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Sporle with Palgrave Parish Council 
 

Minutes of a Meeting of the Parish Council held on Thursday 11th April 2024 in 
the Community Centre, Sporle with Palgrave at 7.00pm. 

 
Present; Cllrs J Bevan, M Cousins, H Dye, K McLeod (chair), P Smith, H Taylor, L Taylor 
Clerked: Mrs Sarah Hunt. 
 
Five members of the public were present. 
 
1. Apologies. 

None. 
 
2. Minutes. 

The of the Full Council meeting held on the 14th March 2024 were AGREED as a true and correct record and 
signed by the Chair. 

 
3. Declarations of Interest. 

Cllr K McLeod informed the meeting that he has a professional relationship with the Company named at 10.6 
who provide the Gel Bags to 4 x 4 rescue charity he supports.  He spoke on the matter but did not vote. 

 
4. Public Participation and Reports. 

4.1. County Councillor  William Nunn reported that he has set aside the finances for the village gates but 
there was some confusion over whether this was already covered.  Clerk to email and confirm this would 
be gratefully received.  Councillors were invited to put projects forward for 2024/25 to a value of 
£3,400.00. 

4.2. District Councillor Peter Wilkinson had sent apologies  a report had been previously circulated. 
4.3. Police  no matters to be raised. 
4.4. Members of the Public.  No comments. 

 
5. To receive updates on any matters not elsewhere on the agenda. 

5.1 Credit Card Application  ongoing.  Application submitted by email 23/3/24. 
5.2 NALC.gov.uk email provision  completed  Councillors to action access. 
5.3 Unity Bank  addition of Mr Paul Smith as signatory.  Should be completed by 16th April 2024. 
5.4 Refurbishment of Bunkers Hill Bus Stop  has been suggested to the Youth Offending Team as a suitable 

project.  Awaiting their response. 
5.5 Barclays Bank Closure  forms submitted monthly, no success to date.  Switching form to be submitted to 

Unity along with another closure form to Barclays. 
5.6 NOTED that that the clerk submitted water leak to Anglian Water and Highways Engineer.   
5.7 Solar Streetlight replacement quotation  requests in to: T T Jones, Cozens, K & M and Pearce & Kemp.  

Westcotec are no longer installing solar lighting columns. 
 
6. Planning.   

6.1 To consider consultee response to applications received from Breckland District Council. 
6.1.1 3PL/2024/0183/HOU  46 Hills Close.  Single Storey Side Extension to Dwelling. No comment. 

6.2 To receive Planning decisions taken by Breckland District Council.   
6.2.1 3PL/2023/1177/HOU  1 Highview Sporle, PE32 2FA.  Garage extension to front.  Revised 

fencing/screening and retaining wall to western boundary (householder).  PERMITTED. 
 

7 Neighbourhood Plan.   



 

58 Hercules Road, Hellesdon, Norwich, Norfolk, NR6 5H tel: 07552116126 
Email: clerksporlepc@gmail.com 

7.1 The meeting received a brief update following the meeting which took place at 10am on Friday 22nd March 
2024 by Cllr M Cousins.  The steering group has now formed and Mr Tim Vogel is taking lead.  Good 
progress is being made, and the questionnaire which will form the basis of the evidence and inform the 
group of local concerns and opinions is due to be circulated in May.  Local issues have been suggested by 
the group and will feature on the questionnaire. 

 
8 Finance: 

8.1 It was RESOLVED to make the payments as at Annex A.  PROPOSED L Taylor, seconded M Cousins. 
8.2 To receive end of year bank reconciliation; 

Barclays Bank  3244     £   629.10 
Unity Bank  6258     £   238.44  
Unity Bank  3652     £9,126.72 

 Total cash at hand     £9,994.26 
 Earmarked reserves     £1,200.00 
 General Fund      £8,794.26 

8.3 Year End  It was NOTED that the end of year had been completed and was with the internal auditor. 
 
9 Administrative Matters 

9.1The calendar of meetings for 2024/25 was AGREED.  PROPOSED Cllr L Taylor, seconded Cllr M Cousins. 
9.2It was AGREED that any Councillor could represent Sporle at the SNAP meetings. Dates and times to be 

circulated by Clerk.   
9.3It was RESOLVED to agree the Clerk attendance on:  Data Protection, Getting it Right. 18th April at 7pm.  

