Town Mayor of Loughton - Invitation to attend an Event:

Return form to: Town Clerk, Loughton Town Council, 1 Buckingham Court, Loughton, IG10 2QZ
Telephone: 020 8508 4200     Email: contact@loughton-tc.gov.uk

PLEASE COMPLETE IN BLOCK CAPITALS

	Title of Function:

	



	Date of Function:
	
	Time: From:                 To:
            



	Time Mayor should arrive:
	

	Name of Organising Body:
	   



	Organiser:
	Name:   
Home address: 
	Postcode:




	
	Phone:  
	Mobile:  



	
	Email address:    



	Function Location: 
(give exact place for Mayor to report to if site has more than one entrance)
	Address:  

	Postcode:
     

	
	Is parking available for Mayor?
(We do not have a civic car so this would be helpful)
	




	Contact at function:

	Name:   
(The named person should remain available to escort the Mayor throughout the function, if required)

	
	Phone:  
	Mobile:      (in case of delay etc)



	Duties to be undertaken by the Mayor:
	

	Is a speech required, if so please give details: 
	
(If ‘Yes’ the Mayor’s assistant will contact you to discuss length and content)



	Is the Mayor’s spouse/escort included in the invitation?
(Mayors normally like to be accompanied)
	

	Are there any special requirements as to dress?
(The Town Mayor will otherwise wear formal dress (e.g. lounge suit, tie / day dress)
	

	Should the Mayor wear Chain of Office/Badge of office?
	



	Is food and/or drink to be served?
	If so, at what time?   

	Venue for food and/or drink?
	



	When would you expect the Mayor to be free to leave the event?
	Time:    



	Other principal guests/staff to whom the Mayor will be introduced?
	 



	Other Information you wish to add:        
 
      


A copy of the Council’s Data Privacy Notice is provided overleaf.  I agree by signing the consent box below that the Council may process my personal information for providing information and corresponding with me.  

	Signed for Organising Body:
	 
	Date:    
	



* Delete as appropriate
Office Use Only:
	Accept?
	Yes/No*
	DTM Yes/No*
	Ack sent:  

	Thanks sent:
	Yes/No*
	Date:
	





DATA PROTECTION – STATEMENT OF POLICY

In order to operate efficiently, the Town Council has to collect and use information about people with whom it works, its staff and councillors and members of the public.  The data will include: 
1. personal information necessary for the administration of the following services: 
· Allotments
· Cemetery
· Recreation grounds and sports facilities
· Hall hire
1. Correspondence sent to the Council via email, telephone or letter; 
1. Employees’ details and those of councillors; and 
1. Suppliers and contractors. 
NB:  This list is by no means exhaustive. 

Personal data may be processed on the basis that such processing is necessary for the performance of tasks carried out by a public authority acting in the public interest, out of contractual necessity or on a lawful basis. 
The principles of the GDPR require that personal data: 
1. must be processed lawfully, fairly and transparently.
1. be only used for a specific processing purpose that the data subject has been made aware of and no other, without further consent.
1. should be adequate, relevant and limited i.e. only the minimum amount of data should be kept for specific processing.
1. must be accurate and where necessary kept up to date.
1. should not be stored for longer than is necessary, and that storage is safe and secure.
1. should be processed in a manner that ensures appropriate security and protection.

Any personal information held by the Council will only be used for the specific purposes for which it has been provided and will not be disclosed to any other third party unless permitted or obligated to do so by law. 

Handling of personal/sensitive information 
The Town Council will, through appropriate management and the use of criteria and controls:- 
· observe fully conditions regarding the fair collection and use of personal information; 
· meet its legal obligations to specify the purpose for which information is used; 
· collect and process appropriate information and only to the extent that it is needed to fulfil operational needs or to comply with any legal requirements; 
· ensure the quality of information used and where necessary kept up to date; 
· apply checks to determine the length of time information is held; 
· take appropriate measures to safeguard personal information; 
· ensure that the rights of people about whom the information is held can be fully exercised under the Act / Regulations. These include: 
0. The right to be informed that processing is being undertaken; 
0. The right of access to one’s personal information within one month.  No fee will be charged, although a ‘reasonable’ fee may be charged for repetitive, manifestly unfounded or excessive requests or further copies; and
0. The right to correct, rectify, block or erase information regarded as wrong information. 

Notification to the Information Commissioner / Data Protection Officer 
Currently the Information Commissioner maintains a public register of data controllers. 
The Data Protection Act 2018 requires every data controller who is processing personal data, to notify and renew their notification, on an annual basis.  Failure to do so is a criminal offence. 

As a public authority, Loughton Town Council is required under the General Data Protection Regulations to appoint a Data Protection Officer, details of whom will be published once known.  

Further information about the General Data Protection Regulations, your rights and the Council’s obligations can be found on the ICO website: https://ico.org.uk/

For the purposes of the Data Protection Act 2018 (DPA) and the General Data Protection Regulations (GDPR), the data controller is Loughton Town Council.   The Council’s current registration number is PZ1870535.



[Data Protection Policy Reviewed by Resources & General Services Committee on 27 June 2023.  Next Review June 2026]

