public interest, such as for equal opportunities 
monitoring or in relation to our pension scheme. 

­ Where it is needed to assess your working capacity on health grounds, 
subject to appropriate confidentiality safeguards. 

• Less commonly, we may process this type of personal data where it is needed in 
relation to legal claims or where it is needed to protect your interests (or someone 
else’s interests) and you are not capable of giving your consent, or where you have 
already made the information public.  

Do we need your consent to process your sensitive personal data? 

• We do not need your consent if we use your sensitive personal data in accordance 
with our rights and obligations in the field of employment and social security law.  

• In limited circumstances, we may approach you for your written consent to allow us 
to process certain sensitive personal data. If we do so, we will provide you with full 
details of the personal data that we would like and the reason we need it, so that you 
can carefully consider whether you wish to consent.  

• You should be aware that it is not a condition of your contract with us that you agree 
to any request for consent from us. 

Information about criminal convictions  

• We may only use personal data relating to criminal convictions where the law allows 
us to do so. This will usually be where such processing is necessary to carry out our 
obligations and provided we do so in line with our data protection policy. 



• Less commonly, we may use personal data relating to criminal convictions where it is 
necessary in relation to legal claims, where it is necessary to protect your interests 
(or someone else’s interests) and you are not capable of giving your consent, or 
where you have already made the information public. 

• We will only collect personal data about criminal convictions if it is appropriate given 
the nature of the role and where we are legally able to do so.] [Where appropriate we 
will collect personal data about criminal convictions as part of the recruitment process 
or we may be notified of such personal data directly by you in the course of you 
working for us.    We will only process information relating to criminal convictions 
where this is lawful, necessary and proportionate in relation to the role concerned. 

What is the legal basis for processing your personal data? 

The council processes personal data under one or more of the lawful bases set out in Article 
6 of the UK GDPR, including legal obligation, public task, contract and consent where 
applicable. 

Where special category data is processed, the council will also rely on an appropriate 
condition under Article 9 UK GDPR and Schedule 1 of the Data Protection Act 2018. 

Some of our processing is necessary for compliance with a legal obligation.  

We may also process data if it is necessary for the performance of a contract with you, or to 
take steps to enter into a contract.  

We will also process your data in order to assist you in fulfilling your role in the council 
including administrative support or if processing is necessary for compliance with a legal 
obligation. 

Sharing your personal data 

Your personal data will only be shared with third parties including other data controllers 
where it is necessary for the performance of the data controllers’ tasks or where you first 
give us your prior consent. It is likely that we will need to share your data with 

• Our agents, suppliers and contractors. For example, we may ask a commercial 
provider to manage our HR/ payroll functions , or to maintain our database software; 

• Other persons or organisations operating within local community. 

• Other data controllers, such as local authorities, public authorities, central 
government and agencies such as HMRC and DVLA  

• Staff pension providers 

• Former and prospective employers 

• DBS services suppliers 

• Payroll services providers 

• Recruitment Agencies 

• Credit reference agencies 

• Professional advisors 

• Trade unions or employee representatives 
 
How long do we keep your personal data? 

We will keep some records permanently if we are legally required to do so. We may keep 
some other records for an extended period of time. For example, it is currently best practice 



to keep financial records for a minimum period of 8 years to support HMRC audits or provide 
tax information. We may have legal obligations to retain some data in connection with our 
statutory obligations as a public authority. The council is permitted to retain data in order to 
defend or pursue claims. In some cases the law imposes a time limit for such claims (for 
example 3 years for personal injury claims or 6 years for contract claims). We will retain 
some personal data for this purpose as long as we believe it is necessary to be able to 
defend or pursue a claim. In general, we will endeavour to keep data only for as long as we 
need it. This means that we will delete it when it is no longer needed.  Further details 
regarding retention periods can be found in the council’s Records Management Policy. 

Your responsibilities  
  
It is important that the personal data we hold about you is accurate and current. Please keep 
us informed if your personal data changes during your working relationship with us. 

Your rights in connection with personal data 
  
You have the following rights with respect to your personal data: - 

When exercising any of the rights listed below, in order to process your request, we may 
need to verify your identity for your security. In such cases we will need you to respond with 
proof of your identity before you can exercise these rights. 

