St Stephen’s Church Privacy Policy

This Privacy Policy describes the purposes for which personal data may be processed under the
control of the Parochial Church Council of the ecclesiastical parish of St Stephen, Norwich (“PCC”,
“we”, “our”, “us”), Rampant Horse Street, Norwich, NR2 1QP, Registered Charity No 1147706, I0C
Reference ZA462597.

Your personal data — what is it?

Personal data relates to a living individual who can be identified from that data. Identification can be by
the information alone or in conjunction with any other information in the data controller’s possession or
likely to come into such possession. The processing of personal data is governed by the General Data

Protection Regulation (the “GDPR”). This data is provided by yourself when you are asked to complete

a GDPR form.

How we process your personal data.

The PCC of St Stephen’s, Norwich complies with its obligations under the “GDPR” by keeping personal
data up to date; by storing and destroying it securely; by not collecting or retaining excessive amounts
of data; by protecting personal data from loss, misuse, unauthorised access and disclosure and by
ensuring that appropriate technical measures are in place to protect personal data.

We use your personal data for the following purposes: -

¢ To enable us to provide a voluntary service for the benefit of the public in a particular geographical
area as specified in our constitution;

¢ To administer church membership records;

¢ To fundraise and promote the interests of the charity;

¢ To manage our employees and volunteers;

¢ To maintain our own accounts and records (including the processing of gift aid applications);

¢ To inform you of news, events, activities and services running at St Stephen’s, The Chapel and in the
Cafe;

¢ To share your contact details with the Diocesan office so they can keep you informed about news in
the diocese and events, activities and services that will be occurring in the diocese and in which you
may be interested

¢ To allow groups of individuals with shared interests to join together through WhatsApp

* To use CCTV cameras and the recording of digital images are for the purpose of crime prevention,
staff and public safety.

The legal basis for processing your personal data

¢ Explicit consent of the data subject so that we can keep you informed about news, events, activities
and services and keep you informed about church and diocesan events.

* To maintain staff and public safety within the building and crime prevention

® Processing is necessary for carrying out legal obligations in relation to Gift Aid or under employment,
social security or social protection law, or a collective agreement

¢ Processing is carried out by a not-for-profit body with a political, philosophical, religious or trade
union aim provided:

- the processing relates only to members or former members (or those who have regular
contact with it in connection with those purposes); and
- there is no disclosure to a third party without consent.



PCC Members/Trustees

If you are a PCC member the personal data collected in relation to you will be your contact details,
including email address and date of birth. Your contact details will be shared with other members of
the PCC to enable the business of the PCC to be conducted. Your personal data will also be shared
with the Charity Commission as this is required by law. Your date of birth is collected because this is
required by the Charity Commission. Personal data processed for the purposes of submission to the
Charity Commission is processed by the Parish Administrator. PCC and Deanery Synod
application/nomination forms are held by the PCC Secretary who maintains the register of PCC and
Deanery Synod members.

Volunteer Groups and Roles
If you volunteer for any of the following:

o Café volunteers

o Café Friends

o Little Fellowes

e Garden volunteers

e Serving

e Reading

e Leading intercessions

e Church flowers

¢ Refreshments

e Home visits

o Pastoral care

e Children’s work

or any other volunteer group that may be established from time to time, the personal data processed in
relation to you will be your name and contact details only. Your contact details will be shared with other
members of the group you volunteer for to enable the rota to be shared and members to make
alternative arrangements with each other if necessary. Information published in the Church may also
include your contact information. If you do not want your contact details to be shared with other
members of your volunteer group, please let the Operations Manager know.

The Operations Manager can be contacted at manager@ststephensnorwich.org

We process your personal data as outlined above because it is in the scope of the legitimate interests
of the PCC to do so and your personal data will not be shared outside of PCC controlled activities
without your permission.

Disclosure and Barring Record Checks

Depending on your volunteer role, in line with our Safeguarding Policy and where allowed by law, you
may be required to undertake a Disclosure and Barring Service (“DBS”) check. Further information will
be provided to you on the processing of your personal data for this purpose by the Safeguarding
Officer should a DBS check be required for your role.

The Church Electoral Roll

The personal data collected and processed in relation to you for the purposes of compiling the Church
Electoral Roll (“Roll”) is required under what are known as the Church Representation Rules. The Roll
must be published in the Church for two weeks before the Annual Parochial Church Meeting (“APCM”).
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If having your name published in this way will be an issue for you, please speak to the Electoral Roll
Officer. Please note, if you are not on the Roll you cannot vote at the APCM.

Contacting the PCC through the St Stephen’s website or A Church Near You website

If you submit a question or request through a ‘contact us’ page on the St Stephen’s website or A
Church Near You website (“Website”) this will be received by the Operations Manager who will share
the information you have submitted, including your personal data, with the person who can most
appropriately assist you with your question or request. Your personal data will not be used for any
other purpose unless specifically requested.

