Document Category of Processing TawfulBasis | Maximum Retention
Information Type Date Type ofDataHeld | Individual DataGo? Data Are Used? Purposes Period
SERVICES
Master 2017 onwards | Name, address, Tenant Office Staff factor Contract Indefinite
email, phone number SharePoint. Edge IT
rvices- Allotment
Allotment Tenancy d Tenant Office Sta. Two factor Contract
Agreements email, phone number Allotment holder | SharePoint. Edge IT year
lotment
Allotment Notice of Termination. 201910 current| Name, address, Tenant Office Sta. Twofactor Contract
Correspondence [ Condition of Plot letters email, phone number Allotment holder | SharePoint. Edge IT year
lotment
Allotment Waiting List | Aliotment Waiting List 201910 current| Name, address, Resident Office Staf Twofactor Contract Untitno longer and
email, phone number SharePoint. Edge IT administrative
lotment requirement
Hire of Parkfield T hirer, Hirers. Office Staff and Twofactor Contract Untilth [
Faciliies Conditions. Invoices address and email Hirer SharePoint/ One Drive. an administrative
requirement
AccidentRegister | Accident Register 2021 accident. ] Clerk, Deputy Twofactor Health Legal
Name, addressand | volunteers, Glerk, intended |SharePoint/ One Drive
occupation of person | councillors, recipient
contractars. hirers.
Correspondence,
complaints, official
e
Emalls etters, ddress, email [ Members of public / X Twofactor Public/Staff Task [ Unti th 1
1, allotments, staff) address intended an administrative
externalagencies | recipient Edge IT Services- requirement
Allotments
Legal Relevant subject folder 1993| Name, address, Councitand | Council oint/ One [Two factor Untilth [
correspondence, land signature, details of Officestaff | Drive.L legal requirementto
registry documents land ownership and cupboard keep
Councillease maps.
agreements with other
autharitios
Current N Clerk, Deputy | Council Twofactor El deo- |l Updated monthly by
of village residents Clerkand Drive option.
Council
Financial
Financial Accounts | Quickbooks Contractors, hirers, |RFO, Clerk, ouncit Twofactor L
employees, other L Financial, HMRC vears
payees required,
Council's bank,
HMRC
Finance -invoices | Quickbooks aar Supplier, customer, . | councir Twofactor
(services and email, phone number il Drive. L audit vear
purchases) required,
intended
recinient
Finances-salaries | Quickbooks ddress, email | Staff members RFO, Clerk, ouncit Twofactor Contract
address il I vear
required,
Council's bank,
HMRC
c Narme, adaress, ouncit Twofactor Public task
Donations for retevantyear folder and retevant organisation | Drive. L year
Minutes
Minutes and agendas | All Council and Committee | Various Names Councillors, staff, | Website. Council [ SharePoint/ One Drive. | Twofactor N/A. Publicly | Legal
meetings members Locked available
storage
Employment
Information
Contracts HR folder Various Names, address, | Employee Employee/ Clerk | Council's One Drive. | Twofactor authentication | Contractual | Contractual | Term of employment
employment Locked storage plus sixyears.
ormation. sal
Payroll, payslips Payslips for staff members, | Various Names, address, | Employee Employee, RFO | Council's One Drive. | Two factor L L Term of employment
pensions and HMRC [ staff pay, and staff pension National Insurance Locked storage plussixyears
records contributions Number, HMRC,
salary and pension
information
Employee ouncil Twofactor Contractual | Term of employment
attended, date of Clerk One Drive. Locked plus sixyears
training and storage
HRfolder. | Name address, email, | Prospective Prospective | Council's One Drive. | Two factor tractualand | Three months for
employment references for successful phone number, employees p tegal unsuccessful applicants
applicants qualifications, names. Clerk
referees|
E xtof kin HRfolder. |Names,address, |Staffand emergency |Clerkand Council's One Drive. | Two factor authentication | Management | Emergency Term of employment
phone number contact emergency [Locked storage contact
consent contact
Contactinformation
Contactinformation | Useful Contact Information | Current Name, address phone | Members of public/ |Officestaff | Council's SharePoint | Two factor authentication | Management | Consent/ Until consentis
forvillage Folder information | number organisation contractual vithdrawn or there is no
organisations longer an administrative
requirement
Contact listfor Events Folder Current Name, address, email | Members of public, |Officestaff | Council's SharePoint | Two factor authentication. | Management | Consent. Until consentis
arranging events information  [and phone number [ organisation, vithdrawn or there is no
performer, business longer an administrative
requirement
Contactdetails- | Volunteer folder '2023| Name, address, emait | Volunteer Volunteerand | Council's One Drive. | Two factor authentication. | Health & Safety | Consent. Until consentis
volunteers including and phone number. Clerk vithdrawn or there is no
community longer an administrative
emergency olan requirement
2019|Name, address, | Membersof public, |Clerk Council's One Drive | Two factor authentification |Mangeemnt | Consent Until consentis
forms mail number, tall vithdrawn or there is no
signature holders, organsiation, longer an administrative
verformers requirement
Noticeboard CouncillorInformation- | January 2026. | Name and council | Councillors, staff, | Publicty, Council's SharePoint | Two factor authentication. |N/A. Publicly | Public task. Term of office
parish, distrct and county. mail available Website. available.

number.