1. The right to access personal data we hold on you 

• At any point you can contact us to request the personal data we hold on you as well 
as why we have that personal data, who has access to the personal data and where 
we obtained the personal data from. Once we have received your request we will 
respond within one month.  

• There are no fees or charges for the first request but additional requests for the same 
personal data may be subject to an administrative fee.  

2. The right to correct and update the personal data we hold on you 

• If the data we hold on you is out of date, incomplete or incorrect, you can inform us 
and your data will be updated.  

3. The right to have your personal data erased 

• If you feel that we should no longer be using your personal data or that we are 
unlawfully using your personal data, you can request that we erase the personal data 
we hold.  

• When we receive your request we will confirm whether the personal data has been 
deleted or the reason why it cannot be deleted (for example because we need it for 
to comply with a legal obligation).  

4. The right to object to processing of your personal data or to restrict it to 
certain purposes only 

• You have the right to request that we stop processing your personal data or ask us to 
restrict processing. Upon receiving the request we will contact you and let you know 
if we are able to comply or if we have a legal obligation to continue to process your 
data.  

5. The right to data portability 

• You have the right to request that we transfer some of your data to another controller. 
We will comply with your request, where it is feasible to do so, within one month of 
receiving your request. 



6. The right to withdraw your consent to the processing at any time for any 
processing of data to which consent was obtained 

• You can withdraw your consent easily by telephone, email, or by post (see Contact 
Details below). 

7. The right to lodge a complaint with the Information Commissioner’s Office.  

• You can contact the Information Commissioners Office on 0303 123 1113 or via 
email https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's 
Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF. 

Transfer of Data Abroad 

Any personal data transferred to countries or territories outside the European Economic 
Area (“EEA”)  will only be placed on systems complying with measures giving equivalent 
protection of personal rights either through international agreements or contracts approved 
by the European Union. [Our website is also accessible from overseas so on occasion some 
personal data (for example in a newsletter) may be accessed from overseas]. 

Any personal data transferred outside the United Kingdom will only be transferred where 
appropriate safeguards and lawful transfer mechanisms are in place in accordance with UK 
data protection legislation. 

Further processing 

If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, 
then we will provide you with a new notice explaining this new use prior to commencing the 
processing and setting out the relevant purposes and processing conditions. Where and 
whenever necessary, we will seek your prior consent to the new processing, if we start to 
use your personal data for a purpose not mentioned in this notice. 

Changes to this notice 

We keep this Privacy Notice under regular review and we will place any updates on the 
website www.cantleywithbrantonparish.cogov.uk.  

Contact Details 

Please contact us if you have any questions about this Privacy Notice or the personal data 
we hold about you or to exercise all relevant rights, queries or complaints at: 

The Data Controller: Clerk to the Council  

Email: cwbpc@outlook.com  clerk@cantleywithbrantonparish.gov.uk 

You can contact the Information Commissioners Office on 0303 123 1113. or via email 
https://ico.org.uk/global/contact-us/email/ You have the right to lodge a complaint with the 
Information Commissioner’s Office (ICO). Further information can be found at Information 
Commissioner’s Office.  or at the Information Commissioner's Office, Wycliffe House, Water 
Lane, Wilmslow, Cheshire SK9 5AF. 

 

 

 

mailto:cwbpc@outlook.com
https://ico.org.uk/?utm_source=chatgpt.com
https://ico.org.uk/?utm_source=chatgpt.com


 

 

 

 

 

 

Dated: 21st May 2026 
Approved:  3rd June 2026 
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Protocol on Member/Officer Relations  
 
1. Background  
1.1 This protocol is intended to assist Councillors and the Clerk, in approaching some of the 
sensitive circumstances which arise in a challenging working environment.  
 
1.2 The reputation and integrity of the Council is significantly influenced by the effectiveness 
of the Councillors, the Clerk and other employees working together to support each other’s 
roles. 
  
1.3 The aim is effective and professional working relationships characterised by mutual trust, 
respect and courtesy. Close personal familiarity or special relationships with particular 
individuals or party political groups is to be avoided in order to maintain impartiality and 
avoid creating suspicion of favouritism.  
 