£50.00.  PROPOSED Cllr H Dye, seconded Cllr M Cousins. 
9.4It was resolved to AGREE and adopt the SAM2 Risk Assessment.  Cllr K McLeod to ensure a copy is 

issued to each volunteer. 
9.5NOTED new website address: https://sporlepc.norfolkparishes.gov.uk/ 
 

10 Village Matters: 
10.1 SAM2  These have been collected, repaired, and will be back in circulation shortly.   
10.2 Silver Award  Armed Forces Covenant.  It was AGREED not to pursue. 
10.3 To receive any update from Cllr L Taylor following Mental Health training.  To return to Agenda once 

completed. 
10.4 To receive any feedback regarding pavers around village sign.  Cllr K McLeod.  Next Meeting for 

quotations. 
10.5 D Day  Local Commemoration.  Nothing has been brought to the Council attention. 
10.6 It was RESOLVED to purchase 6 packs 

property in danger.  K McLeod to forward details to Clerk.  Church to consider storing alongside 
emergency blankets. 

10.7 Bin at Playingfield.  It was RESOLVED to install one of the three bins stored at the Community Centre and 
for the Clerk to add to the emptying schedule.  PROPOSED Cllr J Bevan, seconded Cllr P Smith. 

10.8 To consider quotation for seats in bus shelters.  Next meeting.  
 

 
11 Highways: 

11.1 Verge Cutting in village.  No response as yet  Highways to be asked again for devolved amounts. 
11.2 Installation of Village Gateways  to receive confirmation this is approved, form returned.  Cllr William 

Nunn has donated the Parish contribution from his budget so these will be installed at a zero cost to the 
Parish. 

 
12 Correspondence.  

12.1 Vattenfall - update. Noted. 
 

13 Date and time of next meetings. 
Thursday 16th May 2024  Annual Parish Council Meeting. 
 

14 Matters for next agenda. 
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Internal Audit Report  
Financial Year 2023/24 
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I have completed an internal audit of the accounts for Sporle with Palgrave Parish Council for the 
year ending March 2024.
 
My findings are detailed below using the tests provided in the Governance and Accountability 
(England) guidance. 
 

Internal control Test Observations 

Proper 
bookkeeping 

Is the cashbook maintained and up to 
date? 

Yes (Scribe) 

Is the cashbook arithmetically correct? Yes (last years AGAR restated) 

Is the cashbook regularly balanced? Yes 

Standing Orders, 
Financial 
Regulations and 
payment controls 

Has the council formally adopted Standing 
Orders and Financial Regulations? 
 

Yes 

Date Standing Orders last reviewed January 2024 minutes 

Date Financial Regulations last reviewed January 2024 minutes 

Has a Responsible finance officer been 
appointed with specific duties? 
 

Clerk is RFO 

Are payments in the cashbook supported 
by invoices, authorised and minuted? 

Yes, evidenced from invoice to 
minutes to bank account 

Has VAT on payments been identified, 
recorded and reclaimed? 

Separate VAT column in 
cashbook 
 
Claim for £5158.62 submitted 
31 March 24 
 
2223 payment received Nov 23 

Is s137 expenditure separately recorded 
and within statutory limits? 

Separate line in cashbook 

Have S137 payments been approved and 
included in the minutes as such? 

No payments made 

Risk management 
arrangements 

Does a review of the minutes identify any 
unusual financial activity? 

No 

Do minutes record the council carrying out 
an annual risk assessment or review of 
their risk management scheme? 

