Fair Oak and Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: 023 8069 2403
Email: enquiries@fairoak-pc.gov.uk

SUMMONS
Dear Member

12 June 2018

You are hereby summoned to attend a meeting of POLICY COMMITTEE at the Parish
Offices, 2 Knowle Park Lane, Fair Oak on Monday, 18 June 2018 at 7.00 p.m. *or at the
conclusion of the public participation period.

Melanie Stephens
Melanie Stephens
Clerk
PUBLIC PARTICIPATION:
*If required, the meeting will be preceded by a public participation period of up to 15 minutes,
where members of the public are entitled to address the Committee on issues relevant to the
business of the Parish Council.

AGENDA
1.

APOLOGIES
To note any apologies for absence.

2.

DECLARATIONS OF INTEREST
To note any declarations of interest made by members in connection with an agenda
item. The nature of the interest must also be specified.

3.

MINUTES
To note the minutes of the previous meeting dated 19 March 2018, approved by Full
Council on 16 April 2018 and any matters arising, not dealt with elsewhere on this
agenda.

4.

GENERAL DATA PROTECTION REGULATION (GDPR) (REPORT A, PAGES 3 – 66)
To adopt relevant policies to comply with the GDPR requirements, agree delegation to
Clerk, and agree changes to Members’ email addresses.

5.

WOODLAND COMMUNITY CENTRE - BOOKING TERMS AND CONDITIONS
(REPORT B, PAGES 67 – 73)
To approve the booking terms and conditions.

6.

WOODLAND COMMUNITY CENTRE - HEALTH & SAFETY POLICY AND FIRE
SAFETY POLICY (REPORT C, PAGES 74-81)
To approve the Health & Safety Policy and Fire Safety Policy & Fire Risk Assessment for
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the Centre.

7.

LEASE TO OCCUPY – WOODLAND COMMUNITY CENTRE (REPORT D, PAGES 8288)
To note that Rainbows Pre-School have signed a lease to occupy the Woodland
Community Centre.

8.

REPORT OF THE RESPONSIBLE FINANCE OFFICER (REPORT E) (TO FOLLOW)
To approve the report of the RFO, note cheque signing and BACS payments.

To: Councillors

Officers

Cllr C Bird
Cllr N Couldrey
Cllr Mrs Douglas (Chairman)
Cllr J Goss
Cllr T Mignot
Cllr Mrs Shephard
Cllr J Sorley
Cllr P Spearey (Vice-Chairman)

Mrs J Cahill (Responsible Finance
Officer)
Mrs Greenslade (Deputy Clerk)
Ms M Stephens (Clerk)
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Report A

POLICY COMMITTEE – 18 JUNE 2018
GENERAL DATA PROTECTION REGULATIONS (GDPR)

1.

PURPOSE

1.1

To seek members approval of the adoption of key documents ensuring that the Parish
Council complies with the requirements of the GDPR.

2.

BACKGROUND

2.1

The General Data Protection Regulations (GDPR) came into force on 25 May 2018. It
replaced the Data Protection Act 1998. The new legislation makes all organisations
which handle personal information subject to a strict new data protection regime which
will introduce significant financial sanctions for non-compliance. The key to managing
the risk of non-compliance will be for the Council to know what personal data it
processes, how its processed, who this is shared with, why and how data is stored and
managed.

2.2

The GDPR builds on the concepts underpinning the previous data protection
legislation. However, it also introduced a number of new robust obligations for all
organisations processing personal data. If organisations breached these obligations,
the Information Commissioner’s Office (ICO) have the power to issue significant fines
in the most serious cases.

2.3

GDPR ensures that anyone processing personal data must comply with six, legally
enforceable principles of good practice. Summarised, the principles require that
personal data shall be:
1. processed lawfully, fairly and in a transparent manner in relation to individuals
2. collected for specified, explicit and legitimate purposes and not further
processed in an manner that is incompatible with those purposes; further
processing for archiving purposes in the public interest, scientific or historical
research purposes or statistical purposes shall not be considered to be
incompatible with the initial purposes;
3. adequate, relevant and limited to what is necessary in relation to the purposes
for which they are processed;
4. accurate and where necessary, kept up to date; every reasonable step must be
taken to ensure that personal data that are inaccurate, having regard to the
purposes for which they are processed, are erased or rectified without delay;
5. kept in a form which permits identification of data subjects for no longer than is
necessary for the purposes for which the personal data are processed;
personal data may be stored for longer periods insofar as the personal data will
be processed solely for archiving purposes in the public interest, scientific or
historical research purposes or statistical purposes subject to implementation
of the appropriate technical and organisational measures required by the
GDPR in order to safeguard the rights and freedoms of individuals;
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6. processed in a manner that ensures appropriate security of the personal data,
including protection against unauthorised or unlawful processing and against
accidental loss, destruction or damage, using appropriate technical or
organisational measures.
3.

STEPS UNDERTAKEN SO FAR

3.1

The Parish Council in fully committing to full compliance with the requirements of the
General Data Protection Regulation, has undertaken the following steps to ensure
compliance: •
•
•

In March 2018 the Policy Committee recommended to the Council that they be
appointed ‘Data Controller’ and the Clerk ‘Data Protection Officer’ for the
purposes of the Act. This was approved by Full Council;
In May 2018, Officers of the Council undertook a data audit. As a result of this
audit, officers have sought to make contacts with individuals, clubs, groups,
tenants etc to gain their consent to retain data;
The Clerk has drafted key corporate documents to ensure that the Council
complies with the legislation.

3.2

The Council will need to adopt and follow procedures which aim to ensure that all
employees, elected Members, contractors, consultants, partners or other servants or
agents of the Council (collectively known as data users) who have access to any
personal data held by or on behalf of the Council are fully aware of and abide by their
duties under the General Data Protection Regulation.

3.3

In order to ensure compliance, the following documents have been produced: •
•
•
•
•
•

Information Rights Policy (a document which sets out the changes in legislation
and advising individuals about their data rights) Appendix 1
Data Protection Policy (what we hold, where and why) Appendix 2
Data Breach Response Plan (sets out steps the Council will take should there
be a breach) Appendix 3
Subject Access Policy (the process the Council will follow on receipt of a
subject access request) Appendix 4
Genera Privacy Notice(s) (for the general public and staff/councillors advising
how the Council will store and manage data) Appendix 5
Privacy notices for all functions of the Council (as above but covering the
following services: - Finance, CCTV, Communications, Freedom of Information,
Cemetery, Bookings, allotment, complaints, public images & personnel)
Appendix 6

3.4

The above documents are ‘working’ documents and will evolve over time and require
corrections. However, they provide a good foundation for compliance. These will be
published on the Council’s website once formally adopted by the Council.

3.5

In addition to the above, the Council will need to have in place an information security
policy. This will be submitted to the next Policy Committee meeting on 17 September
2018.
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3.6

A wider discussion on Members’ email and use of I.T will need to take place following
a benchmarking exercise undertaken by the Clerk. The results of these investigations
will be presented at the next Policy Committee meeting.

4.

FINANCIAL IMPLICATIONS

4.1

Resources involved in undertaking the required actions to ensure GDPR compliance
will be through employee time.

5.

RECOMMENDATION

5.1

That it be recommended to the Council that: a) The policy documents set out in appendices 1 – 6 to this report be adopted;
b) The Clerk be given delegated Authority to carry out necessary tasks/functions to
ensure that the Council complies with GDPR; and
c) The Clerk commence with necessary changes to Member emails to ensure
compliance.

For further information:

Background papers:

Melanie Stephens, Parish Clerk
clerk@fairoak-pc.gov.uk

NALC GDPR Toolkit
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Appendix 1
Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

INFORMATION RIGHTS
POLICY
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1.

INTRODUCTION

1.1

On 25 May 2018 the General Data Protection Regulations (GDPR) was introduced to
replace the Data Protection Act 1998. This changed the rules surrounding how the
Parish Council processes personal information and rights in respect of this. The Parish
Council has prepared this guidance document in order to ensure that individuals fully
understand the changes in legislation.

1.2

Your rights are contained in the following broad categories which are explained in more
detail in the following paragraphs

1.3

The rights are:

1.3.1

Information about what we are doing with your personal data

1.3.2

Subject Access – asking for a copy of your personal information

1.3.3. Portability – transferring your data to you or another organisation

1.3.4

Erasure – the right to ask for your personal information to be deleted

1.3.5

Correction – correcting any inaccuracies in the information we hold

1.3.6

Restriction – removing your information from day-to-day use but keeping it
elsewhere

1.3.7

Objection to the grounds on which we are processing your data

1.3.8

Objection to automated decision making

1.3.9

Notification
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2

GENERAL INFORMATION

2.1

We have set out below what the above rights mean in greater detail, however, before
you are able to exercise your rights (other than your rights to information and notification
which are automatic rights) we will ask you to provide us with proof of your identity.
Please ensure therefore that, you are able to provide this ID proof to avoid any delays in
the processing your rights. We will need to see the original of a piece of photographic ID
such as passport or driving licence and proof of current and recent addresses for the last
12 months. You can bring these documents into the Council offices or provide us with
copies that have been certified by a solicitor.

2.2

If you make a request under any of the above rights, we will respond to your request
within 30 days. However, we will endeavour to process your request as soon as possible
and, if we can do so sooner than the 30 day period, we will.

2.3

In exceptional circumstances, for example if your request is complicated or is linked to
many other requests, we may need to extend the timescale by up to a further 60 days. If
that situation occurs, we will notify you within the first 30 days that we intend to apply an
extension, the length of the extension, and the reasons for it.

2.4

We will not charge a fee to process your request. However in exceptional circumstances
where we believe that your request is clearly unfounded or excessive (e.g. where you
may be charged could include where you have requested that we look through 30 years’
worth of records; or you have insisted that we look at our records, even though we have
already informed you that it is highly unlikely that we hold this information) a charge will
be applied (determined by the Finance & Resources Committee).

3

INFORMATION

3.1

When we collect and process your personal information we will notify you. This will either
be at the time that we collect the information directly from you, or at the time information
is provided to us by another party if they haven’t previously notified you that we would be
sent your information. This is normally referred to as a Privacy Notice, and it will confirm
to you;

3.1.1

Which of the Parish Council’s employees are receiving your data and how your
information is being processed,
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3.1.2

Who has access to your information, this will be clarified by job title

3.1.3

How long the Parish Council will keep your information,

3.1.4

The reasons the information is needed,

3.1.5

The consequences if you don’t provide it

3.1.6

Contact details for the Clerk as the Council’s Data Protection Officer to discuss
the way that we are processing your personal information.

3.2

If at any time these reasons or details change we will update you

4.

ACCESS TO PERSONAL DATA

4.1

This is also referred to as a “subject access request” and is the right that you have to be
provided with a copy of the information that we hold about you. Although you currently
have this right, there are a few changes that will come in from May 2018. We will not
charge you a fee for subject access requests, unless we consider your request to be
unfounded or excessive as explained in more detail at paragraph 2.4 above. In addition,
we will process your request in 30 days unless we have notified you that we require an
extension because your request is particularly complicated or linked to a number of other
requests as explained at para 2.3 above. The time commences once the ID and
clarification (if required) are received.

4.2.

You have a right to know the following:

4.2.1

What personal information we hold about you

4.2.2

The reasons we hold this information and how we process it

4.2.3

Who has access to this information

4.2.4

Where the information came from, unless it would be inappropriate to
share this information.
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4.2.5

Whether we are carrying out automated processing of your data including
profiling. This means that a computer is making a “profile” or a decision
about you based on the information we hold.

4.3

The Parish Council is not required to respond to requests for information unless it is
provided with sufficient details to enable the location of information to be identified, and
to satisfy itself as to the identity of the individual making the request.

4.4

All requests will be kept on the Council’s Subject Access Request (SAR) log.

4.5

You will be provided with one copy of your information. If you wish to have further copies
of the same information we are likely to consider this to be excessive and charge you a
fee. When hard copies are posted, they will be sent securely by recorded delivery.

4.6

If you send your request to us electronically, such as via email then we can respond to
you electronically if you confirm that in your request. Any information attached to the
email will be password-protected.

4.7

You may wish to come into Council offices to view the information rather than be sent it
in the post or electronically. In those circumstances please contact the Parish Clerk to
arrange a mutually convenient appointment.

4.8

In order to assist you in making your subject access request, we have prepared a form to
set out exactly what you are seeking. A copy of this form is enclosed with this policy at
Appendix 1. We will also accept requests that are not sent in on the form though we may
seek further clarification if it is not clear what information is being sought. A request can
also be made via email, fax, post or social media. Irrespective of the format the request is
sent in, the request must be in writing. Verbal requests will not be accepted.

4.9

There may be occasions where we restrict or withhold information if we consider that it
would be harmful to other individuals if the information was shared.

4.10

If we are refusing to provide you with the information, we will provide a written
explanation and explain how you can challenge the decision.

5.

PORTABILITY
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5.1

There are limited situations where this right can be applied to the information held about
you by the Parish Council. However, in certain limited circumstances, where we are
processing your data under a contract, or with your consent, you may be able to request
that we provide you with a copy of your personal data in a commonly used electronic
format or that we provide this directly to another organisation.

5.2

This only applies to your information that was provided to us directly by you and which
we hold electronically. This does not apply to information we have obtained about you
from elsewhere or to any paper records.

5.3

If you make a request that we accept could apply to the information we hold we would
firstly send you a list of the data that we hold and ask that you confirm which parts you
wish to have transmitted.

5.4

There may be occasions where we restrict or withhold information if we consider that it
would be harmful to other individuals if the information is shared.

5.5

Once we have transferred your data to you or another organisation this will not mean
that we no longer hold your data. We will consider the reasons why we hold your
personal information and whether those reasons are still relevant. We will confirm to you,
following the transfer, whether we still intend to hold your information, and, if so, how
long we will hold it for and the reasons for that.

5.6

We will not accept any responsibility for your personal information that has been
provided to yourself or another party under “portability” from the point that it is
transferred. If we retain your information for our own purposes as set out above we will
not update the information that has been previously provided under a portability request.
If the information has been passed directly to another organisation, that organisation is
responsible for that information from the moment it has been received.

5.7

If we refuse your request for portability we will notify you within 30 days with the reasons
for our refusal.

6.

ERASURE
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6.1

This is sometimes referred to as “the right to be forgotten”. It means that in certain
circumstances you have the right to request that we delete information that we hold
about you. As with your right to portability, there are limited circumstances where this will
apply to information we hold about you as there are often overriding legal requirements
which mean that information held by the Council cannot be deleted.

6.2

Firstly, we will assess whether we still need the information and whether there is any
legal reason to keep it. If there is no reason for us to keep it then the information will be
deleted within 30 days.

6.3

If the information was published or provided to third parties we will make all reasonable
efforts to notify those parties who have accessed the data of your request. If your
information had been published on our website we will remove all links to the information
and any copies of it.

6.4

There may be situations when we do not agree to delete the information. In those
circumstances we would explain to you our reason/s. Examples of reasons why we
would not delete your information could be any of the following:

6.5

6.4.1

A legal requirement.

6.4.2

We have the power to process the information and we believe it is in the public
interest to continue to do so.

6.4.3

Public health reasons.

6.4.4

The information is needed for the public archives.

6.4.5

Current or future legal claims that we may need to bring or defend.

In some circumstances where we believe we are justified in keeping the information we
may be able to remove some of your personal information which would mean that you
could not be easily identified. This is called “pseudonymisation”. Whilst we still need to
comply with the rules concerning how we process your information, this would make it
harder for the information to be identified as relating to you.
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6.6

If the data can be fully anonymised to the point that you wouldn’t recognise yourself from
the information retained, and there is no way of restoring the link between your identity
and the information, we would treat this as having complied with your request.

7.

CORRECTION

7.1

We have a duty to ensure that the information we hold about individuals is accurate and
up to date. However, there may be occasions where the information we hold is not.

7.2

If you identify that we hold incorrect or incomplete information you have the right to
request that we correct the data. Unless we consider your request is unfounded or
excessive we will do this as soon as possible, but no later than 30 days after your
request. This could also mean adding an extra statement to your record to clarify
information.

7.3

When your information has been corrected, any incorrect information will be deleted at
the same time unless you exercise your right to restriction, as set out below.

8.

RESTRICTION

8.1

In certain specific circumstances you have the right to ask us to quarantine your
information. This means keeping it in a place where it is not being used as part of our
day to day business but that it is accessible when it is required.