2. Roles of Councillors, Officers and Employees  
2.1 The respective roles of Councillors, Officers and employees can be summarised as 
follows:  

• Councillors, Officers and employees are servants of the public and they are 
indispensable to one another, but their responsibilities are distinct. Councillors are 
responsible to the electorate and serve only so long as their term of office lasts. 
Officers are responsible to the Council. Their job is to give advice to Councillors and 
to the Council, and to carry out the Council’s work under the direction of the Council 
and relevant committees.  

• Officers are responsible for the management and supervision of employees.  

 
2.2 Councillors, Officers and employees need to show respect for each other. They must not 
denigrate their own or each other’s work in public or make unsubstantiated allegations 
against any individual connected with the Council.  
 
2.3 Councillors  
2.3.1 Councillors have four main areas of responsibility:  

• To determine Council policy and provide community leadership;  

• To monitor and review Council performance in delivering services;  

• To represent the Council externally; and  

• To act as advocates for their constituents.  

 
2.3.2 All Councillors have the same rights and obligations in their relationship with the Clerk 
and other employees, regardless of their status or political party, and should be treated 
equally.  
 



2.3.3 Councillors do not involve themselves in the day to day running of the Council. This is 
the Clerk’s responsibility, and the Clerk will be acting on instructions from the Council or its 
Committees, within an agreed job description.  
 
2.3.4 Councillors have a responsibility to be properly prepared for meetings.  
 
2.3.5 If Councillors wish to request an agenda item at any meeting they have a responsibility 
to notify the Clerk in good time and provide any papers at least a week in advance of the 
meeting in question.  
 
2.3.6 Councillors must remember that officers and employees work on behalf of the whole 
Council and not for individual Councillors. They must not seek to instruct employees to 
undertake work for them.  
 
2.4 Chairmen and Vice-Chairmen of Committees  
Committee Chairmen and Vice-Chairmen have additional responsibilities. For example they 
are responsible for liaising with officers over the preparation of agendas for their meetings, 
and for advising officers after the meeting of any actions to be taken. These responsibilities 
mean that their relationships with employees may be different and more complex than those 
of other Councillors. However, they must still respect the impartiality of officers and 
employees and must not ask them to undertake work of a party political nature, or to do 
anything which would prejudice that impartiality.  
 
2.5 Officers  
The role of Officers is to give advice and information to Councillors and to implement the 
policies determined by the Council. In giving such advice to Councillors, and in preparing 
and presenting reports, it is the responsibility of the Officer to express his/her own 
professional views and recommendations. An Officer may report the views of individual 
Councillors on an issue, but the recommendation must be the Officer’s own. If a Councillor 
wishes to express a contrary view they must not pressurise the Officer to make a 
recommendation contrary to the Officer’s professional view, nor victimise an officer for 
discharging his/her responsibilities.  
 
3. Expectations  
3.1 All Councillors can expect:  

• a commitment from Officers to the Council as a whole, and not to any individual 
Councillor, group of Councillors or political group;  

• a working partnership;  

• Officers to understand and support respective roles, workloads and pressures; 

• a timely response from Officers to inquiries and complaints;  

• Officers’ professional advice, not influenced by political views or personal 
preferences;  

• regular, up to date information on matters that can reasonably be considered 
appropriate and relevant to their needs, having regard to any individual 
responsibilities or positions that they hold;  

• Officers to be aware of and sensitive to the public and political environment locally; 

• respect, courtesy, integrity and appropriate confidentiality from Officers;  

• training and development opportunities to help them carry out their role effectively;  

• not to have personal issues raised with them by Officers outside the Council’s agreed 
procedures; 



• that Officers will not use their contact with Councillors to advance their personal 
interests or to influence decisions improperly;  

• that Officers will at all times comply with the relevant code of conduct.  

 
3.2 Officers can expect from Councillors;  

• a working partnership;  

• an understanding of, and support for respective roles, workloads and pressures;  

• leadership and direction;  

• respect, courtesy, integrity and appropriate confidentiality;  

• not to be bullied or to be put under undue pressure;  

• that Councillors will not use their position or relationship with Officers to advance 
their personal interests or those of others or to influence decisions improperly;  

• that Councillors will at all times abide by the Nolan principles and with the Council’s 
adopted Code of Conduct.  