No  March 23 

Is insurance cover appropriate and 
adequate? 

Yes, updated during year 
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Internal control Test Observations 

Are internal financial controls documented 
and regularly reviewed? 

January 2024 minutes 

Budgetary 
controls 

Has the council prepared an annual 
budget in support of its precept and has 
this been minuted as being approved? 

2324  not minuted as receiving 
a budget when precept set 
 
2425  minuted as approved 
Jan 24 

Has the precept been calculated from the 
budget and been approved? 

2324  approved as £23,707.85 
 
2425  approved as  £35,387 

Does the budget include an actual 
completed year? 

Yes 

Is actual expenditure against budget 
regularly reported to the council? 

Yes 

Are there any significant unexplained 
variances from budget? 

No 

Income controls 
 
 
 
 
 

Is income properly recorded and promptly 
banked? 

Yes 

Does the precept recorded agree to the 
Council Tax  notification? 

Bank account £23707.86 
 
Remittance slips £23707.86 

Petty cash 
procedures 

Is all petty cash spent recorded and 
supported by VAT invoices/receipts? 

N/A 

Is petty cash expenditure reported to each 
council meeting? 

N/A 

Is petty cash reimbursement carried out 
regularly? 

N/A 

Payroll controls Do all employees have contracts of 
employment with clear terms and 
conditions? 

Yes, contract seen 

Do salaries paid agree with those 
approved by the council? 

Yes 

Are salaries above the National Living 
Wage/Minimum Wage? 

Yes 
 
Pay rise implemented Dec 23 
payments 

Are other payments to employees 
reasonable and approved by the council? 

Yes, expenses seen 
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Internal control Test Observations 

Have PAYE/NIC been properly operated 
by the council as an employer? 

Yes, P60 seen, pension costs 
paid 

Asset controls Does the council maintain a register of all 
material assets owned or in its care? 

Yes 

Are the assets and Investments registers 
up to date?  When were these last 
reviewed? 

Yes, June 23 minutes 

Do asset insurance valuations agree with 
those in the asset register? 

Yes, valuations updated 2324 

Bank 
reconciliation 
 
 
 
 
 
 
 

Is there a bank reconciliation for each 
account and is this reported to council? 

Yes 

Is a bank reconciliation carried out 
regularly and in a timely fashion? 

Yes, reported regularly to 
Council 

Are there any unexplained balancing 
entries in any reconciliation? 

No 

Is the value of investments held 
summarised on the reconciliation? 

N/A 

Year-end 
procedures 
 
 

Are year-end accounts prepared using the 
correct accounting basis (Receipts and 
Payments or Income and Expenditure)? 

Yes, R&P 

Do accounts agree with the cash book? Statements £9994.26 
 
AGAR £9994 

Has a year-end bank reconciliation been 
undertaken? 

Yes, £9994.26 

Is there an audit trail from underlying 
financial records to the accounts? 

Yes 

Procedural Is eligibility for the General Power of 
Competence properly evidenced? 

N/A 

Have points raised on the last Internal 
Audit report been considered by council 
and actioned? 

Increase Pavilion insurance  
increased by 10K 
 
More regular budget monitoring 
required  reported regularly in 
minutes 

Transparency: For 
smaller councils 
with turnover 
under £25,000 

Minutes for whole year on website? Yes 

Agendas for whole year on website? Yes 
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Internal control Test Observations 

(best practice over 
£25k) 

Payments over £100 detailed on website? Yes, included within minutes 

 rights advertised on website? Yes  23 June 

 responsibilities detailed on 
website? 

Yes 

Last financial  AGAR on website? Yes 

Land and building assets details on 
website? (Description, location, 
owner/leaseholder, date and cost of 
acquisition and present use) 

No  (outside Transparency 
Code scope, but best practice) 

Councils with 
charities only 

Are all Charities up to date with 
Charity Commission filing 
requirements?? 

Accounts with auditor 

Has the Council been named as 
Sole Trustee on the Charity 
Commission Register?? 