8.2

The circumstances where “restriction” can be used are:

8.2.1

When you have asked us to correct inaccurate or incomplete information, whilst
this request for correction is being processed, you can ask for the information to
be restricted so that we still hold the information but it is not available for use.

8.2.2

If you have made a complaint that the actions we have carried out in relation to
your information are unlawful, you can ask that we restrict the information so that
we are no longer processing it, but that it remains available to you for the
purposes of pursuing your complaint
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8.2.3

If you require the information to pursue or defend a civil claim but we no longer
need the information, you can request that we quarantine your information until
you no longer need it for that purpose.

8.2.4

If we say that we are processing your information on the grounds set out in
paragraph 9 below you can object to us doing this. Whilst your objection is being
processed you can ask to have your information restricted during this period.

8.3

If we agree to your request for restriction, the information will be restricted for as long as
is necessary to meet the requirements for which the restriction is approved. We will give
you at least 14 days’ notice if we intend to remove the information from restriction and
explain the reasons why.

8.4

Whilst the information is being held under restriction we will not access or process the
information in any way unless one of the following applies:

8.4.1

We have your consent

8.4.2

We require the information to bring or defend a legal claim

8.4.3

We require the information to protect another individual or organisation

8.4.4

It is in the public interest

9.

OBJECTION TO OUR REASONS FOR PROCESSING

9.1

We need to have a reason that allows us to process personal information. One of the
reasons could be that we have a legal power to do something and that it is in the public
interest for us to process personal information under that power.

9.2

In all situations where you have the right to object because we are processing
information for this reason above we will endeavour to make you aware of this. You can
also object to any direct marketing that we carry out or where we process information for
historical research and statistics.
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9.3

If we accept your objection we will immediately stop processing your personal data and
notify you of such. If we decide it is necessary and appropriate for us to continue to
process your personal information we will write to you with our reasons.

10.

OBJECTION TO AUTOMATED DECISION MAKING

10.1

Automated decision making is where a decision is made about you by a computer or
other electronic means based on information that has been entered into the computer.

10.2

Profiling is collecting data about individuals to evaluate certain aspects such as work
performance, economic situation, interests or behaviour.

10.3

We do not currently carry out any automated decision making or profiling and all our
decisions are made with human intervention.

11.

NOTIFICATION

11.1

We make sure that we keep your personal information secure and safe from any
unauthorised or inappropriate access. However, although unlikely, there may be
occasions where there is a breach. If we consider that there is a high risk to you as a
result of the breach we will notify you in writing, and without delay, of the following:

11.2

11.1.1

What breach has occurred

11.1.2

The likely consequences of the breach

11.1.3

The measures we have taken to address the breach and minimise or limit
any damage

11.1.4

The contact details for the officer who you can speak to about the breach

If, for any reason, for example if we no longer hold your contact information, we are
unable to inform you directly of a breach, we will issue a public statement.
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12.

CONTACT

12.1

For further information about the contents of this document, please contact the Parish
Clerk by any of the following methods:

Email:

clerk@fairoak-pc.gov.uk

Telephone:

023 8069 2403

Address:

Fair Oak & Horton Heath Parish Council, 2 Knowle Park Lane, Fair Oak,
Eastleigh, SO50 7GL

12.2

If you wish to complain about how the Parish Council processes your personal data you
can contact the Information Commissioner’s Office:

Address:

Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

Telephone:

0303 123 1113

Email:

casework@ico.org.uk
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APPENDIX 1
REQUEST FOR PERSONAL DATA
Please provide the following information so that we may ensure that we are processing the
relevant information as part of your request
Full Name:
Other/previous names we may know you by:

Current Address:

Any other address/es for last 12 months:

Date of Birth: (if more than one person with your name at address)
Other information that may assist us with locating your personal data (e.g. name of officer dealing
with your matter):

ID check:

□ Enclosed

□ Verified in person

(Please note that we
will not process your request

(please state where and date)

until the ID has been checked)

Please provide me with the information that I am entitled to under GDPR
If there is specific information you wish to request please state this, otherwise please tick to confirm which
department/s you wish us to direct your request to:

Specific information:
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Services (please tick)

□ Allotments □ Cemetery □ Sports Fixtures □ Grounds/Open spaces inc footpaths
□ Benches & bus shelters □Personnel □ CCTV □ Complaints
□ Bookings □ Accountancy/Audit □ Public events i.e carnival □ Parish Newsletter
Other (not listed above)
What time period do you wish us to consider?

□ Last Month □ Last 3 months □ Last 6 months □ Last 12 months
□ Specific date or period (please state)
How do you wish to receive the information? (please tick)

□ Paper copies by post □ Paper copies collected in person □ By email
Address or email to be sent to:

How do you wish us to contact you with any queries or to notify you the information is
ready for collection?

□ Telephone (please provide number below) □ Email (please provide below) □ Post

Signed:

Date:
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Appendix 2
Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Data Protection (Privacy) Policy
Your personal data – what is it?
“Personal data” is any information about a living individual which allows them to be identified from that
data (for example a name, photographs, videos, email address, or address). Identification can be by
the personal data alone or in conjunction with any other personal data. The processing of personal
data is governed by legislation relating to personal data which applies in the United Kingdom including
the General Data Protection Regulation (the “GDPR) and other local legislation relating to personal
data and rights such as the Human Rights Act.
Council information
This Privacy Policy is provided to you by Fair Oak & Horton Heath Parish Council which is the data
controller for your data.
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Website: www.fairoak-pc.gov.uk
Who are the data controllers?
•

Other data controllers, such as local authorities

•

Community groups

•

Charities

•

Contractors
What personal data is collected?

•
•
•

•
•
•
•

Names, titles, and aliases, photographs;
Contact details such as telephone numbers, addresses, and email addresses;
Where they are relevant to the services provided by the council, or where you provide them to
us, we may process demographic information such as gender, age, , marital status, nationality,
education/work histories, academic/professional qualifications, hobbies, family composition,
and dependants;
Where you pay for activities such as use of a council hall, financial identifiers such as bank
account numbers, payment card numbers, payment/transaction identifiers, policy numbers,
and claim numbers;
Website data e.g.
- Information about payments
- Access to social media profiles
Information collected automatically from use of the service e.g.
- Interaction with email messages
Nature of any outbound communications with website users e.g.
- Email
- Telephone (voice)
- Telephone (text)
The Council will comply with data protection law. This says that the personal data we hold
about you must be:

•

Used lawfully, fairly and in a transparent way.
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•
•
•
•
•

Collected only for valid purposes that we have clearly explained to you and not used in any
way that is incompatible with those purposes.
Relevant to the purposes we have told you about and limited only to those purposes.
Accurate and kept up to date.
Kept only as long as necessary for the purposes we have told you about.
Kept and destroyed securely including ensuring that appropriate technical and security
measures are in place to protect your personal data to protect personal data from loss, misuse,
unauthorised access and disclosure.
We use your personal data for some or all of the following purposes:

•
•
•
•
•
•
•

•
•
•
•
•
•
•

To deliver public services including to understand your needs to provide the services that you
request and to understand what we can do for you and inform you of other relevant services;
To confirm your identity to provide some services;
To contact you by post, email, telephone or using social media (e.g., Facebook);
To help us to build up a picture of how we are performing;
To prevent and detect fraud and corruption in the use of public funds and where necessary for
the law enforcement functions;
To enable us to meet all legal and statutory obligations and powers including any delegated
functions;
To carry out comprehensive safeguarding procedures (including due diligence and complaints
handling) in accordance with best safeguarding practice from time to time with the aim of
ensuring that all children and adults-at-risk are provided with safe environments and generally
as necessary to protect individuals from harm or injury;
To promote the interests of the Council;
To maintain our own accounts and records;
To seek your views, opinions or comments;
To notify you of changes to our facilities, services, events and staff, councillors and role holders;
To send you communications which you have requested and that may be of interest to you.
These may include information about campaigns, appeals, other new projects or initiatives;
To process relevant financial transactions including grants and payments for goods and
services supplied to the council
To allow the statistical analysis of data so we can plan the provision of services.

Our processing may also include the use of CCTV systems for the prevention and prosecution of crime.
What is the legal basis for processing your personal data?
The Council is a public authority and has certain powers and duties. Most of your personal data is
processed for compliance with a legal obligation which includes the discharge of the Council’s
statutory functions and powers. Sometime when exercising these powers or duties it is necessary to
process personal data of residents or people using the council’s services. We will always take into
account your interests and rights. This Privacy Policy sets out your rights and the Council’s obligations to
you in detail.
We may also process personal data if it is necessary for the performance of a contract with you, or to
take steps to enter into a contract. An example of this would be processing your data in connection
with the use of sports facilities, or the acceptance of an allotment garden tenancy.
Sometimes the use of your personal data requires your consent. We will first obtain your consent to that
use.
Sharing your personal data
The Council will implement appropriate security measures to protect your personal data. This section of
the Privacy Policy provides information about the third parties with whom the Council will share your
personal data. These third parties also have an obligation to put in place appropriate security
measures and will be responsible to you directly for the manner in which they process and protect your
personal data. It is likely that we will need to share your data with some or all of the following (but only
where necessary):
•

Our agents, suppliers and contractors. For example, we may ask a commercial provider to
publish or distribute newsletters on our behalf, or to maintain our database software;
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•

On occasion, other local authorities or not for profit bodies with which we are carrying out joint
ventures e.g. in relation to facilities or events for the community.
How long do we keep your personal data?

We will keep some records permanently if we are legally required to do so. We may keep some other
records for an extended period of time. For example, it is current best practice to keep financial
records for a minimum period of 8 years to support HMRC audits or provide tax information. We may
have legal obligations to retain some data in connection with our statutory obligations as a public
authority. The council is permitted to retain data in order to defend or pursue claims. In some cases
the law imposes a time limit for such claims (for example 3 years for personal injury claims or 6 years for
contract claims). We will retain some personal data for this purpose as long as we believe it is
necessary to be able to defend or pursue a claim. In general, we will endeavour to keep data only for
as long as we need it. This means that we will delete it when it is no longer needed.
Your rights and your personal data
You have certain rights with respect to your personal data. These, and how the Council will respond,
are set out in the Council’s Information Rights Policy which can be found on the Council’s website.
Transfer of Data Abroad
Any personal data transferred to countries or territories outside the European Economic Area (“EEA”)
will only be placed on systems complying with measures giving equivalent protection of personal rights
either through international agreements or contracts approved by the European Union. Our website is
also accessible from overseas so on occasion some personal data (for example in a newsletter) may
be accessed from overseas.
Further processing
If we wish to use your personal data for a new purpose, not covered by this Privacy Policy, then we will
provide you with a Privacy Notice explaining this new use prior to commencing the processing and
setting out the relevant purposes and processing conditions. Where and whenever necessary, we will
seek your prior consent to the new processing.
Changes to this policy
We keep this Privacy Policy under regular review and we will place any updates on the Council’s
website. This Policy was last updated in July 2018.
Contact Details
Please contact us if you have any questions about this Privacy Policy or the personal data we hold
about you or to exercise all relevant rights, queries or complaints at:
The Data Controller, Fair Oak & Horton Heath Parish Council, 2 Knowle Park Lane, Eastleigh, SO50 7GL
Email: enquries@fairoak-pc.gov.uk
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Fair Oak & Horton Heath Parish Council

Appendix 3

2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Data Breach Response Plan
The steps detailed below must be followed during an incident to ensure that the
threat is contained, evaluated, that any relevant parties are notified (ie; data
subjects/Police/ICO) and appropriate measures are put in place to prevent
reoccurrence.

STAGE 1 – Identification
Incident is reported.
Initial assessment is conducted.
1. Parish Clerk is informed of a breach.
2. Parish Clerk to undertake an initial assessment to identify origin of breach.
3. Parish Clerk to engage and seek advice from Internal Auditor/Hampshire
Association of Local Councils Officer.
4. If technical in origin, the Council’s ICT Consultant will be contacted for I.T
technical advice.

STAGE 2 – Containment
Contain the impact.
Remove exposure to prevent additional impact.
5. The Parish Clerk will undertake a Data Protection Impact Assessment. And
if necessary, will seek input from the Internal Auditor and ICT Consultant.
6. Dependent on nature of breach, contain the impact and shut down the
exposure.
7. Ensure any evidence is preserved.

STAGE 3 – Evaluation
Conduct initial investigation. Collect information about the impact.
Evaluate the risks for individuals.
8. Keep appropriate records of all actions taken to rectify the situation and all
decisions made.
9. Complete Data Breach Form below.
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10. Perform recovery operations.

STAGE 4 – Notification
Consider who needs to be informed.
Affected individuals should be notified.
11. Ensure regular communications are issued to appropriate persons (ie,
status updates to Councillors and Staff).
12. Determine whether to notify the affected Data Subjects.
13. Draft and send a statement for the Information Commissioners Office
within 72 HOURS of discovery of the breach. The Data Breach Form below MUST
be completed in order to capture the required level of detailed information.

STAGE 5 - Review
Review the root cause of incident.
Take action to prevent future repeated impacts.
14. Fully investigate the root cause of the impact.
15. Produce post-incident report detailing a list of lessons learned and what
actions must be taken to prevent reoccurrence.
16. Update applicable plans, policies and procedures including staff awareness
training and complete Data Breach Log.
17. Parish Clerk to review activities within 6 MONTHS to ensure
recommendations have been actioned appropriately and report this to Full
Council.
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Data Breach Form
The GDPR has introduced the requirement for organisations to notify the
Information Commissioner’s Office (ICO) within 72 HOURS if they suffer a data
breach that is likely to cause damage or distress or have an impact on an individual,
such as identity theft or sensitive data confidentiality breach.
This form is intended to collect data in the event of a data security breach in order
to provide accurate information to the ICO, using the same data collection format.

DATE OF COMPLETION:
COMPLETED BY:

1

What is the name of your
organisation? ie; the data controller

Fair Oak & Horton Heath Parish Council

2

Who is the primary contact point
for the ICO?

Melanie Stephens, Parish Clerk

3

Please provide the organisation’s
ICO Registration Number.

Registration Number: Z8754409

4

Provide details of previous
incidents that were reported to the
ICO. ie; dates, reference numbers
where known.

5

What type of data is involved?
ie; Email address/bank account
details/medical history.

6

Is this data PERSONAL in nature?
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ie; Information relating to a living
individual who can be identified from
that data (or via other information in
our possession). For example, a name,
address or date of birth or it can be an
opinion about that person, their actions
and behaviour.
7

Is this data SENSITIVE in nature?
ie; Information about a person's racial
or ethnic origin, political opinions,
religious or similar beliefs, trade union
membership, physical or mental health
or condition or sexual life. Or any
criminal offence committed or alleged
to have been committed by that
person, or the sentence of any court in
such proceeding.

8

When did this incident occur?
ie; time/date

9

Please briefly describe the
incident.

9

Approximately how many data
subjects have been affected?
ie; individual customers.
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1
0

Have you informed the impacted
data subjects that this incident has
occurred?

1
1

Has there been any media
coverage of the incident?

1
2

What immediate action has been
taken to minimise/mitigate the
effect on the data subjects
involved? Provide brief details.

1
3

When will the investigation of this
breach/incident be completed and
issued to the ICO to review?

1
4

Have you informed any other
regulatory body of the matter? If so
please provide their details and an
outline of their response.

1
5

What long term action has been
taken to prevent similar incidents
in the future? Or if it has not yet
been completed, when and what is
planned?

1
6

Is there any other information you
feel would be helpful to the ICO’s
assessment of this incident?
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Appendix 4
Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Data Subject Access Policy
Upon receipt of a Subject Access Request (SAR)
The Council will verify whether we are controller of the data subject’s personal data. If
we are not a controller, but merely a processor, the Council will inform the data
subject and refer them to the actual controller.
The Council will verify the identity of the data subject; if needed, request any further
evidence on the identity of the data subject.
The Council will verity the access request; and whether it sufficiently substantiated? E.g.
is it clear to the data controller what personal data is requested? If not: the Council will
request additional information.
The Council will verify whether requests are unfounded or excessive (in particular
because of their repetitive character); if so, the Council may refuse to act on the
request or charge a reasonable fee.
The Council will promptly acknowledge receipt of the SAR and inform the data subject
of any costs involved in the processing of the SAR.
The Council will verify whether we process the data requested. If we do not process
any data, we will inform the data subject accordingly.
The Council will ensure data will not be changed as a result of the SAR. Routine
changes as part of the processing activities concerned will be permitted.
The Council will verify whether the data requested also involves data on other data
subjects and make sure this data is filtered before the requested data is supplied to the
data subject; if data cannot be filtered, ensure that other data subjects have
consented to the supply of their data as part of the SAR.
Responding to a SAR
The Council will respond to a SAR within one month after receipt of the request:
(i)

If more time is needed to respond to complex requests, the Council will inform
the data subject within a month of the receipt of request, that they may take
up to two months to respond to the request and will outline the reasons why;

(ii)

if the Council cannot provide the information requested, the data subject will
be informed on this as soon as practicable and at the latest within one month
of receipt of the request.