 
4. Political Groups  
4.1 The operation of political groups is becoming more of a feature within parish/town 
councils but party politics have no place in community councils. Parish Councillors are there 
to serve their community as members of the community, and need to avoid being 
sidetracked by party political issues. Party politics within a parish council can pose particular 
difficulties in terms of the impartiality of the Clerk and other employees, and the relationship 
between Councillors and Officers and employees generally.  
 
4.2 Party political groups have no power to require the Clerk or any other Officer or 
employee to attend group meetings or prepare written reports for them, and employees can 
legitimately refuse to do so. The Clerk and other Officers are responsible to the Council as a 
whole and cannot take action under instructions from any individual Councillor, even if 
he/she has been styled as ‘Leader’ of the Council.  
 
4.3 Where a Council has adopted party political groupings, the Clerk is required to ensure 
that any reports or advice offered to a political group are statements of relevant facts, with an 
appraisal of options and do not deal with the political implications of the matter or options, or 
make any recommendations. It is not the Clerk’s job to make recommendations to a political 
group.  
 
4.4 If a report is prepared for one political group, the Clerk is required to advise all other 
political groups that the report has been prepared, or that advice has been given.  
 
4.5 If the Clerk needs advice or guidance on matters relating to party groups or how to 
operate within a political environment, they can seek advice from the Society of Local 
Council Clerks.  
 
5. If things go wrong – Procedure for Officers  
5.1 From time to time the relationship between Councillors and the Clerk or other 
employees, may break down or become strained. Whilst it is always preferable to resolve 
matters informally, if appropriate through conciliation by an appropriate third party, the 
Council will maintain a formal grievance procedure.  
 
5.2 City of Doncaster Council’s Monitoring Officer may be able to offer a 
mediation/conciliation role or it may be necessary to seek independent advice, e.g. from the 
Society of Local Council Clerks, who may be able to provide an independent person. The 



Chairman of the Council will not attempt to deal with grievances or work related performance 
or line management issues on their own.  
 
5.3 The law requires all employers to have disciplinary and grievance procedures. Operating 
the grievance procedure effectively enables individual employees to raise concerns, 
problems or complaints about their employment in an open and fair way.  
 

5.4 If a Councillor is dissatisfied with the conduct, behaviour or performance of the Clerk or 

other employee, the matter must be raised with the Clerk in the first instance. If the matter 

cannot be resolved informally, it may be necessary to invoke the Council’s disciplinary 

procedure. 
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GUIDANCE FOR THE EFFECTIVE MANAGEMENT OF RECORDING 

AT LOCAL COUNCIL AND PARISH MEETINGS 
 
The right to record, film and to broadcast meetings of the council is established under the Openness of 
Local Government Regulations 2014.  This is in addition to the rights of the press and public to attend such 
meetings. 
 
Cantley with Branton Parish Council is committed to being open and transparent in the way it conducts its 
decision making.  For the purpose of this policy the term “record” means any form of audio, visual or 
electronic recording.   
 
Those who attend a public meeting should expect to be filmed.   This includes councillors, council officers 
and members of the public.   
  
The rules that the council will apply are: 
 
1. The council will display requirements as to filming, recording and broadcasting at its meeting venues 

and on its website and those undertaking these activities will be deemed to have accepted them 
whether they have read them or not.   

 
2. A copy of these rules/guidance will be provided to members of the public in attendance at a meeting of 

the council. The Chairman may also verbally remind the meeting and all present of the freedom to 
record but that these rules/guidance are in place to enable any type of recording to take place with 
minimal disruption to the council meeting. 

 
3. Any person wishing to record a meeting in any format whatsoever is encouraged (but not compelled), to 

contact the Clerk prior to the start of the meeting.  The Clerk’s details are set out in the public notice and 
agenda of the meeting; (or in his/her absence, the contact will be the Chairman of the council. 
Discussing requirements with the clerk beforehand will help to ensure that the council provides 
reasonable facilities to meet the needs of the person that is recording. 

