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1. Introduction

Dorchester Town Council (‘the Council’) is committed to protecting your privacy and ensuring that your personal data is processed lawfully, fairly, and transparently. 

This Privacy Notice explains:
· What personal information we collect;
· How we use it;
· Who we may share it with;
· How long we keep it;
· How we protect it; and
· Your rights under UK data protection legislation.

Dorchester Town Council is the Data Controller for the personal information it processes.

1. Contact Details

If you have any questions about this Privacy Notice or wish to exercise your data protection rights, please contact:

Responsible Finance Officer (Data Officer)
Dorchester Town Council
19 North Square
Dorchester
DT1 1JF

Telephone: 01305 266861

Email: admin@dorchester-tc.gov.uk

1. What Information We Collect

Depending on the service being provided, we may collect and process personal information including: 
· Name and title;
· Home or correspondence address;
· Email address;
· Telephone number;
· Financial and payment information;
· Employment and recruitment information;
· Grant application information;
· Details of enquiries, complaints and correspondence;
· Information relating to bookings, events, and Council services;
· Allotment tenancy information;
· Cemetery and burial records;
· CCTV images where applicable;
· Photographs taken at Council events;
· Emergency contact details; and
· Any other information necessary to deliver Council services or fulfil legal obligations.

We will only collect information that is necessary and relevant for the purpose for which it is required.

1. How We Collect Information

We may obtain personal information:
· Directly from you;
· Through application forms and service requests;
· Through correspondence by email, telephone or letter;
· Through our website;
· Through grant applications;
· Through bookings and event registrations;
· From other public authorities where permitted by law; and 
· From publicly available sources where appropriate.

1. Why We Process Personal Information

The Council may process personal information to:
· Deliver local council services;
· Manage allotments, cemeteries and community facilities;
· Respond to enquiries, correspondence, and complaints;
· Administr grants and community funding;
· Process bookings, licences and permissions;
· Organise and promote events and activities;
· Manage employees, councillors and volunteers;
· Maintain Council property and assets;
· Comply with legal, regulatory and audit requirements;
· Protect public funds and prevent fraud; and
· Carry out statutory and administrative functions.

1. Lawful Bases for Processing

The Council will only process personal data where a lawful basis exists under UK data protection legislation. 

The lawful bases relied upon may include:

Public Task
Processing necessary for carrying out tasks in the public interest or exercising official authority vested in the Council.

Legal Obligation
Processing necessary to comply with legal requirements.

Contract
Processing necessary to fulfil a contract with an individual or to take steps before entering into a contract.

Consent
Processing where an individual has provided clear consent.

Vital Interests
Processing necessary to protect someone’s life.

Legitimate Interests
Processing necessary for legitimate organisational interests where those interests are not overridden by individuals’ rights and freedoms.

Where special category data is processed, the Council will ensure that an additional lawful condition is satisfied.

1. Who We Share Information With

The Council may share personal information, where lawful and necessary, with:
· Government departments;
· Regulatory bodies;
· External auditors;
· Professional advisers;
· Other local authorities;
· Dorset Council;
· Law enforcement agencies;
· Service providers acting on the Council’s behalf; and
· Organisations where disclosure is required by law.

Information will only be shared where there is a lawful basis for doing so and only the minimum necessary information will be disclosed.

The Council does not sell personal information to third parties.

1. How Long We Keep Information

The Council will retain personal information only for as long as necessary to fulfil the purpose for which it was collected and to meet legal, regulatory, financial and operational requirements.

Retention periods vary depending on the type of information held. The Council’s retention periods are set out in its adopted Data Retention Policy, a copy of which is available on request, or on the Council's website: https://www.dorchester-tc.gov.uk/ptn/tools/download.ashx?docId=688

1. How We Keep Information Secure

The Council takes appropriate technical and organisational measures to protect personal information against unauthorised access, alteration, disclosure, loss or destruction.

These measures include:
· Password-protected systems;
· Role-based access controls;
· Secure storage of paper records;
· Secure disposal of confidential information;
· Staff and councillor training;
· Backup and recovery arrangements; and
· Regular review of information security procedures.

All staff, councillors and contractors are expected to maintain the confidentiality and security of personal information.

1. Your Rights

Under UK data protection legislation, you have the right to:
· Be informed about how your data is used;
· Access your personal information;
· Request correction of inaccurate information;
· Request erasure of information in certain circumstances;
· Request restriction of processing;
· Object to processing in certain circumstances;
· Request transfer of your information where applicable; and
· Challenge decisions made solely by automated means.

Some rights may be limited where exemptions apply under legislation.

1. Subject Access Requests

You have the right to request a copy of the personal information the Council holds about you.

Requests may be made:
· In writing;
· By email;
· Verbally, or
· Through an authorised representative acting on your behalf.

The Council will normally respond within one calendar month of receiving a valid request and any information required to verify identity.

There is normally no charge for making a request.

1. Personal Data Breaches

The Council has procedures in place to identify, investigate and manage personal data breaches. 

Where required by law, the Council will notify the Information Commissioner’s Office (ICO) and, where appropriate, affected individuals.

1. Council Website and Cookies

The Council’s website may use cookies and similar technologies to improve functionality, monitor performance and enhance user experience.

Further information regarding cookies is available through the Council’s website.

1. Complaints

If you have concerns about how the Council has handled your personal information, please contact the Responsible Finance Officer in the first instance.

You also have the right to complain to:

Information Commissioner’s Office (ICO)
Wycliffe House 
Water Lane
Wilmslow
Cheshire
SK9 5AF

Telephone: 0303 123 1113

Website: www.ico.org.uk

1. Changes to this Privacy Notice

This Privacy Notice will be reviewed annually and updated where necessary to reflect changes in legislation, guidance or Council operations.

The most current version will always be on the Council’s website.