If a SAR is submitted in electronic form, any personal data will be provided by
electronic means as well.
If data on the data subject is processed, as a minimum, the following information will
be provided in the SAR response:
(i)

the purposes of the processing;

(ii)

the categories of personal data concerned;

(iii)

the recipients or categories of recipients to whom personal data has been or
will be disclosed, in particular in third countries or international organisations,
including any appropriate safeguards for transfer of data, such as Binding
Corporate Rules 1 or EU model clauses 2;

“Binding Corporate Rules” is a global data protection policy covering the international transfer pf personal data
out of the European Union. It requires approval of a data protection regulator in the European Union. In most cases
this will be the relevant regulator where an organisations head quarters is located. In the UK, the relevant regulator is
the Information Commissioner’s Office.

1

2

“EU model clauses” are clauses approved by the European Union which govern the international transfer of
personal data. The clauses can be between two data controllers
or a data controller and a data processor.
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(iv)

where possible, the envisaged period for which personal data will be stored,
or, if not possible, the criteria used to determine that period;

(v)

the existence of the right to request rectification or erasure of personal data or
restriction of processing of personal data concerning the data subject or to
object to such processing;

(vi)

the right to lodge a complaint with the Information Commissioners Office

(“ICO”);

(vii)

if the data has not been collected from the data subject: the source of such
data;

(viii)

the existence of any automated decision-making, including profiling and any
meaningful information about the logic involved, as well as the significance
and the envisaged consequences of such processing for the data subject.

The Council will provide a copy of the personal data undergoing processing.
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Summary Steps the Parish Council will take in relation to a SAR
1.

On receipt of a subject access request it must forward it immediately to the Parish Clerk

2.

The Clerk will correctly identify whether a request has been made under the Data Protection
legislation

3.

The Clerk, once in receipt of the request to locate and supply personal data relating to a SAR
will make a full exhaustive search of the records to which they have access.

4.

All the personal data that has been requested will be provided unless an exemption should be
applied.

5.

The Parish Council will respond within one calendar month after accepting the request as valid.

6.

The Subject Access Requests will be undertaken free of charge to the requestor unless the
legislation permits reasonable fees to be charged.

7.

The Clerk will ensure that all Councillors and the Parish staff are aware of and follow thie
Council’s policies and guidance.

8.

Where a requestor is not satisfied with a response to a SAR, the council will manage this as an
official complaint and will follow its adopted complaints procedures.

Summary Steps on processing a SAR
1.

Notify the Parish Clerk upon receipt of a request.

2.

We must ensure a request has been received in writing where a data subject is asking for
sufficiently well-defined personal data held by the council relating to the data subject. The
Clerk will clarify with the requestor what personal data they need. The requestor must supply
their address and valid evidence to prove their identity. The council will accept the following
forms of identification (* These documents must be dated in the past 12 months, +These
documents must be dated in the past 3 months):
•
Current UK/EEA Passport
•
UK Photocard Driving Licence (Full or Provisional)
•
Firearms Licence / Shotgun Certificate
•
EEA National Identity Card
•
Full UK Paper Driving Licence
•
State Benefits Entitlement Document*
•
State Pension Entitlement Document*
•
HMRC Tax Credit Document*
•
Local Authority Benefit Document*
•
State/Local Authority Educational Grant Document*
•
HMRC Tax Notification Document
•
Disabled Driver’s Pass
•
Financial Statement issued by bank, building society or credit card company+
•
Judiciary Document such as a Notice of Hearing, Summons or Court Order
•
Utility bill for supply of gas, electric, water or telephone landline+
•
Most recent Mortgage Statement
•
Most recent council Tax Bill/Demand or Statement
•
Tenancy Agreement
•
Building Society Passbook which shows a transaction in the last 3 months and your
address
Depending on the degree to which personal data is organised and structured, the Clerk will
search emails (including archived emails and those that have been deleted but are still
recoverable), Word documents, spreadsheets, databases, systems, removable media (for
example, memory sticks, floppy disks, CDs), tape recordings, paper records in relevant filing
systems etc. which your area is responsible for or owns.

3.

4.

The Council will not withhold personal data unless an exemption must be applied. The personal
data will be provided in an “intelligible form”, which includes giving an explanation of any
codes, acronyms and complex terms. The personal data must be supplied in a permanent
form except where the person agrees or where it is impossible or would involve undue effort.
The requester may request that they view the personal data on screen or inspect files on the
Council’s premises. Any exempt personal data will be redacted from the released documents
and an explanation will be given as to why that personal data is being withheld.

5.

When responding to a complaint, the Council will advise the requestor that they may complain
to the Information Commissioners Office (“ICO”)
if they remain unhappy with the outcome.
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Appendix 5
Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

GENERAL PRIVACY NOTICE
Your personal data – what is it?
“Personal data” is any information about a living individual which allows them to be
identified from that data (for example a name, photographs, videos, email address,
or address). Identification can be directly using the data itself or by combining it with
other information which helps to identify a living individual (e.g. a list of staff may
contain personnel ID numbers rather than names but if you use a separate list of the
ID numbers which give the corresponding names to identify the staff in the first list
then the first list will also be treated as personal data). The processing of personal
data is governed by legislation relating to personal data which applies in the United
Kingdom including the General Data Protection Regulation (the “GDPR) and other
legislation relating to personal data and rights such as the Human Rights Act.
Who are we?
This Privacy Notice is provided to you by Fair Oak & Horton Heath Parish Council as
the data controller for your data.
Other data controllers the Parish Council works with:
•
•
•
•
•

Local authorities
Community groups
Charities
Other not for profit entities
Contractors

We may need to share your personal data we hold with them so that they can carry
out their responsibilities to the Parish Council. If we and the other data controllers
listed above are processing your data jointly for the same purposes, then the Council
and the other data controllers may be “joint data controllers” which mean we are all
collectively responsible to you for your data. Where each of the parties listed above
are processing your data for their own independent purposes then each of us will be
independently responsible to you and if you have any questions, wish to exercise
any of your rights (see below) or wish to raise a complaint, you should do so directly
to the relevant data controller.
A description of what personal data the council processes and for what purposes is
set out in this Privacy Notice.
The Parish Council will process some, or all of, the following personal data
where necessary to perform its tasks:
•
•
•

Names, titles, and aliases, photographs;
Contact details such as telephone numbers, addresses, and email addresses;
Where they are relevant to the services provided by the Council, or where you
provide them to us, we may process information such as gender, age, marital
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•
•

status, nationality, education/work history, academic/professional
qualifications, hobbies, family composition, and dependants;
Where you pay for activities such as use of the Community Centre, financial
identifiers such as bank account numbers, payment card numbers,
payment/transaction identifiers, policy numbers, and claim numbers;
The personal data we process may include sensitive or other special
categories of personal data such as criminal convictions, racial or ethnic
origin, mental and physical health, details of injuries, medication/treatment
received, political beliefs, trade union affiliation, genetic data, biometric data,
data concerning and sexual life or orientation.

How we use sensitive personal data
•

We may process sensitive personal data including, as appropriate:
-

information about your physical or mental health or condition, to
monitor sick leave and take decisions on your fitness for work;

-

your racial or ethnic origin or religious or similar information, to monitor
compliance with equal opportunities legislation;

-

to comply with legal requirements and obligations to third parties.

•

These types of data are described in the GDPR as “Special categories of
data” and require higher levels of protection. We need to have further
justification for collecting, storing, and using this type of personal data.

•

We may process special categories of personal data in the following
circumstances:

•

-

In limited circumstances, with your explicit written consent.

-

Where we need to carry out our legal obligations.

-

Where it is needed in the public interest.

Less commonly, we may process this type of personal data where it is needed
in relation to legal claims or where it is needed to protect your interests (or
someone else’s interests) and you are not capable of giving your consent, or
where you have already made the information public.

Do we need your consent to process your sensitive personal data?
•

In limited circumstances, we may approach you for your written consent to
allow us to process certain sensitive personal data. If we do so, we will
provide you with full details of the personal data that we would like and the
reason we need it, so that you can carefully consider whether you wish to
consent.

The Parish Council will comply with data protection law. This says that the
personal data we hold about you must be:
•
•
•
•
•

Used lawfully, fairly and in a transparent way.
Collected only for valid purposes that we have clearly explained to you and
not used in any way that is incompatible with those purposes.
Relevant to the purposes we have told you about and limited only to those
purposes.
Accurate and kept up to date.
Kept only as long as necessary for the purposes we have told you about.
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•

Kept and destroyed securely including ensuring that appropriate technical and
security measures are in place to protect your personal data to protect
personal data from loss, misuse, unauthorised access and disclosure.

We use your personal data for some, or all of the following purposes:
•
•
•
•
•
•
•

•
•
•
•
•
•
•

To deliver public services including to understand your needs to provide the
services that you request and to understand what we can do for you and
inform you of other relevant services;
To confirm your identity to provide some services;
To contact you by post, email, telephone or using social media;
To help us to build up a picture of how we are performing;
To prevent and detect fraud and corruption in the use of public funds and
where necessary for the law enforcement functions;
To enable us to meet all legal and statutory obligations and powers including
any delegated functions;
To carry out comprehensive safeguarding procedures (including due diligence
and complaints handling) in accordance with best safeguarding practice from
time-to-time with the aim of ensuring that all children and adults at risk are
provided with safe environments and generally as necessary to protect
individuals from harm or injury;
To promote the interests of the Council;
To maintain our own accounts and records;
To seek your views, opinions or comments;
To notify you of changes to our facilities, services, events and staff,
councillors and other role holders;
To send you communications which you have requested and that may be of
interest to you. These may include information about campaigns, appeals,
other new projects or initiatives;
To process relevant financial transactions including grants and payments for
goods and services supplied to the council
To allow the statistical analysis of data so we can plan the provision of
services.

Our processing may also include the use of CCTV systems for the prevention and
prosecution of crime.
What is the legal basis for processing your personal data?
The Council is a public authority and has certain powers and obligations. Most of
your personal data is processed for compliance with a legal obligation which includes
the discharge of the Council’s statutory functions and powers. Sometimes when
exercising these powers or duties it is necessary to process personal data of
residents or people using the council’s services. We will always take into account
your interests and rights. This Privacy Notice sets out your rights and the Council’s
obligations to you.
We may process personal data if it is necessary for the performance of a contract
with you, or to take steps to enter into a contract. An example of this would be
processing your data in connection with the use of sports facilities, or the acceptance
of an allotment garden tenancy.
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Sometimes the use of your personal data requires your consent. We will first obtain
your consent to that use.
Sharing your personal data
This section provides information about the third parties with whom the Council may
share your personal data. These third parties have an obligation to put in place
appropriate security measures and will be responsible to you directly for the manner
in which they process and protect your personal data. It is likely that we will need to
share your data with some, or all of the following (but only where necessary):
•

The data controllers listed above under the heading “Other data controllers
the council works with”;

•

Our agents, suppliers and contractors. For example, we may ask a
commercial provider to maintain our database software;

•

On occasion, other local authorities or not for profit bodies with which we are
carrying out joint ventures e.g. in relation to facilities or events for the
community.

How long do we keep your personal data?
We will keep some records permanently if we are legally required to do so. We may
keep some other records for an extended period of time. For example, it is currently
best practice to keep financial records for a minimum period of 8 years to support
HMRC audits or provide tax information. We may have legal obligations to retain
some data in connection with our statutory obligations as a public authority. The
Council is permitted to retain data in order to defend or pursue claims. In some
cases, the law imposes a time limit for such claims (for example 3 years for personal
injury claims or 6 years for contract claims). We will retain some personal data for
this purpose as long as we believe it is necessary to be able to defend or pursue a
claim. In general, we will endeavour to keep data only for as long as we need it.
This means that we will delete it when it is no longer needed.
Your rights and your personal data
You have the following rights with respect to your personal data:
When exercising any of the rights listed below, in order to process your request, we
may need to verify your identity for your security. In such cases we will need you to
respond with proof of your identity before you can exercise these rights.
1)

The right to access personal data we hold on you

•

At any point you can contact us to request the personal data we hold on you
as well as why we have that personal data, who has access to the personal
data and where we obtained the personal data from. Once we have received
your request we will respond within one month.
There are no fees or charges for the first request but additional requests for
the same personal data or requests which are manifestly unfounded or
excessive may be subject to an administrative fee.

•
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2)

The right to correct and update the personal data we hold on you

•

If the data we hold on you is out of date, incomplete or incorrect, you can
inform us and your data will be updated.

3)

The right to have your personal data erased

•

If you feel that we should no longer be using your personal data or that we are
unlawfully using your personal data, you can request that we erase the
personal data we hold.
When we receive your request we will confirm whether the personal data has
been deleted or the reason why it cannot be deleted (for example because we
need it for to comply with a legal obligation).

•

4)

The right to object to processing of your personal data or to restrict it to
certain purposes only

•

You have the right to request that we stop processing your personal data or
ask us to restrict processing. Upon receiving the request we will contact you
and let you know if we are able to comply or if we have a legal obligation to
continue to process your data.

5)

The right to data portability

•

You have the right to request that we transfer some of your data to another
controller. We will comply with your request, where it is feasible to do so,
within one month of receiving your request.

6)

The right to withdraw your consent to the processing at any time for any
processing of data to which consent was obtained

•

You can withdraw your consent easily by telephone, email, or by post (see
Contact Details below).

7)

The right to lodge a complaint with the Information Commissioner’s
Office.

•

You can contact the Information Commissioners Office on 0303 123 1113 or
via email https://ico.org.uk/global/contact-us/email/ or at the Information
Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9
5AF.

Transfer of Data Abroad
Any personal data transferred to countries or territories outside the European
Economic Area (“EEA”) will only be placed on systems complying with measures
giving equivalent protection of personal rights either through international
agreements or contracts approved by the European Union. Our website is also
accessible from overseas so on occasion some personal data (for example data
included in a newsletter) may be accessed from overseas.
Further processing
If we wish to use your personal data for a new purpose, not covered by this Privacy
Notice, then we will provide you with a new notice explaining this new use prior to
commencing the processing and setting out the relevant purposes and processing
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conditions. Where and whenever necessary, we will seek your prior consent to the
new processing.
Changes to this notice
We keep this Privacy Notice under regular review and we will place any updates on
the Parish Councils website at www.fairoak-pc.gov.uk.
Contact Details
Please contact us if you have any questions about this Privacy Notice or the
personal data we hold about you or to exercise all relevant rights, queries or
complaints at:
The Data Controller, Melanie Stephens, Clerk to the Council, Fair Oak & Horton
Heath Parish Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Email: clerk@fairoak-pc.gov.uk
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

PRIVACY NOTICE
For staff*, Councillors and Role Holders**
*“Staff” means employees, workers, agency staff and those retained on a temporary
or permanent basis
**Includes, volunteers, contractors, agents, and other role holders within the council
including former staff*and former councillors. This also includes applicants or
candidates for any of these roles.
Your personal data – what is it?
“Personal data” is any information about a living individual which allows them to be
identified from that data (for example a name, photograph, video, email address, or
address). Identification can be directly using the data itself or by combining it with
other information which helps to identify a living individual (e.g. a list of staff may
contain personnel ID numbers rather than names but if you use a separate list of the
ID numbers which give the corresponding names to identify the staff in the first list
then the first list will also be treated as personal data). The processing of personal
data is governed by legislation relating to personal data which applies in the United
Kingdom including the General Data Protection Regulation (the “GDPR”) and other
legislation relating to personal data and rights such as the Human Rights Act.
Who are we?
This Privacy Notice is provided to you by Fair Oak & Horton Heath Parish Council
which is the data controller for your data.
The Council works together with:
•
•
•
•

Other data controllers, such as local authorities, public authorities, Central
Government and agencies such as HMRC and DVLA
Staff pension providers
Former and prospective employers
Payroll services providers

We may need to share personal data we hold with them so that they can carry out
their responsibilities to the Council and our community. The organisations referred
to above will sometimes be “joint data controllers”. This means we are all responsible
to you for how we process your data where for example two or more data controllers
are working together for a joint purpose. If there is no joint purpose or collaboration
then the data controllers will be independent and will be individually responsible to
you.
The Council will comply with data protection law. This says that the personal
data we hold about you must be:
•

Used lawfully, fairly and in a transparent way.
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•
•
•
•
•

Collected only for valid purposes that we have clearly explained to you and
not used in any way that is incompatible with those purposes.
Relevant to the purposes we have told you about and limited only to those
purposes.
Accurate and kept up to date.
Kept only as long as necessary for the purposes we have told you about.
Kept and destroyed securely including ensuring that appropriate technical and
security measures are in place to protect your personal data to protect
personal data from loss, misuse, unauthorised access and disclosure.