 
4. The person making the recording may move around, however in doing so he/she must ensure that there 

is minimal or no disruption to the proceedings of the meeting. 
 
5. A person or persons recording meetings are reminded that the “Public Participation” period is not part of 

the formal meeting and that they should take legal advice for themselves as to their rights to make any 
recording during that period.   

 
6. Where the press and public are excluded from a meeting or part of a meeting owing to the confidential 

nature of the business to be transacted, recording of that meeting or that part of the meeting will not be 
permitted. 

 
7. The specific filming of children or young people under the age of 18 who are present cannot take place 

unless their parents/guardians have given their written consent.  This provision also applies to 
vulnerable adults whereby the consent of a responsible adult is required, ie a medical professional, 
carer or legal guardian.  Where the permission is given, filming of these people can take place. 

http://www.cantleywithbrantonparish.co.uk/
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8. The council requests that all recording is overt (ie clearly visible to anyone at the meeting), but cannot 
compel those who are recording to do so. 

 
9.  The use of digital and social media recording tools, for example Twitter, blogging or audio recording are 

allowed as long as this type of recording is carried out in a non-disruptive way and only to the extent 
that it does not interfere with the ability of any person present to follow the debate. 

 
10. A person or persons making a recording has no right to interrupt a council meeting by asking questions 

or making comments for the purpose of the recording.  The person recording has no right to ask 
councillors, officers or any members of the public who have been given permission to contribute orally 
to the meeting to repeat a statement for the purposes of the recording. 

 
11. The Chairman of the meeting has absolute discretion to stop or suspend recording if, in his/her 

reasonable opinion, continuing to do so would prejudice proceedings at the meeting or if the person 
recording is in breach of these rules/guidance. 

 

12. Persons who are recording are requested not to leave their equipment unattended where possible, and 
are responsible for their equipment at all times 

 
13. The recording and reporting on meetings of the council, is subject to the law and it is the responsibility 

of those doing the recording and reporting to ensure compliance. This will include the Human Rights 
Act, the Data Protection Act and the laws of libel and defamation. The council expects that the recording 
will not be edited in a way that could lead to misinterpretation or misrepresentation of the proceedings 
or infringement of the council’s meeting’s values or in a way that ridicules or shows a lack of respect for 
those in the recording. The council would expect any recording in breach of these rules to be removed 
from public view. The council will have no liability for material published by any other person unless it is 
itself undertaking the publication through its offices. 

 
14. For the benefit for those who wish to record - where the recording device being used involves 

equipment which is larger than a smart phone, tablet or compact camera or if the person recording has 
other special requirements he/she is requested to please contact the clerk prior to the meeting so that 
reasonable arrangements can be made.  The use of lighting for filming/flash photography will usually be 
allowed provided that it does not adversely impact on the ability of others present to view the meeting, 
or for reasons of health, whereby the council may require that such lighting is not used or is reduced to 
a level which does not adversely affect other people.  The lighting should not cause any other form of 
disruption.     

 
15. The council may itself photograph, film, record or broadcast meetings and can retain, use or dispose of 

such material in accordance with its retention and disposal policies.  Where a council proposes to 
record all of its own meetings it will be bound by this policy. 

 
16. Where a council meeting proposes to record all of its own meetings, it will resolve how long such 

recordings will be kept and how members of the public may obtain copies.  The council meeting will 
include the availability of such recordings within its Publication Scheme. 

  
17. The council is not liable for the actions of any person making a recording at a council meeting which 

identifies a member of the public or for any publication of that recording. 
 
18. The minutes of a council meeting remain the statutory and legally binding formal record of council 

decisions. 
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Social Media and Electronic Communication Policy  
 
The use of digital and social media and electronic communication enables Cantley with 
Branton Parish Council to interact in a way that improves the communications both within the 
Council and between the Council and the people, businesses and agencies it works with and 
serves.   
 
The Council has a website (www.cantleywithbrantonparish.co.uk  
www.cantleywithbrantonparish.gov.uk), has administration access to the Cantley with 
Branton Parish Council Facebook page (https://www.facebook.com/cwbpc), and uses email 
to communicate.  
 