The PCC mailing list/marketing/database

The PCC maintains a mailing list to enable Church services, events and fundraising activities
(collectively “marketing”) to be promoted. If you are not on the mailing list and wish to be, please email
the Operations Manager and indicate whether you wish to receive information by mail or email. You
have the right to opt out of receiving marketing at any time. It is your responsibility to advise us if your
personal data changes.

The Operations Manager can be contacted at manager@ststephensnorwich.org

Baptisms, Marriages and Funerals

Personal data will be collected from you when you are arranging a baptism, marriage or funeral. We
only collect personal data necessary for the purpose of providing the service you have requested and
with your knowledge. Some personal data, such as for the marriage registration, is required by law.

We may use the personal data collected to invite you to a service we feel might be helpful, supportive
or relevant to you following such a life event. We may process your personal data in this way because
this is a legitimate activity in line with our purpose but if you do not wish us to do this, please let us
know.

The PCC is not responsible for photographs and recordings taken/made at a service conducted at
your request or how they are subsequently used (for example making public through the internet).

Photographs, Video Recording and Social Media

We may take photographs at services and other events as well as record services and sometimes live
stream them on the internet. Photographs and recordings may be posted on the Website and our
public Facebook page. Photographs may also be published in the weekly newsletter. We do this for
publicity purposes and also to help individuals who may not be able to attend a service to feel
included. This processing is in our legitimate interests and where required we will obtain consent.

If photographs or recordings are being made for this purpose, we will make sure this is made clear
prior to the start of the event and tell you how you ensure you are not photographed or recorded. We
will only process such personal data on vulnerable adults with their express consent which must be
endorsed by a responsible adult, and on young people and children with their consent and express
consent of their parents/carers or guardians. The identity or name of a child will never be revealed in
any publication of an image of them.

If, during any Church event or service, children or adults use cameras or mobile phones to take photos
of each other, or if parents or carers take photos of children or adults other than their own, THESE
MUST ONLY BE USED FOR PERSONAL USE AND SHOULD NOT BE DISPLAYED IN ANY PUBLICLY
ACCESSIBLE SPACE, INCLUDING ON THE INTERNET OR WEB-BASED COMMUNICATION
CHANNELS SUCH AS FACEBOOK. The PCC accepts no liability for any contravention of this
requirement.

We collect CCTV data for the purpose of safety, security and crime prevention. The details of which are
set out within the Policy and Procedure for the use of CCTV Cameras document (July 2025).
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How long do we keep your personal data?

We keep data in accordance with the guidance set out in the guide “Keep or Bin: Care of Your Parish
Records” which is available from the Church of England website [see footnote for link]. Specifically, we
retain electoral roll data while it is still current; gift aid declarations and associated paperwork for up to
6 years after the calendar year to which they relate; and parish registers (baptisms, marriages, funerals)
permanently.

Your Rights

Unless subject to an exemption under the GDPR, you have the following rights with respect to your
personal data: -

¢ The right to request a copy of your personal data which the PCC of St Stephen’s, Norwich holds
about you;

¢ The right to request that the PCC of St Stephen’s, Norwich corrects any personal data if it is found to
be inaccurate or out of date;

¢ The right to request your personal data is erased where it is no longer necessary for the PCC of St
Stephen’s, Norwich to retain such data;

¢ The right to withdraw your consent to the processing at any time

¢ The right to request that the data controller provide the data subject with his/her personal data and
where possible, to transmit that data directly to another data controller, (known as the right to data
portability), (where applicable).

¢ The right, where there is a dispute in relation to the accuracy or processing of your personal data, to
request a restriction is placed on further processing;

¢ The right to object to the processing of personal data, (where applicable).
* The right to lodge a complaint with the Information Commissioners Office.
Security

We ensure we only process the minimum personal data necessary and take reasonable steps to
ensure it is kept secure.

The Internet is not a secure form of communication and there is a risk that sending us any personal
data over the internet may be accessed by unauthorised third parties. We recommend that you do not
send anything you consider to be confidential to us over the internet.

Complaints

If you have a complaint in relation to the processing of your personal data please contact us at
manager@ststephensnorwich.org . If you are not happy with the way we handle your complaint you
have the right to complain to the UK Information Commissioners Office on 0303 123 1113 or via email
https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe
House, Water Lane, Wilmslow, Cheshire. SK9 5AF.

Contacting us

If you wish to exercise your rights, or have any questions regarding this policy please contact us at
manager@ststephensnorwich.org

Linked websites

This Privacy Policy does not apply to any websites linked to our website which we do not operate or
control.
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Updates to this Privacy Policy

If we wish to use your personal data for a new purpose, not covered by this Privacy Policy , then we
will provide you with a new notice explaining this new use prior to commencing the processing and
setting out the relevant purposes and processing conditions. Where and whenever necessary, we will
seek your prior consent to the new processing.

St Stephen’s Church
August 2025