Yes 

Are the Charity meetings and 
accounts recorded separately from 
those of the Council? 

Yes 

 
 
Summary of report: 
 
Thank you to Sarah for supplying all documentation so promptly. 
 
- I have checked through your accounts and confirmed them against income and 
expenditure receipts, as well as against payments in your cashbook. Bank reconciliations 
are regularly carried out for the accounts. 
 
- I have confirmed that your Financial Regulations and Standing Orders are up to date. 
 
- I have noted that your VAT has been claimed within the past year 
 
- I have verified that your insurance is adequate 
 
- I confirm that your payroll management meets requirements 
 
- I have reviewed your budget setting process and noted that you provide Council with 
regular spend against budget information 
 
- I have reviewed the AGAR against your year-end bank reconciliations and your accounts 
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- I was pleased to see that Council increased their precept to allow for additional general
reserves to be put in place 
 
I have no concerns to raise and as such have signed the internal audit section of the 
AGAR. 
 
Notes / recommendations for 24/25: 
 
Email management  the JPAG Practitioners Guide states that  authority should 
have an email account that belongs to the council and to which the council has access  
this ideally would be a .gov.uk or .org.uk address or could be an address linked to the 
council   As you are using an Gmail account this may be something that Council 
wishes to budget for this year 
 
As one of the categories on the AGAR specifically references risks being assessed within 
the year, I would recommend that you review your risk register annually going forwards.  
 
Sonya 
 
Sonya Blythe 
Internal auditor 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 







 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

  

 

 

 



 



Sporle with Palgrave Parish Council 
Complaints Procedure 

Sporle with Palgrave Parish Council takes all complaints and feedback seriously. It helps us 
provide an efficient and effective service for the people of Sporle with Palgrave Parish. 

 The aim of this procedure is to ensure that all complaints from members of the public are 
handled swiftly and courteously to a resolution acceptable to all parties. 

 Internal staff complaints are covered by the separate Grievance Policy. 
  
 Anonymous complaints will be filed but not responded to. 
  
 Repetitive complaints from the same individual may lead to the complainant being 

categorised as vexatious, with limitations on further responses. 

Procedure 

General complaints should be made in writing or via email and should be addressed to the Clerk. 

 On receiving a complaint, the Clerk shall try to settle the complaint directly. 
 The Clerk will establish further detail as required and report back findings as swiftly as 

possible to the complainant and seek the complainant's assurance that their complaint has 
been dealt with. If necessary, the complainant shall be kept informed of progress and 
estimates of future timescales should be provided. 

 Records of all complaints are to be kept 
 The complainant always has the option of escalating any complaint to the Chairman of the 

Council for further investigation and resolution. 
 If no other resolution can be found, the complaint should be brought to a Council meeting 

for formal discussion and resolution. 
 The Clerk or Chairman shall bring any written complaint which has not been settled to the 

next meeting of the Council and the Clerk shall notify the complainant of the date of the 
meeting. The complainant will be offered the opportunity to explain the nature of the 
complaint to the meeting. 

 The Clerk shall consult with the Chairman/Vice Chairman to consider whether the written 
complaint warrants discussion at a Council meeting in the absence of the press and public, 
the decision on the complaint shall be announced at the Council meeting in public. 

 The Clerk will communicate in writing the decision that has been made by the Council and 
the nature of any action taken by the Council. All complaints must be dealt with in writing 
(either by post or via email) 

 If the complaint is against the actions of the Clerk, it should be submitted in writing to the 
Chairman and will be considered as an employment issue. The Chairman will present the 
complaint to the Council for consideration. Further action is covered by the separate 
Disciplinary Policy.  