The Council will always try to use the most effective channel for its communications.  Over 
time the Council may add to the channels of communication that it uses as it seeks to 
improve and expand the services it delivers.  When these changes occur, this Policy will be 
updated to reflect the new arrangements.  
 
Parish Council Facebook Page   
The Facebook page is available to provide information and updates regarding activities and 
opportunities within the Parish and promote our community positively.  
 
Communications from the Council will meet the following criteria:  

• be civil, tasteful and relevant;  

• not contain content that is knowingly unlawful, libellous, harassing, defamatory, 
abusive, threatening, harmful, obscene, profane, sexually oriented or racially 
offensive;  

• not contain content knowingly copied from elsewhere unless from a recognised 
reliable source, for which we do not own the copyright;  

• not contain any personal information;  

• if it is official Council business, it will be moderated by either the Clerk to the Council 
or nominated Parish Councillor;  

• not be used for the dissemination of any political advertising.  
 

In order to ensure that all discussions on the Council page are productive, respectful and 
consistent with the Council’s aims and objectives, we ask all users to follow these guidelines:  

• be considerate and respectful of others - vulgarity, threats or abuse of language will 
not be tolerated; 

• differing opinions and discussion of diverse ideas are encouraged, but personal 
attacks on anyone, including the Council members or staff, will not be permitted; 

• share freely and be generous with official Council posts, but be aware of copyright 
laws; be accurate and give credit where credit is due; 

• stay on topic; 

• refrain from using the Council’s Facebook page for commercial purposes or to 
advertise market or sell products.  

 
The site is not monitored 24 hours a day and we will not always be able to reply individually 
to all messages or comments received.  However, we will endeavour to ensure that any 
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emerging themes or helpful suggestions are passed to the relevant people or authorities. 
Please do not include personal/private information in your social media posts to us.  
 
Sending a message or posting via Facebook will not be considered as contacting the 
Council for official purposes and we will not be obliged to monitor or respond to requests for 
information through these channels.  Instead, please make direct contact with the Council’s 
Clerk (cwbpc@outlook.com  clerk@cantleywithbrantonparish.gov.uk) and/or members of the 
council by sending an email or letter. 
 
We retain the right to remove comments or content that includes: 
 

• obscene or racist content; 

• personal attacks, insults, or threatening language; 

• potentially libellous or defamatory statements; 

• plagiarised material; any material in violation of any laws, including copyright; 

• private, personal information published without consent; 

• information or links unrelated to the content of the forum; 

• commercial promotions or spam; 

• allegations of a breach of a Council’s policy or the law; 
 

The Council’s response to any communication received not meeting the above criteria will be 
to either ignore, inform the sender of our policy or send a brief response as appropriate. This 
will be at the Council’s discretion based on the message received, given our limited 
resources available.  Any information posted on social media not in line with the above 
criteria will be removed as quickly as practically possible.  Repeat offenders will be blocked.  
The Council may post a statement that ‘A post breaching the Council’s Social Media Policy 
has been removed’.  If the post alleges a breach of a Council’s policy or the law, the person 
who posted it will be asked to submit a formal complaint to the Council or report the matter to 
the Police as soon as possible to allow due process. 
 
The Parish Council cannot be responsible for any posts or comments relating to the Parish 
Council posted on local community pages or any form of social media not controlled by the 
Parish Council.  The Council’s response will be to either ignore it or to inform the sender of 
the correct contact channels (emailing the Clerk).  The Parish Council will not get into a 
debate on community sites and if posts are factually incorrect then they may put a formal 
statement on the post stating this, then message the admin of the community page to inform 
them there is a factually incorrect post about the Parish Council on their page and request it 
be removed. 
 
Parish Council Website 
Where necessary, we may direct those contacting us to our website to see the required 
information, or we may forward their question to one of our Councillors for consideration and 
response.  We may not respond to every comment we receive particularly if we are 
experiencing a heavy workload. 
 
