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Information & Data Protection Policy and Privacy Notice 
 
 

INTRODUCTION 
In order to conduct its business, services and duties, Dover Town Council processes a wide range 
of data, relating to its own operations and some which it manages on behalf of its Councilors, 
partners and clients. (Personal data such as name, address, e-mail address, phone numbers and address 
details) 
The Council regards the lawful and correct treatment of personal information as vital to 
maintaining the confidence of those with whom it deals. Data will be used lawfully, fairly and in a 
transparent way. 
 
The General Data Protection Regulation (GDPR) and Data Protection Act 2018 give legislation 
controls about how personal information is stored and used by organisations, on behalf of living 
individuals. It applies to both electronic and manual records. 
 
Dover Town Council’s data protection partner/adviser is www.satswana.com  
 
INFORMATION SECURITY 
Dover Town Council will comply with the seven main principles of GDPR being: - 
▪ Lawfulness, fairness, and transparency 
▪ Purpose limitation 
▪ Data minimisation  
▪ Accuracy  
▪ Storage limitation 
▪ Integrity and confidentiality 
▪ Accountability. 
 
The Council will only keep data for the purpose it was collected for and only for as long as is 
necessary. After which it will be deleted.  
 
Dover Town Council processes personal data in order to: - 
• fulfil its duties as an employer by complying with the terms of contracts of employment, 
safeguarding the employee and maintaining information required by law.  
• pursue the legitimate interests of its business and its duties as a public body, by fulfilling 
contractual terms with other organisations, and maintaining information required by law.  
• monitor its activities including the equality and diversity of its activities  
• fulfil its duties in operating the business premises including security  
• assist regulatory and law enforcement agencies  
• process information including the recording and updating details about its Councillors, 
employees, partners and clients  
• process information including the recording and updating details about individuals who contact 
it for information, or to access a service, or make a complaint.  
• undertake surveys, censuses and questionnaires to fulfil the objectives and purposes of the 
Council.  
• undertake research, audit and quality improvement work to fulfil its objects and purposes. 
 
DISCLOSURE OF INFORMATION 
Personal information will not be released to any 3rd Party except the Police or regulated authorities 
without the knowledge or consent of the individual. 

http://www.satswana.com/
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The Council may approach an individual for written consent to allow us to process certain 
sensitive personal data. If we do so, we will provide them with full details of the personal data 
that we need to use, and the reason we need it; so that the individual can carefully consider 
whether to consent or not. 
 
RIGHTS OF DATA SUBJECT 
The Council will ensure that individuals on whom personal information is kept are aware of their 
rights and have easy access to that information on request. 
 

• Access to Information:    an individual has the right to request access to the information 
Dover Town Council has on them. The individual can do this by contacting the Town Clerk 
in writing. An acknowledgement of their request will be sent within 7 working days of 
receipt of their request, with a complete reply normally sent within 20 working days. 

• Council Staff    the Council will always give guidance on personal data to employees 
through the Employee Handbook. 

• Information Correction     If an individual believes that the information held by Dover 
Town Council about them is incorrect, they may contact the Council so that the data can be 
updated and kept accurate. 

• Information Deletion     If an individual wishes the Town Council to delete the information 
held about them, they can request this by contacting the Town Clerk, with evidence of this. 

• Right to Object     If an individual believes their data is not being processed for the purpose 
it had been collected for, they may object by contacting the Town Clerk, with evidence of 
this. 

• Complaints     If an individual has a complaint regarding the way their personal data has 
been processed, they may make a complaint to the Town Clerk or the Information 
Commissioners Office casework@ico.org.uk or Tel: 0303 123 1113 

 
CONCLUSION 
Dover Town Council in accordance with the Law, will collect a limited amount of personal 
information data, as is necessary, for correspondence, information and service provision. It will 
NOT use profiling; we DO NOT sell or pass on data to third parties, except to regulatory or law 
enforcement agencies. 
The Council do NOT use individuals data for any purposes other than those specified. It will 
ALWAYS ensure data is stored securely. It will delete all the information deemed to be no longer 
necessary. The Council will review its Privacy policies to keep them up to date.  

mailto:casework@ico.org.uk

