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Introduction 

1. The Data Protection Act and General Data Protection Regulations (GDPR) came into 
effect in May 2018 and established a principles-based regulatory framework for 
ensuring organisations managed personal data responsibly. Personal data is any data 
that allows an individual to be personally identified and even small authorities like 
Bowes Parish Council maintain records containing personal data (e.g. burial records, 
allotment registers, and payslips). 
 

2. Bowes Parish Council undertook a data mapping exercise in 2018 and approved a data 
retention policy, privacy notice, data consent form, and data protection breach reporting 
form. It resolved to adopt a data protection policy developed by Hawthorn Parish 
Council and published the new suite of documents on its website summarised in a ‘data 
protection sheet.’ 
 

3. Whilst this represented a good start the new clerk appointed in October 2024 identified 
several issues that needed addressing: 

• Data protection policies should be tailored to individual councils rather than 
simply adopting a policy written for another council; 

• The data map and retention policy were not comprehensive and records had 
been retained longer than indicated; 

• The volume of paper records had almost filled available storage; 
• The existing storage options were not sufficiently secure; and 
• The risks of holding records without a documented need had not been formally 

assessed. 
 

4. The Council approved a high-level plan to address these issues at its meeting on 17 
September 2025. This entailed developing a new GDPR and data retention policy for 
approval at the October meeting followed by an audit of manual and electronic records 
held to ensure personal data was only retained where strictly necessary and to identify 
paper documents for secure destruction. The results and options for secure destruction 
were provisionally scheduled for the November meeting. 
 

5. However, the Clerk attended GDPR training on 2/10/25 and 7/10/25 and identified that 
this timescale was unrealistic and the data audit should take place before updating the 
policies. The 2025 Practitioner’s Guide transferred GDPR compliance from an implied 
part of assertion 3 of the Annual Governance Statement, where smaller authorities 
could argue that breaches were unlikely to result in significant financial penalty and thus 
not a barrier to answering the assertion positively to a new assertion 10 where GDPR 



compliance was an explicit requirement. Accordingly, Breakthrough Communications 
(CDALC approved training provider) proposed a thorough, staged approach to ensuring 
GDPR compliance by 31 March 2026. 
 

The New Plan for Ensuring GDPR Compliance 

6. Breakthrough Communications offered their initial training through a free webinar, 
which the Clerk attended on 7 October 2025. They offer a range of more detailed training 
events and support with the option for outsourcing the extensive work involved in a data 
audit entirely. However, this approach is likely to be disproportionately expensive for a 
council of Bowes size. The toolkit involving training, support, drop-in clinics, and 
templates costs £595 plus VAT and outsourcing the data audit is likely to be several 
thousand pounds. A package of enhanced support without the data audit is £997 plus 
VAT. 
 

7. The Clerk believes that following the free training already received he has the skills 
necessary to ensure GDPR compliance without further training or support. Overtime will 
be needed for the data audit but providing the timetable is not rushed and the option of 
bagging and incinerating paper documents earmarked for secure destruction is selected 
rather than time-intensive shredding such costs can be minimised and kept within the 
staff budget. The in-house option will be much cheaper than outsourcing the work. 
 

8. The table below identifies the tasks, timeline and estimated cost of the above strategy. 
 
Table 1: The New Plan for Ensuring GDPR Compliance 
 

Task Timeline Estimated Cost 
Mapping data, why held, 
where held and how long it 
has been held for 

To report to meeting on 11 
November 2025 

£107.76 (8 hours 
overtime) 

Risk assessing data held and 
updating the Data Retention 
Policy 

To report to meeting on 9 
December 2025 

None. Delivered within 
clerk’s core hours 

Separating paper records 
between those for retention 
and secure destruction 
(bagging) 

To bring bagged records to 
meeting on 20 January 
2026 for councillor to take 
away and burn. 

£53.88 (4 hours 
overtime) 

Drafting the new Data 
Protection Policy, Privacy 
Notice, Data Consent Form 
and Breach reporting Form 

To report to meeting on 17 
February 2026 

None. Delivered within 
clerk’s core hours 

GDPR Training to Councillors Delivered by the Clerk 
after the meeting on 17 
March 2026. 

None. Delivered within 
clerk’s core hours 

Transferring retained paper 
records to new lockable 
cabinets and retained 
electronic records to an 
encrypted memory stick. 

31 March 2026 Delivered within clerk’s 
core hours. 
New equipment cost 
£250 from 2026/27 
budget. 



Conclusion 

9. The Council are asked to endorse the above plan, which the Clerk has designed to 
ensure GDPR compliance, without unbudgeted expenditure or a disproportionate 
burden. 

 