What data do we process?
•
•
•
•

•
•
•
•

•
•
•
•

•
•

Names, titles, and aliases, photographs.
Start date / leaving date
Contact details such as telephone numbers, addresses, and email addresses.
Where they are relevant to our legal obligations, or where you provide them to
us, we may process information such as gender, age, date of birth, marital
status, nationality, education/work history, academic/professional
qualifications, employment details, hobbies, family composition, and
dependants.
Non-financial identifiers such as passport numbers, driving licence numbers,
vehicle registration numbers, taxpayer identification numbers, staff
identification numbers, tax reference codes, and national insurance numbers.
Financial identifiers such as bank account numbers, payment card numbers,
payment/transaction identifiers, policy numbers, and claim numbers.
Financial information such as National Insurance number, pay and pay
records, tax code, tax and benefits contributions, expenses claimed.
Other operational personal data created, obtained, or otherwise processed in
the course of carrying out our activities, including but not limited to IP
addresses and website visit histories, logs of visitors, and logs of accidents,
injuries and insurance claims.
Next of kin and emergency contact information
Recruitment information (including copies of right to work documentation,
references and other information included in a CV or cover letter or as part of
the application process and referral source (e.g. agency, staff referral))
Location of employment or workplace.
Other staff data (not covered above) including; level, performance
management information, languages and proficiency; licences/certificates,
immigration status; employment status; information for disciplinary and
grievance proceedings; and personal biographies.
Information obtained through electronic means such as swipecard records.
Information about your use of our information and communications systems.

We use your personal data for some or all of the following purposes: Please note: We need all the categories of personal data in the list above primarily to
allow us to perform our contract with you and to enable us to comply with legal
obligations.
•
•
•

Making a decision about your recruitment or appointment.
Determining the terms on which you work for us.
Checking you are legally entitled to work in the UK.
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Paying you and, if you are an employee, deducting tax and National
Insurance contributions.
Providing any contractual benefits to you
Liaising with your pension provider.
Administering the contract we have entered into with you.
Management and planning, including accounting and auditing.
Managing performance and determining performance requirements.
Making decisions about salary reviews and compensation.
Assessing qualifications for a particular job or task, including decisions about
promotions.
Conducting grievance or disciplinary proceedings.
Making decisions about your continued employment or engagement.
Making arrangements for the termination of our working relationship.
Education, training and development requirements.
Dealing with legal disputes involving you, including accidents at work.
Ascertaining your fitness to work.
Managing sickness absence.
Complying with health and safety obligations.
To prevent fraud.
To monitor your use of our information and communication systems to ensure
compliance with our IT policies.
To ensure network and information security, including preventing
unauthorised access to our computer and electronic communications systems
and preventing malicious software distribution.
To conduct data analytics studies to review and better understand employee
retention and attrition rates.
Equal opportunities monitoring.
To undertake activity consistent with our statutory functions and powers
including any delegated functions.
To maintain our own accounts and records;
To seek your views or comments;
To process a job application;
To administer councillors’ interests
To provide a reference.

Some of the above grounds for processing will overlap and there may be several
grounds which justify our use of your personal data.
We will only use your personal data when the law allows us to. Most commonly, we
will use your personal data in the following circumstances:
•
•

Where we need to perform the contract we have entered into with you.
Where we need to comply with a legal obligation.

We may also use your personal data in the following situations, which are likely to be
rare:
•
•

Where we need to protect your interests (or someone else’s interests).
Where it is needed in the public interest [or for official purposes].
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How we use sensitive personal data
•

We may process sensitive personal data relating to staff, councillors and role
holders including, as appropriate:
-

information about your physical or mental health or condition in order to
monitor sick leave and take decisions on your fitness for work;

-

your racial or ethnic origin or religious or similar information in order to
monitor compliance with equal opportunities legislation;

-

to comply with legal requirements and obligations to third parties.

•

These types of data are described in the GDPR as “Special categories of
data” and require higher levels of protection. We need to have further
justification for collecting, storing and using this type of personal data.

•

We may process special categories of personal data in the following
circumstances:

•

-

In limited circumstances, with your explicit written consent.

-

Where we need to carry out our legal obligations.

-

Where it is needed in the public interest, such as for equal
opportunities monitoring or in relation to our pension scheme.

-

Where it is needed to assess your working capacity on health grounds,
subject to appropriate confidentiality safeguards.

Less commonly, we may process this type of personal data where it is needed
in relation to legal claims or where it is needed to protect your interests (or
someone else’s interests) and you are not capable of giving your consent, or
where you have already made the information public.

Do we need your consent to process your sensitive personal data?
•

We do not need your consent if we use your sensitive personal data in
accordance with our rights and obligations in the field of employment and
social security law.

•

In limited circumstances, we may approach you for your written consent to
allow us to process certain sensitive personal data. If we do so, we will
provide you with full details of the personal data that we would like and the
reason we need it, so that you can carefully consider whether you wish to
consent.

•

You should be aware that it is not a condition of your contract with us that you
agree to any request for consent from us.

Information about criminal convictions
•

We may only use personal data relating to criminal convictions where the law
allows us to do so. This will usually be where such processing is necessary to
carry out our obligations and provided we do so in line with our data protection
policy.

•

Less commonly, we may use personal data relating to criminal convictions
where it is necessary in relation to legal claims, where it is necessary to
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protect your interests (or someone else’s interests) and you are not capable of
giving your consent, or where you have already made the information public.
•

Where appropriate, we will collect personal data about criminal convictions as
part of the recruitment process or we may be notified of such personal data
directly by you in the course of you working for us.

What is the legal basis for processing your personal data?
Some of our processing is necessary for compliance with a legal obligation.
We may also process data if it is necessary for the performance of a contract with
you, or to take steps to enter into a contract.
We will also process your data in order to assist you in fulfilling your role in the
council including administrative support or if processing is necessary for compliance
with a legal obligation.
Sharing your personal data
Your personal data will only be shared with third parties including other data
controllers where it is necessary for the performance of the data controllers’ tasks or
where you first give us your prior consent. It is likely that we will need to share your
data with:
•
•
•
•
•
•
•
•

Our agents, suppliers and contractors. For example, we may ask a
commercial provider to manage our payroll functions, or to maintain our
database software;
Other persons or organisations operating within local community.
Other data controllers, such as local authorities, public authorities, Central
Government and agencies such as HMRC and DVLA
Staff pension providers
Former and prospective employers
Payroll services providers
Professional advisors
Trade unions or employee representatives

How long do we keep your personal data?
We will keep some records permanently if we are legally required to do so. We may
keep some other records for an extended period of time. For example, it is currently
best practice to keep financial records for a minimum period of 8 years to support
HMRC audits or provide tax information. We may have legal obligations to retain
some data in connection with our statutory obligations as a public authority. The
council is permitted to retain data in order to defend or pursue claims. In some
cases the law imposes a time limit for such claims (for example 3 years for personal
injury claims or 6 years for contract claims). We will retain some personal data for
this purpose as long as we believe it is necessary to be able to defend or pursue a
claim. In general, we will endeavour to keep data only for as long as we need it.
This means that we will delete it when it is no longer needed.
Your responsibilities
It is important that the personal data we hold about you is accurate and current.
Please keep us informed if your personal data changes during your working
relationship with us.
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Your rights in connection with personal data
You have the following rights with respect to your personal data: When exercising any of the rights listed below, in order to process your request, we
may need to verify your identity for your security. In such cases we will need you to
respond with proof of your identity before you can exercise these rights.
1.
•

•

The right to access personal data we hold on you
At any point you can contact us to request the personal data we hold on you
as well as why we have that personal data, who has access to the personal
data and where we obtained the personal data from. Once we have received
your request we will respond within one month.
There are no fees or charges for the first request but additional requests for
the same personal data or requests which are manifestly unfounded or
excessive may be subject to an administrative fee.

2.
•

The right to correct and update the personal data we hold on you
If the data we hold on you is out of date, incomplete or incorrect, you can
inform us and your data will be updated.

3.
•

The right to have your personal data erased
If you feel that we should no longer be using your personal data or that we are
unlawfully using your personal data, you can request that we erase the
personal data we hold.
When we receive your request we will confirm whether the personal data has
been deleted or the reason why it cannot be deleted (for example because we
need it for to comply with a legal obligation).

•

4.
•

The right to object to processing of your personal data or to restrict it to
certain purposes only
You have the right to request that we stop processing your personal data or
ask us to restrict processing. Upon receiving the request we will contact you
and let you know if we are able to comply or if we have a legal obligation to
continue to process your data.

5.
•

The right to data portability
You have the right to request that we transfer some of your data to another
controller. We will comply with your request, where it is feasible to do so,
within one month of receiving your request.

6.

The right to withdraw your consent to the processing at any time for any
processing of data to which consent was obtained
You can withdraw your consent easily by telephone, email, or by post (see
Contact Details below).

•
7.
•

The right to lodge a complaint with the Information Commissioner’s
Office.
You can contact the Information Commissioners Office on 0303 123 1113 or
via email https://ico.org.uk/global/contact-us/email/ or at the Information
Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9
5AF.

Transfer of Data Abroad
Any personal data transferred to countries or territories outside the European
Economic Area (“EEA”) will only be placed on systems complying with measures
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Appendix 6
Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Allotment Privacy Notice
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the
privacy of those accessing services provided by the Council. For the purpose of the 2018
General Data Protection Regulation, the Data Controller is the Policy Committee, Fair Oak &
Horton Heath Parish Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL.
When you contact the Parish Council regarding allotment services, we will ask you for
certain personal information to be able to assist with your enquiry or comment. This
information will need to be recorded and stored on our systems for a predefined period.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
When you contact the Parish Council regarding our allotments we will collect certain
personal information from you, for example your name, postal address, email address,
telephone number and in the case of allotment tenant holders, bank details and signatures.

2. How we use your data
The data collected is used to administer the allotment waiting list and allotment tenancies,
by:
•
•

•
•

To manage allotment tenancies
To send you relevant information regarding: an enquiry, updates to tenancy policies,
outcome of allotment inspections, allotment fees or to offer you an allotment which has
become available
To process your payment to the Council for allotment fees
We WILL NOT share your information with any external party for marketing or
promotional purposes.

3. How we store your data
The information you provide to us is stored on a database held on our secure hard drive, or
in the case of payment purposes in the Councils secure accounts software. Personal data
relating to the allotment waiting list will be retained for a period of 1 year. We will check with
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you every October that your details are up to date and that you wish to remain on the
allotment waiting list. You can request that your details be removed from the list at any time
by emailing enquiries@fairoak-pc.gov.uk
For tenancy holders, we will retain your data for the term of your contract.

4. When and why we share your information
We need to process your data in order to provide you with the services that you are
requesting, or to provide services that we have a legal responsibility to provide or are in the
public interest.

5. When and why we share your information
Sometimes, in order to process your enquiry, we need to share the information that you give
us; either with internal employees of the Council, with other external partner organisations
for example External and Internal Audit. Some examples of how and why we share your data
are:
•
•
•

With internal employees of the Council in the performance of their duties
If you are requesting a refund, with if applicable we will need to share your details with
the card processing organisations for it to be actioned.
To share the information you have given us with the Council’s Internal and External
Auditors as required by the Accounts and Audit (England) Regulations 2015.

6. What are the legal grounds for processing your information
•
•
•
•
•

With your consent
Where it is in the public interest, for example the safe management of our allotments
as public open space
In order to comply with a legal obligation, for example obligations placed on us in
accordance with the applicable health and safety and allotment legislation.
Where it is in the legitimate interest of the Parish Council
With your explicit consent, or where there is a substantial public interest, for example,
when dealing with sensitive issues, such as health or disability issues

We work hard to ensure that we only gather information that we need to process your
enquiry and deliver the services that you are entitled to in the best way possible. However, if
you have any concerns relating to this or your Privacy in general, please email the Parish
Clerk on enquries@fairoak-pc.gov.uk

Further Information
For further information please see the Parish Council’s Information Rights Policy which is
available on the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint
relating to how your personal data has been used, please contact the Information
Commissioner Office:
Website:
Phone:
Email:

https://ico.org.uk/
0303 123 1113
casework@ico.org.uk
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Bookings Privacy Notice (Community buildings and sports fixtures)
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the privacy of
those accessing services provided by the Council. For the purpose of the 2018 General Data
Protection Regulation, the Data Controller is the Policy Committee, Fair Oak & Horton Heath Parish
Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL.
When you contact the Parish Council regarding a booking, we will ask you for certain personal
information to be able to assist with your enquiry or comment. This information will need to be
recorded and stored on our systems for a predefined period.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
When you contact the Parish Council regarding the booking of one of our facilities we will collect
certain personal information from you, for example your name, postal address, email address,
telephone number and for hiring purposes, bank details and signatures.

2. How we use your data
The data collected is used to administer the bookings process by:
•
•
•
•

To manage all facility bookings and sports fixtures
To send you relevant information regarding: an enquiry, updates to booking terms and conditions,
changes to facilities
To process your payment to the Council for booking & sport fixture fees
We WILL NOT share your information with any external party for marketing or promotional
purposes.

3. How we store your data
The information you provide to us is stored on a database held on our secure hard drive, or in the
case of payment purposes in the Councils secure accounts software. Personal data relating to regular
standard bookings will be retained for a period of 1 year. We will check with you every March that
your details are up to date and that you wish to remain as a regular hirer. You can request that your
details be removed from the list at any time by emailing enquiries@fairoak-pc.gov.uk

45

4. When and why we share your information
We need to process your data in order to provide you with the services that you are requesting, or to
provide services that we have a legal responsibility to provide or are in the public interest.

5. When and why we share your information
Sometimes, in order to process your enquiry, we need to share the information that you give us; either
with internal employees of the Council, with other external partner organisations for example External
and Internal Audit. Some examples of how and why we share your data are:
•
•
•

With internal employees of the Council in the performance of their duties, such as the Responsible
Finance Officer in the processing of payments
If you are requesting a refund, with if applicable we will need to share your details with the card
processing organisations for it to be actioned.
To share the information you have given us with the Council’s Internal and External Auditors as
required by the Accounts and Audit (England) Regulations 2015.

6. What are the legal grounds for processing your information
•
•
•
•
•

With your consent
Where it is int eh public interest, for example the safe management of our facilities
In order to comply with a legal obligation, for example obligations placed on us in accordance
with the applicable health and safety legislation.
Where it is in the legitimate interest of the Parish Council
With your explicit consent, or where there is a substantial public interest, for example, when
dealing with sensitive issues, such as health or disability issues

We work hard to ensure that we only gather information that we need to process your enquiry and
deliver the services that you are entitled to in the best way possible. However, if you have any
concerns relating to this or your Privacy in general, please email the Parish Clerk on
enquries@fairoak-pc.gov.uk
Further Information
For further information please see the Parish Council’s Information Rights Policy which is available on
the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint relating to how
your personal data has been used, please contact the Information Commissioner Office:
Website:
Phone:
Email:

https://ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

CCTV Privacy Notice
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the
privacy of those accessing services provided by the Council. For the purpose of the 2018
General Data Protection Regulation, the Data Controller is the Policy Committee, Fair Oak &
Horton Heath Parish Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL.
When you contact the Parish Council we will ask you for certain personal information to be
able to assist with your enquiry or comment. This information will need to be recorded and
stored on our systems for a predefined period. This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
When you contact the Parish Council we will collect certain personal information from you,
for example your name/organisation, your phone number, your email address, your address,
and vehicle details. This information helps us to determine what type of assistance you may
require and where to send it. The type and amount of information we collect will depend on
the reason for you contact the Parish Council.
CCTV cameras are located in the following areas:
•
•
•
•
•

Parish Office, 2 Knowle Park Lane
Horton Heath Community Centre
Lapstone Pavilion
Village Hall, Shorts Road
Woodland Community Centre

2. How we use your data
We will use your information in a variety of ways: •
•
•
•
•
•

To prevent, investigate and detect crime
Help reduce the fear of crime
Assist with the apprehension and prosecution of offenders
Enhance the safety of staff and the public
Provide evidential material for court proceedings
Reduce incidents of public disorder and anti-social behaviour
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•

Process Subject Access Requests

3. How we store your data
Data security is very important to us. We will ensure that:
•
•
•
•

Your data is kept safe and secure at all times
We handle your information responsibly and only collect and process data where it is
necessary for us to do so.
We securely delete/destroy data when it is no longer required.
We are open with you about how we use your data and who we may share it with.

