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1. Introduction
Henley‑in‑Arden Joint Parish Council (JPC) is committed to protecting your personal data and respecting your privacy. This Privacy Notice explains how the council collects, uses, stores, and shares personal information in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
The council is the Data Controller for the personal data it processes.

2. What personal data we collect
The Council may collect and process the following categories of personal data:
· Contact details (name, address, email, telephone number)
· Correspondence (letters, emails, forms, complaints, enquiries)
· Electoral information (for verifying eligibility to participate in council matters)
· Allotment tenancy information
· Contractor and supplier information
· Employee and councillor information (as required for statutory functions)
· Website or social media enquiries
· Financial information (only where necessary, e.g., payments or grants)
The Council does not routinely process special category data unless legally required.

3. Why we collect your data (lawful bases)
The JPC processes personal data under the following lawful bases:
· Public task – to carry out our statutory functions and duties
· Legal obligation – to comply with legislation (e.g., financial, audit, employment, FOI/EIR)
· Contract – where processing is necessary for a contract or tenancy
· Consent – where you have given clear permission (e.g., mailing lists)
· Legitimate interests – for activities reasonably expected as part of council operations

4. How we use your data
We use your personal data to:
· respond to enquiries, complaints, and service requests
· manage allotment tenancies
· administer council meetings, agendas, and minutes
· manage contracts, procurement, and payments
· comply with audit and financial regulations
· maintain statutory registers
· communicate with residents and stakeholders
· meet legal and regulatory obligations

5. Who we share your data with
The Council may share your data with:
· Statutory bodies (e.g., auditors, HMRC, Monitoring Officer)
· Service providers and contractors working on behalf of the Council
· Other public authorities where legally required
· Councillors, where necessary to respond to your enquiry or carry out council business
We do not sell or pass your data to third parties for marketing.

6. How long we keep your data
Personal data is retained in accordance with:
· statutory requirements
· the Council’s retention schedule
· guidance from the National Archives and the ICO
Data is kept only for as long as necessary to fulfil the purpose for which it was collected.

7. Your rights
You have the following rights under UK GDPR:
· Right of access (to request your personal data)
· Right to rectification
· Right to erasure (in certain circumstances)
· Right to restrict processing
· Right to object
· Right to data portability (where applicable)
· Right to withdraw consent (where consent is the lawful basis)
To exercise your rights, contact the Clerk using the details below.

8. How to make a Subject Access Request (SAR)
You may request a copy of the personal data the Council holds about you by writing to the clerk. The JPC will respond within one month, or up to three months for complex requests, in accordance with UK GDPR.

9. How we protect your data
The Council uses appropriate technical and organisational measures to protect personal data, including secure storage, access controls, and data minimisation.

10. Contact details
Clerk & Responsible Financial Officer 
Henley‑in‑Arden Joint Parish Council
Email: clerk@henley-in-arden-pc.gov.uk

11. Complaints
If you have concerns about how your data is handled, you may contact:
Information Commissioner’s Office (ICO) 
www.ico.org.uk

12. Updates to this Notice
This Privacy Notice may be updated periodically to reflect changes in legislation or council practices. The latest version will always be published on the Council’s website.
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