 Complaints about Councillors should be referred to: 

Breckland , Elizabeth House, Dereham  

If you have a complaint you can contact us in the following ways: 

 Via letter to: 58 Hercules Rd, Hellesdon, Norwich, Norfolk, NR6 5HH 

 Tel: 07552116126 
 Email: clerksporlepc@gmail.com 
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Purpose 

The council is committed to being transparent about how it collects and uses the personal 
data of staff, and to meeting our data protection obligations. This policy sets out the council's 
commitment to data protection, and your rights and obligations in relation to personal data in 
line with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018 
(DPA). 

This policy applies to the personal data of current and former job applicants, employees, 
workers, contractors, and former employees, referred to as HR-related personal data. This 
policy does not apply to the personal data relating to members of the public or other 
personal data processed for council business. 

The council has appointed [name and job title] as the person with responsibility for data 
protection compliance within the council. Questions about this policy, or requests for further 
information, should be directed to them. 

Definitions 

"Personal data" is any information that relates to a living person who can be identified from 
 It 

includes both automated personal data and manual filing systems where personal data are 
accessible according to specific criteria. It does not include anonymised data. 

consulting, storing, amending, disclosing or destroying it. 

"Special categories of personal data" means information about an individual's racial or ethnic 
origin, political opinions, religious or philosophical beliefs, trade union membership, health, 
sex life or sexual orientation and genetic or biometric data as well as criminal convictions 
and offences. 

"Criminal records data" means information about an individual's criminal convictions and 
offences, and information relating to criminal allegations and proceedings. 

Data protection principles 

The council processes HR-related personal data in accordance with the following data 
protection principles the council: 

 processes personal data lawfully, fairly and in a transparent manner 
 collects personal data only for specified, explicit and legitimate purposes 
 processes personal data only where it is adequate, relevant and limited to what is 

necessary for the purposes of processing 
 keeps accurate personal data and takes all reasonable steps to ensure that 

inaccurate personal data is rectified or deleted without delay 
 keeps personal data only for the period necessary for processing 
 adopts appropriate measures to make sure that personal data is secure, and 

protected against unauthorised or unlawful processing, and accidental loss, 
destruction or damage 

The council will tell you of the personal data it processes, the reasons for processing your 
personal data, how we use such data, how long we retain the data, and the legal basis for 
processing in our privacy notices. 



The council will not use your personal data for an unrelated purpose without telling you 
about it and the legal basis that we intend to rely on for processing it. The council will not 
process your personal data if it does not have a legal basis for processing. 

The council keeps a record of our processing activities in respect of HR-related personal 
data in accordance with the requirements of the General Data Protection Regulation 
(GDPR). 

Processing  

Personal data 

The council will process your personal data (that is not classed as special categories of 
personal data) for one or more of the following reasons: 

 it is necessary for the performance of a contract, e.g., your contract of employment 
(or services); and/or 

 it is necessary to comply with any legal obligation; and/or 

 
third party), unless there is a good reason to protect your personal data which 
overrides those legitimate interests; and/or 

 it is necessary to protect the vital interests of a data subject or another person; and/or 
 it is necessary for the performance if a task carried out in the public interest or in the 

exercise of official authority vested in the controller. 

If the council processes your personal data (excluding special categories of personal data) in 
line with one of the above bases, it does not require your consent. Otherwise, the council is 
required to gain your consent to process your personal data. If the council asks for your 
consent to process personal data, then we will explain the reason for the request. You do not 
need to consent or can withdraw consent later. 

The council will not use your personal data for an unrelated purpose without telling you 
about it and the legal basis that we intend to rely on for processing it. 

Personal data gathered during the employment is held in your personnel file in hard copy 
and electronic format on HR and IT systems and servers. The periods for which the council 
holds your HR-related personal data are contained in our privacy notices to individuals. 

Sometimes the council will share your personal data with contractors and agents to carry out 
our obligations under a contract with the individual or for our legitimate interests. We require 
those individuals or companies to keep your personal data confidential and secure and to 
protect it in accordance with Data Protection law and our policies. They are only permitted to 
process that data for the lawful purpose for which it has been shared and in accordance with 
our instructions. 