The Council may, at its discretion, allow and enable approved local groups to have and 
maintain a presence on its website for the purpose of presenting information about the 
group’s activities.  The local group would be responsible for providing the Clerk with the 
correct content and ensuring that it meets the Council’s ‘rules and expectation’ for the web 
site.  The Council reserves the right to remove any or all of a local group’s information from 
the web site if it feels that the content does not meet the Council’s ‘rules and expectation’ for 
its website.  Where content on the website is maintained by a local group it should be clearly 
marked that such content is not the direct responsibility of the Council. 
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Parish Council email 
The Clerk to the Parish Council has their own council email address – cwbpc@outlook.com  
clerk@cantleywithbrantonparish.gov.uk.  The email account is monitored mainly during 
office hours, Monday to Friday, and we aim to reply to all questions sent as soon as we can.  
An ‘out of office’ message is used when appropriate. 
 
The Clerk is responsible for dealing with email received and passing on any relevant mail to 
members or external agencies for information and/or action.  All communications on behalf 
of the Council will usually come from the Clerk, and/or otherwise will always be copied to the 
Clerk. 
 
Individual Councillors are at liberty to communicate directly with parishioners in relation to 
their own personal views, if appropriate, copy to the Clerk.  Any emails sent to the Clerk or 
Councillors in their official capacity will be subject to The Freedom of Information Act 2018. 
These procedures will ensure that a complete and proper record of all correspondence is 
kept. 
 
Do not forward personal information on to other people or groups outside of the Council, this 
includes names, addresses, email, IP addresses and cookie identifiers. 
 
Internal communication and access to information within the Council. 
The Council is continually looking at ways to improve its working and the use of social media 
and electronic communication is a major factor in delivering improvement. 
 
Councillors are expected to abide by the Code of Conduct and the Data Protection Act in all 
their work on behalf of the Council. 
 
As more and more information becomes available at the press of a button, it is vital that all 
information is treated sensitively and securely.  Councillors are expected to maintain an 
awareness of the confidentiality of information that they have access to and not to share 
confidential information with anyone.  Failure to properly observe confidentiality may be seen 
as a breach of the Council’s Code of Conduct and will be dealt with through its prescribed 
procedures (at the extreme it may also involve a criminal investigation).   
 
Members should also be careful only to cc essential recipients on emails i.e. to avoid use of 
the ‘Reply to All’ option if at all possible, but of course copying in all who need to know and 
ensuring that email trails have been removed. 
 
 
 
Updated:   21st May 2026 
Approved: 3rd June 2026 
Review:     June 2028 
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GDPR DATA/INFORMATION AUDIT: 
 

COUNCILLORS  

PERSONAL DATA PROCESSED PURPOSE OF PROCESSING HOW PROCESSED LAWFUL BASIS FOR PROCESSING HOW STORED SECURITY/ACCESS ACTION REQUIRED 

Members       

Register of interests legal requirement displayed on website; sent to 

monitoring officer at principal 
authority 

Legal Obligation electronically + paper Paper in locked cabinet/clerk holds key. 

Electronically on password protected computer, 
backed up on password encrypted hard drive 

ensure only holding current councillors data 

Contact information admin of council held by clerk Public Task electronically + paper Paper in locked cabinet/clerk holds key. 

Electronically on password protected computer, 
backed up on password encrypted hard drive 

ensure only holding current councillors data 

Councillors names in minutes, ie 
showing attendance 

legal requirement appears in minutes Legal Obligation electronically + paper publicly accessible on website and minute book none 

 

EMPLOYEES  

PERSONAL DATA PROCESSED PURPOSE OF PROCESSING HOW PROCESSED LAWFUL BASIS FOR PROCESSING HOW STORED SECURITY/ACCESS ACTION REQUIRED 

Personal details legal obligation HMRC/pension provider Legal Obligation electronically with 

Warrens GBC 

Paper in locked cabinet/clerk holds key. 

Electronically on password protected computer, 

backed up on password encrypted hard drive. 

Consent form completion if the Council wants to use the data for other 

purposes. Ensure that the data of former employees only retained for 

the legislative maximum time 

Employment details/contract legal obligation held by clerk Legal Obligation electronically + paper Paper in locked cabinet/clerk holds key. 

