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WETHERBY TOWN COUNCIL
WEBSITE SUBMISSIONS POLICY

Introduction
This policy outlines the guidelines for using the electronic submission forms available
on the Wetherby Town Council website.

The submission forms covered by this policy include:

Event notifications.

Booking requests for Wetherby Town Hall,

Additions, updates and amendments to business listings.
Additions, updates and amendments to community group listings.
Hallfield Lane cemetery enquiries.

Problem reporting.

General enquiries.

Use of Personal Data
Wetherby Town Council is committed to protecting your privacy.

Any personal data collected through our online submission forms will be used solely for
the purposes intended, including but not limited to processing bookings, responding to
enquiries, and managing events.

We will ensure that personal data is handled in accordance with applicable data
protection laws and our privacy policy which is available online at:

Submission Guidelines

e Submissions will usually be acknowledged responded to within 5 working days.

e Submissions covered by the Freedom of Information Act 2020 will be responded to
within 20 working days.

e Submissions of information about upcoming events must be submitted at least 10
working days prior to the event taking place.

e All submissions must be completed accurately and submitted through the
designated electronic forms.

e By submitting a form, you acknowledge that the information provided is true and
correct to the best of your knowledge.

e By submitting information, you confirm that the content is yours (you own it) or that
you have the right to use it and grant us the right to use and reproduce it on our
website.

e You warrant that the submission of your content through our service does not violate
the privacy rights, publicity rights, copyrights, contract rights or any other rights of
any person.

Right to Refuse Requests

Wetherby Town Council reserves the right, but not the obligation, to, in its sole discretion,
determine whether submissions are appropriate and comply with these terms, and to
refuse or remove content.

The council will not publish content that is deemed inappropriate, irrelevant, or
inconsistent with the Council’s objectives and values. This includes materials which is
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unlawful, offensive, upsetting, intended to disgust, threatening, libelous, defamatory,

obscene or otherwise objectionable.

Examples of such content include, but are not limited to, the following:

¢ Unlawful or promoting unlawful activity.

e Advertising in relation to political activities e.g. promotion of candidates prior to an
election.

o Material of a religious nature unless provided by a collective religious organisation,
for example Churches Together.

e Defamatory, discriminatory, or mean-spirited content, including references or
commentary about religion, race, sexual orientation, gender, national/ethnic origin, or
other targeted groups.

e Spam, machine — or randomly — generated, constituting unauthorized or unsolicited
advertising, chain letters, any other form of unauthorized solicitation, or any form of
lottery or gambling.

¢ Containing or installing any viruses, worms, malware, trojan horses, or other content
that is designed or intended to disrupt, damage, or limit the functioning of any
software, hardware or telecommunications equipment or to damage or obtain
unauthorized access to any data or other information of a third person.

¢ Infringing on any proprietary rights of any party, including patent, trademark, trade
secret, copyright, right of publicity or other rights.

¢ Impersonating any person or entity including the Company and its employees or
representatives.

¢ Violating the privacy of any third person.

False information and features.

Requests to include information relating to businesses located outside the parish
boundary will usually be declined.

Contact Information
If you have any questions about this policy or how your personal data is handled, please
contact Wetherby Town Council.

The Town Hall, Market Place, Wetherby, LS22 6NE
Tel: 01937 583584
E-mail: admin@wetherby.co.uk

Policy Review
This policy will be reviewed periodically, and at least annually, to ensure it remains
compliant with legal requirements, aligned with best practice and is working effectively.
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