The council will update HR-related personal data promptly if you advise that your information 
has changed or is inaccurate. You may be required to provide documentary evidence in 
some circumstances. 

The council keeps a record of our processing activities in respect of HR-related personal 
data in accordance with the requirements of the General Data Protection Regulation 
(GDPR). 

 



Special categories of data 

The council will only process special categories of your personal data (see above) on the 
following basis in accordance with legislation: 

 where it is necessary for carrying out rights and obligations under employment law or 
a collective agreement; 

 where it is necessary to protect your vital interests or those of another person where 
you are physically or legally incapable of giving consent; 

 where you have made the data public; 

 where it is necessary for the establishment, exercise or defence of legal claims; 
 where it is necessary for the purposes of occupational medicine or for the 

assessment of your working capacity; 
 where it is carried out by a not-for-profit body with a political, philosophical, religious 

or trade union aim provided the processing relates to only members or former 
members provided there is no disclosure to a third party without consent; 

 where it is necessary for reasons for substantial public interest on the basis of law 
which is proportionate to the aim pursued and which contains appropriate 
safeguards; 

 where is it necessary for reasons of public interest in the area of public health; and 
 where is it necessary for archiving purposes in the public interest or scientific and 

historical research purposes. 

If the council processes special categories of your personal data in line with one of the 
above bases, it does not require your consent. In other cases, the council is required to gain 
your consent to process your special categories of personal data. If the council asks for your 
consent to process a special category of personal data, then we will explain the reason for 
the request. You do not have to consent or can withdraw consent later. 

Individual rights 

As a data subject, you have a number of rights in relation to your personal data. 

Subject access requests 

You have the right to make a subject access request. If you make a subject access request, 
the council will tell you: 

 whether or not your data is processed and if so why, the categories of personal data 
concerned and the source of the data if it is not collected from yourself; 

 to whom your data is or may be disclosed, including to recipients located outside the 
European Economic Area (EEA) and the safeguards that apply to such transfers; 

 for how long your personal data is stored (or how that period is decided); 
 your rights to rectification or erasure of data, or to restrict or object to processing; 
 your right to complain to the Information Commissioner if you think the council has 

failed to comply with your data protection rights; and 
 whether or not the council carries out automated decision-making and the logic 

involved in any such decision-making. 

The council will also provide you with a copy of your personal data undergoing processing. 
This will normally be in electronic form if you have made a request electronically, unless you 
agree otherwise. 



If you want additional copies, the council may charge a fee, which will be based on the 
administrative cost to the council of providing the additional copies. 

To make a subject access request, you should send the request to the Clerk or Chairman of 
the Council. In some cases, the council may need to ask for proof of identification before the 
request can be processed. The council will inform you if we need to verify your identity and 
the documents we require. 

The council will normally respond to a request within a period of one month from the date it 
is received.  Where the council processes large amounts of your data, this may not be 
possible within one month. The council will write to you within one month of receiving the 
original request to tell you if this is the case. 

If a subject access request is manifestly unfounded or excessive, the council is not obliged 
to comply with it. Alternatively, the council can agree to respond but will charge a fee, which 
will be based on the administrative cost of responding to the request. A subject access 
request is likely to be manifestly unfounded or excessive where it repeats a request to which 
the council has already responded. If you submit a request that is unfounded or excessive, 
the council will notify you that this is the case and whether or not we will respond to it. 

Other rights 

You have a number of other rights in relation to your personal data. You can require the 
council to: 

 rectify inaccurate data; 
 stop processing or erase data that is no longer necessary for the purposes of 

processing; 
 stop processing or erase data if your interests override the council's legitimate 

grounds for processing data (where the council relies on our legitimate interests as a 
reason for processing data); 

 stop processing or erase data if processing is unlawful; and 
 stop processing data for a period if data is inaccurate or if there is a dispute about 

whether or not your interests override the council's legitimate grounds for processing 
data. 

 complain to the Information Commissioner. You can do this by contacting the 

(www.ico.org.uk). 