All images will be retained for 28 days. After this period the images are permanently deleted,
unless they are required for an ongoing incident/investigation which as been identified (for
example, if a crime has been observed and recorded or if the images have been retained
while another subject access requires is being processed). In such case images will be
retained for as long as necessary (for example, until the conclusion of any criminal
proceedings arising from the incident). All locations where your personal data may be
captured are clearly communicated through signage.
We have put in place procedures to deal with any suspected personal data breach and will
notify you and any applicable regulator of a breach where we are legally required to do so.

4. When and why we share your information
We operate CCTV within the areas listed above. The live imagery and footage we record is
used for the prevention and detection of crime and to protect public safety. Where fixed
CCTV cameras are operating, there will be signs clearly displayed.

5. When and why we share your information
We will only share CCTV footage where we are legally obliged to do so, or where we are
allowed to do so under certain exemptions: - for example, for the prevention or detection of
crime.
This may involve making a copy of the storage media or a screen print, which may be used
as evident in any subsequent civil/criminal court proceedings. In cases of suspected criminal
activity, the storage media will normally be passed to the police for investigation and
possible prosecution. The police and other law enforcement agencies may, on showing good
cause, request copies of storage media of access to monitoring screens. In general, such
requests will be complied with.

6. What are the legal grounds for processing your information
•
•
•

Where it is in the public interest to do so; for example, to prevent or detect crime from
occurring
Where it is in the legitimate interest of the Council to do so
Where it is necessary to protect the vital interests of the public where consent cannot
be given
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We work hard to ensure that we only gather information that we need to process your
enquiry and deliver the services that you are entitled to in the best way possible. However, if
you have any concerns relating to this or your Privacy in general, please email the Parish
Clerk on enquries@fairoak-pc.gov.uk

Further Information
For further information please see the Parish Council’s Information Rights Policy which is
available on the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint
relating to how your personal data has been used, please contact the Information
Commissioner Office:
Website:
Phone:
Email:

https://ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Cemetery Privacy Notice
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the
privacy of those accessing the cemetery service provided by the Council. For the purpose of
the 2018 General Data Protection Regulation, the Data Controller is the Policy Committee,
Fair Oak & Horton Heath Parish Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50
7GL.
When you contact the Parish Council by phone, email, or post, in order to deal with any
cemeteries related matter, we will ask you for certain personal information to be able to
assist with your enquiry or comment. This information will need to be recorded and stored on
our systems for a predefined period.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
The information we collect includes the information collected on Notice of Internment and
Memorial Application forms; including name, address, Exclusive Right of Burial Holder
details (EROB), and the parent’s name and address details for a stillborn child.

2. How we use your data
•

•
•

The data collect is used to administer the cemetery service, which includes to purchase
/transfer of EROBs, memorial applications, and general and cemetery maintenance
enquiries to maintain a safe and welcoming condition.
The data may be used to send you relevant information regarding your enquiry.
We WILL NOT share your information with any external party for marketing or
promotional purposes.

3. How we store your data
All information you provide to us is stored in a data base held on our secure hard drive, as
well as the hard copy burial register stored in our secure store room at the Parish Office.
Personal Data relating to Exclusive Right of Burials, memorials and internments will be held
indefinitely in accordance with Burial Law.
Personal Data relating to general enquiries will be retained for 36 months after the matter
has been concluded.
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4. Why we process your data
We need to process your data to provide you with the cemetery related service that you are
requesting, examples include: processing EROB purchases and transfers and memorial and
bench applications. Unless you provide all the necessary information we request we will not
be able to process your application or request.

5. When and why we share your information
We will not share your information outside of Fair Oak and Horton Heath Parish Council
without your prior permission when we rely on consent as the legal ground for processing,
unless a lawful request is made (such as Police, Ministry of Justice etc).

6. What are the legal grounds for processing your information
•
•
•
•
•

With your consent
Where it is in the public interest to do so, for example, to ensure the safe management of
our cemetery as a public open space
To comply with a legal obligation, for example, obligations placed on us in accordance
with the applicable health and safety and burial legislation
Where it is in the legitimate interest of the Parish Council
With your explicit consent or where there is a substantial public interest, for example,
when dealing with sensitive issues, such as health or disability issues

The Parish Council work hard to ensure we only gather information we need to process your
enquiry and deliver the services in which you are entitled in the best way possible. However,
if you have any concerns relating to this or your privacy in general, please email the Parish
Clerk at clerk@fairoak-pc.gov.uk

Further Information
For further information please see the Parish Council’s Information Rights Policy which is
available on the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint
relating to how your personal data has been used, please contact the Information
Commissioner Office:
Website:
Phone:
Email:

https:/ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Communications Privacy Notice (Website & Public Events)
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the privacy of
those accessing services provided by the Council. For the purpose of the 2018 General Data
Protection Regulation, the Data Controller is the Policy Committee, Fair Oak & Horton Heath Parish
Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL.
When you contact the Parish Council, we will ask you for certain personal information to be able to
assist with your media enquiry, query regarding the Parish newsletter for Parish Council organised
event. This information will need to be recorded and stored on our systems for a predefined period.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
Parish Council employees will collect information about you if you register to receive, feature or take
part in the Parish newsletter, a public event (e.g. carnival) organised by the Parish Council or would
like details of your club/organisation/charity details featured on the Parish Council website or in order
to help us respond to a media enquiry.

2. How we use your data
We will use your data in a variety of ways:
•
•
•
•

To process your service request, for example to answer your questions
For the production of the Parish newsletter, this may include photos (please see imagery notice)
For the organisation of parish events (e.g. carnival and remembrance Sunday)
So that we can send you media releases from the Council and respond to media enquiries.

3. How we store your data
The information you provide to us is stored on our secure hard drive. Personal data relating to contact
details featured on our website or Parish newsletter will be stored for one year. We will check annually
that your details are correct and that you wish to continue to be featured in our publications. You can
request that your details be removed from the list at any time by emailing enquiries@fairoakpc.gov.uk
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4. When and why we share your information
We need to process your data in order to provide you with the services that you are requesting, or to
provide services that we have a legal responsibility to provide or are in the public interest.

5. When and why we share your information
Sometimes, in order to process your enquiry, we need to share the information that you give us with
individual employees in order for them to carry out their roles.

6. What are the legal grounds for processing your information
•
•
•

Where it is in the public interest to do so
Where it is in the legitimate interest of the Council to do so
With your consent

We work hard to ensure that we only gather information that we need to process your enquiry and
deliver the services that you are entitled to in the best way possible. However, if you have any
concerns relating to this or your Privacy in general, please email the Parish Clerk on
enquries@fairoak-pc.gov.uk
Further Information
For further information please see the Parish Council’s Information Rights Policy which is available on
the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint relating to how
your personal data has been used, please contact the Information Commissioner Office:
Website:
Phone:
Email:

https://ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Complaints Privacy Notice
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the
privacy of those accessing the cemetery service provided by the Council. For the purpose of
the 2018 General Data Protection Regulation, the Data Controller is the Policy Committee,
Fair Oak & Horton Heath Parish Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50
7GL.
The Parish Council operates a complaints process to allow individuals the opportunity to
express dissatisfaction with any Council operated service.
When you contact the Parish Council we will ask you for certain personal information to be
able to assist with your enquiry or comment. This information will need to be recorded and
stored on our systems for a predefined period.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
When you contact the Parish Clerk regarding a complaint the Parish Council will collect
certain personal information from you in order for us to process your complaint, for example:
your name and relevant contact details which may include your address, email address or
telephone number. This is to ensure that we can respond to the complaint. If you choose not
to supply your name and contact details it may not be possible to investigate or respond to
your complaint. We are unable to process anonymous complaints.

2. How we use your data
The information is used to enable us to contact you, either to request further information
about your complaint or to send you a response.

3. How we store your data
The information we collect is recorded and then stored on our secure hard drive. We will
retain any correspondence relating to the complaint for a period of 12 months. Why we

process your data
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4. When and why we share your information
We need to process your data in order to deal with your complaint.

5. When and why we share your information
In order to process your complaint, the Parish Clerk may need to share your information with
other employees within the Council. The Clerk WILL NOT pass your details onto a third
party.

6. What are the legal grounds for processing your information
•
•
•
•
•

With your consent
Where there is a public interest to do so or in the exercise of official authority vested
in the Council
In order to comply with a legal obligation
Where it is in the legitimate interest of the Council to do so
With your explicit consent or where there is a substantial public interest for special
categories data.

Where we rely on your consent and you wish to withdraw your consent, you can do so by
contacting us at the address above or at enquiries@fairoak-pc.gov.uk
Further Information
For further information please see the Parish Council’s Information Rights Policy which is
available on the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint
relating to how your personal data has been used, please contact the Information
Commissioner Office:
Website:
Phone:
Email:

https://ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Finance/Audit Privacy Notice
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the
privacy of those accessing services provided by the Council. For the purpose of the 2018
General Data Protection Regulation, the Data Controller is the Policy Committee, Fair Oak &
Horton Heath Parish Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL.
When you contact the Parish Council regarding finance & audit, we will ask you for certain
personal information to be able to assist with your enquiry or comment. This information will
need to be recorded and stored on our systems for a predefined period.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
When you contact the Parish Council we will collect certain personal information from you,
for example your name/organisation, your phone numbers, your email address, your address
and your bank details. The type of information we collect will depend on the service you are
requesting or providing to the Council (in respect of payment of invoices for work carried out
on behalf of the Council).

2. How we use your data
We will use your information in a variety of ways: •
•
•
•
•
•

To process your payment to the Council (payments such as football/cricket fixtures,
cemetery services, allotment rent and room/community hall bookings).
To investigate your query regarding expenditure
To refund your payment to the Council
To process your invoice for payment by the Council
To pay you for services or goods received by the Council via cheque, BACS, or other
such methods
For publication of the Transparency requirements (showing payments made over £500)
on the Council’s website
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3. How we store your data
The information we collect for invoice payment and income purposes will be stored on the
Council’s secure Accounts system. process your d

4. When and why we share your information
We need to process your data in order to provide you with the services that you are
requesting, or to provide services that we have a legal responsibility to provide or are in the
public interest.

5. When and why we share your information
Sometimes, in order to process your enquiry, we need to share the information that you give
us; either with internal employees of the Council, with other external partner organisations
(for example Eastleigh Borough Council, External and Internal Audit). Some examples of
how and why we share your data are:
•
•

If you are requesting a refund, if applicable we will need to share your details with the
card processing organisations for it to be actioned.
To share the information you have given us with the Council’s Internal and External
Auditors as required by the Accounts and Audit (England) Regulations 2015.

6. What are the legal grounds for processing your information
•
•
•
•
•

Where it is necessary for the performance of a task carried out in the public interest
Where it is necessary for the performance of a contract
Where it is necessary for compliance with a legal obligation
With your consent
Where we process special categories data we will obtain your explicit consent or
process for reasons of substantial public interest.

We work hard to ensure that we only gather information that we need to process your
enquiry and deliver the services that you are entitled to in the best way possible. However, if
you have any concerns relating to this or your Privacy in general, please email the Parish
Clerk on enquries@fairoak-pc.gov.uk

Further Information
For further information please see the Parish Council’s Information Rights Policy which is
available on the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint
relating to how your personal data has been used, please contact the Information
Commissioner Office:
Website:
Phone:
Email:

https://ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Freedom of Information (FOI) Privacy Notice
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the
privacy of those accessing the cemetery service provided by the Council. For the purpose of
the 2018 General Data Protection Regulation, the Data Controller is the Policy Committee,
Fair Oak & Horton Heath Parish Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50
7GL.
When you contact the Parish Council regarding an FOI request, we will ask you for certain
personal information to be able to assist with your enquiry or comment. This information will
need to be recorded and stored on our systems for a predefined period.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
When you contact the Parish Council regarding an FOI request the Parish Council will collect
certain personal information from you in order for us to process your request, for example:
your name and relevant contact details which may include your address, email address or
telephone number. This is to ensure that we can respond to your enquiry. To process
information rights requests in respect of your personal data (for example subject access,
erasure, restriction, notification etc) we will require proof of your identity and date of birth.
For more information please see the Council’s FOI policy.

2. How we use your data
The information is used to enable us to contact you, either to request further information
about your enquiry or to send you a response to your request. If you choose not to provide
some of the required information, we may not be able to progress the request for
information.

3. How we store your data
The information we collect is recorded and then stored on our secure hard drive. We will
retain any correspondence relating to the request for a period of 2 years. Why we process

your data
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4. When and why we share your information
We need to process your data in order to deal with your request for information.

5. When and why we share your information
In order to process your request, the Parish Clerk may need to share your information with
other employees within the Council.
You may choose to request that the Information Commissioner’s Office reviews the handling
of your request for information. Should you choose to do this, we may share your information
externally with the Information Commissioner’s Office if they request information from us.

6. What are the legal grounds for processing your information
•
•
•
•
•

With your consent
Where there is a public interest to do so or in the exercise of official authority vested
in the Council
In order to comply with a legal obligation
Where it is in the legitimate interest of the Council to do so
With your explicit consent or where there is a substantial public interest for special
categories data.

Where we rely on your consent and you wish to withdraw your consent, you can do so by
contacting us at the address above or at enquiries@fairoak-pc.gov.uk
Further Information
For further information please see the Parish Council’s Information Rights Policy which is
available on the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint
relating to how your personal data has been used, please contact the Information
Commissioner Office:
Website:
Phone:
Email:

https://ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Personnel Privacy Notice - Next of Kin/Emergency Contact
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting your
privacy. For the purpose of the 2018 General Data Protection Regulation, the Data
Controller is the Policy Committee, Fair Oak & Horton Heath Parish Council, 2 Knowle Park
Lane, Fair Oak, Eastleigh, SO50 7GL.

1. Why does the Parish Council need to process your personal data?
In the case of contact details in the event on an emergency where it is necessary to contact
an employee’s emergency contact or their next of kin, the Parish Council has a legitimate
interest in processing this personal data during the employment of an employee. Processing
emergency contact and next of kin data allows the Parish Council to maintain accurate and
up-to-date employment records and contact details (including details of who to contact in the
event of an emergency).

2. What information is being collected?
The Parish Council will only collect and process information in relation to you as a nominated
emergency contact or next of kin by a Parish Council employee.
The Parish Council will collect this data from employees who have directly nominated you as
their emergency contact and/or next of kin. This will include your name, relationship to the
employee, address, email address and contact number.
Data will be stored in the employee’s personal records, which are held in the secure (locked)
file store at the Parish Office.

3. Who has access
The Parish Clerk has access to the day on a day to day basis. If a line manager or other
employee, informs the Parish Clerk that they need to contact an employee’s emergency
contact/next of kin, reasons will be sought form the manager and data given if deemed
appropriate by the Clerk. Examples of this may be (however not exhaustive):
•
•
•

An employee has become unwell at work and taken to hospital
An employee has not reported for work. After failed attempts to contact the employee
directly, an emergency contact/next of kin may be contacted
Each situation will be considered depending on its individual circumstances

Your information will be shared internally with your nominated employees line manager, and
the Parish Clerk if access to the data is necessary for the performance of their roles.
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4. How long will we keep your information?
The Parish Council will hold your personal data form the duration of an employee
employment, or until they notify the Council you are no longer their emergency contact/next
of kin.

5. How do we protect your data?
The Parish Council takes security of your data seriously. All information provided is stored
on our secure server. We have internal controls in place to try to ensure that your data is not
misused or disclosed, and is not accessed except by the Parish Clerk or an another
employee in the performance of their duties.

