Privacy Notice Last updated: October 2026

The following information applies to Public Meeting Sign-in sheets

Tamworth Borough Council is the data controller for personal information collected when you sign in to a public meeting. We handle your information in accordance with the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR).
If you have questions about your information, contact our Data Protection Officer at data-protection@tamworth.gov.uk or write to:
Data Protection Officer
Nicola Hesketh
Tamworth Borough Council
Marmion House
Lichfield Street
Tamworth
Staffordshire
B79 7BZ
Personal Information
Personal information is information that identifies you, such as your name.
Categories of personal data
For public-meeting sign-in, we collect:
· Your name.
Your details are recorded against the relevant meeting and date.
How do we collect information?
We collect this information directly from you when you complete the public-meeting sign-in record.
How we may use your information
We use your information to:
· Record your attendance at the meeting.
· Administer sign-in arrangements.

Records will be stored securely, with access restricted to authorised personnel. Sign-in arrangements will protect your personal details from being read by other attendees.
How the law allows us to use your personal information
The Council must confirm and document the lawful basis for collecting sign-in information for attendance at public meetings..
The proposed basis is Article 6(1)(e) of the UK GDPR: processing necessary to perform a task in the public interest or exercise official authority.
Before relying on this basis, the Council must identify the relevant function or power in law and demonstrate that collecting names is necessary and proportionate. 
Information Sharing
Access will be limited to authorised personnel who need the information to administer sign-in.
Information will only be disclosed to other organisations where there is a lawful and necessary reason to do so.
Retention Period
We will keep your sign-in record, including your name, for one month after the meeting.
After this period, paper records will be confidentially shredded and electronic records securely deleted.
Rights
Your rights depend on the lawful basis and circumstances and are subject to legal conditions and exemptions.
	Right
	What this means

	The right to be informed
	This notice explains what we collect and how we use your information.

	The right of access
	You can request access to the personal information we hold about you.

	The right of rectification
	You can ask us to correct inaccurate or incomplete information.

	The right to erasure
	You can ask us to delete your information where the relevant legal conditions apply.

	The right to restrict processing
	You can ask us to limit how we use your information in certain circumstances.

	The right to object
	You can object to processing based on a public task, on grounds relating to your particular situation.



To exercise your rights, contact our Data Protection Officer using the details above.
Access to Information
For further information about how the Council handles personal information, visit https://www.tamworth.gov.uk/privacy-notice.
Information Security Incident
If you believe your sign-in information has been lost, disclosed incorrectly or accessed without authorisation, contact the Data Protection Officer at data-protection@tamworth.gov.uk or write to the address above.
Comment, Compliments and Complaints
If you have concerns about how your information has been handled, contact our Data Protection Officer.
You also have the right to complain to the Information Commissioner’s Office. Further information is available at https://ico.org.uk/.
Changes
This notice will be reviewed annually and updated sooner if the sign-in arrangements or use of your information changes. The last updated date is shown at the top of the notice.