To ask the council to take any of these steps, you should send the request to the Clerk or 
Chairman of the Council. 

Data security 

The council takes the security of HR-related personal data seriously. The council has 
internal policies and controls in place to protect personal data against loss, accidental 
destruction, misuse or disclosure, and to ensure that data is not accessed, except by 
employees in the proper performance of their duties. 

Where the council engages third parties to process personal data on our behalf, such parties 
do so on the basis of written instructions, are under a duty of confidentiality and are obliged 



to implement appropriate technical and organisational measures to ensure the security of 
data. 

Impact assessments 

Some of the processing that the council carries out may result in risks to privacy (such as 
monitoring of public areas via CCTV). Where processing would result in a high risk to your 
rights and freedoms, the council will carry out a data protection impact assessment (DPIA) to 
determine the necessity and proportionality of processing. This will include considering the 
purposes for which the activity is carried out, the risks for yourself and the measures that can 
be put in place to mitigate those risks.] 

Data breaches 

The council have robust measures in place to minimise and prevent data breaches from 
taking place. Should a breach of personal data occur the council must take notes and keep 
evidence of that breach. 

If you are aware of a data breach you must contact the Clerk or Chairman of the Council 
immediately and keep any evidence, you have in relation to the breach. 

If the council discovers that there has been a breach of HR-related personal data that poses 
a risk to the rights and freedoms of yourself, we will report it to the Information 
Commissioner within 72 hours of discovery. The council will record all data breaches 
regardless of their effect. 

If the breach is likely to result in a high risk to the rights and freedoms of individuals, we will 
tell you that there has been a breach and provide you with information about its likely 
consequences and the mitigation measures we have taken. 

International data transfers 

The council will not transfer HR-related personal data to countries outside the EEA. 

Individual responsibilities 

You are responsible for helping the council keep your personal data up to date. You should 
let the council know if data provided to the council changes, for example if you move to a 
new house or change your bank details. 

Everyone who works for, or on behalf of, the council has some responsibility for ensuring 
data is collected, stored and handled  

You may have access to the personal data of other individuals and of members of the public 
in the course of your work with the council. Where this is the case, the council relies on you 
to help meet our data protection obligations to staff and members of the public.  Individuals 
who have access to personal data are required: 

 to access only data that you have authority to access and only for authorised 
purposes; 

 not to disclose data except to individuals (whether inside or outside the council) who 
have appropriate authorisation; 

 to keep data secure (for example by complying with rules on access to premises, 
computer access, including password protection, locking computer screens when 



away from desk, and secure file storage and destruction including locking drawers 
and cabinets, not leaving documents on desk whilst unattended); 

 not to remove personal data, or devices containing or that can be used to access 
personal data, from the council's premises without prior authorisation and without 
adopting appropriate security measures (such as encryption or password protection) 
to secure the data and the device; and 

 not to store personal data on local drives or on personal devices that are used for 
work purposes. 

 to never transfer personal data outside the European Economic Area except in 
compliance with the law and with express authorisation from the Clerk or Chair of the 
Council  

 
or if you notice a potential breach or any areas of data protection or security that can 
be improved upon.  

Failing to observe these requirements may amount to a disciplinary offence, which will be 
dealt with under the council's disciplinary procedure. Significant or deliberate breaches of 
this policy, such as accessing personal data without authorisation or a legitimate reason to 
do so or concealing or destroying personal data as part of a subject access request, may 
constitute gross misconduct and could lead to dismissal without notice. 

 

 

 

Date of policy: May 2024 
 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

 

 

 

 

 
 

 

 
 

 

 
 

 
 

 

 

 
 

 
 

 
 

 

 
 

 

 
 

 
 

  
 

      



 

 

 

 

 

 

 

 

 

 

   

   

   

   

   

   

   

   

   

   

   

   

   

 



 

 

 

 

 
 

 

 

 

 

 


