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Assertation 10 Evidence: Personal Data Audit/Data 

Mapping Record 

 

Council name: Rockcliffe Parish Council 

Prepared by: Mrs Lesley Faulder – Clerk/RFO 

Date prepared: 29/03/2026 

Review date: March 2027 

This document records the personal date and council information processed by the 

council in support of compliance with ASSERTION 10. 

Information type/category: 

Agenda, minutes, resident emails, councillor contact details, financial records. 

Description of data held: 

Names, addresses, emails addresses, mobile numbers of councillors, financial 

details, signatures. 

Purpose for holding the information: 

Communication, reimbursing for payment, banking and signing minutes etc. 

Who creates or receives it: 

Clerk usually creates, councillors, bank, Cumberland Council, CALC usually receive 

it. 

Where is it stored: 

Laptop, hard drive, email  box, cloud storage, website, paper files, archive storage 

and secure box in a locked office. 

Who has access: 

Clerk, councillors, external auditor, public via website, website maintenance office. 

How long is it kept: 

All in compliance with the Retention of documents policy: 

Disposal: 

Delete, shred, county archives. 

Security measures: 

2 councillors have access/authority to authorise bank payments, clerk only has 

passwords for computer. 
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Minutes & Agenda 

Agenda: compiled by the clerk with items added from councillors.  Displayed on the 

website and delivered to councillors at least 3 full working days before the meeting.  

They are kept indefinitely on the hard drive and are kept on the website.  Distributed 

to councillors via email and posted to one councillor. 

Minutes: taken and typed up by the clerk, displayed on the website and distributed 

to the councillors within 30 working days of the meeting (usually 2 weeks).  Stored 

on the hard drive and on the website.  Hard signed copies are in the Cumberland 

Archives as per the retention of documents policy.  The draft minutes are circulated 

via email and hard copy to one councillor.  It was agreed that nowadays the number 

of pages are quite numerous and don’t fit in traditional notice boards the website is 

the most acceptable form of transparency. 

Emails: from residents, names are not recorded and spoken in meetings.  If it is a 

‘small’ problem, it is dealt with then discarded within the 6 months as indicated in the 

retention of document policy.  If as currently for RPC we have 2 huge problems 

emails regarding these are kept in the appropriate file in the inbox. 

Financial information: all financial information is retained for 7 years as indicated in 

the retention of documents policy.  Bank statements are available on Unity for 2 

years only.  The clerk prepares a budget report for the November meeting of each 

year.  After full discussion and approval by full council a request is put into 

Cumberland Council in January at the latest for the precept for the following financial 

year which is the received in April.  

Meeting papers and council documents: All necessary documents are circulated 

by the clerk to all councillors time appropriately.  No councillor has access to the lap 

top and email account. 

Security and Access: 

The council laptop, email account and council mobile are managed by the clerk. 

Councillors do not have direct access to the council laptop or email account. 

Physical paperwork not transferred to archives is kept in a locked box in private 

office. 

Supporting Policies/Related Documents: 

These documents should be read along side 

a) The Retention of Documents Policy 
b) Privacy Notice 
c) Council’s IT Policy 
d) And other policies or procedures relevant to data protection and information 

handling. 

Statement: 
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This document forms part of the councils evidence for Assertation 10 and 
demonstrates how the council identifies and manages the information it 

processes as part of its day-to-day business. 

 

All the paperwork which can’t now go the County Archives is kept in a locked box in 

a private office.  Archives only accept signed minutes and the official audit papers. 

 