Electronically on password protected computer, 

backed up on password encrypted hard drive. 

ensure former employees information only retained for the legislative 

maximum time 

Bank details process payroll input for electronic banking Legal Obligation electronically + paper Paper in locked cabinet/clerk holds key. 

Electronically on password protected computer, 

backed up on password encrypted hard drive. 

ensure only holding current employees data 

 

ELECTORS/PARISHIONERS  

PERSONAL DATA PROCESSED PURPOSE OF PROCESSING HOW PROCESSED LAWFUL BASIS FOR PROCESSING HOW STORED SECURITY/ACCESS ACTION REQUIRED 

Electoral roll admin for the annual parish 

meeting only 

to identify electors at annual PM Public Task electronically Electronically on password protected computer, 

backed up on password encrypted hard drive. 

none 

E-mail addresses communication with PC used to communicate response Public Task held for 6 months inline 

with PC retention 
policy 

Electronically on password protected computer, 

backed up on password encrypted hard drive. 

state what e-mail address will be used for on reply e-mail (i.e. privacy 

notice) 

Letters - contact details communication with PC used to communicate response Public Task stored until matter dealt 
with 

Paper in locked cabinet/clerk holds key  

Planning applications statutory consultee/legal obligation used solely to aid response to Local 

Planning Authority 

Public Task not stored (can be 

accessed via local 

planning portal) 

None none - ensuring no personal data is displayed at PC meetings (or 

agendas, minutes etc) 

      

GRANT APPLICATIONS  

PERSONAL DATA PROCESSED PURPOSE OF PROCESSING HOW PROCESSED LAWFUL BASIS FOR PROCESSING HOW STORED SECURITY/ACCESS ACTION REQUIRED 

Names, addresses, e-mail processing grant application by 

parish council 

used to respond to and process 

grant application 

Public Task Held in line with PC 

document retention 
policy 

Paper in locked cabinet/clerk holds key. 

Electronically on password protected computer, 
backed up on password encrypted hard drive. 

none 

 

CONTRACTS  

PERSONAL DATA PROCESSED PURPOSE OF PROCESSING HOW PROCESSED LAWFUL BASIS FOR PROCESSING HOW STORED SECURITY/ACCESS ACTION REQUIRED 

Names, addresses, e-mail correspond with contractor and 

administer contract 

correspond with contractor and 

administer contract 

Contractual necessity held in line with 

statutory requirements 

and document 

retention policy 

Paper in locked cabinet/clerk holds key. 

Electronically on password protected computer, 

backed up on password encrypted hard drive. 

none 

 

KILHAM HALL REGULAR USERS  

PERSONAL DATA PROCESSED PURPOSE OF PROCESSING HOW PROCESSED LAWFUL BASIS FOR PROCESSING HOW STORED SECURITY/ACCESS ACTION REQUIRED 

Names, addresses, e-mail legal obligation for information purposes in case the 

Caretaker isn't available 

Contractual necessity held in line with 

statutory requirements 

and document 

retention policy 

Electronically on password protected computer, 

backed up on password encrypted hard drive. 

none 

 



 

 
KILHAM HALL FIELD USERS 

PERSONAL DATA PROCESSED PURPOSE OF PROCESSING HOW PROCESSED LAWFUL BASIS FOR PROCESSING HOW STORED SECURITY/ACCESS ACTION REQUIRED 

Names, addresses, e-mail legal obligation for information purposes in case of 

complaint 

Contractual necessity held in line with 

statutory requirements 

and document 

retention policy 

Electronically on password protected computer, 

backed up on password encrypted hard drive. 

none 

 

EVENTS - DETAILS OF ENTERTAINERS 

PERSONAL DATA PROCESSED PURPOSE OF PROCESSING HOW PROCESSED LAWFUL BASIS FOR PROCESSING HOW STORED SECURITY/ACCESS ACTION REQUIRED 

Names, addresses, e-mail legal obligation used to communicate Contractual necessity held in line with 

statutory requirements 

and document 
retention policy 

Electronically on password protected computer, 

backed up on password encrypted hard drive. 

none 

 

 
Dated: 26th May 2026 
Approved: 3rd June 2026 

 
 


