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Data Audit (GDPR Compliance Document) 

 

Councillors 

Data Held 
Purpose of 
Processing 

How Data is Held 
Legal 
Basis 

Retention 
Period 

Is Data 
Shared? 

Purpose of 
Sharing 

Risk / 
Impact 

Mitigation / 
Controls 

Register of 
Interests 

Legal obligation to 
publish on website 
and provide to 
Monitoring Officer 

Paper (locked 
cabinet); electronic 
(password-
protected laptop); 
redacted version on 
website 

Legal 
obligation 

Duration of 
councillor’s 
term 

Yes – 
Monitoring 
Officer and 
public website 
(redacted) 

Legal 
requirement 

Medium 

Redaction of 
signatures; 
restricted access; 
locked storage; 
password 
protection; regular 
review 

Contact 
Information 

Council administration 
Electronic on 
password-protected 
laptop 

Legal 
obligation 

Duration of 
councillor’s 
term 

No N/A 
Low–
Medium 

Password 
protection; limited 
access; antivirus; 
secure backups 

Bank 
Account 
Information 

Reimbursement of 
expenses 

Online banking 
Legal 
obligation 

Duration of 
councillor’s 
term 

Yes – Bank 
Process 
payments 

High 
2FA; restricted 
access; no local 
storage; monitoring 

Names in 
Minutes 

Legal requirement 
Website; laptop; 
paper Minute Books 

Legal 
obligation 

Permanent Yes – public 
Legal 
requirement 

Low 
Minimal personal 
data used; secure 
drafts 
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Data Held 
Purpose of 
Processing 

How Data is Held 
Legal 
Basis 

Retention 
Period 

Is Data 
Shared? 

Purpose of 
Sharing 

Risk / 
Impact 

Mitigation / 
Controls 

Chair’s 
Signature 

Authentication of 
minutes 

Paper Minute Books 
Legal 
obligation 

Permanent Yes 
Legal 
requirement 

Low–
Medium 

Secure storage; 
limited access 

 

Staff 

Data Held 
Purpose of 
Processing 

How Data 
is Held 

Legal 
Basis 

Retention 
Period 

Is Data 
Shared? 

Purpose of 
Sharing 

Risk / 
Impact 

Mitigation / 
Controls 

Employment 
Details 

Administration 
Paper + 
electronic 

Legal 
obligation 

6 years after 
employment 
ends 

No N/A Medium 
Locked storage; 
restricted access; 
secure disposal 

Personal Details 
(incl. NI number) 

Payroll 
compliance 

Electronic 
Legal 
obligation 

6 years after 
employment 
ends 

Yes – 
Accountants, 
HMRC 

PAYE and 
pension 
obligations 

High 
Encryption; limited 
access; secure 
transfer 

Bank Account 
Information 

Salary payments 
Online 
banking 

Legal 
obligation 

Duration of 
employment 

Yes – Bank Pay salary High 
2FA; restricted 
access 

CVs and 
Applications 

Recruitment Electronic 
Legal 
obligation 

6 months after 
decision 

No N/A Medium 
Restricted access; 
timely deletion 

 

Correspondence 

Data Held Purpose 
How 
Held 

Legal 
Basis 

Retention Shared 
Sharing 
Purpose 

Risk Controls 

Names, email addresses, and 
correspondence 

Respond to 
enquiries 

Electronic 
Public 
task 

6–12 
months 

Yes – 
councillors 

Resolve 
queries 

Medium 
Careful email use; BCC; 
deletion policy 
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Residents 

Data Held Purpose 
How 
Held 

Legal 
Basis 

Retention Shared 
Sharing 
Purpose 

Risk Controls 

Electoral 
Register 

Eligibility 
verification 

Electronic Public task 
Current year 
only 

No N/A High 
Strict access; no sharing; secure 
deletion 

 

Contractors 

Data Held Purpose How Held 
Legal 
Basis 

Retention Shared 
Sharing 
Purpose 

Risk Controls 

Name and Contact 
Details 

Contract 
management 

Electronic Contract Duration + 7 years No N/A 
Low–
Medium 

Password protection; 
limited access 

Invoices Financial records Electronic Contract 
6 years after 
financial year end 

No N/A Low 
Secure storage; 
backups 

Bank Account 
Information 

Payments 
Online 
banking 

Contract Duration of contract 
Yes – 
Bank 

Pay invoices High 2FA; restricted access 

 

Grant Applicants 

Data Held Purpose 
How 
Held 

Legal 
Basis 

Retention Shared 
Sharing 
Purpose 

Risk Controls 

Name and Email 
Address 

Process 
applications 

Electronic 
Public 
task 

6 years after financial 
year end 

No 
Administer 
grants 

Low–
Medium 

Password protection; 
limited access 
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Document Control 

• Council: Seavington Parish Council  
• Document Title: Data Audit  
• Date Approved: 19th May 2026 
• Next Review Date: Annually in May  
• Owner: Parish Clerk 

 


