HADLOW DOWN PARISH COUNCIL

The Clerk & RFO
Address: 33 Swaines Way, Heathfield, East
Sussex, TN21 OAN
Tel: 01825 760103
Email: clerk@hadlowdown.org

Councillor Privacy Notice

When you sign your Declaration of Acceptance of Office and take your seat on
Hadlow Down Parish Council

The information you provide (personal information such as name, address, email address, phone
number, register of interests and other relevant information) will be processed and stored so that
it is possible to contact you, respond to your correspondence and retain information relating to
your time in office with the Council. (The Council ask that you provide a dedicated email address
for conducting Council business). Your role as a councillor requires the publication of your name
and certain contact details. This information will be published by the Council.

You may provide additional contact details which are not for publication. If you do so, the Council
will hold that information with your express consent and the information will not be shared with
any third party.

The legal basis for the Council’s Right to Process Your Information
General Data Protection Regulations Article 6 (1) (a) (b) and (e)

Processing is with consent of the data subject or

Processing is necessary for compliance with a legal obligation or

Processing is necessary for the performance of a task carried out in the public interest or in the
exercise of official authority vested in the controller

Information Security

Hadlow Down Parish Council has a duty to ensure the security of personal data. We make sure
that your information is protected from unauthorised access, loss, manipulation, falsification,
destruction or unauthorised disclosure. This is done through appropriate technical measures and
appropriate policies. Copies of these policies can be requested.

We will only keep your data for the purpose it was collected for and only for as long as is
necessary. After which it will be deleted. (You many request the deletion of your data held by
Hadlow Down Parish Council at any time).

Access to Information
You have the right to request access to the information we have on you. You can do this by
contacting the Clerk and Responsible Financial Officer.

Information Correction

If you believe that the information we have about you is incorrect, you may contact us so that we
can update it and keep your data accurate. Please contact: the Clerk and Responsible Financial
Officer to request this.
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Information Deletion
If you wish Hadlow Down Parish Council to delete the information about you please contact the
Clerk and Responsible Financial Officer to request this.

Right to Object
If you believe that your data is not being processed for the purpose it has been collected for, you
may object: Please contact the Clerk and Responsible Financial Officer to object.

Rights Related to Automated Decision Making and Profiling
Hadlow Down Parish Council does not use any form of automated decision making or the
profiling of individual personal data.

Complaints

If you have a complaint regarding the way your personal data has been processed, you may
make a complaint to the Clerk and Responsible Financial Officer and the Information
Commissioners Office casework@ico.org.uk Tel: 0303 123 1113

Summary: In accordance with the law, Hadlow Down Parish Council only collect a limited
amount of information about you that is necessary for correspondence, information and service
provision. Hadlow Down Parish Council do not use profiling, we do not sell or pass your data to
third parties. Hadlow Down Parish Council do not use your data for purposes other than those
specified. Hadlow Down Parish Council make sure your data is stored securely. Hadlow Down
Parish Council deletes all information deemed to be no longer necessary. Hadlow Down Parish
Council constantly review our Privacy Policies to keep it up to date in protecting your data. (You
can request a copy of our policies at any time).

Declaration of Acceptance of Office

L having been elected to the office of Member of Hadlow
Down Parish Council declare that | take that office upon myself and will duly and faithfully fulfil
the duties of it according to the best of my judgement and ability. | undertake to observe the code
as to the conduct which is expected of members of Hadlow Down Parish Council.

Signed: Dated:

This declaration was made and signed before me:

Signed: Dated:
Proper Officer of Hadlow Down Parish Council
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Acceptance of Electronic Summons * (See note overleaf)

To the Clerk, Hadlow Down Parish Council,

Ly e Give my consent to the summons to attend meetings to be transmitted in
electronic form to my email address:

E-mail addreSS: ..o

(Please ensure that this is written clearly.)
| undertake to advise if | change my email address as soon as possible
This consent will continue until | give notice to you withdrawing my consent.

| will follow the General Data Protection Regulations when using my own email address and devices.
| will protect the data | hold with up-to-date anti-virus security

| will ensure that the device automatically locks if inactive for a period of time

| will understand and take appropriate action when connecting my devices to IT systems

(Security of Wi-Fi networks, such as those found in hotels and cafes, Councillors should be aware that some
devices may automatically connect to open Wi-Fi networks as they are found by the device)

I will ensure that if | make secure any Council documentation | place onto any device, removable memory
card, such as a micro or mini-SD card.

| will take appropriate measures to protect against unauthorised or unlawful access, for example if the device
is lost or stolen.

| will make sure that | control access to the data or device using a password or PIN or encrypting the data.
| will register my devices with a remote locate and wipe facility to maintain confidentiality of the data in the
event of a loss or theft.

(Councillors must be made aware that the loss or theft of the device is not the only means by which
unauthorised or unlawful access may occur. For example, a device may be shared amongst family members
in a way that is inappropriate if personal data for which you are using for the Council is stored on it. If a
user’s device breaks and is returned to the manufacturer under a warranty, Councillors must ensure the
protection of the personal data for which you are responsible)

I understand that the Councils corporate information is still subject to the Freedom of information Act, even
if held on a personally owned device.

| understand that in the event of a security breach, | must be able to demonstrate to Council that | have
secured, controlled or deleted all personal data on any devices | use.

This declaration was made and signed before me:

Signed: Dated:
Clerk of Hadlow Down Parish Council

Explanatory note

The Local Government Act 1972 sch 12 para 10(2) requires the proper officer of the Council to send to each member
of the Council or committee (as the case may be) a summons to attend meetings of the parish council or the committee
at least three clear days before the meeting. The summons must be left at or sent by post to the member’s usual place
of residence or:

“‘where the member has given consent for the summons to be transmitted in electronic form to a particular electronic
address (and consent has not been withdrawn), sending it in electronic form to that address”
http://www.legislation.gov.uk/uksi/2015/5/pdfs/uksi 20150005 en.pdf
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Contact Details:

Address:

Home Phone:

Office Phone:

Mobile:
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