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BOGNOR REGIS TOWN COUNCIL INFORMATION GOVERNANCE POLICY
Adopted by the Council at its Meeting held on 11th May 2026







Introduction
Bognor Regis Town Council recognises that information is one of its most important corporate assets. The Council creates, receives and holds significant volumes of information in the course of delivering its statutory functions and serving the community.
This policy sets out how the Council will manage information responsibly, securely and lawfully. It establishes a clear framework for ensuring that information supports transparency, effective decision-making and public trust, while protecting individuals’ rights and complying with legal obligations.
This policy sits alongside and complements the Council’s Data Protection Policy, ICT, Email and Website Policy, and other related governance documents.

Scope
This policy applies to all information created, received or held by the Council, regardless of format. This includes digital records, emails, paper files, website content, images, audio recordings and any other medium in which information is stored.
It applies to all Councillors, employees, volunteers and contractors who handle Council information in any capacity.

Who is Responsible for this Policy?
Overall responsibility for Information Governance rests with the Town Clerk.
The Deputy Clerk, acting as Data Protection Officer (DPO), is responsible for advising the Council on data protection compliance, monitoring adherence to relevant legislation and supporting the management of information risks.
Managers are responsible for ensuring that information within their service areas is managed appropriately.
All Councillors and staff have a personal responsibility to handle information carefully, lawfully and in accordance with Council policies.

Information Governance Framework
The Council’s approach to Information Governance is built on a coherent framework of policies and procedures. These include the Data Protection Policy (covering UK GDPR compliance), ICT and Information Security arrangements, records management practices, Freedom of Information procedures and business continuity planning.
Together, these arrangements ensure that information is handled consistently across the organisation and that risks are identified and managed appropriately.

Principles of Information Governance
The Council will manage information in a manner that is lawful, accurate, secure and proportionate. Information will only be collected and used where there is a clear purpose and legal basis. It will be stored securely, accessed only by those who need it for legitimate reasons, and retained only for as long as necessary.
Where information can properly be shared to support transparency and accountability, the Council will do so. Where information must be protected, particularly where it relates to individuals or sensitive matters, appropriate safeguards will be applied.
The Council recognises that good information governance is not solely about compliance; it is about maintaining public confidence and supporting effective local government.

Data Protection and Privacy
Where information includes personal data, it will be processed in accordance with UK GDPR and the Data Protection Act 2018. The Council will identify appropriate lawful bases for processing, respect individual rights, maintain records of processing activities and carry out data protection impact assessments where required.
Data breaches or suspected breaches will be managed in line with the Council’s Data Protection Policy.

Records Management
The Council will maintain appropriate records to document its decisions, activities and statutory functions. Records will be created where necessary, stored securely, retrievable when required and retained in accordance with approved retention arrangements.
When records are no longer required, they will be disposed of securely.

Information Security
The Council will implement proportionate technical and organisational measures to protect information from loss, unauthorised access or misuse. This includes appropriate physical security, controlled access to systems, secure storage, regular backups and staff awareness.
Information security risks will be considered within the Council’s broader risk management framework.

Transparency and Access to Information
The Council is committed to openness and accountability. It will respond to requests for information under the Freedom of Information Act and to Subject Access Requests under data protection legislation within statutory timeframes.
Where appropriate, information will be proactively published to support transparency.

Training
All staff will receive training on this policy.
Training completion will be recorded and retained as evidence of compliance.

Monitoring
Compliance with this policy will be monitored by the Town Clerk and Data Protection Officer.
This policy will be reviewed regularly, or sooner if required due to legislative changes.

image1.jpeg