6. Your rights
As a data subject, you have a number of rights. You can:
•
•
•
•

Access and obtain a copy of your data on request
Require the organisation to change incorrect or incomplete data
Require the organisation to delete or stop processing your data, for example where the
data is no longer necessary for the purposes of processing; and
Object to the processing of your data where the organisation is relying on its legitimate
interest as the legal ground for processing.

The Parish Council work hard to ensure we only gather information we need to process your
enquiry and deliver the services in which you are entitled in the best way possible. However,
if you have any concerns relating to this or your privacy in general, please email the Parish
Clerk at clerk@fairoak-pc.gov.uk

Further Information
For further information please see the Parish Council’s Information Rights Policy which is
available on the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint
relating to how your personal data has been used, please contact the Information
Commissioner Office:
Website:
Phone:
Email:

https:/ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Personnel Privacy Notice
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting your
privacy. For the purpose of the 2018 General Data Protection Regulation, the Data
Controller is the Policy Committee, Fair Oak & Horton Heath Parish Council, 2 Knowle Park
Lane, Fair Oak, Eastleigh, SO50 7GL.
As part of the recruitment process, the Parish Clerk will, on behalf of the Parish Council,
collect and processes personal data relating to job applicants. The Parish Council is
committed to being transparent about how it collects and uses that data and to meeting its
data protection obligations.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
We collect a range of information about you. This includes:
•
•
•
•
•
•

Your name, address and contact details, including email address and telephone number
Details of your qualifications, skills, experience and employment history
Information about your current level of remuneration, including other benefit entitlements
(if provided)
Whether or not you have a disability for which the organisation needs to make
reasonable adjustments during the recruitment process
Information about your entitlement to work in the UK
Equal opportunities monitoring information, including information about your ethnic
origin, sexual orientation, health and religion belief

We will collect this information in a variety of ways, predominately through your completed
application form, CV (if submitted), obtained from your passport of other identity documents,
or collected through interviews or other forms of assessment.
We will seek information from third parties only once a job offer has been made and we will
inform you that we are doing so.
Data will be stored in a range of different places, including on your application record, in
personnel file management systems and on other IT systems (including email).
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2. How we use your data
The Parish Council needs to process data to take steps at your request prior to entering into
a contract with you. It may also need to process your data to enter into a contract with you.
In some cases, the organisation needs to process data to ensure that it is complying with its
legal obligations. For example, tit is required to check a successful applicant’s eligibility to
work in the UK before employment starts.
The Parish Council has a legitimate interest in processing personal data during the
recruitment process and for keeping records of the process. Processing data form job
applicants allows the organisation to manage the recruitment process, access and confirm a
candidate’s suitability for employment and decide to offer a job. The organisation may also
need to process data from job applicants to respond to and defend against legal claims.
The Parish Council may process information about whether or not applicants are disabled to
make reasonable adjustments for candidates who have a disability. This is to carry out its
obligations and exercise specific rights in relation to employment.
Where the Parish Council processes other special categories of data, such as information
about ethnic origin, sexual orientation, health or religion or belief, this is for equal
opportunities monitoring purposes.
For some roles, the Parish Council is obliged to seek information about criminal convictions
and offences. Where the organisation seeks this information, it does so because it is
necessary for its obligations and exercise specific rights in relation to employment.
The Parish Council will not use your data for any purpose other than the recruitment
exercise for which you have applied.

3. How we store your data
All information you provide to us is stored in electronic form on our secure hard drive, as well
as the hard copy of relevant documents (certificates, signed employment contract) stored in
our secure (locked) personnel cabinet at the Parish Office.

4. Who has access to your data
Your information will be shared internally for the purposes of the recruitment exercise. This
includes interviewers involved in the recruitment process, the Parish Clerk, Deputy Clerk &
Ranger, the Chairman on the Council and the Responsible Finance Officer (RFO) if access
to the data is necessary for the performance of the RFO’s role.
The Parish Council will not transfer your data outside of the European Economic Area.
Where the organisation engages third parties in regards to persona data, such as HMRC or
the Hampshire Pensions Service, they do so on the basis of written instructions and are
under a duty of confidentiality and they are oblige to implement appropriate technical and
organisational measures to ensure the security of data.
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5. How long will we keep your information?
If your application for employment is unsuccessful, the organisation will hold your data on file
for 6 months after the end of the relevant recruitment process.
If your application for employment is successful, personal data gathered during the
recruitment process will be transferred to your personal file and retained during your
employment. The periods for which your data will be held will be provided in a new privacy
notice.

6. What are the legal grounds for processing your information
•
•
•
•
•
•

Where it is necessary for the performance of a contract
Where it is in the public interest to do so
With your consent
In order to comply with a legal obligation
Where it is in the legitimate interest of the Parish Council to do so
With your explicit consent or where there is a substantial public interest in relation to a
special categories data.

7. Your rights
•
•
•
•
•

As a data subject, you have a number of rights. You can:
Access and obtain a copy of your data on request
Require the organisation to change incorrect or incomplete data
Require the organisation to delete or stop processing your data, for example where the
data is no longer necessary for the purposes of processing; and
Object to the processing of your data where the organisation is relying on its legitimate
interest as the legal ground for processing.

The Parish Council work hard to ensure we only gather information we need to process your
enquiry and deliver the services in which you are entitled in the best way possible. However,
if you have any concerns relating to this or your privacy in general, please email the Parish
Clerk at clerk@fairoak-pc.gov.uk

Further Information
For further information please see the Parish Council’s Information Rights Policy which is
available on the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint
relating to how your personal data has been used, please contact the Information
Commissioner Office:
Website:
Phone:
Email:

https:/ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

Storage and use of public images – Privacy Notice
Fair Oak & Horton Heath Parish Council is committed to protecting and respecting the privacy of
those accessing services provided by the Council. For the purpose of the 2018 General Data
Protection Regulation, the Data Controller is the Policy Committee, Fair Oak & Horton Heath Parish
Council, 2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL.
When you contact the Parish Council, we will ask you for certain personal information to be able to
assist with your media enquiry, query regarding the Parish newsletter for Parish Council organised
event. This information will need to be recorded and stored on our systems for a predefined period.
This Privacy Notice aims to explain:
a)
b)
c)
d)
e)
f)

The different kinds of personal data we process
How we use your data
How we store your data
Why we process your data
When and why we share your information
What are the legal grounds for processing your information

1. What kind of personal data do we process
From time to time, staff at the Parish Council may take photographs on behalf of Parish Council.
Photographs of people are considered personal data. We take these images for a variety of reasons
in support of Council services, for example, to be used for publicity, or as a record of a public event.
Alongside the image we will ask for your consent to how we use your image – as well as your name,
email and telephone contact number.

2. How we use your data
•

Images containing personal information (images of people, number plates for example) are stored
securely on the Parish Council’s hard drive. Your image will be assigned to your consent form that
you have completed. Your data will be stored for a maximum of one year, unless agreed
otherwise. After that point your image and associated information form will be deleted unless the
image is of historic value or in the pubic interest it will then be archived.

3. Why we process your data
We take these images for a variety of reasons in support of Council services, for example, to be used
for publicity, or as a record of a public event.
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4. When and why we share your information
Your image will only be used specifically for the purposes as shown on the photographic consent form
you sign when the image/s are taken. Depending on the permissions you have chosen on the consent
form, your data (image) could be used on printed publications, digital promotion (social media) or
press releases.

5. What are the legal grounds for processing your information
With your consent or for archiving in the public interest.

Further Information
We work hard to ensure that we only gather information that we need to process your enquiry and
deliver the services that you are entitled to in the best way possible. However, if you have any
concerns relating to this or your Privacy in general, please email the Parish Clerk on
enquries@fairoak-pc.gov.uk
For further information please see the Parish Council’s Information Rights Policy which is available on
the Council’s website.
For more information on Data Protection in general, or if you wish to make a complaint relating to how
your personal data has been used, please contact the Information Commissioner Office:
Website:
Phone:
Email:

https://ico.org.uk/
0303 123 1113
casework@ico.org.uk

Dated: 25 May 2018
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Report B

POLICY COMMITTEE – 18 JUNE 2018
WOODLAND COMMUNITY CENTRE – BOOKING TERMS AND CONDITIONS
1.

PURPOSE

1.1

To seek member approval of the booking terms and conditions for the Woodland
Community Centre.

2.

BACKGROUND

2.1

The Policy Committee at its meeting on 19 March 2018 agreed a pricing structure of
the hire of the two halls at the Woodland Community Centre.

2.2

In order to successfully manage the bookings for the centre, the Bookings Manager
has produced a general set of terms and conditions, which all hirers will be expected to
adhere to.

3.

BOOKING TERMS AND CONDITIONS

3.1

The booking terms and conditions are set out in Appendix 1 to this report.

4.

FINANCIAL IMPLICATIONS

4.1

None arising directly from this report.

5.

RECOMMENDATION

5.1

That it be recommended to the Council that the booking terms and conditions for the
Woodland Community Centre as set out in appendix 1 to this report be approved; and

5.2

That the Clerk and Bookings Manager be given delegated power to make minor
amendments to the Policy as and when appropriate.

For further information:
Melanie Stephens, Parish Clerk
clerk@fairoak-pc.gov.uk

Background papers:
None

Carly Giles, Bookings Manager
bookings@fairoak-pc.gov.uk
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Appendix 1

Fair Oak & Horton Heath Parish Council
2 Knowle Park Lane, Fair Oak, Eastleigh, SO50 7GL
Telephone: (023) 8069 2403

email: enquiries@fairoak-pc.gov.uk

TERMS AND CONDITIONS OF HIRE
This document sets out the terms and conditions that all hirers must adhere to. This applies
to the hire of the following Parish Council buildings: •

Horton Heath Community Centre, Meadowsweet Way, Fair Oak, Eastleigh, SO5O 7PF

•

The Roger Smith Conference Room, Parish Office, 2 Knowle Park Lane, Fair Oak,
Eastleigh, SO5O 7GL

•

The Woodland Community Centre, 55 Savernake Way, Fair Oak, Eastleigh, SO5O 7FA

General Information
Opening hours for the above premises are as follows: Horton Heath Community Hall:
Monday – Thursday and Sunday
Friday & Saturdays

08.30 – 22:00
08.30 – 23:30

The Roger Smith Conference Room:
Monday* – Friday

09.00 – 22:00

*Please note that the Parish Council holds its formal meetings on a Monday evening regularly throughout the
year, dates should be checked with the Bookings Manager if you require a Monday evening booking.

The Woodland Community Centre:
Monday – Thursday and Sunday
Friday & Saturdays

08.00 – 22:00
08.30 – 23:00

When hiring any of the above facilities, you must:
•

Ensure that you and your guests have vacated the premises by the end of licence
period as shown above. Customers and their guest are asked to exit the premises
quietly, to respect nearby residents.

•

Ensure that your hire period allows sufficient time for setting up before your event
and cleaning after your event.

•

Ensure that the venue hired is only used for the purpose specified on the booking
form. You must not sub-hire the premises or allow them to be used in any unlawful
way.

•

Pay for the hire of these facilities: for casual hirers, this must be made in full at the
time of booking. Regular hirers must pay, in full, within 28 days of receiving their
invoice from the Parish Council.
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All bookings must be made by completing the online booking form found on the Council’s
website: www.fairoak-pc.gov.uk or by contacting the Bookings Manager via the following
means:
Telephone: 02380 692403 option (2) or Email: bookings@fairoak-pc.gov.uk
1. Hire & Council Resources Fees
1.1 The booking fees for all premises available for hire can be found at Appendix 1 of
these Terms and Conditions. Please note that the Parish Council will undertake a
review of all fees and charges annually. Fee and charges will generally not increase
above the rate of inflation.
1.2 Payment for the hire of any of the above facilities must be made in full at the time of
booking in order to secure your booking.
2. Cancellations
2.1 The Parish Council reserves the right to refuse any application for the hiring of a
venue if the event is deemed unsafe in accordance with the relevant fire and health
and safety legislation(s).
2.2 The Parish Council may need to cancel your booking at any time, without being
obliged to give a reason. In this case, we will offer compensation where appropriate.
However, this will be limited to a maximum of the hire fee for the event. The Parish
Council will not be liable for any further and/or consequential losses.
2.3 As the Hirer, if you cancel your booking, the following cancellation charges will
apply:
For casual (one off hirers)
• Less than one months’ notice given = the full hire charge
• More than one months’ notice given = 50% of the hire charge.
For regular hirers (those with standard/regular bookings)
• Less than one months’ notice given = 50% of the hire charge.
• More than one months’ notice given = no charge
2.4 The Bookings Manager must be notified of any cancellations, using the contact
methods above. Likewise, amendments to the original booking must be made via the
booking form and submitted to the Bookings Manager, at least a week before your
event.
3. Access & Egress of the Venues
3.1 Once the Bookings Manager has confirmed your booking, you will be advised as to
how to access and egress the venue.
Entering the building:
3.2 Casual/one off hirers, a member of our Caretaking team will meet you at the venue
at the start of your hire period to open the room(s) you have booked.
3.3 Regular hirers, you will be given a registered key. This means that the key cannot be
copied by anyone other than the Parish Council should the key be lost or stolen. You
will also be given the code to the alarm system. And in the case of the Woodland
Community Centre, the key to the lock on the gate. These codes will be changed
regularly and we will inform you of the new codes as and when necessary.
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Exiting the building:
3.3 Casual/one off hirers, at the end of your hire period, the Caretaker will return to see
you out. If you leave before the end of your hire period, it is your responsibility to
contact the Caretaker to advise of your early departure.
3.4 Regular hirers, please ensure that you lock the room(s) after use, set the alarm and
lock the main entrance door. And for the Woodland Community Centre, lock the gate
behind you.
3.5 Hirers are responsible for all car parking arrangements in order to avoid any
obstruction (particularly the public highway/footpaths) or nuisance to local residents.
Please note the Parish Office and Woodland Community Centre have limited
parking.
4. Venue Use
4.1 Hirers are responsible for the care and supervision of venues whilst in use. They are
also responsible for the behaviour of all persons present at their events. Users will
behave with due regard to the care of the property and nearby residents. Likewise,
hirers and their guests should treat the Caretaker and other Parish Council staff with
respect at all times. The Parish Council will not tolerate abuse of any kind and has
the right to ask anyone to leave the premises.
4.2 Hirers are not permitted to pin posters/display items at the venues. Only white tack is
permitted for displaying posters/signs etc. Similarly, other fixtures such as lights and
furniture is not permitted without prior permission from the Bookings Manager.
4.3 Hirers have access to the general notice boards/clear plastic poster racks in the
Parish Office and the Woodland Community Centre. The Parish Council, will
however, remove any posters it deems to be offensive etc.
4.4 Hirers will be responsible for the care of the fabric and contents of the venue. Should
any damage occur during your period of hire, please report this immediately to the
Parish Council. The Parish Council may invoice you for any damage, likewise for any
missing contents.
4.5 The release of, or operation of flying objects such as drones, balloons and lanterns
is prohibited at all venues.
4.6 Helium balloons are prohibited in the Oak Hall of the Woodland Community Centre
due to the ceiling height.
4.7 The use of inflammable or explosive products are strictly prohibited at all venues.
4.8 The use of bouncy castles in all venues is entirely at the Hirers own risk. Hirers are
advised to obtain a copy of the bouncy castle company’s insurance. The Council
take no responsibility for any inflatable items used at the venue.
4.9 No animals are to be kept on the premises except guide dogs. This is to comply with
the requirements of the Department of Health.
4.10 Regular hirers have use of the PA system in the Woodland Community Centre.
This has been set at the appropriate decibel level so as not to cause noise
disturbance to surrounding residents. Please do not temper with these levels in any
way.
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5. Alcohol/Licences
5.1 Alcohol can be brought onto the premise(s) for private consumption. But MUST be
declared at the time of booking. If alcohol is to be sold on the premises, the hirer
must obtain a Temporary Event Notice (TEN) authorising the sale of alcohol. This
can be obtained from Eastleigh Borough Council’s Licensing Services. The Hirer
must adhere to all requirements of the TEN. A copy of the TEN must be given to the
Bookings Manager a week before the event. This applies to all venues.
5.2 Other licensable activities: - Horton Heath Community Centre holds a licence for
other licensable activities. Please ask the Bookings Manager for a copy of this. The
Parish Office and the Woodland Community Centre do not hold a licence under the
Licensing Act 2003. The Woodland Community Centre holds a PPL licence.
5.3 Nothing shall be done by the Hirer that shall or may contravene the terms and
conditions of any licence, permit and/or licences or consent issued in respect of the
Venue (e.g. Premises Licence or Temporary Event Notice, under the Licensing Act
2003).
6. Cleaning
6.1 The Hirer shall keep the venue clean and tidy and shall ensure that litter is picked
regularly during the event.
6.2 All litter and refuse generated by the event shall be removed from the venue by the
Hirer.
7. Catering
7.1 The Hirer must ensure that any outside catering company used for an event, are
preparing & serving food in accordance with the relevant food, health and hygiene
regulations.
7.2 Kitchens at all Parish venues are deemed as ‘domestic’ kitchens. The kitchens can
only be used to re-heat food. Cooking and preparation of raw meat and fish is
prohibited.
7.3 Kitchens come equipped with basic utensils, cutlery, glassware and crockery. Please
report any breakages of any items used in the kitchens to the Bookings Manager.
7.4 If you require use of the kitchens, please bring your own tea towels, washing up
liquid and bin bags. Please leave the kitchens in the same condition that you found
them. Please adhere to the kitchen rules posted on the kitchen noticeboard(s).
8. Broadcasting and Television
8.1 The Hirer may not carry out or allow or permit to be carried out any professional
photography, filming, video recording, taping, television or radio broadcasts or any
other recording of any kind of the event during the period of hire without the prior
written consent of the Council.
8.2 If such consent is given, the Council reserves the right to be a party to any
negotiations and the terms and conditions of any agreements reached and to share
any income and publicity derived there from.
9. Health and Safety
9.1 To minimise the chances of accident or injury,
we ask all Hirers to adopt a common
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sense and responsible attitude to health and safety.

