Privacy Notice — Information Governance

This privacy notice explains how the Information Governance Team collects and
uses your personal data when you contact us or submit an information request.

It applies where you exercise your information rights, including:

Making a Subject Access Request (SAR) or other data protection rights
request

Requesting information under the Freedom of Information Act 2000 (FOIA)
Requesting environmental information under the Environmental Information
Regulations 2004 (EIR)

Making a data protection complaint about how your information has been
handled

Who we are and what we do:
The Information Governance Team is responsible for managing and coordinating all
information rights requests on behalf of the Council. This includes:

Processing Subject Access Requests (SARs) and other data protection rights
requests

Handling requests made under the Freedom of Information Act (FOIA) and
Environmental Information Regulations (EIR)

Providing advice and guidance to council services on information disclosure
and data protection

Managing internal reviews, appeals, and data protection complaints

The Council acts as the Data Controller for the personal information collected and
processed for these purposes.

Why we need your information and how we use it:
We collect and use your personal information so that the Information Governance
Team can:

Receive, assess and respond to your request in line with legal requirements
Verify your identity where required (particularly for SARs)

Locate, retrieve and review information held across Council services
Communicate with you about your request, including clarifications

Apply relevant exemptions or exceptions under FOIA, EIR or data protection
law

Manage internal reviews, appeals and complaints

Maintain accurate records of requests and responses

Monitor performance and improve our information rights services



We process your information to meet our legal obligations and to ensure
transparency, accountability, and compliance with statutory duties.

What type of information is collected from you:
Depending on the request or complaint, the Information Governance Team may
collect:

e Your name

« Contact details (email address, postal address, telephone number)

« Proof of identity (for example, passport, driving licence or utility bill for SARs)
o Details of your request or complaint

« Any supporting evidence or additional information you provide

e Records of correspondence between you and the Council

Where necessary, we may also process personal data already held by the Council in
order to respond to your request.

Who your information may be shared with (internally and externally):

Your information will be shared internally with relevant Council services where
necessary to locate and provide the requested information.

The Information Governance Team may also share your personal data externally
where required and lawful, including with:

o Other public authorities or organisations where your request relates to them

e The Information Commissioner’s Office (ICO), particularly if a complaint or
appeal is raised

e Legal advisors, tribunals or courts

e Law enforcement or regulatory bodies where required by law

All information sharing is carried out in a lawful, proportionate and secure manner.

How long we keep your information (Retention policy):

The Council retains personal data relating to information requests and complaints in
accordance with its Retention Schedule.

« SARs, FOI and EIR requests: retained for 3 years from closure
o Complaints: retained for 6 years from closure

Retention periods may vary depending on legal requirements, operational needs, or
where information is required for ongoing proceedings. When no longer required,
your information will be securely deleted or destroyed.
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