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COMMUNITY THANK YOU AWARDS PROCESS DOCUMENT 2024
Initial nomination form enquiry in person or by telephone:
Data Subjects information to be:
· Stored in the Enquiry loose leaf folder.
· The STC inquiry form, to be used as a proforma. 
· An STC Community Thank You Awards Privacy and Consent Notice must be sent with the nomination forms and information on the STC Privacy Policy should be sent.
· If a nomination is not progressed the enquiry will be deleted at the end of the month. 
Initial website enquiry by email, via the website or telephone:
When STC reply to the email or website query
· The data subject’s email should be stored in the email folder Community Thank You Awards enquiry. 
· A STC Community Thank You Awards Privacy and Consent Notice must be sent and STC Privacy Policy should be sent in the email reply as a link. 
· If a nomination is not progressed the enquiry will be deleted at the end of the month. 
On receipt of a completed nomination form:
· All returned forms will be stored electronically in the Community Thank You Awards folder. 
· Hard copies received will be scanned onto the system and the originals shredded. No paper copies will be retained.
For consideration and judging of awards by the Community and Climate Committee or relevant Task & Finish Group
· Information will be shared electronically.
· Councillors must delete all personal data from their files/system after agreement has been reached.
· If hard copies are issued they must be returned to the Administration team for destruction. 
On reaching an agreement on the finalists for the Community Thank You Awards
The personal data of the proposer and the nominees including the category of their nomination and the outcome should be stored in the Community Thank You Awards Database for the current year.
Invitation to the Thank You Awards Ceremony - to be electronic where possible. 
Proposers - Adult 
· Along with an invitation a Community Thank You Awards Privacy and Consent Notice must be sent.
· This must be signed and returned and marked returned on the Community Thank You Awards Database. 
· If this is not returned the proposer’s data cannot be given out at the ceremony or in the press/website articles etc in the public domain. 
Nominees- Adult 
· Along with an invitation a Community Thank You Awards Privacy and Consent Notice must be sent. 
· This must be signed and returned and marked returned on the Community Thank You Awards Database. 
· If this is not returned the proposer’s data cannot be given out at the ceremony or in the press/website articles etc in the public domain. 

Nominees-Under 16 
· Parents/Carers/Guardian of nominee to receive an invitation and a Community Thank You Awards Privacy and Consent Notice on behalf of the young person.
· This must be signed and returned by the responsible adult on behalf of the young person.
· The Privacy and Consent Notice must be marked returned on the Community Thank You Awards Database and stored in the current year’s folder for Community Thank You Awards- Privacy and Consent Notices.
· If this is not returned the proposer’s data cannot be given out at the ceremony or in the press/website articles etc in the public domain. 
The Presentation
· Only those nominees with signed Privacy and Consent Notices can have their awards presented at the ceremony. Those not wishing/able to consent must collect their award from the STC Administrative Centre. 
· STC officers to advise the Community and Climate Community Committee of those able to have their awards presented at the Town Meeting. 
· Only award winners with signed Privacy and Consent Notices can be included in press statements/online statements or articles in the public domain. 
Deletion of subject’s personal data.
The Community Thank You Awards database will be retained for three years in order to check eligibility for repeat awards. After three years the previous nomination papers and Privacy & Consent Notices will be deleted.



















Email for invitation to Thank You Awards Ceremony 
Proposer 
Dear Community Thank You Award Proposer
You recently completed a nomination for the Sheringham Community Thank You Awards. Sheringham Town Council is delighted to inform you that the nomination you made has been successful in being shortlisted as a finalist. It gives us great pleasure to invite you to the Awards Ceremony which will take place at the Town Meeting on the 30th April at 6pm. Please RSVP by Friday 20th April.
In order for Sheringham Town Council to comply with General Data Protection Regulations we have enclosed a Community Thank You Awards Privacy and Consent Notice which outlines how we will deal with your personal data. This notice needs to be signed and returned to us by 20th April even if you are unable to attend the ceremony. 
May we also take this opportunity to thank you for taking the time to complete your Community Thank You Award nomination. It is very important that as a community we acknowledge the very many volunteers and organisations in our community who make Sheringham the special and unique place that it is. I am sure the person(s) nominated will appreciate this recognition greatly.
Kindest Regards
Nominee- Adult
Dear ?
Sheringham Town Council is delighted to inform you that you have been nominated for a Sheringham Community Thank You Award and have been shortlisted as a finalist. It therefore gives us great pleasure to invite you to the awards ceremony which will take place at the Town Meeting on the 30th April at 6pm. Please send us your RSVP by 20th April.
In order for Sheringham Town Council to comply with General Data Protection Regulations we have enclosed a Community Thank You Awards Privacy and Consent Notice which outlines how we will deal with your personal data. This notice needs to be signed and returned to us by 20th April even if you are unable to attend the ceremony. 
We look forward to seeing you on the 30th April
Kindest Regards
Nominee- under 16
To the representative of: Child’s name 
Sheringham Town Council is delighted to inform you that a young person(s) you represent has been nominated for a Sheringham Community Thank You Award and has been shortlisted as a finalist. It therefore gives us great pleasure to invite you to the Awards Ceremony which will take place at the Town Meeting on 30th April at 6pm. Please send us your RSVP by 20th April.
In order for Sheringham Town Council to comply with General Data Protection Regulations we have enclosed a Community Thank You Awards Privacy and Consent Notice which outlines how we will deal with your child’s personal data. This notice needs to be signed and returned by yourself on behalf of the young person, to us by 20th April even if you are unable to attend the ceremony. 
We look forward to seeing you all on 30th April.
Kindest Regards
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