9.2 Hirers must report any accident involving injury to the public to the Caretaker as soon
as possible. First aid boxes are available at all venues, along with an accident book.
These are all located in the kitchen areas. All Parish Council staff have received
recent first aid training.
9.3 Hirers must make themselves familiar with the location and operation of the fire
extinguishers, as well as the procedures for evacuation of the venue in the case of
fire or emergency. A fire evacuation procedure is placed on in the noticeboards of all
venue reception areas.
9.4 Fireworks (indoors or outdoors), naked flames and smoke machines are strictly
prohibited at all Parish venues.
9.5 Hirers must ensure that all tables, chairs and other equipment are arranged in such a
way as to allow free and easy access to the fire exits, and with consideration for
people’s safety in moving around them. As well as due regard to those with physical
disabilities.
9.6 Hirers must ensure that any outside agencies employed for an event (such as
catering companies, bands, DJ’s etc):
•
•

Have had all electrical equipment that they bring into venues PAT tested
within the last 12 months; and
Have valid public liability insurance (for a minimum of £5million)

Failure to produce these documents will lead to the cancellation of your event.
9.7 The Hirer, in booking an event, agrees to indemnify the Council against all claims,
actions, demands, proceedings, cost or awards in respect of any loss, damage,
injury or death to persons or property engaged by or assisting the Hirer.
10. Protection/Safeguarding of Children
10.1 Fair Oak and Horton Heath Parish Council, along with all other organisations, is
required to take reasonable measures for the protection of children and vulnerable
adults when they are subject to Council regulations, jurisdiction and events run by
the Council. Accordingly, where the event is exclusively or primarily for young
people, the hirer should have in place a Child Protection Policy and Safeguarding
Policy, and provide a copy to Fair Oak and Horton Heath Parish Council, without
which, your event will not be permitted.
10.2 Hirers must ensure that appropriate steps are taken to safeguard the welfare of
children or vulnerable adults at their event. Fair Oak and Horton Heath Parish
Council advises (at the discretion of the Hirer):
•

Parental/guardian consent is obtained in writing for allowing photographs
(including video footage) to be taken of a child (in accordance with GDPR).

•

There should be no physical contact by any staff (or volunteers used by the Hirer
in the running of the event) on children or vulnerable adults, unless the nature of
the activity requires it (e.g. assistance with safety equipment, face painting)

•

Relevant checks (e.g. DBS) have been carried out on people with unsupervised
access to the children.

•

Reasonable steps are taken to keep children out of those parts of the venue that
might present a potential danger to them
72 (e.g. the kitchen) unless they are
supervised by a responsible adult.

11 Traders
11.1

No commercial traders will be permitted to trade at the event without the prior
written consent of the Bookings Manager.

12 Collections or Lotteries
12.1

No collections, games of chance, sweep stakes, lotteries or betting of any kind
may be conducted at the Venue without the prior written consent of the Bookings
Manager any such consent to be at the discretion of the Council.

13. Variations to Agreement
13.1

The Council reserves the right to vary the conditions of the agreement between
the Council and the Hirer where reasonably necessary at any time on 7 days’
notice in writing. Any variations so made shall be deemed to be incorporated in
these Conditions. The Hirer may, within 7 days of receipt of such notice,
terminate this agreement and any refund of fees and charges will be at the sole
discretion of the Council.

13.2

This agreement shall not come into effect until the Bookings Manager has
approved all documents omitted and confirmed the booking in writing.

14. Commitment
14.1

The Parish Council will do its best to provide its venues in a suitable state for hire.
However, the Council can’t be held responsible or liable for any circumstances or
events outside of our control.

14.2

By making a booking with the Parish Council, you are automatically agreeing to
these Terms and Conditions.

_______________________________________________________________________
Review
Terms and conditions will be reviewed annual. Last Updated: 18 June 2018
Data protection
We take our obligations under the GDPR very seriously and are transparent in how we process
personal data. For full information about how we process personal data are set out on the Bookings
Form Privacy Notice which can be found on the Parish Council’s website.
Opt In: Please tick that you give consent for your details to be safely retained for Fair Oak & Horton
Heath Parish Council administrative purposes regarding your booking. Personal details will not be
shared with any third parties other than for accounting purposes. You can opt out at any time.
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Report C

POLICY COMMITTEE – 18 JUNE 2018
WOODLAND COMMUNITY CENTRE – HEALTH & SAFETY & FIRE SAFTEY
POLICIES
1.

PURPOSE

1.1

To advise members on the steps undertaken to ensure that the relevant policies and
procedures have taken place, prior to opening the Woodland Community Centre to the
public.

1.2

To seek member approval for the adoption of the Health and Safety and Fire Safety
policies in respect of the Woodland Community Centre.

2.

BACKGROUND

2.1

The Council received the transfer of ownership deeds to the Woodland Community
Centre on 24 April 2018. Since that time Officers of the Council have sought to ensure
that the relevant statutory health and safety requirements and inspections have been
carried out at the Centre prior to its opening to the public. It is hoped that the Centre
will be open to the public mid-June 2018.

2.2

The Parish Ranger has undertaken a number of steps to ensure that the building is
safe and secure; these include: •
•
•
•
•
•

Undertaking a fire risk assessment
Installing fire equipment and signage at the Centre
Producing a Fire Safety Policy
Producing a Health and Safety Policy
Producing Emergency Contact Sheet and Fire Evacuation Handout for display
at the Centre
Displaying an accident record book and accident procedure guide at the centre,
along with first aid boxes

3.

HEALTH & SAFETY/FIRE SAFETY POLICIES

3.1

As mentioned above, the Parish Ranger has produced two key documents to ensure
the Parish is complying with the relevant health and safety legislation in relation to
Community Buildings. These are attached at Appendix 1 and Appendix 2. The
Council will need to formally adopt these policies and have them in place, prior to the
opening of the building.

3.2

In addition, the Parish Ranger has undertaken a fire risk assessment for the Centre,
attached at Appendix 3.

4.

RECOMMENDATION

5.1

That it be recommended to the Council that the policy documents set out in
appendices 1 – 2 to this report be adopted.

For further information:
Melanie Stephens, Parish Clerk
clerk@fairoak-pc.gov.uk
Colin Burchett, Parish Ranger
grounds@fairoak-pc.gov.uk
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Appendix 1

Fair Oak and Horton Heath Parish Council
The Woodland Community Centre
Health and Safety Policy
Part 1 - General Statement of Policy
This document is the Health and Safety Policy of the Fair Oak and Horton Heath Parish Council,
Woodland Community Centre.
Our policy is to:
a) Provide healthy and safe working conditions, equipment and systems of work for the staff, hirers,
users and other visitors.
b) Keep the building and equipment in a safe condition for all users.
c) Provide such advice and information as is necessary for staff, hirers, users and other visitors.
It is the intention of the Parish Council to comply with all relevant Health and Safety legislation
and to act positively where it can reasonably do so to prevent injury, ill health or any danger arising
from its activities and operations.
The Parish Council considers the promotion of the health and safety of those who use its premises,
including contractors who may work there, to be of great importance. We recognise that the effective
prevention of accidents depends as much on a committed attitude of mind to safety as on the operation
and maintenance of equipment and safe systems of work.
To this end, the Council will encourage its staff, members, hirers, users and other visitors to engage in the
establishment and observance of safe working and other practices.
Hirers, users and other visitors will be expected to recognise that there is a duty on them to comply with
the practices set out by the Council, with all safety requirements set out in the Hiring Agreement and with
safety notices on the premises and to accept responsibility to do everything they can to prevent injury to
themselves or others.
Name: Colin Burchett
Position: Parish Ranger
May 2018

75

Appendix 2

Fair Oak and Horton Heath Parish Council
The Woodland Community Centre - Fire Safety Management Policy
Description of Premises
The building is a brick -built single-story community building situated in Savernake Way, Fair
Oak, Eastleigh, SO50 7FA.
The facilities comprise of a reception lobby, admin office, a small consulting room, kitchen,
two halls with four lockable stores, separate men’s, women’s, disabled toilets, baby change
area, cleaner’s cupboard, separate nursery (with toilets) and an external bin store situated in
the adjacent car parks. The two halls and consulting room are available to hire for both
private and public events. The larger hall (Oak) can hold up to 200 people and the smaller
hall (Acorn) 100 persons.
There is a car park to the front of the building, with spaces for 13 cars (plus 2 disabled
spaces). There are emergency exits leading directly out of the building from the reception
area and the two halls. The premises meet all the requirements of the current Disability
Discrimination Act.
The rooms are hired by a range of voluntary organisations, private individuals and statutory
organisations for a variety of activities. A written agreement between the Parish Council and
the Hirer forms the basis of the hiring arrangement. The Council’s booking terms and
conditions draw the hirers’ attention to the health and safety obligations that the booking
places upon them. The building has an entertainment and music licence, but it isn’t licensed
for the sale of alcohol.
Principal Uses of the Community Centre
The Nursery is solely used by the Rainbows Preschool. The Oak Hall is predominately used
by the Scouts, the church and other regular users and some ‘one-off’ hirers. The Acorn room
is used by the Guides, yoga and karate classes and ‘one-off’ hirers.
The Parish Council encourages all regular users of these rooms to carry out their own Fire
Risk Assessment, highlighting the areas that pertain to their own group of users and their
activities.
It also encourages hirers to make themselves aware of the exit routes, the fire-fighting
equipment and the plan of the building detailing the location of the equipment and the
escape routes located in the main reception area. The Council’s notice board contains A4
summaries of fire excavation procedures and emergency contacts.
People at Risk of Fire Staff
The Parish Council currently employs 8 staff and have all undertaken ‘fire warden’ training,
along with the primary hirers – Rainbows and the Scouts.
Trades People: The Council employs local trades people on both an ad-hoc and scheduled
basis for the purposes of cleaning, safety checks and building maintenance. The cleaners
have a key to the building and are generally on their own when working. Local trades people
are always escorted by one or more staff member.
Hall Users: These will generally be familiar with the building. Those that are not will find the
simple layout easy to navigate and assimilate. The main areas have easily identifiable fire
exits. Emergency lighting is installed over fire doors and around the building, and this is
76

tested regularly. The fire exits lead directly outside to the front of the offices or the rear and
these doors cannot be deadlocked from the inside.
Disabled Persons
At a typical function there may possibly be a limited number of disabled persons. It is the
responsibility of hirers to ensure disabled persons are given adequate assistance in the
event of an evacuation. Emergency exit doors are on a level surface with the paths outside,
which are either paving slabs or finished with tarmac, so there are no barriers to wheel
chairs.
Children
It is the responsibility of hirers to ensure all children within the premises are supervised and
that they are given adequate assistance in the event of an evacuation. And that they have
relevant safeguarding policies in place.
Other Members of the Public (who are not using the Hall)
Members of the public may walk past the front and rear of the Hall and through the car park.

Possible Causes of Fire
Source of Ignition
Faulty electrical system in
mains power supply, ring
mains or lighting circuits.

Gas leak in mains supply to
boilers.
Faulty portable electrical
equipment (e.g. kettles,
toasters, radios, etc)
Kitchen appliances (i.e. hob,
oven, fridge, kettle,
microwave)
Smoking

Arson
Cooking accidents

Candles and other naked
flames

Source of Fuel
Any material close to the
source of the fault (e.g. the
cupboard in which the
consumer unit is located,
skirting boards, plaster
board, wood panelling).
Any combustible materials
close to the boiler
The portable device itself
and then any combustible
materials close to it
The appliance itself and
then any combustible
materials close to it
Material in waste bins or any
other areas where cigarettes
may be left or disposed of.
Could be any source
Hot oil igniting on the hob or
under a grill. Food burning
in the oven or on the hob
The candles and
combustible materials close
to them.
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Source of Oxygen
Open to the air

Open to the air
Open to the air

Open to the air

Open to the air
Open to the air
Open to the air

Open to the air

Control Measures

Fire hazard

Fire inside the
Hall

Likelihood
Risk to
1=low
people from
5=high
fire hazard
Smoke
2
inhalation.
Burns.
Death.

Fire on the
premises
outside the
Hall.

1

Evacuating
people towards
the source of
the fire

Faulty electrics
in mains power
supply, ring
mains, lighting

1

Electrocution
while attempting
to put out the78
fire with water.

The hazard

Measure to reduce the
risk

Ensure sufficient and
Ensure staff/hirers know
correct fire fighting
how to evacuate the
equipment is available
building, where the fireand that a qualified
fighting equipment is
practitioner inspects it
located and where the
at least once per year
assembly points are.
and provides advice on
Also ensure the hirers
changing or moving
know that they must
locations as
organize a fire marshall
appropriate. The
to check the building has
location of fire-fighting
been vacated and that
equipment and exits
the fire brigade has
are clearly marked on
been called out (as
a plan of the building,
appropriate). Ensure all
which is in the lobby
Fire Exit doors are
and workshop.
checked for illumination,
ease of opening and that
A test of continued
the Emergency Exit
illumination in event of
Routes are clear on a
a power failure will be
weekly basis. The
done monthly.
Ensure that furnishings Council tests the ease of
access to and through
are made of a noncombustible material or the escape routes and to
the assembly points at
a material that has
least once per year and
been Fire Proofed to
logs the results. Users
the standard applicable
will be made aware of
at the time of
their responsibilities via
purchase. This
the booking process.
includes window
Regular User Groups
curtains, chairs, etc.
Users will be asked to will be advised that they
should carry out their
remove all their
own Risk Assessment
rubbish when they
and that a copy should
leave the building (i.e.
be lodged with the
emptying any bins)
council.
Ensure hirers and staff
understand and accept
their responsibility to
evacuate the building in
the event of a fire and to
allocate a responsible
person to ensure the
evacuation is
coordinated properly
and safely.
A qualified practitioner
Ensure suitable (not
checks the fixed wiring
water) fire fighting
once every 3 years
equipment is available
and portable
close to the likely

circuits, kitchen
appliances or
portable
devices.

Smoking

3

Smoke
inhalation.
Burns.

Gas leak in
mains supply to
boilers, oven
and water
heaters

1

Death from
explosive
combustion and
associated
damage.

Cooking
accidents

3

Smoke
inhalation.
Burns.

Children
playing with
matches or
other
combustibles

2

Smoke
inhalation.
Burns.

1

Smoke
inhalation.
Burns.

Arson

appliances are
checked every year. A
Certificate of
Inspection will be
obtained for each
inspection.
A No Smoking policy
will be enforced
throughout the
premises. No Smoking
signs will be
strategically placed
throughout the
building.
Cigarette bin is located
by main entrance
Ensure that the gas
appliances are is
maintained and tested
at least once per year.
A safety inspection
certificate should be
obtained after each
service.
Ensure users are
aware of appropriate
safety precautions
concerning the use of
the cooker and how to
cope with oil fires.
Ensure there is a fire
blanket available close
to the hob, for putting
out oil fires.

sources of electrical
fires.

Ensure hirers are aware
of their responsibility to
supervise children while
inside the building.
Ensure staff and hirers
are aware of their
responsibility for the
building during their
occupation and take
reasonable steps to
prevent wilful damage
and lock up on
departure.

Fire Assembly Point: The car park by the main gate
Approved by FOHHPC 18 June 2018
Reviewed annually by the Estates Manager
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Wherever possible,
locking mechanisms for
ensuring internal safety
without comprising
emergency routes are
fitted.

Appendix 3

Fire Risk Assessment

Activity Area

Hazard

Risk

Persons at Risk

Level
H/
M/L

Car Park

Slips, trips & Fractures,
falls
bruising etc.

Staff, contractors
& Public

Lobby,
offices,
toilets,
corridors,
nursery &
halls
Kitchen &
nursery

Slips, trips & Fractures,
falls
bruising etc.

Staff, contractors
& Public

L

Slips, trips & Fractures,
falls.
bruising etc.

Staff, contractors
& Public

L

Hot water
Kitchen
shutter
Work at
Height
Hazardous
Substances

Falling
Objects
Storage/
Manual
handling
Electricity

L

May result in
Scalds
Staff & hirers

Cooker
Changing
light bulbs,
window
cleaning.
Cleaning
products

Burns
falls

Staff & hirers
Staff &
contractors

Skin irritation,
burns,
poisoning,
blindness,
inhalation.

Staff, hirers,
public &
contractors.

L

Tools,
equipment
& items on
shelving
Tables and
chairs

Bruising,
fractures etc.

Staff, hirers,
public &
contractors.

L

Back injury,
damage

Staff, hirers and
public

L

Equipment
& tools

Electric shock,
burns or death

Staff, hirers,
public &
contractors.

M
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L

Controls
Tarmac surface and paving
slab paths. Salt/grit
available.
Inspected daily.
Two disabled bays nearest
to entrance.
External lighting to building
Good lighting, rain/dirt mat
in entrance. Corridors and
doorways kept clear. No
trailing cables.
Regularly checked.
Spillages to be cleaned up
immediately.
Fire blankets in place.
Notice re possibility of very
hot water, temperature
checked and maintained at
safe temperature.
Keep Closed when not in
use
Turn off after use.
Ladder trained. Correct
ladder for use and locked
away.
Store specialist products in
locked cupboard. Cleaners
to provide COSSH sheets.
Gloves provided.
‘Safer’ products to be
sourced if available.
Competent approved
contractors only. Work to
be carried out at quiet
times.
Caretaker & staff to set up
rooms as much possible.
Fixed wiring periodically
inspected and tested.
PAT testing portable
equipment annually.

Fire

Burns and
smoke
inhalation

All users.

People

Regular
Hirers: eg
Scouts,
Guides,
Playgroup
Etc.
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L

Equipment brought in must
have PAT cert. Fuse box
accessible at all times.
Fire risk assessment carried
out. Weekly alarm test.
Monthly emergency light
test. Annual Fire Drill. All
staff Fire warden trained.
Fire extinguishers,
blankets, smoke alarm
regularly serviced.
Close shutter when kitchen
not in use.
Maximum number of
people in Oak Hall is 200
and Acorn Hall is 100.
Hirers to comply with
above and carry out their
own risk assessments
where necessary and
comply with user’s policies.
Regular users must carry
out their own risk
assessments and supply the
Parish Council with copies.
These must be reviewed
annually along with
relevant insurance
documents.

Report D

POLICY COMMITTEE – 18 JUNE 2018
WOODLAND COMMUNITY CENTRE – LEASE TO OCCUPY
1.

PURPOSE

1.1

To advise members that the Rainbows Preschool have signed a lease to occupy the
Woodland Community Centre.

2.

BACKGROUND

2.1

The Section 106 agreement of the Woodland Community Centre sets out that the
Parish Council should make provision for the one of its main users to be the local
Preschool.

2.2

The Preschool have their own dedicated nursery space, as well as use of the main hall
during weekday term time.

2.3

The Preschool have signed a lease to occupy document and have submitted the
necessary documents to the Council (such as insurance, safeguarding policy and term
time dates). As such the Preschool have taken residence of the Centre from 21 May
2018.

2.4

In the two weeks of occupation, the Preschool have provided positive feedback on the
support provided by the Council and the facilities at the Centre.

3.

LEASE TO OCCUPY

3.1

The lease to occupy is attached at Appendix 1 to this report. This sets out the legal
obligations of the Preschool in meeting the terms of their lease.

3.2

The Parish Council will continue with its open and transparent dialogue with the
Preschool to ensure that the requirements of the lease are met and well as ensuring
that the Preschool, children and parents have a positive and safe experience at the
Centre.

4.

FINANCIAL IMPLICATIONS

4.1

The Preschool are subject to monthly rental fees as set out in their lease agreement
which will be allocated to the Council’s general budget.

5.

RECOMMENDATION

5.1

That the contents of the report be noted.

For further information:
Melanie Stephens, Parish Clerk
clerk@fairoak-pc.gov.uk

Background papers:
None
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Appendix 1

Between
(1)
(2)

FAIR OAK AND HORTON HEATH PARISH COUNCIL
and
RAINBOWS PRE-SCHOOL LTD, COMPANY NO 10681466, UNIC C, ANCHOR HOUSE,
SCHOOL LANE, CHANDLERS FORD, EASTLEIGH, CO53 4DY

LICENCE TO OCCUPY PREMISES AT WOODLAND COMMUNITY CENTRE
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THIS AGREEMENT is made the

of

20

BETWEEN
(1)
FAIR OAK AND HORTON HEATH PARISH COUNCIL of 2 Knowle Park Lane Fair Oak
Eastleigh SO50 7GL (Licensor) and
(2)
of
and
of
being two of the
Directors of the Rainbows Pre-School Ltd (Licensee)
1. Definitions
Accessway
Building
Car Park
Land
Licence Fee
Licence Period
Licensed Area
Permitted Hours
Permitted Purpose
Plan
Utilities
VAT
Working Days

The accessway shown coloured brown on the Plan
The Licensor’s building known as Woodlands Community
Centre
The car park shown edged in green on the Plan
The Licensor’s land known as Woodland Community Centre
55 Savernake Way Fair Oak Eastleigh SO50 7FA shown edged
red on the Plan
The sums set out in schedule 1 plus any VAT. Such sums shall
be subject to annual review by the Licensor
The period starting on 31 May 2018 and, subject to clause
11, ending on 31 May 2028
The area shown edged blue on the Plan
Set out in schedule 2
Pre-School activities
The plan appended to this licence
Electricity, gas water, sewerage, telecommunications
VAT payable under the Value Added Tax Act 1994
Mondays to Fridays

2. Interpretation
2.1. In this licence:
2.1.1. The clause headings are for reference only and do not affect its construction
2.1.2.The word ‘liability’ includes all costs, claims, expenses and loss incurred or suffered by
the relevant party
2.1.3.The word ‘include’ and ‘including’ are deemed to be followed by the words ‘without
limitation’
2.1.4.An obligation not to do something includes an obligation not to cause or allow that thing
to be done
2.1.5.Obligations owed by or to more than one person are owed by or to them jointly and
severally, and
2.1.6.References to the end of the Licence Period are to its expiry or sooner determination
however occurring.
2.2. In this licence unless otherwise specified:
2.2.1. A reference to legislation is a reference to all legislation having effect in the England at
any time during the Licence Period, including directives, decisions and regulations of the
Council or Commission of the European Union, Acts of Parliament, orders, regulations,
consents, licences, notice and byelaws made or granted under any Act of Parliament or
directive, decision or regulation of the Council or Commission of the European Union, or
made or granted by a local authority or court of competent jurisdiction and any
approved codes of practice issued by84a statutory body, and

2.2.2.Unless otherwise specified, a reference to particular legislation is a reference to that
legislation as amended, consolidated or re-enacted from time to time and all
subordinate legislation made under it from time to time.
3. Licence
3.1. In consideration of the Licence Fee and of the Licensee’s obligations in this Licence, the
Licensor (acting pursuant to section 111 of the Local Government Act 1972) grants to the
Licensee a non-exclusive licence to use the Licensed Area for the Permitted Purpose within
the Permitted Hours.
3.2. The Licensor also grants to the Licensee all rights of access within the Permitted Hours over
the Accessway and the right to use the Car Park reasonably required for the exercise of the
rights conferred by this licence. These rights are granted in common with all others entitled
to similar rights and on condition that the Licensee does not obstruct or interfere with the
rights of the Licensor or any other person so entitled.
4. Payments
4.1. The Licensee must pay to the Licensor the Licence Fee by monthly instalments in advance on
1st of each month.
5. Licensee’s obligations
5.1. During the Licence Period:
5.1.1.Not use the Licensed Area for other than the Permitted Use
5.1.2.At its own cost and risk and to the satisfaction of the Licensor, make good any damage
caused to any part of the Licensed Area by the exercise of the rights conferred by this
licence
5.1.3.Keep the Licensed Area clean and tidy and not place on the Licensed Area, the
Accessway, the Building or the Car Park anything that might constitute an obstruction or
a risk to the health and safety to anyone working at or visiting any of them
5.1.4.Leave the Licensed Area in a clean and tidy condition and free or all the Licensee’s
furniture, equipment, goods and chattels at the end of the Licence Period
5.1.5.Not block the drains or put any deleterious materials down or into the drains, overload
the structure of the Building, or overload or misuse the Utilities
5.1.6.Maintain appropriate policies of insurance to cover the risk of damage or injury to any
person or property occasioned by the exercise of the rights conferred by this licence in
the sum of at least £10 million in respect of any event or series of events
5.1.7.Comply with all legislation relating to the Licensed Area and the activities carried out by
the Licensee, in particular that relating to food safety and hygiene, safeguarding of
children and vulnerable persons and health and safety of persons working at or visiting
the Licensed Area, and with all regulations including those as to security made by the
Licensor from time to time for the management or operation of the Accessway, the
Building, the Car Park, the Land, and/or the Licensed Area
5.1.8.Not display any signs or notices at the Licensed Area without the consent of the Licensor
5.1.9.Not bring onto or store on the Land, the Building or the Licensed Area any harmful or
hazardous substance or material
5.1.10. Not do or omit to do anything which might vitiate any insurance in respect of the
Licensed Area or the Land
5.1.11. Not use the Licensed Area or the Accessway, the Building, the Car Park or the Land so
as to cause any nuisance, damage, disturbance, annoyance or interference to the
owners, occupiers, or users of the Land or any nearby property
5.1.12. Nominate a single point of contact
5.1.13. Nominate a key holder who shall be
responsible for the safekeeping of any keys made
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5.1.14. Not misuse or allow any other person to use any keys made available to the Licensee
5.1.15. Provide the Licensor with the term dates of the subsequent academic year by 31 May
of each year.
5.1.16. Comply with a special conditions set out in schedule 3
6. Assignment or sharing
6.1. This licence is personal to the Licensee and the Licensee must not assign or purport to assign
or deal with it in any way. The rights given in clause 3 may only be exercised by the Licensee,
its employees, its members and lawful visitors.
7. Breach of Licensee’s obligations
7.1. If the Licensor gives written notice to the Licensee identifying a breach of the Licensee’s
obligations under this licence then the Licensee must with 2 Working Days (or immediately
in case of emergency) take all steps required to remedy that breach. In case of default the
Licensor may take all steps properly required to remedy the breach notified to the Licensee
and all liability incurred by the Licensor will be recoverable from the Licensee as a debt.
8. VAT
8.1. Any obligation of the Licensee to pay any sum under this licence includes an obligation to pay
any VAT properly payable in respect of the supply to which payment of that sum relates
8.2. Any obligation of the Licensee to repay or reimburse the Licensor in respect of any
expenditure incurred by the Licensor includes an obligation to repay or reimburse any VAT
forming part of that expenditure.
9. Interest
9.1. If the Licensee fails to pay any sum due under this licence within 10 Working Days after the
due date (whether formally demanded or not) then the Licensee must pay to the Licensor
interest on the sum at the rate of 4% above the Bank of England base rate for the period
commencing on the due date and the date of payment (after as well as before any
judgement).
10. Indemnity
10.1.
The Licensee must indemnify and keep the Licensor indemnified against all liability
arising directly or indirectly from the use of the Licensed Area, the exercise of any of the rights
under this licence and any breach of the Licensee’s obligations under this licence.
11. Termination
11.1.
This licence will automatically terminate at the end of the Licence Period
11.2.
If the Licensor considers the Licensee to be in material breach of any of its obligations
under this licence then the Licensor may give written notice terminating this licence with
immediate effect. On service of that notice, the Licensee must immediately cease exercising
the rights and comply with clause 5.1.4
11.3.
Either party may terminate this Licence upon giving to the other not less than 6
months’ written notice
11.4.
This licence will automatically terminate if:
11.4.1. the Licensee being an individual becomes subject to a bankruptcy order, or
11.4.2. The Licensee being a company or limited liability partnership enters into liquidation
whether compulsory or voluntary but not if the liquidation is for amalgamation or
reconstruction of a solvent entity or enters into administration or has a received
appointed over all or any parts of its assets, or
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11.4.3. The Licensee enters into or makes proposal to enter into any voluntary arrangement
pursuant to the Insolvency Act 1986 or any other arrangement or composition for the
benefit of its creditors, or
11.4.4. The Licensee becomes subject to any procedure for the taking control of its goods by
another, or
11.4.5. The Licensee ceases to operate for a period of 6 months
11.5.
Termination of this licence will not release the Licensee from its obligation to pay the
Licence Fee and any other sums due under this licence up to the end of the Licence Period.
12. Warranty
12.1.
The Licensor gives no warranty that the Licensed Area is fit for the purpose specified
in this licence.
13. Notices
13.1.
Any notice will be properly served if delivered personally or sent by recorded delivery
post to the recipient
13.1.1. in the case of the Licensor at the address given in this licence or
13.1.2. In the case of the Licensee at the Licensed Area.
14. Limitation of liability
14.1.
The Licensor will not be liable to the Licensee or any other person for any damage or
liability caused by any stoppage or defect in any plant or machinery or any interruption to
services or Utilities serving the Licensed Area, nor for any death of or injury to the Licensee,
nor for any damage to any property, provided that nothing in this clause shall exclude or limit
liability for death or personal injury caused by negligence.
15. No tenancy
15.1.
The Licensee acknowledges that this licence does not confer a right to exclusive
possession in respect of any part of the Licensed Area or the Land. Nothing in this licence is
intended to create a tenancy and at the end of the Licence Period the Licensee will have no
right to remain at or to operate from the Licensed Area.
16. Severance
16.1.
If any provision of this licence (or part of any provision) is or becomes illegal, invalid
or unenforceable, the legality, validity and enforceability of any other provision of this licence
shall not be affected.
17. Third parties
17.1.
Nothing in this licence is intended to confer any right on any person pursuant to the
contracts (Rights of Third Parties) Act 1999.
18. Effect of this licence
18.1.
This licence supersedes all previous arrangements or licences oral or written and
includes all the terms of the licence.
19. Jurisdiction
19.1.
This licence is governed by the law of England and is subject to the jurisdiction of the
courts of England and Wales.
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Schedule 1 (Licence Fees)
Part of Licensed Area
Fee
Classroom with kitchen and toilet, with annexed £1 per annum
outside play area
Oak Hall and kitchen
£13 per hour (daytime)
All fees will be reviewed annually, with any price increase being notified to the Licensee in April of that
year.
Schedule 2 (Licensed Area and Permitted Hours)
Part of Licensed Area
Days
Hours
Oak Hall and Kitchen
Monday – Friday during 8.00am – 4.30pm.
designated school term dates
notified pursuant to clause
5.1.15 and agreed by the
Licensor
Schedule 3 (Special Conditions)
No
1

2
3

Special conditions
The Oak Hall must be cleared of
equipment at the end of each
day. All equipment will be
mobile and stored at the end of
each day to prevent misuse.
No permanent fixtures shall be
permitted on the Land or the
Licensed Area
The Licensee will have access to
the notice board in the main
reception area

Signed on behalf of the Licensor
Signed on behalf of the Licensee
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